
I. 

II. 

call to Order 

DAlLAS COUNTY JUVENILE BOARD 
Agenda 

Monday, March 23, 2015 5:00 p.m. .F· . I i l""• ..... 
30S'h District Court Master I Referee Courtroom, Rm. A332, 3"' Floor ' L. C D 

Henry Wade Juvenile Justice Center, 2600 Lone Star Dr., Dallas, TX 75212 

ZOIS ~'fAR 17 PM 4: IO 

Approval of Minutes 

COUNJ y CLERK 
DALLAS COUNTY 

February 27, 2015 (rescheduled from February 23, 2015 due to County being closed) 

Ill. Public Comment (limited to 3 minutes per individual or organization) 

VI. Discussion Items-Juvenile Department 
A. Director's Report 
B. Juvenfie Justice Alternative Education Program (JJAEP) Update 

V. Action Items- Juvenile Department 
c. Juvenile Processing Office- Balch Springs Police Department and Texas Department of Public Safety 
D. Memorandum of Understanding with Mesquite independent School District 
E. Youth Service Advisory Board (YSAB) Juror Fund Recommendation for Fiscal Year 2015 
F. Dallas County Juvenile Justice Alternative Program Staff Handbook and Standard Operating Procedures 
G. Change of Juvenile Board Meeting Posting Location 
H. Concord Church for Juvenile Ministry Program 
L Request to Move April 27, 2015, Juvenile Board Meeting to the Letot Residential Treatment Center for 

Certification 
J. Contract and Agreement for Residential Placement of Youth Village Youthful Sex Offender Program 
K. Approval for Payment of Services for: Succeeding at Work and Youth Village Resources of Dallas (PREP 

Program and Project Save} 
L. Request to Amend Juvenile Board Order No. 2014-140 

VI. Discussion Items- Academy for Academic Excellence (AAE) Charter School 
M. AAE Charter School Update 

VII. Action Items- AAE Charter School 

VIII. Executive Session- Juvenile Department 

Notes: 

For Purposes Permitted by Chapter 551, Open Meetings, Texas Government Code, Section 551.071 through 
Section 551.076 

Subjects: Litigation Security Personnel Contacts 

"Individuals Wishing to Speak During the Public Comment Period Must Register With the Director's Coordinator, 
Ms. Na'thella Wilson (214-698-2215) By 4:00p.m. on the Business Day Prior to The Date of The Board Meeting. 

(Judge ~peryl Shannon, 305'h District Court 
ChairMan, Dallas County Juvenile Board 



AGENDA ITEM 

II. 



MINUTES OF MEETING DATE: February 27, 2015 (rescheduled from February 23, 2015 due to County being closed) 

DALLAS COUNTY 
JUVENILE BOARD 

MEMBERS PRESENT: 

MEMBERS ABSENT: 

I. Call to Order 

TIME: 

PLACE: 

12:00 p.m. 

305th District Court/Referee Courtroom, Room A332 ~ 3'd Floor 
Henry Wade Juvenile Justice Center 
2600 Lone Star Drive 
Dallas, Texas 75212 

Judge Cheryl Lee Shannon, Chairman 
Commissioner John Wiley Price, Vice-Chairman 
Judge Paula Miller 
Judge Ken Molberg 
Judge Andrea Martin 

County Judge Clay Jenkins 
Judge Amber Givens-Davis 
Judge Andrea Plumlee 
Judge Craig Smith 

The Dallas County Juvenile Board met at the Dallas County Juvenile Department, 30S'h District 
Court/Referee Courtroom, Room A332 3'd Floor. Judge Cheryl Lee Shannon, Chairman, called the Juvenile 
Board Meeting to order at 12:47 p.m. 

II. Approval of Minutes 
JLJdge Cheryl Lee Shannon presented the Minutes from the January 26, 2015, Juvenile Board Meeting for 
approval. A motion was made by Judge Paula Miller and seconded by Commissioner John Wiley Price to 
approve the January 26, 2015 minutes. The motion was unanimously approved. 

Ill. Public Comment regarding Juvenile Department 
Judge Cheryl Lee Shannon made mention there were no persons present for public comment and then 
went on to Discussion Items. 

IV. Discussion Items-Juvenile Department 

A. Director's Report: 
On February 4, 2015, the Juvenile Department hosted a tour for Justice Kerry Fitzgerald and students 
from St. Patrick Catholic School. There were 53 students and 14 chaperones. Mr. Larry Thompson of 
Homeland Security and Emergency Management started safety training with all the Probation Services 
Division. Included in the Director's Report was the Volunteers contributions throughout the month when 
they came in to assist with the youth. They also provided pastoral counseling for staff who suffered a loss 
of a co-worker. 

Medlock Center had twenty (20) group volunteers who were on campus for a total of thirty one (31) 
hours. The total volunteer hours for the month of January were thirty one (31) hours. 
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Everyone should have gotten their invitation for the ribbon cutting on March 4, 2015, at 10:00 am for the 
new Letot Residential Treatment Center. Commissioner Price stated he did receive his invitation and 
invited KJ who has been part of the Letot Clothing Closet and Alpha Kappa Alpha Sorority, Inc. Dr. Smith 
stated she would contact Carol Rylander who the person is doing the invitation to check their list against 
the department's list. Dr. Smith did state the Letot Center is on target with rules and policies. 

B. Juvenile Justice Alternative Education Program (JJAEP) Update: 
The Dallas County Juvenile Justice Alternative Education Program (JJAEP) has been busy this month with 
numerous initiatives to enhance school culture. They celebrated Black History Month in conjunction with 
the Day Reporting Center (DRC). 

Judge Andrea Martin will be meeting with Mr. Rudy Acosta with respects to outlining the Youthful 
Offender Diversion Program. Youth Village Stars Program is in the process of completion. Dr. Smith stated 
how the department continues to work with the placement facilities to ensure they have video 
conferencing. Dr. Smith highlighted how they've been able to start different programs without any 
additional staff. Staff was reduced in Probation Services similar to how it was reduced in Institutional 
Services. Commissioner John Wiley Price asked Dr. Smith if the department is held to a standard because 
she used the word close to ensure the Board understands they're not closing any facilities. Dr. Smith 
explained when the numbers are low they typically don't use certain sections. 

Judge Cheryl Lee Shannon expressed that when it comes to video conferencing there should not be a 
reason not to have engagement from parents. Even for things that may be local, one should look at 
capability for parents who have transportation issues and if they cannot come in for counseling they can 
access video conferencing. 

Dr. Smith introduced Mrs. Denika Caruthers who is the new Administrative Legal Advisor for Dallas 
County Juvenile Department. 

C. Letot Update and Certification: 
Dr. Smith stated each Board member should have a copy of the pamphlet to be sent out for the new 
Letot Center. It shows the different rate in terms of how the beds will be contracted out. The beds will be 
$140 a day. Dr. Smith explained to the Board the state rate for the beds is $140. Ms. Carmen William has 
put together pricing and what the line items are. Lubbock and Tarrant Counties are ready to refer girls to 
the program. Dr. Smith stated she spoke with Mr. Armwood on Thursday, February 26, 2015, and the 
building will not be complete with all of the permits. We will bring a request to the Board in March to 
have the meeting at Letot on April 27, 2015, to certify the building. Commissioner John Wiley Price stated 
he also met with Mr. Armwood and conducted a walkthrough of the facility and the concerns he has with 
respect to the showerhead would have to wait until the building is complete in order to make any 
adjustments. 

v. Action Items- Juvenile Department 

D. Appointment of Associate Judges and Referees/Masters and the Administration of Oath: 
Regarding the Appointment of Associate Judges and Referees, Judge Cheryl Lee Shannon stated the main 
people have been administered the oath and will not be present for the meeting. A list was provided for 
review of the person and/or the permanent Associate Judges and those who we use as subs. Judge 
Cheryl Lee Shannon asked the Dallas County Juvenile Board to approve the appointment of the 
recommended Associate Judges and Referees/Masters as designated. 

~ A motion was made by Commissioner John Wiley Price and seconded by Judge Ken Molberg to approve 
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the appointment of the recommended Associate Judges and Referees/Masters provided by the Juvenile 
Courts as designated. The motion was unanimously approved. 

E. Fair Defense Act Appointment of Defense Attorneys: 
Regarding the Fair Defense Act, Judge Cheryl Lee Shannon stated a list was provided for review of the 
Attorney's from each of the courts. Judge Cheryl Lee Shannon made some suggestions and gave a brief 
history to the 304'h District Court regarding the misdemeanors and felony list. Several years ago, part of 
our remedy for having persons appointed more often or less, we would separate out the misdemeanors 
from felony/determinate appointments. Judge Cheryl Lee Shannon noted Judge Andre Martin was 
updating the list and CPS will need to be excluded. Judge Cheryl Lee Shannon asked the Juvenile Board to 
approve the lists of attorneys for appointment in the 304'" and 305'" District Courts to represent indigent 
youth. 

'r A motion was made by Commissioner John Wiley Prices with the caveat made my Judge Cheryl Lee 
Shannon and seconded by Judge Paula Miller to approve the lists of attorneys for appointment in the 
304'" and 305'" District Courts to represent indigent youth. The motion was unanimously approved. 

Point of Executive Privilege - Dr. Smith made mention that all the board orders will be changed and 
updated to reflect February 27, 2015, date as opposed to February 23, 2015. 

F. New Proposal to Governor's Criminal Justice Division Grant Funding Applications: 
Dr. Smith stated there are several grants. The department is requesting grant funding in the amount of 

$74,893 for Mental Health Court with no cash match and $83,986 for Family Violence Intervention 

Program no cash match required. The department will also request $190,757 for the Victims of Violent 

Acts Program which requires a cash match of 20% ($47,689.20) in terms of our current staff for a total 

project fund of $238,446. Dr. Smith asked the Dallas County Juvenile Board to approve submitting these 

new grant applications for FY2016 prior to their due date of February 27, 2015. 

'r A motion was made by Commissioner John Wiley Price and seconded by Judge Ken Molberg to approve 
submitting the new grant applications for FY2016 prior to their due dates of February 27, 2015. The 
motion was unanimously approved. 

G. Criminal Justice Division Continuation Grant Funding Application: 
Dr. Smith stated she will need to pull the grant regarding Juvenile Case Management System 

(JCMS)/Techshare.Juvenile. She informed the Board how Allison Harris in Grants Services has been 

working with Lance White in the Governor's Office, in terms of this defunded program because they do 

not have an appropriate grant category anymore. There is a person working in this position and Dr. Smith 

will have to look at adjusting our budget to inculcate this person into the budget. 

Commissioner John Wiley Price inquired why this was defunded and how do we augment. Dr. Smith 

explained to the Board that she did receive an email from Lance White who oversees the grant. Lance 

White explained how there was no longer a funding stream for this grant. Allison Harris also added she 

had been working with Lance White and he informed her they will no longer receive the funding because 

it no longer exists. Commissioner John Wiley Price asked how the department will augment the $54,347. 

Dr. Smith stated it would be included in the budget and will see if she could get it from the 5110 General 

Fund. 
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Drug Court is requesting $93,071 with a 10% cash match ($10,341) of total project expenditures 

($103,412). The remaining will be covered by Dallas County. The ESTEEM Court is requesting $64,402 for a 

full-time Functional Family Therapist. This is year three of a three year award. The Evening Reporting 

Center (ERC) has expanded and is doing well. They are requesting $69,213.61 to establish two part-time 

positions for a Drug Intervention Specialist and a Psychologist Assistant. The Residential Drug Treatment 

Program (RDT) funding was reduced to $162,414 but is requesting the same amount $125,435 with a 25% 

cash match requirement of $41,813 for employee services. Dr. Smith asked the Board to approve the 

continuation grant applications for FY2016 prior to their due dates of February 27, 2015 and April 17, 

2015 for continuation funding for FY2016. 

Y A motion was made by Commissioner John Wiley Price and seconded by Judge Paul Miller to approve 
submitting the continuation grant applications for FY2016 prior to their due dates of February 27, 2015 
and April17, 2015 for continuation funding for FY2016. The motion was unanimously approved. 

H. Probation Services Division Policy and Procedures: 
Dr. Smith asked for approval of chapter 341 standards of the policies and procedures for probation 
services. It is recommended that the Dallas County Juvenile Board approve the Probation Services 
Division Policy and Procedures. Each of the Board members were given CDs of the red line version and the 
clear version. It is further recommended that the Board authorizes the Director of Juvenile Services or 
designee to modify any procedure as needed before the next Juvenile Board review. 

Commissioner John Wiley Prices asked does the policy allow technology for Probation Services to make it 
more accessible for parents to utilize video conferencing. Dr. Smith explained it is driven were the need is 
and it does not conflict with anything already in place. 

Y A motion was made by Judge Ken Melberg and seconded by Commissioner John Wiley Price to approve 
the Probation Services Division Policy and procedures. The motion was unanimously approved. 

Commissioner John Wiley Prices stated he would like to see staff develop policy so the Board can review 
in terms of how we plan from a strategic stand point to be able to deploy or employ technology with 
regards to all of the policy with those individual who are challenged. Dr. Smith explained all of the 
contracts the department has with the residential facilities have video conferencing and technology in 
place so the parents and families can utilize them. Dr. Smith will give the Board the policies on what the 
plan is going forward for FY2015 to FY2019. Judge Cheryl Lee Shannon made mention how most of the 
CPS placements have in place the video technology because the youth are spread so far out over the 
state. 

I. Contract and Agreement for Residential Placement of Female Juvenile Offender's: 
Dr. Smith made mention each Board member should have a copy of the Letot pamphlet. The Department 
plans to charge a daily rate of $140 for contract placement; thus each contract bed could bring between 
$25,200 and $37,800 revenue for a 6 to 9 month period. Payments from expected revenue will be 
deposited into 120-5110-45652 (Juvenile-Letot Beds) via check made out to Dallas County with the 
description Juvenile Department Letot Beds and deposit code listed on the payment. It is recommended 
that the Dallas County Juvenile Board authorize the Juvenile Department to offer other juvenile 
departments the opportunity to contract for placement of post-adjudication females at the Letot RTC. 

