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Staf  f ass  is  t in th  e r  eh  abi  li  tat  ion, ed  uc  ati  on, ass  es  sm  ent, tr  eatm  ent pl  ann  in  g an  d c  a  r  e of   

r  es  idents  . Al  l s  taf  f ens  ur  e that eac  h r  e  s  ident is tr  ea  ted wit  h r  es  pe  c  t.   Staf  f ass  is  t in s  up  erv  isi  on   

a  nd ins  tr  uc  tio  n of r  es  id  ents e  ng  aged in pr  ogr  am  m  ing on gr  ounds  , f  os  teri  ng r  es  p  onsi  bil  it  y,   

pos  iti  ve beha  v  ior  , s  e  lf r  elia  nc  e, a  nd c  har  ac  ter de  ve  lopm  ent of r  es  ide  nts  . T  he T  r  ainin  g Sc  h  ool   

es  tab  lis  h  es s  taff  ing p  atter  ns t  o ens  ur  e s  ec  ur  it  y and s  af  et  y f  or s  taf  f and r  esi  de  nts at al  l tim  es and   

to al  lo  w f  lex  ibi  lit  y t  o r  es  po  nd t  o pr  og  r  am needs in th  e c  ont  ex  t of the ph  ys  ic  al pl  ant. St  aff  ing   

patter  ns ar  e dev  el  ope  d purs  u  ant t  o pr  o  v  is  ions of unio  n c  ontr  ac  ts an  d r  egu  lat  io  ns pr  om  ulgate  d b  y

t  he Depar  tm  ent of Adm  inis  tr  at  i  on.   For t  he pur  pos  es of eff  ic  ienc  y, s  af  et  y, s  ec  uri  t  y an  d opt  im  al 

pr  ogr  am  m  ing, s  taf  f ar  e ass  igned to s  p  ec  if  ic r  es  ponsi  bi  li  ties  , whic  h ar  e d  es  ign  ate  d as "P  os  ts  ."  

Staf  f adher  e t  o or  d  er  s and r  es  ponsi  bi  lit  ies ass  oci  ated with desi  gnat  ed Pos  ts at al  l tim  es in or  der  

to ens  ur  e r  es  id  ent s  af  et  y a  nd pr  e  ve  nt s  ec  ur  it  y br  eac  h  es  .

R  e  l  a  t      e  d     Pr  o  c      e  du  r  e

P  o  s  t     A  s      s  ignm  e  n  t      s  

Relat  ed Polic  y

R  es  id  e  nt     Room     In  s  p  ec  t      i  o      ns   

Unu  s  u  a  l     In  c  i  d      e  nt     R  e  po  r  t   

Fi  ft      ee  n     M      in  u  t      e     Room         

Ch  e      ck  s  
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Post Assi  gnments
Proc  edure f  rom Pol  ic  y 12  00.0  847:   P  o  s  t     A  s      si  gnm  e      n  t      s  

A. J  uven  il  e Pr  ogr  am W  ork  er  s (J  PW  s) in al  l p  os  ts ass  is  t in the r  e  hab  il  ita  tio  n a  nd e  duc  atio  n   

of r  es  idents  , inc  lud  ing the de  v  elo  pm  ent of their s  oc  ia  l c  ap  abi  lit  ies  .   J  PW  s  :

1. Pr  ov  id  e c  us  tod  y, c  o  ntr  ol an  d s  uper  visi  on of r  es  idents  ;
2. Interv  ie  w r  es  id  ents to e  val  u  ate n  eeds and r  is  k  s in the a  r  eas of dev  el  opm  ent and 

r  ehab  il  itat  io  n;

3. Par  tic  ipat  e i  n cl  inic  al ass  es  sm  ent of r  es  idents  ’ tr  eatm  ent p  lans r  e  lat  iv  e to 

beha  v  ior a  nd s  oci  al c  a  pab  il  iti  es  ;

4. Ins  tr  uc  t r  es  ide  nts on T  r  aini  ng Sc  h  oo  l p  ol  ic  ies  ;

5. Ins  tr  uc  t r  es  ide  nts i  n wor  k ass  ignm  ents  , em  plo  ym  ent pr  ogr  am  m  ing, and   
c  om  par  able   ac  ti  vi  ti  es in or  d  er to f  os  ter r  es  pons  ibi  li  t  y, s  elf r  eli  anc  e, c  h  ar  ac  ter   
dev  el  opm  ent and s  ucc  ess  ful r  e  leas  e bac  k into t  he c  omm  unit  y;

