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T  he Tr  aini  ng Sc  hoo  l (  RIT  S) ens  ur  es th  at th  e s  af  et  y an  d s  ec  ur  it  y of r  es  ide  nts  , s  taf  f and the 
c  om  m  unit  y ar  e c  ont  inu  ousl  y m  ain  tai  ne  d an  d th  at h  ig  h qua  lit  y s  er  vic  es to r  es  id  ent  s ar  e pr  o  vid  ed 

b  y tr  a  in  ed a  nd qua  lif  ie  d s  taff  .   T  he RIT  S c  onf  orm  s to the Dep  ar  tm  ent of Adm  inis  tr  ation   

pers  on  ne  l r  egul  ati  ons as wel  l as r  e  le  v  ant c  o  llec  t  iv  e b  ar  ga  ini  ng ag  r  eem  ents  .

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

RI     T      ra  ining     Sc  hool     P  e      rs  o      nn  e  l     A  dmini  s  tr      a  t      ion  

Relat  ed Polic  y

Di  s  t      r  ibu  t      ion     a  nd     M      a  in  t      e  n  a  n  c  e     of     P  ol  i      c  i  e      s     a  nd         

Pr  o  ce      du  re  s   Con  f      id  e  n  t      i  a  li  t      y  

Con  f      id  e  n  t      i  a  li  t      y  :   A  c      ce  s      s     t      o     In  f      o  r  m  a  t      ion     Con  t      a  in  e  d     in     D  e  p  ar  t      m      e  n  t      a  l     S      er  v      i  c  e         
R  e      c  o  r  ds   R  e  po  r  t      ing     Child     A  bu  s      e     a  n      d/or     N  e  g  l      ec  t  
Compu  t      e  r     U  s      e     P  o  l      i  c      y  

Rhode     I  s  l  a  nd     Child  re  n      ’s     I      n  f      o  r  m  a  t      ion     S      ys  t      e  m         

(      RIC  H      I  S  T      )   E  du  ca  t      ion     Pr  og  r      a  m,     S  t      r  u      c  t      u  r  e     a  nd         

O      p  e      ra  t      ions   S  up  er  v      i  s  o  r      /  S  up  e      r  v      i  se  e     In  t      erac  t      ions  

A  d      min  i      s  t      ra  t      i  v      e     R      es  pon  s  i      bili  t      y   
Id  e  n  t      i  f      i  ca  t      ion     B  a  dg  e      /      A  c  ce      s  s         
C  a      r  d   C  r  imin  a  l     B  a  c      k  g  r  ound         
Ch  e      ck  s  
E  mpl  o      y  m  e  nt     B      a  c      k  g  r  ound     Ch  ec  k      s     –     T      ra  ining         
Sc  ho  o      l   L  e  g  a  l     E      s  t      a  bli  s  h  m      e  nt  
T      ra  ining     a  nd     Pr  o  f      e      ss  ion  a  l         
D  e  v      e  lopm  e  nt   T      ra  v      e  l     R  e  imbu  rs  e      m  e  nt  
Code     of     E  t      hi  c  s   
Sex  u      a  l         
H  a      r  a      ss  m  e  nt  
Ci  v      il     Righ  t      s  :     F  e  d  e  r      a  l     L  a  w      s     a  nd     R  e  gu  l      a  t      ions     R  e  g      a  r      ding     Nondi  scr  i  m      in  a  t      ion  
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RI   Tr  ai  ni  ng School   Per  sonnel   Admi  ni  str  ati  on
Proc  edure f  rom Pol  ic  y 12  00.0  222:   R      I     T      rai  n  i  ng     S      c  h      ool     Pe  r      s  onn  e  l     A  d  m      i  n  is  tr      a      t      i  on  

A. Staf  f acc  es  s DCYF a  nd R  I T  r  aining Sc  ho  ol (  RIT  S) po  li  c  y an  d pr  oc  e  dur  e in   

c  o  nf  or  m  anc  e with D  C      Y  F     P  o      li  c      y     1      00.  0      06  5      ,     D  i  s      t  r      i  b      ut  i      o  n     an  d     M  a      in  t      en  a      n  c      e     o  f     P  o      li  ci      e  s     a  n      d  

P  r      o  c      ed      u  r      e  s      .

1. Staf  f s  ign s  tatem  ent ac  k  nowled  gi  ng acc  es  s to pers  on  nel po  lici  es  /r  egu  lat  ions and 
r  es  pons  ib  il  it  y f  or be  ing a  wa  r  e of c  ontents a  t th  e tim  e of hiri  ng.

2. An  y s  taf  f who has k  no  wled  ge of a p  ol  ic  y vi  ol  ati  on has a dut  y t  o r  ep  or  t th  e 
inc  id  ent(s  ) to his  /h  er s  uper  vis  or as s  o  on as poss  ib  le, but n  o l  ater t  han t  we  nt  y   
f  ou  r
(  24) hour  s of h  is  /her b  ec  om  ing a  war  e of the vi  ol  ati  on.   Fail  ur  e to r  epor  t   
s  uc  h vi  ola  tio  ns of pol  ic  y m  a  y r  es  ult in disc  ip  li  nar  y ac  ti  on u  p t  o an  d i  nc  lud  in  g
ter  m  ination.

3. Staf  f ar  e in  vit  ed t  o c  om  m  ent on pr  opos  e  d c  ha  nges in p  olic  y a  nd pr  oc  edur  e an  d ar  e 

not  if  ied whe  n s  uc  h c  ha  nges ar  e f  in  ali  zed.

4. T  he Super  int  end  ent r  e  v  ie  ws the RIT  S i  nter  n  al pers  onn  el pr  oc  e  dur  es a  nn  ual  l  y 

and s  u  bm  its r  ec  om  m  endati  ons f  or c  hange to t  he D  ir  ec  tor of the D  epar  tm  ent   

of Chi  ldr  en  , Youth an  d Fam  ili  es (  DC  YF)  .