Y A motion was made by Judge Paula Miller and seconded by Commissioner John Wiley Price to offer other 
juvenile departments the opportunity to contract for placement of post-adjudication females at the Letot 
RTC. During the discussion Commissioner John Wiley Price stated he really wants to make sure they're 
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looking at Letot in terms of costs to see what the offsets are going to be. The motion was unanimously 
approved. 

J. Dialectical Behavior Therapy Training- Behavioral Tech, LLC (BTECH} Contract Approval: 
Dr. John Pita provided the Board with information to support his request for the contract. The 
department has allocated $55,478 for training for the psychology division and special needs unit staff. 
The total Grant N funding from TJJD is $726,380.90. The expenses for the DBT training will be $13,000 
($6,000/day plus travel expenses totaling $1,000 according to the Dallas County policy). The training will 
take place April 23-24, 2015. 

> A motion was made by Judge Paula Miller and seconded by Commissioner John Wiley Price to approve 
the contract with Behavioral Tech, LLC (BTECH) for Dialectical Behavior Therapy training. The motion was 
unanimously approved. 

K. Juvenile Processing Office Renewal- Garland and Rowlett Police Department: 
Dr. Smith asked the Board to approve the Juvenile Processing Offices for the Garland Police Department 
located at 1900 W. State Street, Garland, Texas 75042, by approving Rooms J1008 (No Status Offenders) 
and J1015 (Status Offenders Only) as designated Processing Offices. In addition, the Juvenile Department 
recommends the Juvenile Board to approve the Juvenile Processing Office for the Rowlett Police 
Department located at 4401 Rowlett Road, Rowlett, Texas 75088, by approving Room 3, Juvenile 
Processing Room as a designated Processing Office. The signage is there. They have been approved and 
have gone through the training. 

> A motion was made by Commissioner John Wiley Price and seconded by Judge Ken Mol berg to approve 
Room 3, Juvenile Processing Room as a designated Processing Office. The motion was unanimously 
approved. 

L. Memorandum of Understanding (MOU} with Big Thought for the Evening Reporting Center: 
Katie Morgan with the support of Roger Taylor was present to answer any question the Board has. Big 
Thought will provide one session per week for a total of twenty (20) sessions at the incurred cost of 
$132.50 per session for a total of $2,650. The Juvenile Department will be invoiced after the conclusion of 
the twenth (20'h) session. The courses will be funded under FY2015 grant Evening Reporting Center 
(7019) from the Office of the Governor, Criminal Justice Division (CJD), for a total not to exceed 
$2,650.00. 

> A motion was made by Commissioner John Wiley Price and seconded by Judge Paula Miller to approve 
the Memorandum of Understanding with Big Thought for the Evening Reporting Center. It is further 
recommended that the Dallas County Juvenile Board authorize the Chairperson to execute related 
documents on behalf of the Juvenile Board. The motion was unanimously approved. 

M. Memorandum of Understanding (MOU) with Inspire U for the Evening Reporting Center: 
Dr. Smith explained how with this program the youth come straight from school and are there until seven 
and even eight o'clock at night. Juvenile Department's Evening Report Center (ERC) operates as an 
alternative to detention for youth on probation that are currently at risk for violating their terms of 
probation. Inspire U will provide one session per week in four 6 week rotations at the incurred cost of 
$175 per session for a total cost of $4,900. Dr. Smith asked the Board to approve the Memorandum of 
Understanding with Inspire U. It is further recommended that the Board authorize the Chairperson to 
execute related documents on behalf of the Juvenile Board. 

> A motion was made by Commissioner John Wiley Price and seconded by Judge Andrea Martin to approve 
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the Memorandum of Understanding with Inspire U. The motion was unanimously approved. 

N. Memorandum of Understanding (MOU) with Word Smooth: 
Judge Cheryl Lee Shannon, Chairman, abstained from any voting and discussions of this action item. Dr. 
Smith explained how Commissioner John Wiley Price has been a strong supporter of diversity and 
customer service training. The Department wants to contract with WordSmooth to provide training to aid 
the Department to reinforce value and maximize the benefits of its diversity and to address a wide range 
of diversity-related challenges. The cost for 100 staff, fifty (50) supervisors in institutions and (50) 
supervisors in probation services to participate in this intensive training program is $14,250.00, which 
includes a book and all training materials. Dr. Smith asked the Board to approve the Memorandum of 
Understanding with Word Smooth. 

Y A motion was made by Judge Paula Miller and seconded by Judge Andrea Martin and abstained by Judge 
Cheryl Lee Shannon to approve the Memorandum of Understanding with Word Smooth. The motion was 
unanimously approved. 

0. North Texas Food Bank School Pantry Agreement: 
The Dallas County Juvenile Board approved this request at its February 27, 2015 meeting (JB order 2015-
025). The Dallas County Juvenile Board approved the juror fund allocation of $39,138.00 (JB Order 2013-
102) to provide a food pantry that is housed at the Academy for Academic Excellence's (AAE) Day 
Reporting Center and Dallas County Juvenile Justice Alternative Education Program (JJAEP). They continue 
to serve a lot of the families. We anticipate this partnership will allow us to serve 100-150 families per 
month. Dr. Smith asked the Board to approve the agreement with the North Texas Food Bank. 

Y A motion was made by Commissioner John Wiley Price and seconded by Judge Paula Miller to approve 
the agreement with the North Texas Food Bank. The motion was unanimously approved. 

P. JDAI Contract: 
Dr. Rene Walker is no longer the JDAI Coordinator. The new JDAI Coordinator is Dr. Jaya Davis. Dr. Smith 
asked the Board to approve the Juvenile Department's continued participation in the JDAI project 
sponsored by the Annie E. Casey Foundation (AECF). It is also recommended that the Juvenile Board 
approve the professional service contract with Dr. Jaya Davis as coordinator of the JDAI project. 

Y A motion was made by Commissioner John Wiley Price and seconded by Judge Ken Melberg to approve 
the professional service contract with Dr. Jaya Davis as coordinator of the JDAI and continue participating 
with the JDAI project. The motion was unanimously approved. 

Y A motion was made by Commissioner John Wiley Price and seconded by Judge Ken Mol berg to recess as 
the Dallas County Juvenile Board. The motion was unanimously approved. 

Y A motion was made to convene as the Academy for Academic Excellence Charter School by Commissioner 
John Wiley Price and seconded by Judge Paula Miller. The motion was unanimously approved. 

VI. Discussion Items- Academy for Academic Excellence (AAE) Charter School 

Q. Charter School Update: 
Dr. Danny Pirtle has done an exceptional job in providing updates for AAE. At a glance, the English 
Teachers focused on informational texts for all grade levels and for the month of January the Math team 
spent time attempting to identify which students were snapshot students and began to tutor those 
students. The Charter School Report is there for the Board to review. 
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VII. Action Items- AAE Charter School 
Judge Cheryl Lee Shannon made mention there were no action item to present. 

l> A motion was made to adjourn as the Academy for Academic Excellence Charter School by Commissioner 
John Wiley Price and seconded by Judge Ken Melberg. The motion was unanimously approved. 

)> A motion was made by Commissioner John Wiley Price and seconded by Judge Ken Molberg to reconvene 
as the Dallas County Juvenile Board. The motion was unanimously approved. 

VIII. Executive Session -Juvenile Department 

For Purposes Permitted by Chapter 551, Open Meetings, Texas Government Code, Section 551.071 
Through Section 551.076; 

At 1:19 p.m., Judge Cheryl Lee Shannon, Chairman, called the meeting into Executive Session. 

At 1:47 p.m., Judge Cheryl Lee Shannon, Chairman, called the meeting out of Executive Session and had 
the record reflect they only discussed those matters authorized by law to discuss; there were not votes 
taken by the Board with respects to any issues. 

l> Judge Cheryl Lee Shannon, Chairman, stated the Juvenile Board had no other matters to be considered. 
The meeting was adjourned at 1:47 p.m. following a motion by Judge Paula Miller and seconded by 
Commissioner John Wiley Price. The motion was unanimously approved. 
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ITEM 

A. 



DIRECTOR'S REPORT 

March 2015 

The Department recognized outstanding divisional and departmental employees for the month of February 
2015, for the following staff: 
DCJD Employee of the Month: LaShawn Caballero (Probation Services). 
DCJD Unit of the Month- The Detention Transportation Officer Unit. 

The DCJD Black History Committee (BHC) hosted the 22nd Annual Black History Celebration Program and 
Medlock Scholarship Presentation on February 27, 2015. A total of five well deserving youth were each awarded 
the Lyle B. Medlock Scholarship, in addition to $3,000.00. Each year and during Black History Month, the BHC 
highlights the rich history and contributions of African Americans. This year's theme was "Together We Stand­
A Multi-cultural Affair". The committee hosted three lecture and training series focusing on cultural diversity. 
The committee also hosted an International Food Festival where diverse vendors served samples of food from 
their respective cultures. In addition, the Multi-cultural event featured exhibits about Latin America, Islam, 
Jewish culture, Africa and art from the Dallas Civil Rights Museum. Finally, the event included music and fine arts 
presentations from the Dallas Black Dance, African Story Tellers, Indian and Krishna dancers. 

PROBATION SERVICES 

Pre-Adjudication Services: 

Thanks to the stipends received from the Texas Association of 
Drug Court Professionals, Drug Court Probation Officers, Bobbie 
Esparza and Tiffany Whitfield, were able to attend the Annual 
Texas Drug Court Professionals Training Conference on February 
25-27, 2015, in Montgomery, Texas. The training focused on 
serious issues facing mental health, social work, counseling, 
community corrections, juvenile justice, substance abuse, law 
enforcement and other related fields. The conference served as 
an avenue for resources, networking and training to create 
dialogue concerning current issues and provide professional 
input in an organized manner to the Texas Legislature. 

Post-Adjudication Field Services: 

Probation Caseload 

New Probationers 

Review Hearings 

Delinquent Conduct 

Technical Violations 

Pre-Adjudicated 

PAIS 

Total Caseload 

FEB YTD 

1335 1390 * 

101 232 

179 389 

20 32 

20 47 

613 -

133 -

2081 -

Stanley Robinson retired after 17 dedicated years of service. He served as a field Probation Officer in District 9 
and was a valuable asset to the unit and the countless number of families he helped throughout his tenure. We 
wish him well in all his future endeavors. 

Community Service Restitution (CSR) Update: 

Throughout the month of February 2015, three hundred and twenty-four (324) youth completed a total of seven 
hundred thirty-seven (737) court ordered CSR hours at various approved CSR sites in Dallas County. Community 
Service Restitution events were held at the Feral Friends, Garland Pawsibilities and Hunger Busters, resulting in 
the completion of one hundred and forty-four (144) CSR hours by thirty-nine (39)youth. 

PSYCHOLOGICAL SERVICES AND SUBSTANCE ABUSE DIVISION 
Psychology staff referred 71 youth for psychiatric services during the month of December. A total of 86 
psychiatric consultations were performed with 55 of those being follow-up consultations. Of the 31 initial 
psychiatric consultations that were performed: 12 resulted in no medication being prescribed; 14 had already 
been prescribed psychotropic medications and continued those; 1 youth was already prescribed psychotropic 
medication and their rri"edicaiion was discontinued; and4 were started"ol1medication. 
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INSTITUTIONAL SERVICES DIVISION 

DETENTION CENTER 
MONTHLY REPORT FEBRUARY 2015 

Program News & Updates: 
Last month we shared details of our volunteer programs with a promise over the next several months to 
highlight several organizations and the services they bring to our youth. One important point that we failed to 
include in last month's report is that our ministry organizations have been asked to supplement their teachings 
with life and social skills. Our stance is that for our youth, scripture without relevance is not only boring to 
them, it fails to connect directly with their circumstances and is a like a car without wheels; it goes nowhere and 
leaves them frustrated. Our progressive organizations have not only updated their teachings, they have ongoing 
training with their teams on their evidence curriculum and lessons plans. Thanks for allowing us to showcase 
our organizations; we hope you enjoy their stories. Now, on to our first feature .... 

"A Commitment to Our Youth: The Last Wish of a Faithful Volunteer" 

I don't know about you, but I'm a billboard reader. If you're anything like me, you most likely have seen a simple 
advertisement on billboards around town showing a photo of someone, maybe a celebrity you recognize, and 
the simple message that reads "I Am Second". 

So, what is I Am Second? It's a "movement meant to inspire people of all kinds to live for God and for 
others. Actors, athletes, musicians, business leaders, drug addicts, your next-door neighbor, people like you. 
The authentic stories on iamsecond.com provide insight into dealing with typical struggles of everyday living. 
These are stores that give hope to the lonely and the hurting help from destructive lifestyles, and inspiration to 
the unfulfilled." (About I Am Second@ www.iamsecond.com) 

So, now you are wondering, what is the connection between I Am Second (IA2) and our youth in Detention? 
Well, let me begin by telling you about the IA2 team. Although small in numbers, they are a committed and 
consistent group of people who come from a variety of occupations including retirees, petroleum engineers, 
educators, accountants, police officers and a member of the airline industry. One thing that makes them unique 
(unlike many of our faith-based groups) is that they are "not" from the same church or community but are 
simply people who share a common heart and love to serve our youth. The leader (John Cunningham) and team 
put a great deal of thought, time, and collaboration into planning their weekly lessons. Believe me; it is not 
church as usual on Sunday afternoons when they serve. The 12-week, rotating lesson plan includes: 

• Topics (e.g. Flourish Where You Are, Learning How to Negotiate for What We Want, Dealing with Peer 
Pressure) 

• Objectives (e.g. help the students understand that they have an opportunity while in their current 
situation to grow in their character and spirituality.) 

