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I.  AUTHORITY: 
 

  Deputy Secretary of Youth Services (YS) as contained in La. R.S. 36:405.  
Deviation from this policy must be approved by the Deputy Secretary. 

 
II.   PURPOSE: 
 

 To establish a structured reintegration program for youth placed under the 
supervision or in the custody of YS prior to exiting from a residential or secure care 
facility.  To provide enhanced procedures for youths transitioning from secure-care 
to placement in appropriate pathways to assist in successful reentry. 

 
III.   APPLICABILITY: 
 

 Deputy Secretary, Assistant Secretary, Undersecretary, Chief of Operations, 
Executive Management Advisor, Regional Directors, Director of Treatment and 
Rehabilitative Services, Facility Directors, Regional Managers, and the Contracted 
Health Care Provider (CHP).  
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 Facility Directors and Regional Managers are responsible for ensuring that all 

necessary procedures are in place to comply with the provisions of this policy.  
 
IV.  DEFINITIONS: 
 

Assessment – The process of gathering the necessary social, legal, 
psychological, behavioral, medical, educational, social service screening 
documents, SAVRY summary risk rating, and other information about the youth to 
indicate the appropriate level of care and custody, and determine the appropriate 
treatment plan for the youth during the youth’s commitment. 

 
 Assignment – The process of placing a youth in an available program or facility 

most appropriate to meet identified needs and risks consistent with instructions 
received from the court recommending either secure or non-secure placement, 
unless an exception is approved by the Deputy Secretary/designee. 

 
  Case Manager - A generic term used within a secure care facility to identify 

members of the counseling profession, e.g., Social Services Counselor, Clinical 
Social Worker, Program Manager or a treatment team member assigned to 
manage a youth’s case.  

 
  Community Based Services (CBS) - Includes all regional probation and parole 

offices located throughout the state.  
 

  Continuous Quality Improvement Services (CQIS) - The CO performance 
based and results-driven competency and efficiency management system. 

 
Contracted Health Care Provider (CHP) – Contracted licensed practitioners 
responsible for the physical and mental well-being of the secure care youth 
population.  Services include medical, dental, mental health services, nursing, 
pharmacy, personal hygiene, dietary services, health education and environmental 
conditions. 

  
  Early Release - The process initiated through a formal recommendation made by 

regional and secure care facility staff during a quarterly reclassification staffing to 
consider a youth for placement in a less restrictive setting for the purpose of 
furthering the rehabilitation/treatment process. (Refer to YS Policy B.2.1) 

 
 Fast Track Program – A short term program that consists of a secure care phase 

and a home reintegration phase with the goal and objective of the Fast Track 
Program to change the youth’s antisocial thinking and behaviors to more pro-social 
thoughts by providing him with the appropriate dosage of evidence based cognitive 
behavioral treatment. (Refer to YS Policy No. B.2.12)  

  
  Formal Case Staffing - A staffing at which time the Regional Manager/designee, 

the PPO/J, an unbiased party, and the parent/guardian, if available, have a 
meeting to discuss the youth's case. (Refer to YS Policy No. B.2.1)  
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  Full Term Date – The day following the last inclusive date of supervision or 
custody of a youth as ordered by a court. (Refer to YS Policy No. B.4.1) 

 
  Individualized Intervention Plan (IIP) – Initial and Formal - A statement of goals, 

objectives, and the methods used to obtain them that is created for each youth in 
secure care.  The IIP is dynamic and is updated depending on the identified needs 
and specialized treatment required while in secure care.  The IIP also identifies 
follow-up services needed by the youth on release and is coordinated with 
Community Based Services to provide the proper level of aftercare.   

 
Individualized Service Plan (ISP) – An individualized plan developed by the 
assigned PPO/J to achieve the desired results for change.  The plan is 
accomplished through the collaborative effort of the PPO/J, youth and 
parent/guardian.  The plan shall contain specific, measurable goals to address the 
risks, needs and protective factors. The SAVRY, Probation Order, psychological 
evaluation and other pertinent information shall be used to develop the plan.  The 
ISP is modified throughout supervision as need areas are identified. 
 

  Juvenile Electronic Tracking System (JETS) - The centralized database used 
to track all youth under YS supervision or custody and to record youth case record 
activity. 

 
Medicaid – A Federal health program designed for eligible individuals that have 
low income and resources. 

 
         Non-Secure Residential Facility - A residential community-based facility licensed 

by the Department of Children and Family Services (DCFS) Bureau of Licensing, 
providing services to youth in the custody of YS. 

 
Placement – The assigned residential location, either non-secure or secure, of 
youth in the custody of YS.   
 