5. In th  e e  ven  t th  at th  e o  n l  ine pol  ic  y m  anua  l is una  va  il  ab  l  e, St  af  f c  ontac  t   
the Adm  inis  tr  ator o  n Ca  ll to r  es  ol  ve an  y qu  es  tio  ns or c  onc  er  ns  .

6. Par  agr  a  ph A is c  ons  is  te  nt with Am  er  ic  an Corr  ec  ti  ona  l Ass  oc  iati  on (  ACA) 
Stan  dar  ds 3-J  DF-  1C-  0  1; 3-  J  T  S-  1C-  01; 3-J  DF-  1C-  02; 3  -  JT  S-  1C-  02; 3-J  DF-  1C-
0  3 and 3-J  T  S-  1C-  03.

B. In a  ll c  irc  um  s  tanc  es  , Staf  f com  pl  y wit  h D  C      Y  F     P      o  l      i  c      y     1  0      0.0  0      00  ,     C      on  f      id  e      nt  i      a  l      i  t      y     a  nd   

D  C      Y  F     Po  l      i  c      y     1  0      0.0  0      05  ,     C  on  f      i  d      en  t      i      al  i      t      y  :     A  cc      e  s      s     t  o     In  f      o  r      m      atio  n     C  ont  a      i  n      e  d     i  n         

D      epa  r      t  m      enta  l     Se  rv      i  c      e     R      e  c      o  r      d  s      . P  ar  agr  ap  h B is c  ons  is  te  nt with AC  A Stan  dar  ds 3-J  DF-

1C-  2  2 an  d 3- J  T  S-  1C-  24.

C. In a  ll c  irc  um  s  tanc  es  , Staf  f who k  no  w of or s  us  pec  t ab  us  e or ne  gl  ec  t of an  y r  es  id  ent

pr  om  ptl  y r  ep  or  t in c  onf  or  m  anc  e wit  h D  C      Y  F     P      o  l      i  c      y     50  0.      000  0      ,     R  e      po  r      t  i      n  g     C      h  i      l  d  

A  b      u  s      e     and  /      o  r     N  e  g      le  c      t  .

D. Staf  f m  a  y not br  ing pers  on  al item  s into an  y un  it or f  aci  lit  y of th  e RIT  S un  les  s   

pri  or per  m  iss  ion is gr  ant  ed b  y th  e Un  it M  ana  ger or t  he Sup  er  inte  nd  ent or   

desi  gne  e.

1. Under n  o c  irc  um  s  tanc  es is s  taff to ha  ve va  lua  bl  e j  e  we  l  r  y an  d l  ar  ge s  um  s of   
m  one  y in his  /h  er poss  ess  io  n whe  n o  n dut  y.

2. T  he Depar  tm  ent ass  um  es no r  es  po  ns  ib  il  it  y or lia  bi  lit  y f  or the los  s of or dam  age to 
pers  ona  l i  tem  s  .

E. T  he RIT  S r  es  tr  ic  ts s  taff tele  phon  e c  al  ls to off  ic  ial De  pa  r  tm  ent busi  ness  .   St  aff  :
1. Ident  if  y th  eir loc  at  ion an  d th  eir nam  e to t  he c  a  ller whe  n ans  weri  ng t  he t  el  eph  one.
2. Dis  pl  a  y a c  our  t  eous  , pol  ite attit  ude whe  n s  pe  ak  ing on t  he te  le  pho  ne a  nd ass  is  t   

c  aller  s i  n a pr  of  ess  iona  l m  anner  .

3. Do no  t to gi  ve an  y i  nf  orm  ation r  eg  ar  di  ng r  esi  den  ts to p  ers  ons m  ak  ing tele  ph  one 

inq  uiri  es  .
4. Do no  t g  iv  e ot  her s  taff  's pers  onal tel  eph  on  e num  ber  s to c  al  lers  .
5. Ar  e a  ll  o  wed to m  ak  e and r  e  c  eiv  e pers  o  nal te  lep  hon  e c  alls onl  y in an em  er  genc  y.

F. Staf  f per  f  orm duties f  r  ee of dis  tr  ac  tio  n a  nd in a m  anner whic  h ens  ur  es pr  om  pt an  d   
im  m  ediate r  es  pons  e  .   T  he poss  ess  ion of c  el  lu  lar te  lep  hones  , an  y p  ers  ona  l e  lec  tr  onic

equ  ipm  ent or an  y u  na  uthor  i  zed eq  uipm  ent with  in an  y RIT  S bui  ld  ing or un  it b  y s  ta  ff  ,   
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ven  dor  s or vis  it  or  s is s  tr  ic  tl  y pr  ohi  bit  ed. Exc  ept  ions t  o p  ar  agr  ap  h F m  us  t be gr  ante  d   
in adv  anc  e and in wr  it  ing b  y t  he S  uper  int  end  ent or desi  g  nee.

G. Staf  f utili  ze c  om  puter  s in c  o  nf  orm  anc  e with DC      Y  F     P  o      li  c      y     1      00.  0      19  5      ,     C  o  m      pute  r     U  s      e     Po  l      i  c      y  



and c  o  ns  is  tent wit  h th  e Stat  e of RI, De  par  tm  ent of Adm  inis  tr  at  io  n, D  iv  is  io  n of   

Inf  or  m  ation T  ec  hnolog  y Acc  eptab  le Us  e Po  lic  y (  #0  0-  02) Iss  ue  d 2/  1/07 and Las  t   

R  ev  is  ed 2/26  /08, whic  h is a  vai  la  bl  e at: htt  p//  www  .d  o      it.  r      i.g  o      v  /      po  l      i  c      y  /      .