• Videos- relevant and correlate to the message; videos are selected from the organization's website 
• Activities, Discussions with the residents unpacking the videos and leading prayer 
• Scripture/Story from the Bible that shows where someone in the Bible had to deal with peer pressure, 

anger, overcoming a bad reputation or some other related topic 

Best of all, each lesson addresses a life skill relevant to the residents such as, problem solving, making a decision, 
or dealing with disappointment. The IA2 team took up the challenge to incorporate the EQUIP Curriculum into 
their program addressing the same life skill and behavioral issues in order to unify and reinforce what is being 
taught in our facility programs. 
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How IA2 came to Detention: Almost five years ago, Anne Johns and Duche Bradley presented the I Am Second 
prototype. From that, Anne and two other volunteers put together a 13-week pilot program that was presented 
in the facility. They kept tweaking their methodology until they came up with a program that seemed to speak 
to the hearts and the needs of our youth. Anne had a heart for incarcerated youth and spent 13 years at the 
Gainesville Unit before expanding her vision to the Dallas Juvenile Detention Center. She created this radically 
contagious vision and passed it on to her team just 13 months ago. With only a few days left in her life here on 
earth, Anne handed the baton off to John Cunningham and the team, and in a whisper said; "You got this, I can't 
teach you anymore. Just keep loving on the team and loving on the kids." Although we miss Anne Johns very 
much, her spirit lives on in the weekly lessons and videos of "I Am Second." 

Next month's feature: Love Knows No Distance 

START PROGRAM 

Activity 
Jan Feb Total 

Individual Counseling Sessions 160 128 288 

Family Counseling Sessions 0 0 0 

Victim Impact Panel participation 20 14 34 
Particioation in Familv Train ina Sessions • 60 68 128 I 

Family Training Sessions 
. 

7 7 14 

Case Staffing's 41 43 84 

Aftercare Contacts 0 0 0 

Probation Officer Participation in Case 95.1% 97.6% 

Staffing's 
~ 

Volunteer Programs and Residents Activity: 

Total Volunteer's/Hours for February 2015: Volunteers: 86 Intern: 0 Hours: 325 

Dallas County HHS tested/counseled 17 residents, 0 positive for Syphilis and 0 positive for HIV 

Volunteer Programs: Other Programs: Lend-an-Ear 
Life/Social Skill Programs: COPES( Council on Prevention/Education: Substances- Alcohol/Drug Education; New 
Friends New Life- Mending the Soul; Traffick911- TRAPS (Traps of a Trafficker); Succeeding@ Work- Teens@ 
Work; I Am Second. 

Spiritual Enrichment/Ministry Bible Study: Covenant Church, A-Team, Gospel Lighthouse, Children's Home Bible 
Club, Oak Cliff Bible Fellowship, New Birth Baptist Church, Praise Chapel, New Hope Prison Ministry, Living Hope 
Outreach, New Comfort COGIC, and Faith-4-Life. 

life & Social Skills/Spiritual Enrichment Combo: The Potter's House- Boy's to Men with Character and GenNext 

Life Series; MTO Leadership Development (Ministry through Originality); ALERT Ministries- Girls Circle; ALERT 
Ministries- Life Changers; I Am Second. 

Chaplain's Report: Counsel/Prayer: 10 residents. 



Director's Report- March 2015 

February Special Programs/Events: 
Movie Night: Movies and refreshments made possible by Robert Cahill, One Way Films 

Love Covers All 
Left Behind 

Friday Night Socials- made possible by Covenant Church Juvenile Ministry 
Residents attending Socials: Honors Girls, Honors Males and ROT Girls 

Admissions 

ADP 

MARZELLE C. HILL TRANSITION CENTER 
MONTHLY REPORT FOR FEBRUARY, 2015 

31 

Feb. YTD 

47 

79 

Page4 

111 

Program Updates: Friendship West Baptist Church provided pizza to the residents for Valentine's Day. The 
female residents conducted an artistic project with Rainbow Days. And the boys participated in Black History 
month by watching historical movies about Black Leaders and participating in group discussion. The residents 
had a Super Bowl watch party and were provided food and drinks. Supervisors and staff also conducted game 
day with residents, which included, pictionary, singing contest and a clean dorm contest. Residents were 
provided with snacks for participation. 
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Program and Residents Activities: Community partners Rainbow Days and Traffic 911 conducted groups with 
the female residents. Rainbow Days provided drug intervention and life skills groups and Traffic 911 provided 
informative group in reference to sex trafficking. In house life skills groups were provided to the female and 
male residents by Hill Center staff. Dare to Dream provided services to the residents twice this month. New Life 
Ministry and Kids Bible Church provided church services on the weekends. Late night was provided to the level 4 
residents, where they received food and drinks. 

Medical Services: There were no medical issues during the month of February. 

Grievances from residents: There were four grievances filed during the month of February. 

Volunteer Services: 7 groups including 18 individuals provided a total of 35 hours of service. 

MEDLOCK CENTER 
MONTHLY REPORT FEBRUARY 2015 

Medlock Center 
New Initiatives: 
During this month, all residents participated in Black History Month 
celebrations. Our overall campus theme for this month was, "Celebrating 
Young Men in Action." We are thankful to have had individuals to 
participate in the "Read In" as well as others who came to encourage the 
residents to look beyond their current circumstances. Medlock resident, 
I. M. was one of the fortunate young people who were awarded a Medlock 
Scholarship and laptop computer from the Department's Black History 
Committee, has begun his application process to attend college. 

Activities: 
Residents continued to participate in spiritual based programs provided by 
Full Gospel Holy Temple; Lake Pointe Baptist Church; Potter's House; 
Pleasant Valley Baptist Church; Life Quest Essentials, Chaplain Roy Teague, 
and monthly Adopt A Dorm activities. 

Medical Services/Transports: 
Fourteen (14) residents were transported to Parkland Memorial Hospital 
for routine medical care. Fifteen (15) residents were transported to 
Jerome McNeil Detention for routine dental exams. One (1) resident was 
transported to Parkland Memorial Hospital for an emergency medical 
appointment. 

Volunteer /Intern Hours: 
There were nineteen (19) group volunteers who were on campus for a 
total of thirty eight (38) hours. The total volunteer hours for the month of 
February were thirty eight (38) hours. 

TJJD Reports: 
There was one incident reported to TJJD during the month of February. 
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YOUTH VILLAGE 
MONTHLY REPORT FEBRUARY 2015 
On Campus 

Family Training, El Centro College Introduction to 

Computer program; North Texas Food Bank Culinary 

Arts Program, and PREP dog training program 

continues to thrive. Residents continued the After­

School tutoring program. Black History Month 

activities were held during the entire month of 

February. Activities involved a Read In; speakers; and 

art contest. The overall theme for the month was 

"Celebrating Young Men in Action." On February 14th 

all residents received treats in recognition of 

Valentine's Day. 

Off Campus: 

Youth Served 

Successful 

Rei. 

185.1 

One (1) resident was transported to Workforce Solutions to attend a Job Corp meeting. 

Volunteer /Intern Hours 
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12 

41 

48 

2 

2 

0 

0 

202.5 

Twelve (12) individual volunteers provided seventy five (75) hours of service. Two (2) chaplains provided sixteen 

(16) hours of service. Total volunteer hours for the month of February are ninety (91 hours). 

Medical Services 

Sixty-eight (68) residents were treated for their sick call request by the medical staff. Two (2) residents were 

transported to dental appointments at JDC, fourteen (14) were treated on the Med van, and nine (9) received 

mental health services. One (1) resident was transported to Children's Medical Center for his follow-up 

appointment. 

Religious Programs 

Freedom Fighters Ministry, Full Gospel Holy Temple, Mt. Zion Baptist Church, Countryside Bible Shady Grove 

Baptist Church, One King Church of Worship, Dallas Church of Christ, Catholic Diocese of Dallas 

Account of Reportable Injuries 

There were no reportable injuries of youth during the month of February. 

Escape/Furlough 

There were no runaways and/or youth that failed to return from their home visits during the month of February. 
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LETOT CENTER 
MONTHLY REPORT FEBRUARY 2015 

Letot Capital Board Initiatives: 
Letot Foundation continues to conduct tours and raise funds for enrichment activities for the new Residential 

Treatment Center. 

Community Initiatives: 

Non-Residential Services received 74 paper referrals to be addressed through the Letot Crisis Intervention 
Program, Deferred Prosecution and ESTEEM Court. 

The ESTEEM Court continues at Letot Center with Judge 

Shannon presiding. There are currently three youth and 

families attending ESTEEM Court in the month of February. 

Three youth began services and two youth graduated in the 

month of February. Seven youth were referred during the 

month of February. Aim, Functional Family Therapy and 

Clinical have been providing services. 

Residential Services: 
! 

LETOT CENTER 

Residential· . ••••. < Jan 

Admissions 29 

Releases 20 

ADP 19 

ALOS 19.0 

Total Youth Served 41 

!t~tilltelOrientat!Ott > 
Admissions 123 

Releases 119 

ADP 1 

ALOS 0.4 

Feb YTD 
19 47 

22 46 

26 25 

31.0 30.5 

45 69 

84 183 

82 180 

1 1 

0.4 0.4 

Why Try Topics: (1) Tearing Off My Labels- how to remove 

the negative perceptions and labels that we allow to be put 

on us; (2) Defense Mechanisms- looking at what our defense 

mechanisms are and how to change them; (3) Climbing Out­

helps residents identify a problem area and the support they 
!Total Youth Served 1 1241 85 1 183 1 

have to change the problem; (4) Jumping Hurdles- realizing they will always have problems and develop a plan 

to overcome them; (5) Desire, Time and Effort- learning to focus on positive things that do not hurt themselves 

or others. 

Medical Services: 

Residential: Health Screens- 25, Call Backs- 0, Doctor's visits- 42 

Recommendations are made for medical and/or clinical follow-up. 

Volunteer Services: 

Faith Based Volunteers: worship and religious study - 1 volunteer, 1 hour; life Skills Volunteers: visiting and 

teaching- 16 volunteers, 36 hours; Special Events: 4 volunteers, 4 hours. 

Clinicol Services: 

In the Residential Unit, Clinical Services held four Process groups with the boys (12 residents) and six Process 

groups with the girls (23 residents), processing issues pertaining to why they are here and what steps they can 

take to keep from going further into the system. Residential rounds consisted of clinical team making one to two 

rounds daily to speak with the youth and JSO's. The daily rounds allow the Clinical team to staff the resident's 

cases, provide consultation, and conduct crisis screens as needed (33 rounds). Held therapy sessions with 39 

clients: 78 individual and 39 family sessions. 
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210 youth accounted for the 216 total detentions. 
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PSYCHIATRIC CONSULTS COMPLETED- 2015 

JAN FEB MAR AFR MAY JUN 
1. Total Consultations 107 86 

A Initial Consultations 23 31 

B. Follow~Up Consultations 84 55 
2. Total Number of Youth 101 71 

Recei\oing Consultations 

INITIAL CONSULTATIONS- PSYCHIATRIC MEDICATION RESULTS- 2015 

TOTALS JAN 
1. No Medication Prescribed 10 

2. Medication Discontinued 0 

3. Continued on Medication 11 
4. Started on Medication 2 . 

FEB 
12 

1 

14 
4 

MAR APR MAY 

"NO MEDS PRESCRIBED· 
PREV HISTORY 

"NO MEDS PRESCRIBED­
NO PREV HISTORY 

CONT. MEDS · PREV 
HISTORY 

II RE-START MEDS · PREV 

JUN 

HISTORY I' 

II STARTED MEDS ·NO PREV I.~ 
HISTORY 

STARTED MEDS · PREV 
HISTORY 

~-··············-·----··--···-··-·········--··· ·····-··-·--· ... ----·-·- ............... ...J 
NO MEDS PRESCRIBED · PREV HISTORY· 1 
NO MEDS PRESCRIBED· PREV HISTORY· 1 
NO MEDS PRESCRIBED- NO PREV HISTORY- 11 
CONT. MEDS- PREV HISTORY- 14 
RE-START MEDS- PREV HISTORY- 2 
STARTED MEDS- NO PREV HISTORY- 1 
STARTED MEDS- PREV HISTORY- 1 
DISCO NT. MEDS- PREV HISTORY- 1 
NO MEDS PRESCRIBED- NO PREV HISTORY- 11 
CONT. MEDS- PREV HISTORY - 14 
RE-START MEDS- PREV HISTORY- 2 
STARTED MEDS- NO PREV HISTORY- 1 
STARTED MEDS- PREV HISTORY· 1 
DISCO NT. MEDS- PREV HISTORY- 1 
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JUL AUG SEPT OCT NOV oa:; YTD 
193 

54 

139 
172 

JUL AUG SEP OCT NOV DEC YTD 
22 

1 

25 
6 
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JJAEP 

February 2014 Report 

The Dallas County JJAEP has been busy this month on numerous initiatives to 

enhance school culture. The JJAEP Staff meet weekly for campus staff meetings. In an 

effort to stimulate pride on the campus, the staff acknowledged the students honor roll 

and perfect attendance for this fourth six weeks and are planning a ceremony to 

celebrate the major accomplishments. In addition, the Social Studies classes celebrated 

the legacy of civil rights movement contributors through examining their writings and 

speeches. 

JJAEP teachers have designed TEKS based lessons celebrating the achievements 

and contributions of African American in observation of Black History Month in both the 

Socia! Studies and Science classes. Throughout the month of February, the JJAEP staff 

honored the contributions of African Americans with a host of engaging activities and 

events that include all content areas. 

During the month of February, the JJAEP campus conducted STAAR focused math 

tutorial sessions and in preparation for the spring administration of the STAAR. The 

JJAEP teachers are continuous working on creating individual profiles of students in 

order to determine the students' strengths and weaknesses which are conducted 

weekly in each of the core subject areas. 
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DALLAS COUNTY JUVENILE JUSTICE ALTERNATIVE EDUCA TIDN PROGRAM 

2014-2015 School Year 
The month of February began with 86 students and ended with 77 students enrolled to attend the Dallas County's JJAEP. On average, 
there were 57 or 74.03% of the students attending on any given day in February. Of the 77 students enrolled at month end, there were 

24 discretionary referrals; 0 placement; and 53 mandatory referrals. 
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Date: 

To: 

From: 

DALLAS COUNTY 
JUVENILE DEPARTMENT 

Henry Wade Juvenile Justice Center 
2600 Lone Star Drive, Box 5 Dallas. Texas 75212 

MEMORANDUM 

March 23, 2015 

Dallas County Juvenile Board 

Dr. Terry S. Smith, Director 

Dr. Terry S. Smith 
Director Juvenile Services 

Chief Juvenile Probation Officer 

Subject: Juvenile Processing Offices- Balch Springs Police Department and Texas Department of Public Safety 

Background of the Issue: 

Amendments passed during the 77th Legislative Session assigns the Juvenile Board the responsibility of designating 
Juvenile Processing Offices within Dallas County. 