Placing Region - The region from which a placement originates, usually the region 
where the youth's parent/guardian resides. 

 
 Probation and Parole Officer 1. 2. And 3/Juvenile (PPO/J) – PPO/J’s assist 

youth and families in locating, accessing and coordinating networks of support to 
address needs.  PPO/J’s shall coordinate case management services in 
accordance with need assessments, as well as monitor compliance with the 
services provided and court ordered requirements while the youth is in the custody 
or under supervision of YS. 

 
 Probation and Parole Supervisors - Supervisors charged with overseeing the 

probation staff in the Community Based Services (CBS) offices located throughout 
the state. 
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Reclassification Staffing - A multidisciplinary treatment team meeting which 
occurs on a quarterly basis (no later than the last day of the third month following 
the previous custody classification) between all staff working with or treating a 
youth for his/her specific needs.  The multidisciplinary treatment team meeting 
shall be comprised of the youth’s case manager, a social services supervisor, the 
dorm group leader, the juvenile justice specialist that supervises the youth, the 
youth’s probation officer (or a representative), a representative from the school 
(special education teacher if youth is receiving SSD #1 services), the contracted 
mental health provider (if applicable), a member of the medical staff who is familiar 
with the youth if he/she is receiving on-going medical treatment, and the youth.   
The youth’s family shall be encouraged to attend as well.  Reclassification 
addresses a youth’s IIP and helps monitor the youth’s progress, reveal any 
problem areas that need attention, discuss Code of Conduct violations during the 
quarter, and discuss interventions that can be utilized to change/alter the youth’s 
behavior; as well as eligibility for escorted absence, furlough or early release and 
step down to non-secure.  At this time the youth’s custody level is reclassified by 
rescoring his reclassification scale using the information gathered, to include any 
SAVRY reassessment results.    

 
Reintegration Programs - Juvenile reintegration programs ensure a seamless 
transition for youth being discharged from YS residential placements back into a 
community setting.  A comprehensive re-entry process begins after disposition, 
continuing through residential placement, and into the period of release back into 
the community.  The purpose of this process is to provide a successful transition 
into society through training, counseling, mentoring, and reuniting the youth with 
family members.  The goal of reintegration services is to help assist youth in 
developing the skills and protective factors they need to resist further violent and 
delinquent behavior and, ultimately, to avoid reoffending.   

 
 Release – The process by which a youth is removed from a secure care facility to 

a less secure setting or returns to the community under supervision. 
 

  Releasing Authority – Pursuant to La. Children’s Code Article 909, the court of 
juvenile jurisdiction is the releasing authority. 

   
 Secure Care Facility – A living environment characterized by a range of moderate 

to high security level facilities that include construction, fixtures and staff 
supervision designed to restrict the movements and activities of the residents, and 
to control, on a 24-hour basis, the ability of the residents to enter and leave the 
premises, and which are intended for the treatment and rehabilitation of children 
who have been adjudicated delinquent.” [La. Ch. Code Article 116(24.2)] 

 
  The secure care centers operated by YS are as follows: 

 
 Acadiana Center for Youth (ACY); 
 Bridge City Center for Youth (BCCY); 
 Swanson Center for Youth (SCY); and  
 Swanson Center for Youth at Columbia (SCYC). 
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 Structured Assessment of Violence Risk in Youth (SAVRY) - An evidence-

based assessment designed to assist professionals in making judgments about a 
youth’s needs for case planning.  The SAVRY utilizes a structured, professional 
judgement method of assessment, meaning that the individual completing the 
assessment rates the youth on a number of evidence-based risk factors and then 
weights all the information to come to a final judgement that the youth has a Low, 
Moderate or High Summary Risk Rating for future reoffending.  (Refer to YS Policy 
No. B.2.14) 

 
Supervising Region/Assigned Region - The region assigned to provide courtesy 
supervision or that supervises the youth while placed in a non-secure facility. 
 
Supervising Officer - The PPO/J assigned to make contacts with the youth and 
facility representative while the youth is in a non-secure facility. 

 
Transition Coordinator – A secure facility employee who is assigned to enroll 
youths in transition services designed to assist them in being placed in school, 
employment, or the military, upon release from OJJ’s custody. 

 
 Transition Services – The totality of services, including vocational training, job-

readiness training, boosting of social skills and assistance with various forms of 
placement, tutoring, etc. that a student may receive from transition coordinators or 
any member of the transition team. 

 
 Transition Team – A group of OJJ staff members who work with the transition 

coordinators to aid in student placement. 
 