H. Staf  f m  aintai  n doc  um  entat  i  on i  n c  onf  or  m  anc  e wi  th DC      Y  F     P      o  l      i  c      y     7      00  .      01  0      0  ,     R      ho  d      e     I  s      la  n      d   

C  h  i      ld  r      e  n      ’  s     In  f      o  r      m      atio  n     S      y  s      t      e  m     (      R  I  CH  IS  T      )      . Par  agr  aph H is c  ons  is  te  nt with AC  A   

St  andar  ds 3-J  DF-  1C-  15; 3-J  T  S-  1C-  17  3-J  DF-  1F-  01; an  d 3-J  T  S-  1F-  01.

I. It is n  ec  ess  ar  y th  at e  ac  h s  t  aff  's addr  es  s and t  el  eph  one num  ber ar  e c  urr  ent.

1. Staf  f notif  ies h  is  /her im  m  ediate s  uper  vis  or of a c  h  ang  e in addr  es  s or   
t  ele  pho  ne num  ber and c  om  plete a No  tif  ic  atio  n of Cha  nge of Ad  dr  es  s Form  .

2. T  he s  uper  vis  or f  or  war  ds th  e Not  if  ic  atio  n of Cha  ng  e of Addr  es  s For  m to   
the Sup  er  int  end  ent or des  igne  e.

3. T  he Super  int  end  ent or desi  gnee f  or  war  ds t  he N  otif  ic  at  i  on of Cha  nge of   
Ad  dr  es  s Form to the O  ff  ic  e of Healt  h an  d Hum  an Ser  vic  es  .

J. Staf  f c  onf  orm to the RIT  S d  ail  y r  e  por  ti  ng s  ys  t  em  .

1. J  uven  il  e Pr  ogr  am W  ork  er  s (J  PW  s) r  epor  t to th  e M  as  ter Contr  o  l C  enter (  M  CC) 
upon arri  val an  d/or d  epar  tu  r  e or r  epor  t the  ir arri  va  l and  /or dep  ar  tur  e t  o th  e   

M  CC. J  PW  s arr  iving at or d  epar  t  i  ng f  r  om the Roos  ev  elt Be  nt  on Ce  nter or the   

F  em  ale Corr  ec  tion  al T  r  eatm  ent Fac  il  it  y r  epor  t this inf  or  m  ation t  o the MCC b  y   

ut  ili  zin  g thes  e f  ac  il  iti  es  ’ t  ele  ph  ones  .

2. Al  l ot  her s  taf  f s  igns in at th  e Un  it/Faci  lit  y or desi  gn  ate  d ar  ea to whic  h he/s  h  e   

is r  egul  ar  l  y ass  ig  ned or is d  ir  e  c  ted to r  e  por  t.

3. T  he MCC m  aintai  ns the da  il  y atte  nda  nc  e r  ep  or  t f  or J  PW  s and f  or  war  ds it t  o   

th  e Unit   Man  ag  ers  .

4. T  he MCC doc  um  ents disc  h  ar  ge of s  ic  k  , pers  onal or v  a  c  ation tim  e or   
le  av  e with  out   pa  y f  or J  PW  s  .

5. Al  l ot  her s  taf  f r  ec  or  d disc  ha  r  ge of s  ic  k  , pers  onal or vac  atio  n t  im  e or lea  ve   
with  out pa  y on the Dai  l  y S  ig  n i  n/S  ig  n out Sh  eets  .

6. Unit Man  ag  er  s and D  ep  ar  tm  ent Heads ens  ur  e c  o  ns  is  t  enc  y bet  ween the   
Dai  l  y Sig  n i  n/  Sig  n o  ut She  ets an  d W  eek  l  y A  tten  da  nc  e Re  po  r  t s  ubm  itted b  y   
s  taff  .

7. MCC e  ns  ur  es tha  t acc  ur  ate W  eek  l  y Att  end  anc  e Rep  or  ts and t  he u  nit  /f  ac  ilit  y's
m  as  ter pa  yr  o  ll s  heet ar  e s  u  bm  itted to H  um  an Res  ourc  es week  l  y.

K. Staf  f r  epor  t to t  heir desi  gna  ted p  os  t/ass  ig  nm  ent in a ti  m  el  y m  anner  .   Fa  il  ur  e t  o r  e  por  t i  n   

a tim  el  y m  anner m  a  y r  es  u  lt in disc  ip  li  nar  y ac  ti  on.

1. Al  l s  taf  f r  epor  t to th  eir des  ig  nate  d pos  ts or ass  ignm  ents at th  e b  egi  nn  ing of   
the s  hif  t or sc  hedu  led tour of d  ut  y.
a. J  uven  il  e Pr  ogr  am W  ork  er  s antic  ipat  in  g possi  bl  e l  atene  s  s c  ontac  t   

the MCC as m  uc  h in a  dv  anc  e as poss  ib  le.
b. Sup  por  t s  taf  f antici  pat  ing p  oss  ible la  ten  es  s c  ontac  t th  eir s  uper  vis  or   

as m  uc  h in a  dv  anc  e as poss  ib  le.
c. Exc  ept i  n th  e c  as  e of an e  m  er  genc  y, at l  eas  t o  ne hou  r notic  e of late  nes  s

is r  equ  ir  ed.

d. Staf  f r  epor  ting la  te t  o h  is  /he  r pos  t or ass  ig  nm  ent m  a  y b  e s  ubj  ec  t to   

le  av  e with  out   pa  y an  d/or disc  ip  li  n  ar  y ac  t  ion.

e. Staf  f r  epor  ting to his  /h  er po  s  t or ass  ignm  ent m  or  e than ten (  1  0)   
m  inutes late is   p  lac  ed on le  av  e with  out pa  y f  or th  e d  ur  ati  on of the   

l  ate  ness  , unl  es  s appr  o  ve  d as   a  n em  er  genc  y s  itu  ati  on, b  y the   

S  uperi  nte  nde  nt or des  ig  nee.