The Juvenile Board has previously approved sites as Juvenile Processing Offices (see attached list). The Department 
regularly reviews sites to make appropriate additions, deletions, modifications, or amendments to this list. When 
the department is notified of the modification of a site, or receives a request from law enforcement for designation 
of a new site, we personally inspect the site and appraise the agency of their obligations and responsibilities when 
processing juveniles at the approved site. 

Impact on Operations and Maintenance: 

The Balch Springs Police Department's Juvenile Room 11ocated at 12500 Elam Road, Balch Springs, Texas 75180 was 
previously designated as an approved Juvenile Processing Office on July 23, 2001 by this Department and the Dallas 
County Juvenile Board. 

In response to the Juvenile Department's commitment to review all previously approved Juvenile Processing Offices, 
particularly Room 1, Juvenile Room located at the Balch Springs Police Department, 12500 Elam Road, Balch Springs, 
Texas 75180 was personally inspected by Rudy Acosta, Deputy Director of Probation Services on February 12, 2015. 
It has been determined this site remains suitable as a Juvenile Processing Office. The designated room is clearly 
identified with affixed signage outlining an assigned room number and labeled as a Juvenile Processing Room. 

In addition, specific training relating to the requirements of the Juvenile Processing Office utilization and operation 
was provided to the designated Agency representative, Sgt. Bobby Waits during the site visit. The training provided 
the Agency representative with information from Title 3 of the Texas Family Code, § 52.025 and the Juvenile Justice 
Delinquency and Prevention Act outlining the requirements of operating a Juvenile Processing Office and the 
specifics associated with the handling of juveniles in the Juvenile Processing Office. The training document was 
signed by the Agency representative and a copy will be maintained by the Juvenile Department. 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 

214-698-2200 Office 214-698-5508 Fax 
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The Texas Department of Public Safety (TOPS) Region 1 Headquarters, Holding Cell Area located at 350 West 
Interstate 30, Garland, Texas 75043 was previously designated as an approved Juvenile Processing Office on July 23, 
2001 by this Department and the Dallas County Juvenile Board. 

In response to the Juvenile Department's commitment to review all previously approved Juvenile Processing Offices, 
particularly the Holding Cell Area located at the Texas Department of Public Safety Region 1 Headquarters, Garland, 
Texas 75043, contact was made with Lieutenant Randy Jones. The contact was made by Rudy Acosta, Deputy 
Director of Probation Services on February 19, 2015. Lt. Jones reported that the Holding Cell Area is no longer 
utilized as a Juvenile Processing Office. Because of this information, TOPS will no longer process juveniles. 

Strategic Plan Compliance: 

This Juvenile Processing Office designation complies with the Dallas County Strategic Plan: Vision 3- Dallas County is 
safe, secure, and prepared. 

Legal Impact: 

Law enforcement agencies must follow the Juvenile Justice Code and Code of Criminal Procedure guidelines when 
processing youthful offenders: 

In conformance with Title 3 of the Texas Family Code§ 52.025, the Juvenile Board of Dallas County has ordered the 
plans and guidelines of each law enforcement agency in Dallas County operating a Juvenile Processing Office be 
amended and adopted as follows: 

SECTION 1. Any juvenile taken into custody and not released in the field by the officer shall be brought immediately 
to either an office or to an official designated site herein without unnecessary delay and without first being taken 
eisewhere. The juveniie shaii not be permitted contact with any adult who is in custody, charged with, or convicted 
of a crime. 

SECTION 2. The following are "offices or rooms designated by the Juvenile Board where a child who has been taken 
into custody may be taken pursuant to Section 52.02 and 52.025 of the Texas Family Code, and as such are 
designated as Juvenile Processing Offices;" 

The Juvenile Board also requires Juvenile Processing Offices may be used to complete all investigative and 
administrative activities related to taking a child into custody; said activities including, but not limited to the 
following: 

(1) The full investigation of each subject offense for which each child is taken into custody and all related offenses 
admitted to or alleged to be committed by said child, and may be used for temporary detention, for purposes 
of investigation of the identity and age of the juvenile, and for purposes of investigating and continuing the 
investigation of each subject offense and each related offense. 

(2) The completion of investigative and administrative paperwork concerning each subject and related offense 
and the taking of any oral, written, or magistrate confessions as may occur pertaining to each subject or 
related offense and for all other related investigative conduct such as fingerprinting, photographing, and 
other medical and/or scientific examinations or testing necessary to the investigation of the subject or related 
offenses. 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 

214-698-2200 Office 214-698-5508 Fax 
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(3) The creation or completion of any essential forms and records, including, but not limited to, all police reports, 
offense reports, arrest reports, and supplements to said reports and other reports or records, required by the 
Juvenile Court or Title 3 of the Texas Family Code or other law or the particular law enforcement agency's 
procedures. 

(4) The photographing and/or fingerprinting of the child as authorized by Title 3 of the Texas Family Code or 
other applicable law. Warnings may be issued to the child as required or permitted by Title 3 of the Texas 
Family Code or other applicable law. An oral or written statement of the child may be taken and warning 
given pursuant to Title 3 of the Texas Family Code either in said Juvenile Processing Office or before an official 
designated by the Juvenile Court in Section 3 of the order. 

(5) All administrative steps necessary subsequent to taking a child into custody. 

Recommendation: 

The Juvenile Department recommends the Juvenile Board approve the Juvenile Processing Office for the Balch 
Springs Police Department located at 12500 Elam Road, Balch Springs, Texas 75180, by approving Room 1, Juvenile 
Room as a designated Processing Office. 

In addition, the Juvenile Department recommends the Juvenile Board approve removing TDPS located at Region 1 
Headquarters, 350 West Interstate 30, Garland, Texas 75043 as a Juvenile Processing Office. 

Recommended by: 

To assist referreayouth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 

214-698-2200 Office 214-698-5508 Fax 
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JUVENILE PROCESSING OFFICE DESIGNATIONS 

DALLAS COUNTY JUVENILE BOARD 

1) Addison Police Department 
Juvenile Processing/Briefing Room 
4799 Airport Parkway 
Addison, TX 75001 972-450-7120 
Detention Supervisor, Mr. Michael Meharg 

2) Balch Springs Police Department 
Juvenile Room I #1 
12500 Elam Road 
Balch Springs, TX 75180 
Sgt. lfl(alts 972-557-6036 Cell 469-853-3958 

3) Baylor Health Care Department of Public 
Safety- Police Supervisors Room 
4005 Crutcher Street, Ste 100 
Dallas, TX 75246 214-820-6193 
Asst. Chief Jesse Gomez/Det. Marlena Colvin 

4) Carrollton Police Department 
Youth Services Section Room 119 & 112 
2025 Jackson 
Carrollton, TX 75006 
Sgt. Bill Janecek/Joel Payne 972-466-9144 

5) Cedar Hill lSD Police Department 
Beltline Intermediate School 
Door SA entrance, Room 1 & 2 
504 E. Beltline Rd. 
Cedar Hill, TX 75104 
Lt. Eddie Thompson 469-272-2088 

6) Cedar Hill Marshall's Office 
285 Uptown Boulevard, Room 7108 
Cedar Hill, TX 75014 
Marshall Leland Herron 972 291-1500 Ext.1048 

7) Charlton Methodist Medical Center 
3500 W. Wheatland-CID Office 
Dallas, TX 75203 
Lt. Kraft 214-947-7701 

8) City of Combine Municipal Court 
Combine Police Department 
Judge's Office, Chief's Office 
123 Davis Rd. 
Combine, TX 75159 972-476-8790 

9) Cockrell Hill Police Department 
Juvenile Interview Room and Sergeants Office 
4125 W. Clarendon Drive 
Dallas, TX 75211 
Sgt. Beckman 214-339-4141 

10) Coppell Police Department 
Room 125/ Juvenile Processing Room 
130 S. Town Center Blvd. 
Coppell, TX 75019 
Sgt. Bill Camp 972-304-3593 

11) Dallas Independent School District Police 
Department 
Holding Rm, Detail Rm, and Detectives Off 
1402 Seegar Street 
Dallas, TX 75215 
Deputy Chief Gary Hodges 214-932-5610 

12) DFW International Airport Police 
Public Safety Station One, Con f. Rm 154 
Small & Large Conference Room- CID 
2900 E. 28th St. 

DFW Airport, TX 75261 
Sgt. Malcolm A. Mosely 972-574-5576 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 

214-698-2200 Office 214-698-5508 Fax 
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13) Dallas County Hospital District 
Police Department 
Police Roll Call Room 
5201 Harry Hines Blvd. 
Dallas, TX 75235 
Capt. Richard D. Roebuck Jr. 214-590-4330 

14) Dallas County Juvenile Department 
Truancy and Class C Enforcement Center 
Interview Rooms 1-4 & Holding Rooms 1-3 
414 S.R.L. Thornton Freeway 
Dallas, TX 75203 
Marquita Fisher 214-860-4408 

15) Dallas County Juvenile Department 
Detention Center and Probation Dept. 
Henry Wade Juvenile Justice Center 
2600 Lone Star Dr. 
Dallas, TX 75212 214-698-2200 

16) Dallas County Sheriff's Department 
Rooms C3-6 and C3-7 
Frank Crowley Courts Building 
133 N. Industrial Blvd. 
Dallas, TX 75202 
Detective Billy Fetter 214-653-3495 

17) Dallas Police Department 
Youth Division and Family Crimes 
1400 S. Lamar 
Dallas, TX 75201 214-671-3495 
Lt. Willemina Edwards I Det. R.P. Dukes 

18) Desoto Police Department 
"Juvenile" Booking and Processing Office 
714 E. Beltline Rd. 
Desoto, TX 75115 
Det. W. Tillman 469-658-3028 
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19) Duncanville Police Department 
Juvenile Processing Rooms "Located in Lobby" 
203 E. Wheatland Rd. 
Duncanville, TX 75116 
lnv. Warren Evans 972-780-5037 

20) Duncanville High School 
Rooms L-105 and A118 
900 W. Camp Wisdom Rd. 
Duncanville, TX 75116 
lnv. John Cole 972-708-3713 

21) Duncanville Reed Middle School 
Room #509 
530 E. Freeman Road 
Duncanville, TX 75116 
Officer R.L. Perry 972-708-3949 

22) Duncanville Byrd Middle School 
Room #200F 
1040 W. Wheatland Road 
Duncanville, TX 75116 
lnv. S. Ivy 972-708-3478 

23) Duncanville Kennemer Middle School 
Room labeled as "Police", located in Library. 
7101 W. Wheatland Rd. 
Dallas, TX 75229 
lnv. L. Holcomb 972-708-3713 

24) Eastfield Community College Police Dept. 
Room #N112-E 
3737 Motley Drive 
Mesquite, TX 75150 
Cpt. Michael Horak 972-860-8344 

25) Eastfield Community College-Pleasant Grove 
Campus Police Department 
Room #112-N 
802 S. Buckner Blvd. 
Dallas, TX 75217 
Cpt. Michael Horak 972-860-8344 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 

214-698-2200 Office 214-698-5508 Fax 
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26) Farmers Branch Police Department 
Juvenile Sect Rm I Rm 156 I Interview Rm 204 
3723 Valley View Ln. 
Farmers Branch, TX 75244 
Sgt E.L. Stokes 972-919-9352 

27) Garland Police Department 
Room J1008 & J1015 
1900 W. State Street 
Garland, TX 75042 
Supervisor Don McDonald 972-485-4891 

28) Glenn Heights Police Department 
Patrol Sgt.Office, Squad Rm, CID Office &Lt. 
Office 
550 E. Bear Creek 
Glenn Heights, TX 75154 
Det. Keven L. Howard 972-223-3478 

29) Grand Prairie Johnson D.A.E.P. 
Rooms 11 
650 Stonewall Dr. 
Grand Prairie, TX 75052 
Off. Ray Star, S.R. Officer 972-262-7244 

30) Grand Prairie Police Department 
Rooms J1, J2, J3, J4, J5, J6, 1009, 1010 &1029 
1525 Arkansas Lane 
Grand Prairie, TX 75052 
Deputy Chief Mike Taylor 972-237-8716 

31) Grand Prairie Young Men's Leadership 
Academy at Kennedy Middle School 
School Resource Office-A216A 
2205 SE 4th Street 

Grand Prairie, TX 75051 
Leon Roddy, S.R. Officer 972-237-8764 

32) Grand Prairie High School 
Room 501 
101 High School Dr. 
Grand Prairie, TX 75050 
Edward Rahman, S.R. Officer 972-809-5707 

33) South Grand Prairie High School 
A Hall - Resource Office-A121 
301 W. Warrior Trail 
Grand Prairie, TX 75052 
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Off. Chris Moore, S.R. Officer 972-522-2560 

34) South Grand Prairie High School 
Ninth Grade Center, Room A110C 
305 W. Warrior Trail 
Grand Prairie, TX 75052 
Off. T.S. Steelman, S.R. Officer 972-343-7607 

35) Highland Park Department of Public Safety 
Room 331 and Report Writing Room 
4700 Drexel Drive 
Dallas, TX 75205 and Dallas, TX 75209 
Detective Rusty Nance 214-559-9306 

36) Hutchins Police Department 
"Patrol Room" 
205 W. Hickman 
Hutchins, TX 75141 
Asst. Chief D.W. Landers 972-225-2225 

37) Irving Police Department 
Municipal Court Room, 2"d Floor 
Juvenile Holding Area/Interview lineup 
Juvenile Arraignment Court Room 
Irving, TX 75061 
Investigator Jill Smith 972-721-6559 

38) Lancaster Police Department 
Rooms A148 and B122 
1650 North Dallas Avenue 
Lancaster, TX 75134 
Asst. Chief W.C. Smith 972-218-2726 