V.  POLICY: 
 

It is the Deputy Secretary's policy that all youth placed under the supervision or in 
the custody of YS shall be provided with an Individualized Intervention Plan (IIP) 
or Individualized Service Plan (ISP) for reentry.  The IIP or ISP shall be based on 
the youth’s most recent SAVRY or reassessment, which shall be developed and 
implemented prior the youth’s release back into the community.  Youth in secure 
care shall be assisted by Transition coordinators who shall help secure 
educational, vocational, and living arrangements for youth reentering society and 
will work with outside agencies to assist youth.  YS shall make every effort to 
extend assistance upon discharge from secure or non-secure care when 
requested by the youth as a continued effort to promote a delinquency-free 
existence for the youth served.   
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VI. PROCEDURES: 
 

A. Upon placement of a youth in a residential or secure care facility the youth's 
case is assigned to a supervising Probation and Parole Officer/Juvenile 
(PPO/J), who is responsible for monitoring the youth’s progress throughout 
placement in conjunction with the facility’s assigned Case Manager.  

 
When a youth is assigned to a secure care facility, the permanent Case 
Manager is not assigned to the youth until transfer from the intake unit to 
the assigned housing unit. (Refer to YS Policy No. B.2.3) 

 
 B. When a youth is placed in a residential facility the initial ISP shall be 

developed by the supervising PPO/J and completed in the Juvenile 
Electronic Tracking System (JETS) within the first 14 days of placement. 
The ISP shall include the interventions available at the residential facility to 
address the youth’s identified needs.  Interventions may be contracted 
outside of the facility. 

 
C.  When a youth is placed in a secure care facility the initial ISP which was 

created in JETS by the supervising PPO/J upon adjudication, shall be 
incorporated into the IIP in JETS by the intake Case Manager within three 
(3) working days of the completed initial medical, mental health and 
educational screens.   

 
 Upon placement of the youth in an assigned housing unit, the IIP shall be 

updated within seven (7) days of receipt of the CHP’s psychological 
assessment. Any additional needs identified by the psychological 
assessment shall be added to the IIP for intervention by the Case Manager. 
The IIP shall include interventions available at the secure care facility to 
address the youth’s identified needs. 

 
D.   The initial ISP or IIP shall include specific information about the youth 

obtained from the Social History/PDI, SAVRY, psychological/psychiatric 
evaluations, medical, educational and/or any other pertinent information.   

 
 The ISP or IIP shall address the ten (10) primary areas of reentry. Eight (8) 

of which include challenges / identified needs obtained prior to admission 
to a secure care or residential facility, and rated “High” or possibly 
“Moderate” risk on the youth’s latest SAVRY reassessment.  
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   The following need areas shall be included in the plan: 

 
 1.   Family: Challenges and living arrangements that need to be 

addressed; appointments for family counseling; 

2. Peer Groups, Pro-social and Leisure Activities; 

 3. Mental Health and Emotional Stability: Appointments for mental 
health counseling and contact information; 

 4. Education: In addition to SAVRY needs, the need for special 
education services, HiSET services, as well as applications for 
financial assistance shall be addressed and attached to the plan. 
Specific schools the youth has enrolled in or will be enrolled in;  

 5. Vocational Training and Employment: Applications to schools or 
jobs with contact information shall be included and attached.  All 
youth 17 and older who have achieved a HiSET shall have a finalized 
vocational training or employment plan; 

 6. Substance Use Disorder: Appointment dates and times for 
continued substance use disorder treatment; 

7.  Community Issues: If the youth is returning to a high risk community 
the plan shall include strategies to address youth and family and 
issues that may arise within their community; and 

8.  Disruptive Behavior Issues: Appointment dates and times made to 
address behavioral issues.  

 
Other factors that can be addressed which are not included in the SAVRY 
needs may include but are not limited to the following: 

   
 9. Special Conditions of the Court (including sexual behavior 

problem treatment and registration of youth who have committed a 
sex offense); and 

 10.  Physical Health and Medication Management. 
 

E.  In addition to listing the youth’s need areas, protective factors (as 
determined by the youth’s latest SAVRY) shall also be listed on the plan. 
The ISP or IIP shall note how these factors will better enable the youth to 
begin a productive life. Discussion on how these factors can be utilized or 
strengthened upon release shall be discussed and included in the plan. 
Protective factors may include the following:  

 
1. Pro-social involvement;  
2. Strong social support;  
3.  Strong attachments and bonds;  
4. Positive attitude toward intervention and authority;  
5.  Strong commitment to school; and  
6. Resilient personality traits.  
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When possible, residential and secure care facilities shall work to assist in 
the development or strengthening some of these factors while the youth is 
in the custody of YS, to enable the youth to take advantage of these 
strengths upon release.  