2. If s  taff f  ails to r  e  por  t to h  is  /her pos  t or ass  ignm  ent m  ore tha  n o  ne (  1) h  our af  ter the   

b  eg  inn  ing of his  /h  er s  hif  t or ass  ignm  ent witho  ut pr  o  per pri  or aut  hori  zat  io  n, he/s  he is 



c  onsi  der  ed abs  en  t and s  ubj  ec  t to le  av  e wi  tho  ut pa  y f  or the dur  a  tio  n of the s  h  if  t or   

tour of   dut  y.
3. Staf  f attend  anc  e is m  onitor  ed to ens  ur  e ap  pr  opri  ate disc  har  ge of tim  e r  elate  d to



s  ic  k  , vac  ation, pers  on  al an  d le  av  e witho  ut pa  y.

4. Staf  f who ar  e exc  ess  ive  l  y l  ate or abs  ent m  a  y be s  ubj  e  c  t to pr  ogr  ess  ive 

disc  ip  lin  ar  y ac  tio  n u  p to an  d inc  lud  ing s  us  pens  ion, an  d ter  m  inatio  n.

5. Educ  at  io  n s  taf  f r  epor  t in c  o  nf  orm  anc  e with D      Y  CF     P  o      li  c      y     1      200  .      17  0      2  ,     Edu  c      a      ti  o      n   
P  r      og  r      a  m      ,     St  r      u  c      tu  r      e     a      n  d     O      p      e  r      ati  o      n  s      .

6. Staf  f does not le  av  e h  is  /her pos  t, assi  gnm  ent, un  it or f  ac  il  it  y wit  hou  t per  m  iss  ion.
a. Staf  f ass  ignm  ents outs  ide t  he u  nit or f  ac  ili  t  y ar  e a  ppr  o  ved b  y   

a s  uperv  is  or  .

b. An  y err  an  d of  f gr  ounds b  y J  uven  il  e Pr  ogr  am W  ork  ers  , whic  h incl  udes   
but is not   lim  ited t  o s  tor  e r  uns f  or f  ood or i  tem  s of pers  onal h  yg  ie  ne f  or   

s  taf  f or r  es  ide  nts  , r  eq  uir  es th  e a  ppr  ov  al of the U  nit Ma  nage  r or the MCC.

I. T  he Unit Man  ager and MC  C c  onf  er bef  or  e ap  pr  ov  al is gi  ven   

to ens  ur  e a  deq  uat  e c  oor  d  ina  ti  on of s  taff  ing.

II. Suc  h a  ppr  o  va  l is gi  ve  n f  or a c  lear  l  y s  pec  if  ied per  iod of tim  e.

c. An  y err  an  d of  f gr  ounds b  y s  taff other th  an J  u  ven  i  le Pr  ogr  am W  ork  ers  ,   
whic  h   incl  udes b  ut is not li  m  ited to s  tor  e r  uns f  or f  ood or item  s of   

pers  ona  l h  yg  ien  e f  or s  taf  f or r  es  idents  , r  e  qu  ir  es the ap  pr  ova  l of th  e   

s  uperv  is  or  .   S  uc  h a  ppr  o  va  l is   gi  ve  n f  or a c  le  arl  y s  pec  if  i  ed p  er  io  d of   

tim  e.

d. Par  agr  a  ph K 6 is c  ons  is  t  ent with Am  er  ic  an Corr  ec  ti  ona  l   

Ass  oc  iat  ion Stan  dar  ds 3-J  DF-  3  A-  05 an  d 3-J  T  S-  3A-  05.

L. T  o ens  ur  e ade  qua  te a  nd a  ppr  opri  ate s  t  aff  ing and to a  cc  om  m  odate s  pec  ia  l r  eq  ue  s  ts   

of em  plo  yees  , s  u  bs  tit  ute s  taff  ing is al  lo  we  d.

1. A Re  ques  t f  or S  ubs  tit  ute St  aff  ing Form (  Form No. 024) is c  om  pleted and s  ubm  itted   

to t  he MCC f  or a  ppr  ov  al t  we  nt  y f  our (  2  4) ho  ur  s pr  ior to the r  equ  es  ted s  ubs  titut  io  n.

2. T  he Super  int  end  ent or desi  gnee m  a  y c  o  ns  ider pr  ev  iou  s wor  k per  f  orm  anc  e in   
gr  anti  ng t  he s  u  bs  tit  ute s  taff  ing.

3. T  he MCC doc  um  ents s  ubs  t  itut  e s  taff  ing.
4. If a s  ubs  titut  in  g s  taf  f f  ails to pr  ov  ide c  ov  er  age dur  ing th  e agr  e  ed upo  n 

s  ubs  titut  io  n, h  e/s  he m  a  y b  e s  ubj  ec  t to a  pp  lic  ab  le c  ontr  ac  t pr  ov  isi  ons an  d 

Depar  tm  ental po  lici  es an  d pr  oc  edur  es  .

M. Lea  ve pr  ac  tic  es c  onf  or  m to r  ules es  ta  bl  is  he  d b  y th  e D  epar  tm  ent of Adm  inis  tr  ati  on  ,   

the O  ff  ic  e of Health an  d Hum  an Ser  vic  es  , and the DC  YF as wel  l as r  e  le  van  t   

c  ol  lec  tiv  e bar  ga  in  ing   agr  e  em  ents pr  ovi  ded. Req  ues  ts f  or lea  ve a  r  e gr  ant  ed with  in t  he   

c  o  nte  x  t of ins  tit  uti  ona  l n  eeds   and wit  h r  es  pec  t to m  anagem  ent r  ig  hts  .

1. J  uven  il  e   Pr  o  gr  am   W  ork  er  s   (J  PW  s)   have   an   op  por  tun  it  y   t  o   r  eq  ues  t   V  ac  ati  on   or 
Pers  ona  l L  ea  ve quar  t  er  l  y.

a. Suc  h r  e  ques  ts ar  e s  ubm  itted to t  he MCC.
b. Lea  ve r  e  ques  ts ar  e ap  pr  ov  ed a  nd p  os  ted acc  or  din  g to s  enior  it  y.

c. J  PW  s s  ubm  it addit  ion  al r  eq  ues  ts f  or vac  ati  on le  av  e s  e  vent  y t  wo   
(  7  2) hour  s in ad  va  nc  e a  nd f  or P  ers  onal Le  av  e t  we  nt  y f  our (  24)   

ho  ur  s in adv  anc  e t  o th  e M  CC.