39) Lancaster lSD Police Department 
Elsie Robinson Middle School 
Room 'LISD Police' 
822 W. Pleasant Run 
Lancaster, TX 75146 
Off. Keith Wilkerson 972-218-3086 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 
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40) Lancaster lSD Police Department 
Lancaster High School 
Room G123, Police Office, Room C126A 
200 Wintergreen Rd. 
Lancaster, TX 75134 
Chief Sam Allen 469-261-8889 

41) Lancaster lSD Police Department 
Headquarters 
Room 603 
814 W. Pleasant Run Rd. 
Lancaster, TX 75134 
Chief Sam Allen 469-261-8889 

42) Mesquite Police Department 
Rooms 1016, 1019, 1021, 1022, 
2008, 4045 & 4047 
777 North Galloway Ave. 
Mesquite, TX 75149 
Lt. David Gill 972-816-8096 

43) Methodist Health System Police Dept. 
1441 N. Beckley Ave, Front Lobby 
Daiias, TX 75203 
Lt. M.P. Barber 214-947-8181 

44) Richardson Police Department 
Youth Crimes Unit/Interview Rm, Rm D-214 
140 N. Greenville Ave 
Richardson, TX 75081 
Sgt. Jaime Gerhart 972-744-4862 

45) Richland College Police Department 
Pecos Hall- Rooms P161, P162, P163, P170, 
P172, and Kiowa Hall- Room KllO 
12800 Abrams Rd 
Dallas, TX 75243 
Sgt. Sena 972-761-6758 

46) Rowlett Police Department 
Room 3, Juvenile Processing Room 
4401 Rowlett Road 
Rowlett, TX 75088 
Lt. David Nabors 972-412-6215 
Detective David Mayne 972-412-6292 

47) Sachse Police Department 
Juvenile Division & Youth Holding Area 
Rooms 116 and 118 
3815 Sachse Rd. 
Sachse, TX 75048 
Chief Richard Benedict 972-495-2271 

48) Seagoville Police Department 
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Law Enforcement Center Interview Room and 
Patrol Room 
600 North Highway 175 
Seagoville, TX 75159 
CID Det. AJ. Jumper 972-287-2999 

49) Southern Methodist University Police Dept. 
Briefing Room 214 
3128 Dyer Street 
Dallas, TX 75205 
Lt. Brian Kelly 214-768-1577 

SO) UT Southwestern Medical Center Police Dept. 
Room BLC 206, BLC 214 & BLC 228 
5323 Harry Hines Blvd 
Dallas, TX 75390-9027 
Lt. Jason Bailey 214-648-8311 

51) University Park Police Department 
Room 215, 2nd Floor 
3800 University Boulevard 
Dallas, TX 75205 
Det. Ken Ardanowski 214-987-5360 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 
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52) Union Pacific Railroad 
Police Department JPO Room 
9211 Forney Road 
Dallas, TX 75172 
Landon McDowell 972-882-4001 

53) Wilmer Police Department 
Warrant Office and Patrol Room 
219 E. Beltline Rd. 
Wilmer, TX 75172 
Sgt. Eric Pan 972-441-6565 Ext. 270 

To assist referred youth in becoming productive, 
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Memorandum of Understanding 

Between 

Mesquite Independent School District {MJSD) 

And 

Dallas County juvenile Department (DC] D) 

through the 

Dallas County juvenile Board 

This Memorandum ofUnderstanding (MOU) sets the terms and understanding 
bet\veen MISD and DC)D regarding probation meetings with students at a 
designated MISD location. 

The purpose of this partnership is to better serve the families of students who are 
serving probation under the supervision of DCJD. The goal of the DCJD probation 
services is to assist referred youth in becoming productive law-abiding citizens 
while promoting public safety and victim restoration. Utilizing a community-based 
facility will allow the DC)D to better accommodate families while providing services 
to the students. 

The effectiveness of this partnership and adherence to the MOU will be evaluated by 
the MlSD and DCJD representatives listed belovv: 

Susie Court MISD Representative 

Jud,ge Cheryl Shannon DC)D Representative 

The evaluation shall take place each December and May of the partnership. 

MlSD will provide a space for meetings between 3:30 and 5:30 Lwo days per week 
when school is in session. The facility will not be available on holidays or when 
MISD students are not scl!eduled for school attendance. 

The DCjD will provide an appropriate number of probation officers for each session. 

Payment for damages to the facility caused by student vandalism during the meeting 
times will he the responsibility of DC] D. 

This MOU is not a commitment of funds by MIS D. 

This MOU is at-will and may be modified by mutual consent of authorized ofncials 
from MJSD or DC) D. The MOU shall become effective upon a mutually agreed elate 



upon signature by the authorizing officials of M!SD and DC]D and will remain in 
effect until modified or terminated by M lSD or DC) D. 

MISD and DCJD agree that both AGENCY and CONTRACTOR shall each he 
responsible for their own negligent acL~ or omissions or other tortious conduct in 
the course of performance of this Agreement, without waiving any sovereign or 
governmental imrimnity available to either MISD or DCJD under Texas law aud 
without waiving any available defenses under Texas law. Nothing in this 
paragraph shall be construed to create or grant any rjghts, co.ntractual or 
other·wisc, in or t() any third persons or entities. 

This MOU is expressly made subject to Government Parties' sovereign immunity, 
Title 5 of the Texas Civil Remedies Code and all applicable State and federal law. 
The parties expressly agree that no provision of this Contmct is in any way intended 
to constitute a waiver of auy immunities from suit or from liability that the parties 
or the County has by operation oflaw. Nothing in this Contract is intended to benefit 
<ll;tY third-party beneficiary. 

BINDING AGREEMENT, AUTHORITY. PARTIES BOUND 
By signing this page, each participating local government or party represents that it 
has the full right, power and authority to enter and perform the MOU in accordance 
with all of the terms and conditions, and that the execution and deltvery of this MOll 
has been made by an authorized representative of each party to validly and legally 
bind the same party to all terms, performances, and provisions set forth in this MOU. 

County of Dallas 

Mesquite, Texas 

Mesquite lSD Representative: Susie Cntl!:\ 

Signature: ~~ 
Position: AchninistnJtiVJc Off'icer, lnsiTuction 

Address: 

Telephone: [9721 B82-7:i14 

Fax: 



Email: 

Dallas County juvenile Department Representative: l!lili~ C:ll~ryl Shzl!l!lon 

Signature: 

Position: .cJl;1ir ofth\' Pallas Countv Juvenile Jip:ml 

Address: 2600 Lone Star Drive. Box 5, DaU<ls. TX. 75212 

Telephone: (214) 698-4924 

Fax: (?14) 69S-550!l 

Email: Cheryl.sha nnon(a1da llascou nty .org 

APPROVED i\S TO FOHM: 
By: 

Denilu R. Caruthers, J.D. 

Administrative Legal Advisor 

Dallas County Juvenile Department 
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Date: 

To: 

From: 

Subject: 

DALLAS COUNTY 
JUVENILE DEPARTMENT 

Henry Wade Juvenile Justice Center 
2600 Lone Star Drive, Box 5 Dallas, Texas 75212 

MEMORANDUM 

March 23, 2015 

Dallas County Juvenile Board 

Dr. Terry S. Smith, Director 

Juror Fund Recommendation for Fiscal Year 2015 

Dr. Terry S. Smith 
Director Juvenile Services 

Chief Juvenile Probation Officer 

Background of Issue: 

The Juror Fund program began in FY1991 and allows jurors the option of donating their juror per diem back to 
Dallas County. Juror Fund monies designated for the Dallas County Juvenile Department's use are allocated to 
service programs focusing on new or innovative approaches in assisting youth and the provision of services 
which are not currently provided through the County budget. Administrative management of the Juror Fund 
program has been facilitated by the Youth Services Advisory Board (YSAB) with the assistance of the Grant 
Services Division of the Dallas County Juvenile Department. Final approval of funding initiatives is granted by the 
Dallas County Juvenile Board and Commissioners Court. The Youth Services Advisory Board did not meet at its 
regularly scheduled time in November. The Juvenile Board approved funding recommendations for the Juror 
Fund at its November 24, 2014 meeting (JB Order 2014-158). The YSAB met on December 15, 2014 and ratified 
all of the applications with exception of the Evening Reporting Center and the Crane Memorial Emergency Fund. 
At the YSAB December meeting, the board increased the amount of the Crane Memorial Emergency Fund from 
$3,000.00 to $10,000.00. At its meeting held on March 16, 2015, the YSAB approved a revised application for the 
Evening Reporting Center from $21,612.00 to $24,812.00. Additionally, at its March 16, 2015 meeting the YSAB 
approved an allocation for the Girls Services Committee-Girls Groups for $9,000. 

1. Evening Reporting Center -$24,812.00--Revised 

This grant helps maintain the Evening Reporting Center Program. This grant will cover the 
costs of healthy dinners for youth in the program, provide these youth with the opportunity to 
participate in community-based outings, and participate in arts and recreation activities. The 
intended purpose of the ERC is to decrease the rate of technical violations of juveniles on 
probation and decrease detention admissions by providing an alternative in the community. 

2. Crane Memorial Emergency Fund- $10,000.00--Revised 

This program honors the memory of long-time juvenile department volunteer, Mr. Steve 
Crane. This program will provide assistance to Dallas County Juvenile Department involved 
youth and their families in times of crisis or unanticipated need. The fund will be utilized at the 
discretion of the Dallas County Juvenile Department Executive Director or their designee. 
Dallas County Juvenile Department staff will submit an application for funds on behalf of a 
child and their family to the Executive Director. The Executive Director will distribute funds on 
an as needed basis. This fund will enable the department to assist families when all other 
avenues are exhausted or the need is unique to a youth's personal situation. 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 
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3. Girls Services Committee-Girls Groups- $9,000--New 

The girls groups are gender specific programs delivered to girls under probation supervision to 
assist girls with improving communication skills, improving interpersonal relationships, and 
developing appropriate coping skills. The groups empower girls and improve their self-esteem 
by providing them with a safe and supportive environment where they can express themselves 
more fully and critically think through their behavior and choices. This grant will be used to 
provide supplies, meals and snacks, attendance to enrichment events and additional 
curriculum material to further the objectives of the Girls Groups. 

The purpose of this brief is to approve the revised allocation for the Evening Reporting Center and the Crane 
Memorial Fund and to approve the new allocation for the Girls Services Committee-Girls Groups. 

Impact on Operations and Maintenance: 

The current request will enhance services to youth. Requests for payments related to these initiatives will 
continue to be processed by Grant Services and will be executed in accordance with Dallas County policy. 

Strategic Plan Compliance: 

The current request complies with Dallas County's Strategic Plan, as evidenced by Vision 3: Dallas County is safe, 

secured, and prepared. 

legal Information: 

Approval from the Dallas County Juvenile Board is required for allocation and expenditure of the Juror Fund. 

Financial Impact/Considerations: 

All initiatives related to this request will be supported by the Juror Fund (Funding Source 532-94065). The 
Evening Reporting Center \.AJ!!! receive $24,812.00. The Crane Memoria! Emergency Fund will receive $10,000. 
The Girls Services Committee will receive $9,000. This has been reviewed and approved by Carmen Williams, 
Budget Supervisor. 

Performance Impact Measures: 

Each program presented specific anticipated performance measures in its initial application. They are required 
to turn in an annual performance measure report to the Youth Services Advisory Board. 

Recommendation: 

It is recommended that the Dallas County Juvenile Board approve the revised allocation for the Evening 
Reporting Center and the Crane Memorial Fund and to approve the new allocation for the Girls Services 
Committee-Girls Groups. 

Recommended by: 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 
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Date: 

To: 

From: 

DALLAS COUNTY 
JUVENILE DEPARTMENT 

Henry Wade Juvenile Justice Center 
2600 Lone Star Drive, Box 5 Dallas, Texas 75212 

MEMORANDUM 

March 23, 2015 

Dallas County Juvenile Board 

Dr. Terry S. Smith, Director 

Dr. Terry S. Smith 
Director Juvenile Services 

Chief Juvenile Probation Officer 

Subject: Dallas County Juvenile Justice Alternative Program Staff Handbook and Standard Operating 
Procedures 

Background of Issue: 

Standard Operating Procedures, or (SOPs), are formal written guidelines that denote daily operational 
procedures, assist in long-range planning and provide instructions for incident responses. This manual of 
standard operating procedures has both operational and technical components, and the contents of this 
document are essential to the development and deployment of solutions, as well as daily operations. The 
purpose of this briefing is to seek approval of the Dallas County Juvenile Justice Alternative Program (JJAEP) Staff 
Handbook and Standard Operating Procedures Manual. This manual provides information that will help with 
questions and set the stage for a successful year. Inasmuch, information in this manual will be updated as 
needed. This manual is not a substitute for the official Dallas County Juvenile Department Policy and Procedures 
Manual. It is to serve as a guide to Educational Services employees in areas that are unique to the Juvenile 
Department. Juvenile Department policies can change at any time. Those changes shall supersede any 
provisions in this manual that are not compatible with the changes. 

Impact on Operations and Maintenance: 

The staff handbook and standard operating procedures provide the framework that must be followed to ensure 
that JJAEP is upholding laws and adopting best practices in the area of education. The Juvenile Justice 
Alternative Program ensures that all policies and procedures are followed. 

This manual contains standard operating practices of the Juvenile Justice Alternative Program and is structured 
to include the guidelines and directions for basic day to day practices necessary to guide staff in making proper 
decisions as it pertains to their job requirements as well as decisions regarding students. The manual 
specifically addresses several key components: 

• Staff Related Issues 
o Crisis Emergency Management 
o Fire Drill and Safety Procedures 
o Student Transportation 
o Personnel administration 
o Electronic Communication and Data Management 
o Information Management & Confidentiality Agreement 
o School Committees 

• Educational Services Delivery 
o Maintaining Gradebooks & Entering Grades 
o Grading Daily Assignments & Assessments 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 
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o Completing Report Cards & Progress Reports 
o Making Corrections to Report Cards 
o Developing a Classroom Management Plan/Notebook 
o Developing Lesson Plans 
o Maintaining Student Work Portfolios 

• Managing Student Behavior 
o Completing Incident & Behavior Reports 
o Escorting Students & Conducting Restroom/Water Breaks 
o Managing Student Arrival 
o Managing Student Dismissal 
o Referring Students to After School Detention 
o Referring Students to ISS 
o Responding to Emergency Situations 
o Suspending Students from Campus 
o Request for Information from JPO I Outside Entities 
o Documenting Contacts 
o Completing Student Behavior I Academic Reports 
o Referring a Student to a Case Manager 
o Referring Students to a Nurse 
o Reporting Suspected Abuse & Neglect/Exploitation 

Strategic Compliance: 

The Dallas County Juvenile Justice Alternative Program (JJAEP) Staff Handbook and Standard Operations 
Procedure manual and its contents conform to the Dallas County Strategic Plan -Vision 3 Dallas County is safe, 
secure, and prepared by leveraging impact in the County by implementing best practices. 