  
 F. The youth’s supervising PPO/J and the residential or secure care Case 

Manager shall coordinate home passes, escorted absences, and/or 
furloughs throughout the youth’s stay. These processes shall be 
coordinated with the residential or secure care facility staff to ensure that 
appropriate youth are provided the opportunity to participate in these 
activities. 

 
  Youth housed in a secure care facility must be making progress on many of 

the goals noted on the IIP, as well as meet the eligibility requirements for 
home passes, escorted absences, and/or furloughs pursuant to YS Policy 
Nos. C.4.1 and C.4.7. Eligibility shall be decided at a multidisciplinary team 
staffing between the supervising PPO/J, the Case Manager, and other 
required staff as outlined in YS policies.  

 
G. The supervising PPO/J, the residential or secure care Case Manager, and 

the Transition Coordinator shall coordinate structured activities to facilitate 
the youth’s reentry into the community.  These activities shall include but 
are not limited to the following: 

 
1. Seeking employment; 
2. Making arrangements for enrollment in appropriate educational 

programs;  
3. Contacts with reintegration program providers; and 
4. Follow-up medical appointments, if applicable. 

 
H. To effectively address the youth’s ISP or IIP, the supervising PPO/J, the 

residential or secure care Case Manager, and the Transition Coordinator 
shall work to maintain frequent communication in order to coordinate 
services by linking community resources and employing wraparound case 
management.  The following shall be conducted by the supervising PPO/J 
and the applicable Case Manager:   

 
  1. Participation in quarterly reclassification staffings which address the 

youth’s progress while in placement, remaining need areas, youth 
and parent’s goals for reintegration and potential release date.  

 
2. The supervising PPO/J and the residential or secure care Case 

Manager shall continue monthly contact with the youth’s family by 
maintaining an ongoing relationship and effective communication in 
order to do the following:  
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a.   Assess and monitor the care the youth shall receive, including 
the youth's safety, mental health, physical environment, 
educational progress and health needs; 

   b. Monitor the home environment (family living arrangements); 

   c. Lend support and address any concerns of the  family / ISRP; 

 d. Solicit input from the parent/guardian in regards to the youth’s 
ISP or IIP;  

e. Identify and discuss appropriate community based resources 
that will provide services to meet the youth’s needs identified 
on the ISP or IIP; 

f. Provide on-going clarification of treatment process and 
progress regarding the reason for continued placement; and 

  g. Solicit information needed to revise the plan.  
 

I. The supervising PPO/J and the residential or secure care Case Manager 
may update the ISP or IIP at any time, based upon the youth’s progress, 
and/or changes in the youth’s ISP or IIP or identified needs. Updates to the 
ISP or IIP shall occur during monthly assessments or reviews, 
Administrative Case Reviews, and quarterly reclassification staffings by the 
supervising PPO/J or the residential or secure care Case Manager. The ISP 
or IIP for youth assigned to a secure care or residential facility may also be 
updated following the completion of a SAVRY reassessment by the Case 
Manager. The PPO/J and the Case Manager shall communicate changes 
in the youth’s ISP or IIP or identified needs with each other. 

 
 J.  No less than 30 days prior to the youth’s full term date, the supervising 

PPO/J and the residential Case Manager shall discuss and begin to finalize 
the youth’s ISP.  For youth in secure care, the supervising PPO/J, the Case 
Manager and the Transition Coordinator shall discuss and begin to finalize 
the youth’s IIP 90 or more days before the youth is scheduled to leave the 
facility or the full term date.  

 
  Interventions to address any remaining needs shall then be changed from 

those provided at the residential or secure care facility to those that will be 
available in the community.  The ISP or IIP shall include specific community 
based programs and services which will address the youth’s previously 
identified areas of reentry, based on the youth’s recent 
SAVRY/reassessment. (Refer to YS Policy No. D.10.32)  
 
The most recent Inventory of Community Based Programs/Service Referral 
Matrix (developed at each regional office), shall be utilized as a resource to 
select the appropriate service(s) to address the youth’s needs as specified 
by his most recent SAVRY reassessment. Plans to meet other identified 
needs that may also exist but were not identified by the SAVRY shall be 
carefully developed and resources identified to address these needs. 
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K. The supervising PPO/J and the residential secure care Case manager shall 

finalize the ISP or IIP, along with a multidisciplinary treatment team that 
shall include the participation of the following: 

 
 1. Youth’s family or legal guardian (if youth has no legal guardian this 

shall be noted on the Summary of Staffing form); 
 2. Youth’s residential or secure care Case Manager; and 
 3. Youth’s supervising PPO/J 
 

If the youth is housed in a secure care facility, the following shall also be 
present: 

 
1. Group Leader; 
2. Transition Coordinator 

 3. CHP if appropriate; and 
 4. Education staff.  

 
L. After the completion of the staffing, the ISP or IIP shall be updated in JETS 

within five (5) working days by the secure care Case Manager if in a secure 
care facility or by the supervising PPO/J if the youth is in a residential facility.  