6. Pr  ov  id  e gu  id  anc  e and dir  ec  tion in ar  eas of r  es  ident j  ud  gm  ent, disc  ip  lin  e a  nd 
c  lean  li  nes  s to f  os  ter pos  itiv  e be  ha  vior  ; an  d

7. Per  f  orm r  elated dut  ies as id  entif  ie  d a  nd assi  gne  d.

B. At a  ll tim  es J  uven  ile Pr  o  gr  a  m W  ork  er  s (J  PW  s) ens  ur  e the:

1. T  otal s  af  et  y a  nd s  ec  uri  t  y fo  r all;

2. Pr  om  pt r  eleas  e of r  es  idents if r  equir  e  d i  n a  n em  er  genc  y s  it  uat  ion;

3. Clea  nl  ines  s a  nd int  egr  it  y of the ph  ys  ic  al pl  ant;

4. Appr  o  pr  ia  te us  e an  d f  unc  tio  nal  it  y of an  y r  e  late  d e  qui  pm  ent; and
5. Repor  t  ing of c  onc  er  ns r  ega  r  ding s  af  et  y, s  ec  uri  t  y, ph  ysic  al p  lant an  d r  el  ate  d 

equ  ipm  ent to a  ppr  o  pr  iat  e s  uperv  is  or  y s  t  af  f and doc  um  entat  io  n of thes  e   

c  o  nc  er  ns in c  onf  or  m  anc  e with DC      Y  F     Po  l      i  c      y     1  2      00.  0      82  7      ,     U  n      u  s      ua  l     In  c      id  e      n  t         

R      epo  r      t  .

C. T  he num  ber and ne  eds of r  es  ide  nts  , ph  ys  ic  a  l p  la  nt, pr  ogr  am  m  ing and s  e  nior  it  y,   
a  s def  ined b  y un  io  n c  ontr  ac  ts  , deter  m  ine s  taff  ing pat  ter  ns  .

1. T  he f  ac  iliti  es and un  its ar  e s  taff  ed acc  or  din  g to thr  ee s  hif  ts  : a.
        7:00   a.m  . - 3:00 p.m  .

b.         3:00 p.m  . - 11:00 p.m  .
c  .          11:0  0 p.m  . - 7:00 a.m  .

2. Staff  ing pa  tter  ns a  nd Pos  ts ar  e s  ubj  ec  t to c  han  ge with notic  e f  r  om the 
Sup  er  int  end  ent or des  igne  e.

3. Pos  ts m  a  y be c  ons  o  li  dat  ed and/  or vac  a  ted to r  ef  lec  t po  pul  ati  on c  ha  ng  es or 
m  ovem  ent.

4. Pos  t ass  ig  nm  ents all  o  w f  or acc  ounta  bi  lit  y a  nd equ  ita  bl  e dis  tri  but  io  n of tas  k  s  .
5. T  he bidd  in  g pr  oc  es  s is f  ol  lo  wed as app  lic  a  bl  e.

a. Staf  f acc  epts a pr  im  ar  y Pos  t ass  ignm  ent.

b. Staf  f adher  es to ass  ign  ed Pos  t.

c. Sup  erv  is  or  y appr  o  va  l in ad  vanc  e is r  eq  uir  e  d f  or an  y c  hang  e i  n   

pr  im  ar  y Pos  t ass  ig  nm  ent.

D. Pos  ti  ng with  in the r  es  ide  nti  al u  nits of the Yout  h De  ve  lo  pm  ent Center (  YDC)   
an  d Roos  e  vel  t B  ent  on C  enter (  RBC)  :

1. T  her  e ar  e thr  ee P  os  ts on th  e 7:0  0 a.m  . – 3:0  0 p.m  . and the 3:00 p.m  . – 11:0  0
p.m  . s  hif  ts  :

a. W  ork s  tation

b. Da  y Room 1 / Dor  m  itor  y (ri  ght si  de)

c. Da  y Room 2 / Dor  m  itor  y (l  ef  t s  ide)