Legal Information: 

The Dallas County Juvenile Justice Alternative Program (JJAEP) Staff Handbook and Standard Operating 
Procedures has been approved as to form by Ms. Denika Caruthers, Dallas County Juvenile Administrative Legal 
Advisor. 

Financial Impact/Considerations: 

There is no financial impact to the county. 

Performance Impact Measures: 

There are no specific performance measures 

Recommendation: 

It is respectfully recommended that the Dallas County Juvenile Board approve the Dallas County Juvenile Justice 
Alternative Program (JJAEP) Staff Handbook and Standard Operating Procedures manual for the Juvenile Justice 
Alternative Program (JJAEP). 

Recommended by: 

Dr. Terry S. S , Director 
Dallas County uvenile Department 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 
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Dallas, Texas 75212 
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2014-2015 
STAFF HANDBOOK & 

STANDARD OPERATING 
PROCEDURES MANUAL 

Danny W. Pirtle, Ph.D. 
Deputy Director of Education Services 

Vacant, Superintendent 
Monique Paige, Instructional Manager 

WELCOME! 



Welcome to the Dallas County Juvenile Justice Alternative Education Program. The 
purpose of this manual is to provide information that will help with questions and set the 
stage for a successful year. Not all policies and procedures are included and 
information in this manual will be updated as needed. Please consult the Dallas County 
Juvenile Justice Department Policy and Procedures Manual for detailed information. 
Those pertinent to Educational Services have been summarized. 

This manual is not a substitute for the official Dallas County Juvenile Department Policy 
and Procedures Manual. It is to serve as a guide to Educational Services employees in 
areas that are unique to the Juvenile Department. Juvenile Department policies can 
change at any time. Those changes shall supersede any provisions in this manual that 
are not compatible with the changes. 

Student achievement in and outside of the classroom will always be at the forefront of 
the AAE/DCJJAEP's educational system. Nevertheless, our staff continues to establish 
an effective relationship in a unique learning environment in which our students are able 
to strive for excellence as young scholars. 
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The Juvenile Justice Alternative Education 
Program 

The Dallas County Juvenile Justice Charter Schools, is an educational institution that provides 
academic instruction to students in the custody and care of Dallas County. The school opened 
its doors in July of 2004 and serves 100% economically disadvantaged, at-risk students from all 
surrounding Dallas County area school districts. Students in grades 3 through 12 receive 
educational services at the following campuses: 

Dallas County Juvenile Justice 001 Campus 
(Juvenile Detention Center, START Program (Short Term Adolescent 
Residential Treatment), Marze!le C. Hill Transition Center, and ROT 
(Residential Treatment Center), 

DRC 002 Campus (Day Reporting Center), 
Medlock Youth Village 003 Campus, 
SAU 004 Campus (Substance Abuse Unit), and 
Letot 005 Campus. 

Each campus serves a different population of students that are set to meet the unique and 
specific needs of the students. As a result, each juvenile facility has a different culture defined 
by components such as length of stay, gender, dynamics of the population, and program goals. 

Each campus provides instruction in the core academic areas of English Language 
Arts/Reading, Mathematics, Science, and Social Studies. Also, elective courses such as 
Odysseyware and HSEP services, are provided to ensure that all students receive adequate 
education to meet their academic needs. 

The campuses of the Academy for Academic Excellence, through collaboration and collegiality, 
are committed to establishing and consistently maintaining a standard of excellence in 
education that provides each youth the opportunity to obtain a quality education in a positive 
and creative school environment. Student achievement in and outside of the classroom will 
always be at the forefront of the Academy for Academic Excellence educational system. 

The Dallas County Juvenile Justice Alternative Education Program (DCJJAEP) serves students 
who have been expelled from their home school campus or who have been placed in the 
program by a juvenile court judge. The length of enrollment depends upon the home school 
district & the type of referral. 

Grades 3-12 attend the Dallas County JJAEP. Texas Juvenile Justice Department standards 
require that at least the 4 courses of English I Language Arts, Math, Social Studies, and 
Science are taught in all grades. Teaching the basic 4 core courses provides students the 
opportunity to strengthen their educational foundation while in the program. Students can earn 
credits toward high school graduation or pass courses for grade promotion. Physical Education 
and Social Life Skills courses are taught as non-credited courses. The Socia! Life Skills course 
teaches students valuable lessons on behavior modification, dealing with life experiences, 
employment related topics, money matters, health/hygiene, drugs/alcohol, as well as dating and 
relationships. 
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While in the program, each student is assigned a Case Worker who will assist him/her in 
counseling, and educational goals, etc. In addition to the basic curriculum, students have an 
opportunity to participate in student activities, become a peer tutor, or. an office aid to 
administrative staff. 

Vision Statement 
''To facilitate a systematic and concerned community based approach to restrict at-risk 
delinquent youth from entering the criminal justice system." 

Our vision for the educational program of the Academy for Academic Excellence and the 
Juvenile Justice Alternative Education Program is to provide a stimulating environment where 
children will recognize their potential & become productive life-long learners. Students will leave 
us with: 

• Effective Communication Skills 
Problem Solving Abilities 

• Increased Self-Esteem as well as Educational Confidence 
• Self-Discipline 
• Motivation to continue with education and life pursuits 

Core Beliefs 
./ Effective, ethical, culturally competent services . 
./ Intervention strategies that are community based, fa.rniiy oriented and minimally 

restrictive, yet protective of public safety . 
./ Partnerships that promote collaboration to enhance communication, safety, and 

education of the community . 
./ A work environment that promotes employee effectiveness, satisfaction and morale . 
./ All students can learn and have a right to learn . 
./ Children learn best in a safe, creative, structured environment. 
./ Education serves the needs both of the individual and of society, and is crucial for the 

development of humanitarian values in our youth . 
./ Our job is to empower students to become independent learners . 
./ Learning and teaching are collaborative efforts . 
./ Learning activities extend beyond the classroom. Cultural presentation, extracurricular 

activities, and guest speakers are fundamental to the educational experience of our 
students . 

./ Children are our community's most valuable asset; they deserve the best efforts of all 
staff at all times . 

./ Teaching is hard, yet rewarding and valuable work . 

./ A TEKS-based curriculum continuously evolves over time according to the needs of our 
students, 

./ Teachers, students, parents, administrators and all Dallas County Juvenile Department 
staff and contractors form the foundation of our school. 

./ Collaboration and respect among all is a key contributor in educating the whole child. 
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Juvenile School Board Members 

The State Board of Education, made up of elected officials, is the governing body responsible 
for the development of public education policy in Texas. The Juvenile Board of the Academy for 
Academic Excellence is the legally authorized body of officials who manage the Dallas County 
Juvenile Department (Texas Human Resource Code §152.0631(e). The Juvenile Board is 
authorized under the Texas Human Resource Code §152.0631(e) to set policies lor the Juvenile 
Probation Department and other departments, facilities, and organizations under the Board's 
jurisdiction (refer to Dallas County Policies and Procedures Manual Section 100). 

Sometimes parents do not realize that they are able to contact the people in charge of providing 
education for their children. School officials are in their jobs to provide the best education for all 
the students, and are always open to hearing the ideas and views of parents. The following 
individuals are key personnel who are working daily to improve on policies that support our 
school district. 

County Judge Clay Jenkins Commissioner John Wiley Price 
Dallas County Judge District 3, Vice-Chairperson 

Judge Andrea Martin 
3041

h District Court 

Judge Ken Melberg 
95th District Court 

Judge Craig Smith 
192nd Civil District Court 

Judge Andrea D. Plumlee 
3301

h District Judge 

Judge Cheryl Lee-Shannon 
305th District Court, Chairperson 

Judge Amber Given-Davis 
282nd Judicial District Court 

Paula Miller 
Youth Services Advisory Board 

School board members are elected by the public. It is important to find out who the school 
board members are, how they are elected, and where they stand on important issues. School 
board members bring an interest in education, concern for children, a knowledge of their 
community, a sense of fairness, and a great deal of common sense to their positions. The local 
school board approves the school budget, oversees operations of the school district, and hires 
and terminates the superintendent. For more information, contact the Academy for Academic 
Excellence's district administration offlce or the superintendent's office to obtain the Juvenile 
School Board members contact information. 
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2014-2015 Directory 

Academy for Academic Excellence District Office (0574814) 
1673 Terre Colony Ct., Dallas, Texas 75212 

,.--· 
Name 
Pirtle, Dr_ Danny 

!--::---'· 
Shannon Wells 

Vacant 

Monique Paige 

~:ley, Kathy 
adway. Shirley 

I Susan Sanders 

Casiano, Deya 

DelBosque. Kim 

Landin, Olivia 

Nancy Salvage 

O'Rear, Patrick 

Mary Miller 

Peart, Hugo 

I Perez, RebecCa 
1 

Vacant 

Schoby. Jennifer 

' Vacant 

f-~?mpany Nurse_ 

Conference Room 

P.O. Visitation Office 

Ang'eiica·;sorrego 

Vacant 

Ki196re,'Ua 

Unda "'Schniidt 

Main Phone: 214.637.6136 
Fax: 214.689.5568 

Title i 
-------·. 

Deputy Director of Education Services 

Executive Assistant to Dr. Pirtle 

Superintendent 

Instructional Manager I 

Special Education Director 

Data Controller/Charter 

Accountant 

Special Education Records ! 
Psychologist Asst. ! 

PEIMS Coordination ------
Diagnostician 

Diagnostician 

Instructional Specialist 

1 DISD Transition 

tReceptionist I 
. Special Educat1on Records 

Testing I ESL Coordinator 

Operations Manager 

Dallas County Juvenile Justice Campus (001) 
· · 2600 Lone Star Drive, Dallas, TX 75212 

Main Phone: 214.698.2200 
Fax: 214.698.4441 & 214.698.4388 

Campus Admini:StratorJPrincipa·l 

Assistant :Campus· Administrator 

GounSeling .. Ana.lyst 

ESLTeaCher 

Extension 
214.689.55~t--
214.689.5500 

214.689.5503 

214.689.5536 

214.689.5545 I 

214.698.4335 

214.689.5550 

214.689.5544 ' 
214.689.5547 I 
214 689 5!5(l_4d 
214.698.4440 

214.689:5515.............., 

214.689.5528 

214.689.5536 

214.689.5541 

214.689.5501 

214.689.5543 

214.689.5511 

214.689.5551 

1-877-854-6877 

214.689.5512 

214.689.5633 

214;698.4474 

214.698:4375 

214'698.4375 

214:698.4448 
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Blynitha- Betts 

RUdy GOnzales 

Vacant 
speciar_Educati6r1,$6rViCe-s 
Nurse 

Clerk 11 
Data:,'Control!er 

ReCordS:h:&_OUt'Gierk J,WcirkHoom 

Day Reporting Center (DRC) Campus (002) 
1673 Terre Colony Court, Dallas, TX 75212 

Main Phone: 214.637.6136 

ALibre)t-H6oper 

J;!\liriia:;slatgjht€:r 

D\Erici'ia MOfrlSOn 
SpeciaiProgrems (SPED/ESL) 

Dennis--Winston 

AitthOn'y Grant 

DaWn' Manning 

Break Room 

ITSupport 

Fax: 214.637.6779 

CampUs:Administr'ator 

D~t~r;Gi:mtr6li€if 
Cair)p'uS 'Clerk 

Education '_AdvocacY Caseworker 

Behavlor·SpeclaHst 

E-ducatiOn AdVOcacy. CaSeworker 

Medlock Youth Village Campus (003) 
1508 East Langdon Road, Dallas, TX 7'524'1 

Main Phone: 972.225.9781 

Medlock,camous­

Yvetie-POUard 

JacobS;''Fredrfck 

ShlrleyiBrOcidway 

Special P.rograms:(S.PED/ESL) 

Youth Village. c-ampus 

Yvette·PoUard 

ShirleY,Henderson 

Shirjey Broadw~y 

Special Programs·:-(SPEDJES~') 

Teacher's Lounge 

Fax: 972.225.9763 

AsSistant Ci:lmpUS Ad(nlni~trator 

Campus':C!erk 

Data ,Controller 

AsSistant Campus,Adniin'istrator 

Campus Clerk 

Data :COntroller 

214i698,4387 

214:698.4441 

214:698.4335 

214.698..4448 

214.698.4420 

214:6895503 

214i689'5!l26 
2li<L689:'5520 

214:689'5523 

214.689.5536 

214i689'5518 

214:689.5524 
214;689:5538 

214.689.5521 

9.72,225,9763 

9.72.225,9781 ext622 

972:225:9721 

972.2259781 ext: 754 

972.225.9763 

972.225.9722 

972:225:9721 

972:225:9747 

972.225:9724 
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New Tracie Smith 
Thomas, Debra 
Smith, Tabitha 

Substance Abuse Unit (SAU) Campus (004) 
414 R.L. Thornton Freeway, Dallas, TX 75203 

Main Phone: 214.860.4300 
Fax: 214.860.4490 

Assistant CamPUs- Administrator 
Campus Clerk 
Data ControHer: 

Special Programs (SPEDYESL) 

New Sheterric Ma!One 
Ernestine Ingram 

Letot Center Campus (005) 
10505 Denton Drive, Dallas, TX 75220 

Main Phone: 214.956.2036 
Fax: 214.956.2010 

Assistant CaffiP\IS-AdinfniStrator 
Campus Clerk 

Special Programs (SPED/ESL) 

Auhr~y>HoOpSr 

Grear;-Angiei 

Foster,- Kinl 

AnthOny Gr8nt 
PS._tge-;_:-Jenriifei­

DerrlCk:OanieHs 

Joe 'Arringtcin 

Nurs'e 

Juvenile Justice Alternative Education Program (DCJJAER) 
1673 Terre Colony Court, Dallas, TX 75212 

Main Phone: 214.637.6136 
Fax: 214.637.6130 

Campus AdrriinistratOr 

Registrar 

Case_---Manager 

Behavio'r'SpeiC_ialist 

Data:EntrY--t·Bmfn-g-'/'~tteQd8nce 

C8se''Manag8r 

Case Manager 

214.860.4370 
214.860.4323 
214.860.4322 

214.860:4316 

214.956.2036 
214.956.2028 
214.956.2028 

214,689'5505 

214.689.5518 

214!689i5518 
214!689!5502 

214.889.5514 

214,689,5539 
214.689.5525 

214:689i552.7 
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OPEN DOOR POLICY 

In any work environment, open lines of communication are necessary to foster the growth 
and development of all staff and to ultimately reach goals. If at any time a staff member 
feels she/he needs to speak with, or confide in the CNACA (without prejudice), they are 
encouraged to do so. However, staff is encouraged to always follow the chain of command 
and allow their immediate supervisor the opportunity to assist them in obtaining a resolution 
for any issues or concerns they may have. We ask that if you present a problem or 
potential problem, that you also have a potential solution to that problem. 