 
M. If a secure care youth meets the criteria to be recommended for an early 

release and is recommended during the quarterly reclassification staffing, 
the team shall begin to finalize the IIP immediately during the staffing. The 
same participants listed in Section VI.K of this policy shall attend and 
provide input into the final IIP. A copy of the finalized IIP shall be available 
at the early release hearing and provided to the youth, the family, and the 
court by the Case Manager.  

 
N.  The final ISP or IIP shall include the following: 
 
 1. The youth’s most recent individualized need areas as determined by 

the latest SAVRY reassessment, educational, other more recent 
psychological or psychiatric evaluations, etc. that may have been 
conducted; 

 
 2. The youth’s goals to address the needs; 

  
  3. Any special conditions or programs as ordered by the court 

(Trackers, EMP, etc.); 
  

4. Who will monitor the youth as it relates to meeting the objective of 
each goal;   

 
   5. The intervention used to meet each goal; and  
 
  6. A projected completion date for each goal.   
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O. The supervising PPO/J and the residential or secure care Case Manager 
shall sign the finalized ISP or IIP and obtain signatures from the youth, the 
parent/guardian, facility staff, secure care Facility Treatment Director, and 
the PPS/J at the time the plan is finalized.  

 
1. The secure care Case Manager shall be responsible for obtaining 

signatures from the youth, facility staff and the secure care Facility 
Treatment Director. 

 
2. The PPO/J shall be responsible for obtaining signatures from the 

PPS/J, the residential Case Manager if applicable, and the 
parent/guardian. 

 
If the youth is in a secure care facility a disclaimer must also be removed by 
the Facility Treatment Director, or the CO Program Manager in their 
absence, in JETS indicating approval.  A copy of the signature page must be 
filed in the youth’s Master Record under Clip II. (Refer to YS Policy No. B.3.1) 
Following completion, the youth and the parent/guardian shall be provided a 
copy of the plan by the Case Manager.   

  
If a secure care youth is scheduled for regular quarterly review hearings by 
the court and has a “Low” or ”Moderate” custody level, the IIP must be 
finalized at every quarterly reclassification staffing by all mandatory 
participants in case the judge makes a ruling to release the youth at the next 
regularly scheduled quarterly review hearing.  The IIP shall be updated in 
JETS by the youth’s Case Manager within five (5) working days. 

 
 P. If the youth is released from the custody of YS prior to the IIP being finalized, 

the supervising PPO/J and the secure care Case Manager shall obtain the 
required signatures no less than 14 days upon the youth’s release from YS 
custody. A copy of the IIP shall be mailed to the youth, the parent/guardian, 
and the court after the 14 days by the PPO/J. 

 
Q.  The procedures established in YS Policy No. B.2.17 must be followed for 

youth adjudicated delinquent for a sex offense who are required to register 
as a sex offender when releasing from a residential or secure care facility. 

 
R. Youth who are in a secure or non-secure facility, who have been 

adjudicated for a hands-on sex offense or a hands-on sex offense that has 
been pled down to a non-sex offense, must have a signed “Safety Plan 
Contract” in place [refer to YS Policy No. C.4.1, Attachment (h)] prior to the 
occurrence of any of the following: 

 
 1. Release from a secure care facility; or 
 2. Placement in or release from a non-secure facility. 
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S. Youth who are in a community-based treatment program, who have been 

adjudicated for a hands-on sex offense or a hands-on sex offense that has 
been pled down to a non-sex offense, must have a signed “Safety Plan 
Contract” in place [refer to YS Policy No. C.4.1, Attachment (h)] in place 
when the following occurs: 

 
 1. The youth’s disposition is probation with YS/OJJ supervision; or 

2. The youth is under a Deferred Disposition Agreement and YS/OJJ is 
supervising the youth. 

 
T  No less than 30 days prior to the youth’s release, the residential or secure 

care Case Manager shall provide the supervising PPO/J with a pre-release 
packet (refer to YS Policy No. B.8.11) which shall include the following: 

 
  1. Copies of all current education records; 
  2. Copies of all vocational training records; 
  3. Copies of all current medication information; 

4. Copies of any financial aid application for college or vocational 
school; and 

  5. A report which includes information as to the follows: 
 
   a. Dates of escorted absences; 
   b. Dates of furlough(s); 
   c. Number of successful visits made at the facility by the family; 

d. Number of successful work release days;  
e. Any in person contact with a ISP or IIP provider prior to 

release; and 
f.  Sex Offender Registry, if applicable. 