2. O  ther RIT  S s  taf  f r  eques  t va  c  ation an  d/or p  ers  ona  l l  ea  v  e thr  ou  gh t  he  ir dir  ec  t 

s  uperv  is  or  .   S  taf  f r  eques  t v  ac  atio  n l  ea  ve no les  s tha  n 72 h  our  s in ad  va  nc  e an  d 

pers  ona  l l  ea  ve no les  s tha  n 24 h  our  s in ad  va  nc  e.

N. If s  taff wis  hes to l  ea  ve h  is  /h  er pos  t or wor  k ass  ignm  ent due to il  lnes  s or a  n
em  er  genc  y, he/s  he m  us  t r  ec  eiv  e a  ppr  o  va  l f  r  om s  uper  vis  or  y s  taf  f or the Adm  inis  tr  ator

o  n Ca  ll  .   Staf  f r  em  ains on dut  y u  nti  l a  ppr  o  va  l of the r  e  qu  es  t is s  ec  ur  e  d.

O. T  o pr  ovid  e s  af  e an  d ad  equ  ate s  taff  ing, it m  a  y be nec  e  ss  ar  y t  o r  eq  ues  t s  taf  f to   

wo  rk over  t  im  e or to m  andate s  taf  f to wor  k over  tim  e.



1. Sup  erv  is  or  y s  taf  f m  ak  e ove  r  tim  e c  alls and r  ec  or  d th  e n  am  e of s  taff give  n th  e 
over  t  im  e, the d  ate, and the s  hif  t in t  he O  ver  tim  e Log B  ook  .



2. Sup  erv  is  or  y s  taf  f c  om  plete  s an o  ver  tim  e c  all s  heet l  is  ti  ng a  ll c  a  lls m  ade a  nd t  he 

r  es  pons  es  ; th  is r  ec  or  d is m  aint  ai  ned in the MCC.

3. W  hen ther  e is m  or  e tha  n o  ne o  ver  t  im  e s  lot f  or two d  if  fer  ent s  h  if  ts  , s  lots ar  e f  il  led in   
t  he or  d  er i  n wh  ic  h th  e  y o  cc  ur  .

4. Staf  f c  annot b  e c  onsi  der  ed f  or over  tim  e if he/s  he is work  ing on th  at s  h  if  t or if 
acc  eptin  g o  ver  t  im  e wo  uld c  aus  e s  taf  f to wor  k m  or  e than t  we  nt  y (  20) c  ons  ec  ut  i  ve 
hours  .

5. Sup  erv  is  or  y s  taf  f utili  zes th  e O  ver  t  im  e Call Lis  t, whic  h is a s  en  iori  t  y lis  t  ing of   
s  taf  f with  in a c  lass  if  ic  ati  on.
a. T  he   O  ver  tim  e   Ca  ll   Lis  t   is   c  onti  nuo  us   with   eac  h   c  al  l   b  egi  nni  ng   wher  e   th  e

pr  ev  ious c  a  ll lef  t off  .

b. Staf  f m  ak  ing c  alls beg  ins at the des  ig  nat  ed p  oi  nt.

c. “  DNC”   (  Do   not   c  ont  ac  t)   in  dic  ates   th  at   s  taf  f   do   not   wis  h   to   be   c  al  led   f  or

over  t  im  e.

6. W  hen the pr  oc  e  dur  es a  bo  v  e ha  ve bee  n ex  h  aus  te  d, m  anda  tin  g s  taf  f over  tim  e 
m  ay be nec  ess  ar  y to pr  ov  id  e c  ov  er  age or i  n an em  er  genc  y.   I  n s  uc  h 

c  irc  um  s  tanc  es  , the l  eas  t s  e  nior em  plo  yee on dut  y is m  anda  ted to r  em  ain o  n   

d  ut  y as lon  g as t  his wo  ul  d n  ot r  e  quir  e him  /her to wor  k m  or  e than s  ix  teen (  16) 

c  ons  ec  uti  ve hours  .

P. Staf  f ar  e ph  ys  ic  all  y we  ll an  d al  er  t to per  f  or  m all dut  ies whic  h ar  e n  or  m  all  y ex  p  ec  te  d   
an  d with  in t  he  ir posi  tio  n r  eq  uir  e  m  ents  .   Staff  :
1. Unab  le t  o f  unc  tio  n i  n acc  or  danc  e with the  ir p  os  iti  on r  e  quir  em  ents not  if  y   

th  eir s  uperv  is  or  s and r  equ  es  t to be r  el  ie  ve  d of dut  y.
2. Exc  ept as d  escr  ibed be  lo  w, s  taf  f obs  er  ved l  yi  ng do  wn or ina  tten  ti  ve t  o d  ut  y,   

i  n poss  ess  ion of be  dd  ing m  ater  ials  , an  d/or s  le  ep  ing on d  ut  y, ar  e s  ubj  ec  t t  o
pr  ogr  ess  iv  e d  isc  ip  lin  e:
a. O  n the f  irs  t occ  as  io  n, s  taf  f is s  ubj  ec  t to a f  our (  4) da  y s  us  pensi  on.

b. O  n the s  ec  o  nd occ  as  ion, s  t  af  f ar  e s  ubj  ec  t to a th  ir  t  y (  3  0) da  y s  us  pe  ns  ion  .

c. Fur  ther off  ens  es ar  e c  aus  e f  or disc  ipl  inar  y ac  ti  on up t  o and   

incl  udi  ng ter  m  ination.