Deputy Director 
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Code of Ethics and Standard Practices for Texas Educators 
19 TAC Chapter 247 

(1) Professional Ethical Conduct, Practices and Performance. 
(A) Standard 1.1. The educator shall not intentionally, knowingly, or recklessly engage in 
deceptive practices regarding official policies of the school district, educational institution, 
educator preparation program, the Texas Education Agency, or the State Board for 
Educator Certification (SBEC) and its certification process. 
(B) Standard 1.2. The educator shall not knowingly misappropriate, divert, or use monies, 
personnel, property, or equipment committed to his or her charge for personal gain or 
advantage. 
(C) Standard 1.3. The educator shall not submit fraudulent requests for reimbursement, 
expenses, or pay. 
(D) Standard 1.4. The educator shall not use institutional or professional privileges for 
personal or partisan advantage. 
(E) Standard 1.5. The educator shall neither accept nor offer gratuities, gifts, or favors that 
impair professional judgment or to obtain special advantage. This standard shall not restrict 
the acceptance of gifts or tokens offered and accepted openly from students, parents of 
students, or other persons or organizations in recognition or appreciation of service. 
(F) Standard 1.6. The educator shall not falsify records, or direct or coerce others to do so. 
(G) Standard 1.7. The educator shall comply with state regulations, written local school 
board policies, and other state and federal laws. 
(H) Standard 1.8. The educator shall apply for, accept, offer, or assign a position or a 
responsibility on the basis of professional qualifications. 
(I) Standard 1.9. The educator shall not make threats of violence against school district 
employees, school board members, students, or parents of students. 
(J) Standard 1.1 0. The educator shall be of good moral character and be worthy to instruct 
or supervise the youth of this state. 
(K) Standard 1.11. The educator shall not intentionally or knowingly misrepresent his or her 
employment history, criminal history, and/or disciplinary record when applying for 
subsequent employment. 
(L) Standard 1.12. The educator shall refrain from the illegal use or distribution of controlled 
substances and/or abuse of prescription drugs and toxic inhalants. 
(M) Standard 1.13. The educator shall not consume alcoholic beverages on school property 
or during school activities when students are present. 
(2) Ethical Conduct toward Professional Colleagues. 
(A) Standard 2.1. The educator shall not reveal confidential health or personnel information 

concerning colleagues unless disclosure serves lawful professional purposes or is required 
bylaw. 
(B) Standard 2.2. The educator shall not harm others by knowingly making false statements 
about a colleague or the school system. 
(C) Standard 2.3. The educator shall adhere to written local school board policies and state 
and federal laws regarding the hiring, evaluation, and dismissal of personnel. 
D) Standard 2.4. The educator shall not interfere with a colleague's exercise of political, 
professional, or citizenship rights and responsibilities. 
(E) Standard 2.5. The educator shall not discriminate against or coerce a colleague on the 
basis of race, color, religion, national origin, age, gender, disability, family status, or sexual 
orientation. 
(F) Standard 2.6. The educator shall not use coercive means or promise of special 
treatment in order to influence professional decisions or colleagues. 
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(G) Standard 2.7. The educator shall not retaliate against any individual who has filed a 
complaint with the SBEC or who provides information for a disciplinary investigation or 
proceeding under this chapter. 
(3) Ethical Conduct toward Students. 
(A) Standard 3.1. The educator shall not reveal confidential infonmation concerning students 
unless disclosure serves lawful professional purposes or is required by law. 
(B) Standard 3.2. The educator shall not intentionally, knowingly, or recklessly treat a 
student or minor in a manner that adversely affects or endangers the learning, physical 
health, mental health, or safety of the student or minor. 
(C) Standard 3.3. The educator shall not intentionally, knowingly, or recklessly misrepresent 
facts regarding a student. 
(D) Standard 3.4. The educator shall not exclude a student from participation in a program, 
deny benefits to a student, or grant an advantage to a student on the basis of race, color, 
gender, disability, national origin, religion, family status, or sexual orientation. 
(E) Standard 3.5. The educator shall not intentionally, knowingly, or recklessly engage in 
physica! mistreatment, neglect, or abuse of a student or minor. 
(F) Standard 3.6. The educator shall not solicit or engage in sexual conduct or a romantic 
relationship with a student or minor. 
(G) Standard 3.7. The educator shall not furnish alcohol or illegal/unauthorized drugs to any 
person under 21 years of age unless the educator is a parent or guardian of that child or 
knowingly allow any person under 21 years of age unless the educator is a parent or 
guardian of that child to consume alcohol or illegal/unauthorized drugs in the presence of 
the educator. 
(H) Standard 3.8. The educator shall maintain appropriate professional educator-student 
relationships and boundaries based on a reasonably prudent educator standard. 
(I) Standard 3.9. The educator shall refrain from inappropriate communication with a student 
or minor, including, but not limited to, electronic communication such as cell phone, text 
messaging, email, instant messaging, blogging, or other social network communication. 
Factors that may be considered in assessing whether the communication is inappropriate 
include, but are not limited to: 

(i) the nature, purpose, timing, and amount of the communication; 
(ii) the subject matter of the communication; 
(iii) whether the communication was made openly or the educator attempted to 
conceal the communication; 
(iv) whether the communication could be reasonably interpreted as soliciting sexual 
contact or a romantic relationship; 
(v) whether the communication was sexually explicit; and 
(vi) whether the communication involved discussion(s) of the physical or sexual 
attractiveness or the sexual history, activities, preferences, or fantasies of either the 
educator or the student. 

Statement of Nondiscrimination 
The Academy for Academic Excellence & DCJJAEP does not discriminate against any 
person on the basis of race, color, national origin, disability, or age in admission, treatment, 
or participation in its programs, services and activities, or in employment. This statement is 
in accordance with the provisions of Title VI of the Civil Rights Act of 1964, Section 504 of 
the Rehabilitation Act of 1973, the Age Discrimination Act of 1975, and Regulations of the 
U.S. Department of Health and Human Services issued pursuant to these statutes at Title 
45 Code of Federal Regulations Parts 80, 84, and 91. 
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It is the policy of the district to maintain a learning environment that is free from harassment 
and bullying. This includes, but is not limited to, harassment, bullying, and discrimination 
based on an individual's real or perceived race, color, sex, religion, creed, political belief, 
age, national origin, linguistic and language differences, sexual orientation, gender 
identify/expression, socioeconomic status, height, weight, physical characteristics, marital 
status, parental status, or disability. 

It is a violation of this policy for any student, teacher, administrator, or other school 
personnel to harass, bully, or discriminate against any person based upon any differences 
listed above. Please refer to the Appendix for more information. 

Confidentiality of Student Information 
Maintaining comprehensive and accurate student records is required by state and federal 
law. The improper release of confidential student infomnation violates the privacy of the 
student and the mission of the district. Staff members have a professional obligation not to 
discuss private information about students or their parents unless doing so is necessary to 
fulfill a professional purpose. Please refer to the FERPA & Student Records policy. 

Punctuality and work hours 
Be on time for work every day. If you are going to be late, or absent from work it is your 
responsibility to call your immediate supervisor as soon as possible so that a substitute can 
be called. Failure to abide by your assigned work hours/schedule may result in disciplinary 
counseling. Each time a staff is absent from work (for any reason), they must submit a 
Leave/Absences Request Form. No employee may leave the campus during work hours 
without first informing their supervisor. 

The regular school work day for teachers differs on each campus. Teachers are on duty for 
the entire school work day unless excused by their immediate supervisor. Teachers may be 
assigned responsibilities at hours other than normal duty hours by their immediate 
supervisor or by the instructional manager in order to carry out responsibilities for 
supervising or directing school activities or programs, or for participating in programs under 
the direct sponsorship of school. Such assigned responsibilities shall be made by the 
immediate supervisor or instructional manager in such a manner as to distribute the work 
load in as equitable a manner as possible. 

Professional and administrative employees are exempt from overtime pay. A school 
calendar is adopted each year designating the work schedule for teachers and all school 
holidays. 

Paraprofessional staff must work 8 hours each day. Campus administrators may adjust the 
actual arrival and dismissal times based on campus needs. Non-exempt staff must obtain 
approval from their immediate supervisor prior to working over-time. Standard lunch breaks 
are 30 minutes (see lunch schedule). 
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School Calendar 
A calendar outlining work schedules, including required days of service and scheduled 
holidays, will be distributed each school year. Classroom teachers will have planning 
periods for instructional preparation and conferences. The schedule of planning periods will 
be set at the campus level. 

Teaching Days: 
There are 180 instructional days: 
1" semester: 81 days 
2"' semester: 99 days 
Total: 180 days 

School Mascots and Symbols 
All mascots, nicknames, and descriptors including drawings, symbols or other identifiers 
used by the students and employees shall assure respect for cultural differences, values 
and attitudes of all people. The district prohibits the use of any existing race, culture or 
ethnic group as a mascot, nickname, descriptor or similar identifier of any activity. 

Meetings & Trainings 
Meetings announced by administrative and supervisory personnel may be scheduled 
before, during, or after the regular school day, or during evening hours, provided reasonable 
notice is given. Attendance of personnel at such meetings may be required. 

In scheduling meetings of employees regarding the discharge of employee duties, 
administrative and supervisory personnel shall exercise every possible means to schedule 
meetings in such a manner as to cause minimum interference with scheduled classroom 
time. 

Administrative and supervisory persona! are authorized to require the attendance of 
teachers at meetings held within the Education Services Department and to approve 
attendance at meetings held outside the district when such meetings are judged necessary 
for the conduct of educational services. 

The Texas Administrative Code, the Texas Education Agency and the Texas Juvenile 
Justice Department have guidelines that mandate staff to receive training in more than one 
area. The district conducts annual training on these topics at the beginning of the school 
year. 

In-Service and Staff Development hours of operation will be established by administration 
and indicated on the school calendar. Individuals holding renewable SBEC certificates are 
responsible for obtaining the required training hours and maintaining appropriate 
documentation to report annually. 
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Emails and Mailbox 
All teachers are responsible for checking their mailbox and county e-mail on a daily basis. 
You will be required to check your e-mail every morning prior to your first class and at the 
close of the school day to ensure all communication from the campus and district level is 
received in a timely manner. Any missed communication due to failing to check your 
mailbox and e-mail daily will be your responsibility, and can be subject to disciplinary action. 
Please refer to the Electronic Communication and Data Management Policy for specific 
guidelines on e-mai! and internet usage. 

Break areas 
The break room will be utilized for breaks. Each teacher using the break area is 
responsible for keeping it neat and orderly at all times. This includes placing bottles, paper, 
and other litter in the receptacles provided. Staff should not gather in the front lobby during 
normal business hours. 

Phone Call Messages I Cell Phone, Pager, and Blue Tooth 
Policy 
The facility receptionist will see to it that staff receives EMERGENCY messages only. 
Cell phone usage is strictly prohibited in the education department with the exception of 
approved supervisory personnel and other identified pertinent staff with prior approval from 
the Deputy Director or Superintendent Specifically, cell phones are not to be present while 
supervising students and/or while in the presence of students. However, when on campus 
you may use your cell phone during your break only in the break rooms, unless you leave 
campus or use it outside of the building when there are no students present. 

Recording devices such as tape recorders, cell phones, video/audio cameras, computer 
games, pagers, and magnetic in'>aging are not permitted in the education department for 
personal use. 

Blue tooth devices, I Pads, & MP3 players, are prohibited from being used in the classroom, 
gym, hall-ways, during staff meetings, training sessions, or any time that instruction or 
monitoring of the students is taking place. 

Anyone who violates this policy will receive: 
1'' violation- (5) five-day suspension 
2nct violation -termination of employment 

Books and Equipment 
Equipment, supplies, and educational tools have been entrusted to the staff for the sole 
purpose of educating the children of the district Teachers are responsible for the care of 
books and equipment, especially those items which are under their charge. All personnel 
are expected to use district property responsibly and for the purposes of their job duties. 
Consult your campus administrator concerning the accounting for textbooks and other 
materials. The district will not be responsible for any personal supplies or equipment that 
an employee furnishes for use at campuses, 
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Visitors in the Workplace 
All visitors to the school are expected to enter the campus through the main entrance of the 
facility. Once clearance has been given by the facility staff. the visitor must report to the 
campus administrator's office. 

Crisis I Emergency Management 
All personnel shall follow the assigned campus facility crisis and emergency management 
plan. Consult your campus administrator for further information. 