 
U.  Pursuant to YS Policy No. B.2.1, a copy of the Medicaid Application which 

must be completed 48 hours prior to release, shall be filed in the youth’s 
Master Record under Clip IV, and mailed to the supervising PPO/J. A copy 
shall also be attached to the finalized IIP provided to the youth and the 
parent/guardian upon release.   

 
 V. The supervising PPO/J shall facilitate all aspects of the reintegration 

process which shall include, but is not limited to the following: 
 
  1. Arranging the youth’s reentry into the appropriate school system;  

  2. Arranging appropriate medical, mental health and/or substance 
abuse appointments. (In secure care, the CHP shall make these 
appointments. The dates and times of appointments shall be entered 
on the IIP in JETS by the secure care facility Case Manager); 

3. Making referrals to community based programs (i.e. counseling, 
Trackers, mentoring); 
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  4. Assisting with vocational training or job placement; 

  5. Handling case management services and monitoring progress on the 
youth’s IIP; and 

6. Providing probation/parole supervision to ensure youth’s compliance 
with court ordered conditions. 

W.  The final ISP or IIP for all youth adjudicated under the La. Children’s Code 
Article 897.1 shall be forwarded to the adjudicating court within six (6) 
months of the youth’s full term release date by the youth’s Case Manager.  

 
An updated finalized ISP or IIP shall again be submitted to the adjudicating 
court within 30 days of the youth’s full term release date by the youth’s Case 
Manager.  

 
VII. GENERAL DUTIES AND RESPONSIBILITIES OF TRANSITION 

COORDINATORS: 
 

A. Transition coordination is not separate from other reentry or pre-release 
activities.  Rather, transition coordinators should see their position as the 
lead in an overarching set of attempts to help students achieve their goals, 
regardless of what class, certification program, or volunteer activity students 
are enrolled in.  All teachers, counselors, and transition coordinators 
working at any point of a student’s term with OJJ should be cooperating, 
while the transition coordinator “ties” all of their efforts together and attempts 
to distill all student activities into a few simple goals ending in successful 
placement. 

 
 B. Full-time transition coordinators shall be responsible for the following: 
 

1. Leading coordinated and goal-oriented efforts of the vocational, 
technical, and other transitional staff to ensure that each student is 
put on an individualized pathway toward placement; 
   

2. Determining for each student what is the best course of action to help 
them reenter society prepared for work, school, or other kind of 
placement.  Transition coordinators should: 

  
a. Establish focused placement goals for each student; 

 
b. Establish milestones or objectives to accomplish while 

working on goals; 
 

3. Teaching the job-preparedness or social-skills class through the 
appropriate computer system; 
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4. Working with the Internet Core Competency Certification (IC3) 

teacher, Jobs for America’s Graduates (JAG) teacher, vocational 
teachers or other transition staff to enhance the students’ experience 
and to help them focus on their placement goals; 

 
5. Advising the students on the best ways to make progress toward 

their goals;  
 
6. Tutoring the students; 
 
7. Discussing the students’ pathways with others who have 

responsibilities in student’s transition; this can include:  
 

a. Case managers; 
 

b. Guidance counselors; 
 

c. Therapists;  
 

d. Vocational teachers, and others.  
 

8. Leading transitional staff at both facilities by encouraging them to be 
“on the same page” with one another regarding the students’ goals 
and other factors needed for success upon reentry; 
 

9. Aiding students in establishing and maintaining healthy family 
relationships and trusted adult connections; these connections will 
help reduce recidivism and will aid in follow-up; 

 
10. Aiding students who are homeless, have difficult placement 

situations or have insufficient community support systems find 
alternate housing: 
 
a. By developing and updating a Section 8 housing list; 

 
b. Meeting with the Louisiana Housing Corporation and 

developing a referral system; 
 

c. Establishing a relationship with Covenant House; 
 

d. Establishing a relationship with the Interagency Council for 
Housing and Homelessness; 
 

e. Generating a list of shelters in the communities where 
students will be located. 
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11. Establishing a “warm handoff” system with social services, non-profit 
agencies, vocational trainings, and the WIOA offices when possible; 
this involves physically driving a student to one of the above 
agencies and supervising their activities as they register and meet 
the personnel who will be helping them upon release. 

 
12. Maintaining positive, non-judgmental support of students, especially: 

 
a. Notifying all transition personnel of improvements in students’ 

performance; 
 
b. Notifying probation officers of improvements in students’ 

performance;  
 
c. Having students conduct demonstrations or exhibits of their 

work, wherein they would be able to explain the purpose of 
transition activities to anyone who might ask;  

 
d. Teaching students to be able to cross-reference their skills—

to demonstrate how a lesson learned in IC3 or JAG might be 
used across a wide range of job opportunities.   