3. An  y s  taf  f ass  igned t  o a s  pe  c  ial watc  h of a r  es  ide  nt wh  o is f  ound to be im  pr  operl  y
l  yi  ng   do  wn or ina  tten  ti  ve t  o dut  y, i  n p  oss  ess  ion of be  dd  ing m  ater  ia  ls  , an  d/or   

s  leep  ing on dut  y ar  e s  ubj  ec  t to a  n e  igh  t (  8) da  y s  us  p  en  s  ion f  or a f  irs  t off  ens  e.   

Fur  ther off  ens  es ar  e c  aus  e   f  or disc  ipl  inar  y ac  ti  on up t  o and incl  udi  ng   

t  er  m  inatio  n.

4. Staf  f do not s  lee  p d  ur  ing th  eir c  off  ee br  eak  s  .

5. In un  us  ua  l s  itu  ati  ons  , s  uc  h as s  no  w em  er  genc  ies  , pers  onne  l ar  e   

s  om  etim  es r  equir  e  d to wor  k long peri  o  ds of tim  e.

a. T  he Super  int  end  ent or desi  gnee m  a  y wai  ve this pol  ic  y.
b. Staf  f who be  li  ev  e s  uc  h a c  irc  um  s  tanc  e ex  is  ts obt  ain pri  or appr  o  va  l of   

th  e Sup  er  int  end  ent or des  igne  e.

Q. T  he utili  zat  ion of r  eadi  ng m  ater  ia  l, eit  her e  lec  tr  on  ic or har  d c  op  y, is s  tr  ic  tl  y pr  o  hi  bi  ted   
whi  le s  taf  f   ar  e on dut  y u  nle  s  s this r  ead  ing m  ater  ial is u  tili  zed t  o a  id in t  he per  f  orm  anc  e   

of s  taff  ’s dut  y.

1. Staf  f   obs  er  ved   with   pr  oh  ib  i  ted   r  ea  din  g   m  ater  ials   m  a  y   be   s  ubj  ec  t   to   disc  ip  li  nar  y

ac  tion  .

2. Repe  ated   i  nf  r  ac  tions   ar  e   c  aus  e   f  or   pr  ogr  essi  ve   d  is  c  ipl  inar  y   ac  t  ion   up   to   and 

inc  lu  di  ng t  er  m  ination  .

R. T  he RIT  S m  aintai  ns an or  d  erl  y and eff  ic  ient pr  oc  es  s f  or s  taff to c  er  tif  y wor  k hour  s   

and exc  eptio  n h  ours  .



1. Staf  f s  ubm  its an acc  ur  ate a  nd s  ig  ned  , i  ndiv  idu  al W  eek  ly A  tten  danc  e

Re  por  t, inc  lu  di  ng h  is  /h  er s  oc  ial s  ec  ur  it  y num  ber  , f  or appr  o  va  l o  f his  /her

s  uper  vis  or in c  onf  orm  anc  e with t  he desi  g  nate  d sc  hedu  le.
2. MCC s  ubm  its W  eek  l  y Att  en  danc  e R  epor  ts t  o th  e O  ff  ic  e of Healt  h a  nd H  um  an



Serv  ic  es acc  or  di  ng t  o th  e d  es  ign  ated sc  hedu  le.

3. Staff  ' c  om  pletes W  eek  l  y A  tt  enda  nc  e Re  por  t in ad  vanc  e f  or plann  ed abs  enc  es  .

Staf  f abs  enc  e at the en  d of the week does not r  em  ove r  es  pons  ib  il  it  y f  or 
s  ubm  itting a W  eek  l  y A  ttend  anc  e/T  im  e Sheet.

4. If Staf  f is abs  ent f  or a f  ull w  eek due to il  ln  ess  , a s  up  erv  is  or m  a  y c  om  plete,   
s  ign and in  iti  al t  he W  eek  l  y At  ten  danc  e R  epor  t  .

5. Am  endm  ents to W  eek  l  y Att  enda  nc  e Re  por  t ar  e m  ade i  n c  onf  or  m  anc  e wit  h   
po  l  ic  y of the O  ff  ic  e of Health and Hum  an Serv  ic  es  .

S. T  he RIT  S ass  is  ts s  taff in ac  hie  vi  ng ex  em  plar  y j  ob per  f  orm  anc  e.

1. Ne  wl  y h  ir  ed s  taf  f or Staf  f plac  ed i  n a ne  w pos  it  io  n is s  u  bj  ec  t to p  er  f  orm  anc  e   

r  evi  e  ws   dur  ing the pr  ob  ati  o  nar  y peri  od, whic  h is th  e f  irs  t s  ix (  6) m  onths in   

the pos  it  ion.

2. Form  al an  nua  l p  er  f  orm  ance ass  es  sm  ent of eac  h S  taf  f’s c  om  petenc  ies an  d   
j  ob f  unc  tion r  e  lat  es dir  ec  t  l  y to t  he i  den  tif  ic  ati  on of ind  iv  idu  al a  nd   

or  gan  i  zat  ion  al tr  ain  ing an  d de  ve  lo  pm  ent needs  .

a. Per  f  orm  anc  e Ass  es  sm  ents tak  e plac  e e  ac  h year on th  e an  ni  vers  ar  y   

dat  e of the St  aff  ’s em  plo  ym  ent.

b. A wr  it  ten s  um  m  ar  y of th  e P  er  f  orm  anc  e Ass  es  sm  ent is c  om  plete  d b  y   

th  e des  ig  nate  d s  up  erv  is  or an  d pr  ov  ide  d to St  aff  .

c. Ann  ua  l P  er  f  orm  anc  e Ass  es  sm  ents ar  e not uti  li  ze  d f  or disc  ip  lin  ar  y 
pr  oc  ess  es  , but as a m  eans f  or the s  uper  vis  or a  nd Staf  f to r  e  vie  w 

ess  entia  l j  ob f  unc  t  ions in th  e c  ontex  t of on g  oin  g a  nd e  m  er  ging   

wor  k env  ir  onm  ents and to ass  is  t Staf  f in m  eeting j  ob r  equ  ir  e  m  ents  .