2. T  her  e ar  e t  wo Pos  ts o  n th  e 11:0  0 p.m  . – 7:0  0 a.m  . s  hif  t:

a. W  ork s  tation
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b. Da  y Room  /Dor  m  itor  y



E. Duties associated with the Posts enumerated in A – D, above, in the YDC and RBC 

on the first and second shifts:

1. Work Station duties include:

a. Surveillance of the Programmable Logic Controller (PLC) Monitor 
and making log entries;

b. Securing, monitoring and documenting all safety and security 
equipment including but not limited to, keys and internal doors;

c. Facilitating all communications, including but not limited to, portable 
radios, intercoms, phones, consistent contact with YDC Master 
Control
Center/RBC Control Center regarding daily counts and residents
movement;

d. Monitoring and facilitating resident functions, including but not limited 

to, phone calls;

e. Administering screening instruments including but not limited to, 

the Massachusetts Youth Screening Instrument (MAYSI);
f. Directing vendors and medical personnel within the unit;

g. Coordinating deliveries including but not limited to, supplies and laundry;

h. Completing forms and reports as required and

i. Other duties as identified and assigned.

2. Day Room 1/Dormitory and Day Room 2/Dormitory Post duties include:

a. Completing resident counts and resident hygiene;

b. Coordinating or communicating all resident life activities including, but 
not limited to, bedding, clothing, medical, disciplinary and any 
concerns relating to safety and security;

c. Completing forms and reports as required;

d. Completing checks of residents’ rooms in conformance with D  C      Y  F         

P      o  l      i  c      y   120  0      .0  8      39  ,     F      i  f      tee  n     M  i  n      ut  e     R  oo  m     C  he  cks      ;

e. Conducting and documenting daily room inspections in conformance with

D  C      Y  F     Po  l      i  c      y  ,     1  2      00  .      10  0      3  ,     R      e  s      id  e      n  t     R  o      o  m     In  s      pe  c      tion  s     and

f. Other duties as identified and assigned.

F. Within the YDC and the RBC, duties associated with Posts on the third shift in all units:

1. Work Station/Day Room Post duties include overseeing the work station, day room, 
multipurpose rooms, auxiliary areas, maintaining the unit log book, performing 
equipment checks, ensuring adherence to Unit schedules and other duties as 
identified and assigned.

2. Dormitory Post duties include performing accurate counts, head calls, completing 
checks of residents’ rooms in conformance with DC      Y  F     Po  l      i  c      y     1  2      00.  0      83  9      ,         F  i  f      te  e      n  

M  i  n      ut  e     R      oo  m     C  he  c      k      s      , ensuring adherence to Unit schedules and other duties as
identified and assigned.

3. Work/Station/Day Room Post and Dormitory Post duties include ensuring safety and

security in the Unit at all times. Except in the case of an emergency or with the

permission of the Administrator on Call:

a. Residents do not to leave the Unit for any reason;

b. No more than one resident is out of his/her room at a time and

c. JPWs are continuously alert and vigilant to ensure responsiveness 

to security and resident safety.

G. The RBC Control Center is separate Post with defined duties:

1. Operating the security system within the RBC.



2. Surveillance of the Programmable Logic Controller (PLC) Monitor and making 

log entries;

3. Securing, monitoring and documenting all security/safety equipment including 

but not limited to, keys and doors;

4. All communications including but not limited to portable radios, intercoms,



phones, consistent contact with YDC Master Control Center regarding daily 

counts and residents movement;

5. Directing vendors and medical personnel within the RBC;

6. Coordinating deliveries including but not limited to, supplies and laundry;
7. Completing forms and reports as required;

8. Effectuating prompt release of residents if required in an emergency situation;

9. Monitoring the HVAC system and Closed Circuit Television; reporting RBC 

issues needing attention to the appropriate supervisory staff;

10. Ensuring that RBC electric and manually operated gates are open only when 
authorized persons are passing through and are secured at all other times;

11. Ensuring that persons and vehicles enter and leave at designated points in the 
perimeter;

12. Maintaining surveillance of the RBC perimeter;
13. Ensuring that only authorized staff enter the RBC Control Center and

14. Other duties as identified and assigned.

H. Paragraphs A – G are consistent with American Correctional Association Standards 

3- JDF-3B-12 and 3-JTS-2G-03.
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