 
VIII. TRANSITION COORDINATION STUDENT ELIGIBILITY AND ENROLLMENT: 
 

A. Student enrollment shall take place 90 or more days before students are 
schedule to leave OJJ.  Early enrollment shall be done by: 

 
1. Checking for new clients in the JETS system; 

 
2. Checking the roster of incoming clients from Central Office; 

 
3. Having regular visits with case managers and counselors; 

 
4. Attending intake staffings. 

 
B. Most students at OJJ facilities are eligible to enroll in transition activities, 

with a few exceptions explained below.  The program is designed to offer 
students a variety of coursework options, while they receive individualized 
attention, alongside their Carnegie credits, Adult Education, or elective 
classes.  There are several possibilities as to what those students’ status 
may be: 

 
1. Secure cases, regular (with the possibility of early release, 

supervised or unsupervised);  
 

2. Secure cases, Fast Track; and 
  

3. Alternate placements (Special Units). 
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C. Regardless of eligibility or educational status, the transition coordinator will 
make the final decision as to whether an individual will register in the 
program, based on such factors as: 
 
1. Interest; 
 
2. Aptitude; and 
 
3. Whether or not the student can be permitted, according to their 

Reintegration Plan.   
 

D. Students can and should be enrolled in several classes or activities.  For 
example, a student who takes the IC3 curriculum should also be in the job-
readiness class; a JAG student can also be working with the transition 
coordinator toward placement goals.  The transition coordinator would 
ultimately be responsible for helping that student make the connection 
between the two and for placing the student in their desired post-release 
placement.   

 
IX. TRANSITION COORDINATION PLACEMENT: 
 

A. Transition coordinators shall lead the rest of the transition team in placing 
youths. 
   
1. Placement pathways shall be the first order of business as soon as 

students enroll in transition services.  The transition coordinator shall 
assess each youth’s abilities and interests and develop a plan for 
them that establishes a final placement goal in which all transition 
efforts will culminate.  The final goal or pathway shall be one of the 
following: 
 
a. Job; 

 
b. Return to High School; 
 
c. Community College; 

 
d. Trade School or Industry-recognized Certification; 

 
e. College or University; or 

 
f. Housing; or 

 
g. Military. 

 
 
 
 



 
YS Policy No. B.2.18 
Page 17 

 
2. Goals or milestones shall be the second order of business after 

students have chosen their pathways.  Transition coordinators shall 
work with students and supervise them to complete these milestones 
along the way, as part of their development toward reaching the final 
goal.  Transition coordinators may also use these goals to measure 
students’ progress in the program, based on percent of goals 
completed over time.  Examples of such milestones are: 

 
a. Finish the job-readiness curriculum; 
 
b. Complete the IC3 curriculum; 
 
c. Complete the High School Equivalency Test (HiSET); 
 
d. Register at the local Workforce Innovation and Opportunity 

Act (WIOA) office; 
 
e. Create 3 resumes; 
 
f. Fill out student loan paperwork; 
 
g. Take the Armed Services Vocational Aptitude Battery 

(ASVAB) test; 
 
h. Go on a field trip to meet a potential employer; 
 
i. Complete vocational course that student was already enrolled 

in prior to meeting with Transition Coordinator; 
 
j. Complete the volunteer program; or 
 
k. Complete 3 mock interviews. 

 
3. Placement activities: Transition coordinators shall do the following 

things to ensure appropriate placement for each of their students: 
 

a. Meet with possible, adjudicated-youth-friendly employers at 
all stages of the transition process; 
  

b. Advise youths that their records are sealed after their time with 
OJJ has ended; therefore, they can legally say that they have 
never been arrested for, convicted of, or adjudicated 
delinquent of a crime; 
 

c. Make connections to employers and keep a list of every 
employer and contact person, including contact information; 
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d. Develop a list of needs or qualities employers are looking for; 

 

e. Develop a transferable skills list for targeted jobs that connect 
trade skills with jobs to which students apply; 
 

f. Assist participants in developing skills that will meet the needs 
of employers; 
 

g. Meet with personnel at the local WIOA offices; 
 

h. Host employer-engagement events, like speeches from 
possible employers or job fairs; 
 

i. Make connections to non-profit organizations that offer 
training, housing, or other wraparound services that could 
help with participants well-being or employment possibilities; 
 

j. Make connections to government services that could assist 
participants in their efforts; 
 

k. Establish relationships with military recruiters and ask them 
what they expect and whom they can and cannot take into the 
military; 
 

l. Keep in touch with transition staff at other facilities, if a 
participant has been transferred and make sure the youth’s 
services are continued and streamlined;  
 

m. Keep up-to-date enrollment forms and keep notes on the 
progress of students; do not wait until the end of the quarter 
to begin doing these things; 
 

n. Keep contact lists with the phone numbers and email 
addresses of all employers, recruiters, non-profit personnel, 
WIOA employees, and any other connections that were made 
during the course of operations; 