3. Par  agr  a  ph S is c  ons  is  te  nt with AC  A S  tan  dar  ds 3-J  DF  -  1C-  16 a  nd 3-J  T  S-  1C-  18.

T. Staff  , c  ontr  ac  t em  plo  ye  es  , and/  or c  ontr  ac  tor  s s  tor  e r  e  quir  e  d pr  escr  ipt  io  n m  edic  ati  ons   

in s  uc  h a wa  y t  hat it is not acc  ess  ible to t  he r  es  ide  nts  .

1. Staff  , c  ontr  ac  t em  plo  ye  es  , and/  or c  ontr  ac  tor  s s  tor  e pr  escr  iptio  n m  edic  ati  on in   

its or  igi  na  l c  ont  ai  ner a  nd lim  it quan  tit  y t  o a 24 h  our s  up  pl  y.

2. In an em  er  genc  y i  n wh  ic  h a s  taf  f m  em  ber is held o  ver 24 h  ours  , he/s  he   

n  otif  ies the M  CC of the ne  ed t  o r  ep  len  is  h th  e pr  escr  ipt  io  n m  edic  ation  .
3. Non-  pr  escr  ipt  ion m  edic  atio  ns ar  e no  t per  m  itted at t  he RIT  S.
4. T  he RIT  S c  om  plies wi  th s  ta  te an  d f  eder  a  l l  a  ws an  d r  eg  ulat  io  ns r  equ  ir  in  g a   

dr  ug f  r  ee wor  k  plac  e.

5. Par  agr  a  ph T is c  ons  is  te  nt with AC  A S  tan  dar  ds 3-J  DF  -  1C-  15 a  nd 3-J  T  S-  1C-  17.

U. Sup  erv  is  ion is pr  o  v  ide  d i  n c  onf  orm  anc  e with D  C      Y  F     P      o  l      i  c      y     2      00  .      00  8      0  ,     Su  p      e  r      vi  s      o  r      /         
Su  p      e  rv      i  s      e  e     I      nte  r      a  c      t      ion  s     an  d D  C      Y  F     P  o      li  c      y     1      20  0      .0  0      03  ,     Ad  m      ini  s      t  r      at  i      v  e         
R  e  s      p  o      n  s      i  b      i  l      i  t      y  .

V. Ident  if  ic  ati  on Bad  ges  /Acc  e  s  s Car  ds ar  e ut  ili  zed in c  onf  orm  anc  e wit  h D  C      Y  F         

Po  l      i  c      y   100  .      01  3      5  ,     I  d      en  t      i  f      i  c      ati  o      n     B  a      dge  /      A  cc      e  s      s     C  a  r      d  .

W. Des  ign  ate  d un  io  n m  em  ber  s or off  ic  er  s ar  e gr  anted tim  e with pa  y d  ur  in  g wor  k  ing ho  ur  s to

in  ves  ti  gate an  d s  eek to s  ett  le gr  ie  vanc  es and atte  nd h  ear  in  gs  , m  eetings a  nd   

c  o  nf  er  enc  es on c  ontr  ac  t ne  got  iat  ions wit  h s  tate off  ic  ials  .

a. Suc  h t  im  e is gr  ante  d with t  he a  ppr  o  va  l of the dep  ar  tm  ent d  ir  ec  tor a  nd is not 

unr  eas  o  nab  l  y wit  hhe  ld.

b. Acc  ounta  bi  li  t  y f  or th  e us  e o  f s  uc  h tim  e is a leg  itim  ate m  anagem  ent c  onc  er  n.

X. Staf  f c  om  pl  y wi  th p  ol  ic  y an  d pr  oc  ed  ur  es of the O  ff  ic  e of Healt  h an  d Hum  an S  ervic  es   

and the D  epar  tm  ent of Adm  inis  t  r  ation in r  epor  t  in  g an  d d  oc  u  m  enting an  y inj  ur  y on dut  y.



Y. Hir  in  g, pr  om  otio  n, c  om  pens  atio  n, r  et  ent  ion  , d  isc  ipl  ine p  r  ac  tic  es c  onf  orm to r  ules 
es  tabl  is  he  d b  y th  e De  par  tm  ent of A  dm  inis  tr  atio  n, t  he O  ff  ic  e of Healt  h an  d   

Hum  an Serv  ic  es  , a  nd t  he DC  YF as wel  l as r  e  le  van  t c  ol  lec  ti  ve bar  ga  in  ing   

agr  e  em  ents  .



1. Bac  k  gr  ound c  hec  k  s ar  e c  onduc  te  d i  n c  onf  or  m  anc  e wi  t  h D  C      Y  F     P  o      li  c      y     9      00  .      00  4      0   

C  r      i  m      ina  l     B      a  c      k      g  r      oun  d     C  h      e  ck      s     and D  C      Y  F     P      o  l      i  c      y     200  .      0  0      65  ,     E  m      pl  o      y  m      en  t   Ba  c      k      g  r      oun  d  

C  h      e  c      k      s     –     T      r      aini  n      g     S  c      h      o  o      l  .

2. Staf  f ar  e cr  edent  ia  led in c  o  nf  orm  anc  e with DC      Y  F     P  o      li  c      y     1      200  .      00  0      0  ,     L      eg  a      l   
E  s      ta  b      li  s      h  m      ent  .

3. Staf  f r  ec  eive or  ie  ntat  io  n an  d tr  ai  nin  g in c  onf  or  m  anc  e with DC      Y  F     P  o      li  c      y     4  0      0.  0      000  ,         
T      r      ainin  g         an  d     P  r      o  f      e  ss      io  n      a  l     D  e  v      el  o      p  m      ent  .