 
X. TRANSITION COORDINATION FOLLOW-UP 

 
A. Transition coordinators shall engage in follow-up for each student for at 

least twelve (12) months using the following guidelines:  
 
1. Calls shall be made to any transition youth who has left the facility, 

whether through a completed term, transferal, Stepdown, new arrest, 
release to parole, or other reason.  

  
2. Calls shall be made frequently in the first month of the students’ 

departure from the facility. 
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3. Calls are not just well-being check-ins.  Calls shall be made to ensure 

that transition steps are still taking place.  Transition coordinators 
should try to ensure that youths are visiting WIOA offices, attending 
class, showing up regularly at jobs, attending school regularly, 
completing applications, continuing on to vocational school, etc. 
   

4. Transition coordinators should always ask for any documents that 
might help substantiate youths’ declared activities.  Such documents 
may include pay stubs, job descriptions, diplomas or certifications, 
registration forms, etc. 
   

5. Calls shall continue to be made each quarter after the first month.  
  

6. Transition coordinators shall not hesitate to call the adult mentor, 
parent, or guardian of released youth; strong relationships with adult 
relations or mentors have been shown to reduce recidivism.  
  

If a called student has not been placed or has otherwise been unable to make 
progress, the follow-up call shall be treated as a continuation of transition services.  
Transition coordinators shall continue to call organizations, WIOA offices, potential 
employers, etc. on a student’s behalf until that student is successfully placed.    

 
XI. DATA AND QUARTERLY REPORTS: 
  
 A. Using the current enrollment sheet that provides for demographic data, 

class enrollment, and the monitoring of progress toward goals, as well as 
reasons for dropout, Unit Head will collect information and store it as record.  
The transition coordinators will send their spreadsheets on or before the last 
day of the month following the end of each quarter. 

 
XII. STAFF DEVELOPMENT 
 

A. All YS probation and parole series staff, social services staff, and Juvenile 
Justice Specialist staff shall be oriented and trained to become familiar with 
the general process of preparing a youth for release. Secure care and CBS 
staff shall receive this training during orientation at first hire.  

 
B. In addition, new secure care Case Managers and PPO/J staff shall receive 

on the job training (OJT) specific to their duties in preparing youth for 
reintegration.  

 
The Facility Treatment Director and/or CO Program Manager shall ensure 
that all secure care Case Managers receive both orientation and OJT 
training.  
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The PPS/J’s shall ensure that all new PPO/J’s receive both orientation and 
OJT training. 

 
 C. All training shall be documented and entered in the Training Records Entry 

Completed (TREC) database at the unit level. 
 
XIII.  QUALITY ASSURANCE  
 

A. Quality assurance for secure care facilities shall include the following: 
 

1. The Facility Treatment Directors, Social Services Supervisors and 
Program Managers assigned to supervise Case Managers shall be 
responsible for ensuring the procedures outlined in this policy are 
followed.   

 
2. Every two (2) months, a list of youth scheduled to be released shall 

be generated. The facility Treatment Director/designee shall be 
responsible for auditing master records and JETS records to ensure 
that multidisciplinary treatment team meetings are being conducted 
within 60 days of release, and that the RSP is finalized as specified 
in this policy.  It is the responsibility of the facility Treatment Director 
to ensure any discrepancies noted are corrected within 10 days of 
the findings. 

 
  3. On a quarterly basis, the Director of Treatment and Rehabilitative 

Services, the CO Program Manager and the CO Program 
Coordinator shall audit youth cases at random to determine if policy 
is being followed. Youth with pending release dates within 30 days 
of the review or cases of youth who have been released within 30 
days prior to the date of the audit shall be reviewed.   

 
   Upon receipt of the audit report from Continuous Quality 

Improvement Services (CQIS), the facility shall have ten (10) days to 
respond to any discrepancies noted. 

 
B. Quality assurance for CBS residential facilities shall include the following:   

  
1. The PPS/J shall complete a case review of custody non-secure 

cases 30 days after the case has been opened. 
 
  2. The PPS/J shall complete a case review within 30 days after the 

PPO/J has conducted Administrative Case Reviews of custody non-
secure cases. 
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