4. An Em  plo  ye  e Ass  is  ta  nc  e Pr  ogr  am is avai  la  ble to s  taff  .
5. Staf  f r  ec  eive c  om  pens  at  ion f  or tr  avel in c  onf  or  m  anc  e with D  C      Y  F     P  o      li  c      y   

100  .      00  5      0  ,     T      r      ave  l     R  e      i  m      bu  r      se  m      ent  .
6. In a  ll c  as  es  , Staf  f per  f  orm res  ponsi  bi  lit  ies in c  onf  or  m  anc  e wit  h D  C      Y  F     P      o  l      i  c      y   

100  .      01  6      0  ,     C  o      d  e     o  f     Et  h      i  cs      .
7. T  o ens  ur  e a wor  k atm  os  pher  e wh  ic  h is f  r  ee of har  as  s  m  ent of a s  ex  ual na  tur  e, al  l Staf  f

per  f  orm r  es  pons  ibil  iti  e  s in c  onf  or  m  anc  e wi  th D  C      Y      F     P  o      li  c      y     2  0      0.0  0      75  ,     Se  x      u      a  l  
H  a  r      a  s      s  m      ent  .

8. T  he DC  YF ens  ur  es equ  al o  ppor  tu  nit  y t  o a  ll pers  ons in c  onf  orm  anc  e with DC      Y  F  
Po  l      i  c      y  1      0  0      .0  1      40  ,     C      i      v  i      l     R  i      gh  t      s      :     F  ede  r      a      l     L  a      w  s     an  d     R  e      gu  l      ati  o      n  s     R  e  g      a  r      d  i      n  g   

N  on  d      i  scr      i  m      inatio  n      .

9. T  o ens  ur  e s  af  et  y a  nd s  ec  ur  it  y, s  taf  f m  us  t be c  apabl  e of per  f  orm  ing du  ties 

ass  oc  iated wit  h h  is  /her cl  ass  if  ic  ation.

a. Cer  tai  n j  ob cl  ass  if  ic  atio  ns r  equ  ir  e a ph  ys  ic  al ex  am  inati  on   
a  nd/or ps  yc  ho  log  ic  al tes  ti  ng pr  ior t  o ap  poi  ntm  ent.

b. Ph  ys  ic  al ex  am  inati  ons ar  e adm  inis  ter  ed b  y a ph  ys  ic  ia  n desi  gna  ted   
b  y the D  epar  tm  ent or a ph  ys  ici  an of the ap  pl  ic  ant  ’s c  hoic  e  .

c. Ps  yc  ho  lo  gic  a  l tes  t  ing is ad  m  inis  ter  ed b  y th  e Cl  in  ic  al D  ir  ec  tor of the RIT  S.
d. Staf  f r  ec  eive r  e-  ex  am  inatio  n acc  or  di  ng t  o a def  ine  d ne  ed.

10. Par  agr  a  ph Y is c  ons  is  te  nt with AC  A S  tan  dar  ds 3-J  DF  -  1A-  33; 3-J  T  S-  1A-  29; 3- J  DF-
1C-  05; 3-J  DF-  1C-  05-  2  ; 3-J  DF-  1C-  05-  1; 3-J  DF-  1C-  06; 3-J  DF-  1C-  07  ; 3-J  T  S-

1C-  07-  2; 3-J  T  S-  1C-  07; 3-J  T  S-  1C-  07-  1; 3-J  DF-  1C-  08; 3-J  T  S-  1C-  08; 3-J  DF-  1C-
09; 3-J  T  S-  1C-  09;   3-J  DF-  1C-  10; 3-J  T  S-  1C-  10; 3-J  DF-  1C-  11; 3-J  T  S-  1C-  11; 3-

J  DF-  1C-  12; 3-J  T  S-  1C-  12; 3  -J  DF-  1C-  13; 3-J  T  S-  1C-  13; 3-J  DF-  1C-  14; 3-J  T  S-  1C-

14; 3-J  DF-  1C-  1  5; 3-J  T  S-  1C-  15; 3-J  DF-  1C-  16  ; 3-J  T  S-  1C-  16; 3-J  DF-  1C-  1  7; 3-
J  T  S-  1C-  17; 3-J  DF-  1C-  18; 3  -  JT  S-  1C-  18; 3-J  DF-  1C-  1  9; 3-J  T  S-  1C-  19; 3-J  DF-  1C-
20; 3-J  T  S-  1C-  20; 3-J  DF-  1C-  21; 3-J  T  S-  1C-  21; 3-J  T  S-  1C-  22; 3-J  DF-  1C-  2  3;   

3- J  T  S-  1C-  23 and 3-J  T  S-  1C-  25.



214-RICR-XXX-XX-6396

TITLE 214 - DEPARTMENT OF CHILDREN, YOUTH, AND FAMILIES
CHAPTER XXX - OLD REGULATIONS WHICH WERE NOT ASSIGNED 

CHAPTER-SUBCHAP-PART

SUBCHAPTER XX - OLD REGULATIONS WHICH WERE NOT ASSIGNED 

CHAPTER-SUBCHAP-PART

PART 6396 - RITS PERSONNEL ADMINISTRATION 

Type of Filing: Repeal

Agency Signature

   _______________________________________________________________

        Agency Head Signature                                  Agency Signing Date

Department of State

   ____________________________

        Regulation Effective Date

   
__________________________________________________________________

        Department of State Initials                             Department of State Date


	Related Procedure
	Procedure from Policy 1200.0222: RI Training School Personnel Administration

	EffDate: 10/08/2018
	CzF6H9aKr9EG_MUOlgHMeL1oK: September 18, 2018
		2018-09-18T17:21:22+0000
	Client IP: 158.123.35.106, Transaction ID: smWDwfmA19rdrqZkDreYxF-NzCM=
	eSignLive
	E-SIGNED by trista.piccola@dcyf.ri.gov, ID: Signer1


	3YXLPza1wxkS_19E3oCxtUT0E: September 18, 2018
		2018-09-18T17:35:09+0000
	Client IP: 198.7.225.1, Transaction ID: smWDwfmA19rdrqZkDreYxF-NzCM=
	eSignLive
	E-SIGNED by ktelford@sos.ri.gov, ID: A6cybzITk5UA