Fire Drill and Safety Procedures 
The Juvenile Department maintains policies and diagrams for fire drills and severe weather 
at each facility. Campus administrators wilf provide directions for fire and emergency 
procedures within their building( s ). All personnel should follow these directions explicitly. 
Safe practices are to be encouraged at all times. An employee's safety and health are 
primarily the responsibility of the individual employee. Employees must carry out their daily 
job duties in a manner attentive to their surroundings and working conditions. Any situation 
which creates an unsafe act or an unsafe condition must be reported to the campus 
administrator immediately (refer to the Dallas County Policy & Procedure Manual). 

Inclement Weather 
The county commissioner's court has the authority to close general government operations 
due to emergency conditions. The county fire marshal, under the direction of the county 
judge, fs responsible for communicating 'vVith ek:ctcd officiafs/department heads and media 
outlets if there are office closings or delayed openings due to inclement weather. Whenever 
possible, notification will be made before 6:00 a.m. to the designated radio and television 
stations. If the media outlet has not reported the County of Dallas as closed due to 
inclement weather, you are expected to work your normal work hours and duties as 
assigned. 

Early Release 
Early release of students must be approved by the Superintendent or the Deputy Director of 
Educational Services. Please refer to the policies & procedures for early release. 

Accident Reporting 
Any accident, no matter how minor, must be reported to the campus administrator or 
supervisor immediately. 

Medications 
No employee shall give any student prescription medication, non~prescription medication, 
herbal substances or dietary supplements whatsoever. 
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Field Trips 
Campuses that are allowed to have field trips must have prior approval of the principal and 
instructional manager. Field trips should be of an educational nature. Please refer to the 
field trip policy. 

Transportation of Students 
Employees are not to transport students in their personal vehicles (for further information 
please see the assigned facility/campus policy and procedures). 

Moment of Silence I Pledges 
Senate Bill 83 requires schools including charter schools, to observe a minute of silence at 
the start of the school day to reflect, meditate, or pray, and to recite pledges to both the U.S. 
and Texas flags. The bill does not provide penalties for students who fail to participate. 
Parents who object must submit their objections in writing to the campus administrator and 
cite the specific requirement(s) they oppose. 

Physical Restraint of Students 
Physical restraint is administered only when there is a belief that it is necessary in order to 
protect a person, including the person using physical restraint, from physical injury. It is 
also used to obtain possession of a weapon or other dangerous objects and protect 
property from serious damage. Physical restraint can be used to remove a student from a 
specific location who is refusing a lawful command of a school employee, including from a 
classroom or other school property, in order to restore order or impose disciplinary 
measures, and/or to restrain an irrational student. Teachers will receive physical restraint 
training (Handle With Care), but physical restraint, when deemed necessary, is carried out 
by the facility staff. 

Parking/Keys & Security 
There is parking for all staff. Please do not park in fire lanes. Keys to file cabinets will be 
issued by appointed personnel. (Administration must have a copy of the key to anything 
that locks in your office or classroom). Entrance and exit of the building is through the front 
door only. Staff are required to wear their ID badges at all times while in the building. The 
employee is responsible for safeguarding their valuables and personal items. 

Arrest Notice 
Any current employee arrested for a crime (other than a minor traffic offense) shall report 
within 24 hours of the employee being arrested to the Deputy Director of Educational 
Services. Failure to report being charged with such a crime may result in appropriate 
disciplinary action, including termination of employment 
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Electronic Communication and Data Management 

Dallas County Juvenile Department 
Division 8. Electronic CommunicatioO~ 

Subdivision !. In General 
Sec. 86-946. Purpose of division. 
The purpose of this division is to address the legal and legitimate use of the county's electronic 
communication and Internet access resources. This division will address the standards of 
acceptable use. 
(Ord. No. 2000-1462, 7-25-2000; Ord. No. 2000-1883, 9-19-2000) 

Sec. 86-947. Objectives of division. 
The objectives of this division are to define: 
(1) The resources included under electronic mail and Internet access; 
(2) Standards of conduct that are acceptable when using available resources; 
(3) Define the guidelines for use of the county system. 
(Ord. No. 2000-1462, 7-25-2000; Ord. No. 2000-1883, 9-19-2000) 

Sec. 86-948. Statement of policy. 
(a) The county electronic mail and Internet system is provided to county employees, contractors, 
vendors and other persons or firms designated by authorized county officials for the purpose of 
county business. The electronic mail and Internet system is owned by the county. The county 
reserves the right to monitor any messages, attachments or access of electronic mail and/or 
Internet sites on the electronic mal! and Internet system, subject to state and federal law. Users 
of the county electronic mail and Internet system will be subject to administrative and/or criminal 
actions if policy violations occur. 
(b) This division is designed to create a recognized legally acceptable exception, known as the 
"employee consent exception," to the Federal Wiretap Statute, 18 USCA 2510 (1986). This 
exception requires the county to establish a written policy concerning the interception of 
business communication. 
(Ord. No. 2000-1462, 7-25-2000; Ord. No. 2000-1883, 9-19-2000) 

Sec. 86~949. County computer network system. 
(a) The technology of a computer network system is defined as all computers, both hardware 
and software, the LAN (local area network) and all transmitted information. Transmitted 
information includes, but is not limited to, electronic mail, web browsing, file transfer protocol 
and any information retrieved via the Internet. The Internet is an electronic superhighway 
connecting thousands of computers and users all around the world. The Internet includes both 
the Internet and intranet applications. Access to electronic mail enables communication with 
people all over the world; information and news from around the world, as well as the 
opportunity to correspond with the providers of this information; discussion groups on a wealth 
of topics; and access to many county databases. 
(b) With such access to computers and people all over the world, there exists an availability of 
material that will have no business value to the county. Therefore, the county has taken all 
reasonable precautions to restrict access to inappropriate materials. However, on a global 
network it is impossible to control all materials, and an industrious user may discover 
inappropriate information. The county firmly believes that the valuable information and 
interaction available on this worldwide network far outweigh the possibility that users may 
procure material that is not consistent with the business goals of the county. 
(Ord. No. 2000-1462, 7-25-2000; Ord. No. 2000-1883, 9-19-2000) 
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Sec. 86-950. Standard of conduct. 
Use of the computer technology of the county is a privilege, not a right, extended to some 
employees. Each user has the privilege to make use of authorized hardware and software in 
order to facilitate his/her employment and for other activities with prior approval of the 
department head or elected official. Transmission and viewing of any material in violation of any 
federal or state regulation is strictly prohibited. This includes, but is not limited to, plagiarizing 
copyrighted material, threatening or obscene materials, or materials protected by trade secret or 
classified government information. Moreover, the viewing, transfer, solicitation, use or storage of 
pornography or other sexually explicit information is strictly prohibited, except in the pursuit of 
bonafide law enforcement investigations. Initiation of electronic mail and the internet for 
commercial ventures, religious or political causes or other non-county sanctioned activities is 
also prohibited. 
(Ord. No. 2000-1462. 7-25-2000; Ord. No. 2000-1883, 9-19-2000) 

Subdivision II. Guidelines 
Sec. 86~951. Employee responsibility for misuse; monitoring and privacy. 
(a) All county policies and regulations apply to the use of the electronic mail and Internet 
network to support the business goals of the county. When the county incurs a cost due to 
employee negligence or misuse, the employee will be responsible for reimbursement of that 
cost. 
(b) The county reserves the right to monitor all activity and contents of any county owned 
communication system. Employee passwords do not guarantee privacy. Employees deleting 
electronic mail should know that it will not totally purge the message from the system. Computer 
servers often retain electronic mail for months, and electronic tracing information remains 
indefinitely. Further, electronic mail could be subject to the Texas Public Information Act. 
(Ord. No. 2000-1462, 7-25-2000; Ord. No. 2000-1883. 9-19-2000) 

Sec. 86-952. County goal. 
The county recognizes that the electronic communications available on the Internet are an 
increasingly important part of the daily lives of many employees and can he!p individuals and 
families keep up with daily schedules, personal communication, and other important information. 
The goal of the county when making this system available to employees is to enhance the 
effectiveness of employees in their work but also to recognize that this technology will be used 
as routinely as the telephone. 
(Ord. No. 2000-1462, 7-25-2000; Ord. No. 2000-1883. 9-19-2000) 

Sec. 86M953. Personal communications. 
Similar to its policies regarding telephone use, the county expects users of the county electronic 
network to limit personal communications to those that are necessary. One should never incur 
a charge to the county, operate a profit-making enterprise on county time, or take away from the 
time required to be devoted to county business. Routine and occasional personal 
communications, consistent with departmental policies, may be made on break times or in such 
a way that they do not interfere with the performance of job duties. However, such personal 
communication shall not be considered private and may be monitored by the county. No 
employee shall have an expectation of privacy when using the county's electronic mail and 
Internet system. 
(Ord. No. 2000-1462, 7-25-2000; Ord. No. 2000-1883. 9-19-2000) 

Sec. 86M954. Business, political or religious communications. 
A county network user should not give their county electronic mail address to any person or 
organization for purposes of receiving business, political, or religious communications. A county 
network user who receives such communications or any inappropriate non-county electronic 
message should respond to the sender asking to have such messages terminated or redirected 
to a non-county address. 
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Sec. 86-955. User regulations. 
The following county network user regulations shall be observed: 
(1) Use of personal codes is not authorized and is strictly prohibited. 
(2) No expectation of privacy exists for personal electronic communications. 
(3) Users are bound by federal, state and local laws relating to civil rights, harassment, 
copyright, licensing, security and other statutes relating to electronic media. Illegal activities will 
be referred to the appropriate law enforcement agency. 
{ 4) Users must recognize that information distributed through the county's computing and 
networking facilities is a form of publishing, and some of the same standards apply. 
(5) Anything generated at the county that is available on the Internet represents the county and 
not just an individual. Even with disc!aimers, the county is represented by its employees, and 
appropriate professional language, behavior and style is warranted. 
(6) Users may not use the network system in such a way that would disrupt or degrade the 
county network. 
(7) Users may not reveal the home address or phone number for any person. 
(Ord. No. 2000-1462, 7-25-2000; Ord. No. 2000-1883, 9-19-2000) 

Sexual Harassment Policy 

Dallas County Juvenile Department 
Division 2. Harassment 

Sec. 86~781. Division policy, 
(a) It is the policy of the county to provide all employees a work environment that is free 
from any fonn of unlawful harassment, any hostile work environment based on unlawful 
harassment, or any retaliatory action against an employee who reports unlawful 
harassment. Unlawful harassment of any kind is expressly prohibited and will not be 
tolerated. AH employees are responsible for ensuring that the workplace is free from 
unlawful harassment and all employees must avoid any action, conduct or behavior which 
could be viewed as unlawful harassment. Unlawful harassment includes sexual harassment 
and harassment of employees on the basis of race, religion, color, sex, national origin, age 
or disability. Slurs, epithets, and jokes based on these characteristics have no place in the 
workplace. Harassment of any nature, when based on race, religion, color, sex, national 
origin, age or disability, will not be tolerated. The unlawful harassment prohibited by this 
division includes harassment by management, co-workers, citizens, and vendors. 
Employees of the county are also prohibited from harassing customers, employees of 
vendors, and other third parties. 

(b) All employees of the county are entitled to a workplace free of unlawful harassment by 
management, co-workers and vendors. Any employee who believes he, or any other 
employee of the county, has been subjected to sexual or any other form of unlawful 
harassment by anyone, including management, supervisors, co-workers, vendors, 
customers, or other visitors, must report it immediately to his immediate supervisor, elected 
official or department head and/or the director of the county human resources/civil service 
department. It is important that employees report such incidents because without such 
assistance, violations may go undetected. Preserving a workplace free of unlawful 
harassment is the responsibility of all employees. 

(c) All reports of unlawful harassment will be investigated promptly by management. All 
employees are required to cooperate with the investigation. Confidentiality will be preserved 
to the fullest extent possible. Employees who bring a complaint of unlawful harassment to 
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the attention of management, and/or who cooperate with the investigation, will not suffer 
retaliation or adverse employment decisions as a consequence. Where management's 
investigation substantiates the allegation of unlawful harassment, appropriate measures will 
be taken. 

(d) Discipline, up to and including termination, will be imposed on any employee who is 
found to have engaged in conduct prohibited by this division. Discipline, up to and including 
termination, will be imposed on any employee who witnesses behavior prohibited by this 
division and does not report it. Discipline, up to and including termination will be imposed on 
any supervisor or employee who fails to report an incident of unlawful harassment when it is 
reported to them. 

(e) One form of unlawful discrimination is sexual harassment. It is the county's policy that 
sexual harassment is prohibited in the workplace and that all employees are responsible for 
ensuring that the workplace is free from sexual harassment. This means that all employees 
must avoid any action, conduct or behavior which could be viewed as sexual harassment. 
Any employee who violates this subsection will be subject to disciplinary action up to and 
including termination. 

(f) County policy defines unlawful harassment in the workplace and outlines 
responsibilities for reporting and preventing such conduct, as well as the procedures for 
investigating and resolving unlawful harassment complaints. 
(Admin. Policy Manual, § C(8.1 0--8.15). 

Sec. 86-782. Definitions. 
The following words, terms and phrases, when used in this division, shall have the 
meanings ascribed to them in this section, except where the context clearly indicates a 
different meaning: 

Complainant means an employee who reports unlawful harassment to a supervisor or 
manager. 
Hostile work environment means when the conduct interferes with an individual's work 
performance or creates an intimidating, hostile or offensive working environment. Like quid 
pro quo harassment, hostile work environment harassment may involve management and 
supervisory personnel. In addition, however, hostile work environment harassment may also 
involve co-employees and non-employees. Example: remarks, slurs, epithets, jokes or 
gestures based on race, religion, color, sex, national origin, age or disability in the presence 
of or, directed toward an employee which result in an intimidating or threatening work 
environment for any employee. 
Quid pro guo (this for that) means when submission to or rejection of the harassment is 
the basis for an employment decision affecting the individual, or is made a term or condition 
of the individual's employment. Quid pro quo harassment usually involves management or 
supervisory personnel because these individuals have the ability to grant or deny job 
benefits. Example: if an employee's raise or promotion depends on his granting sexual 
favors to a supervisor. 
Retaliation/reprisal means an intimidating, vengeful action by members of management, 
any person with authority to affect the employee relationship, and/or employees directed 
against an individual for reports of unlawful harassment or for cooperating with an 
investigation. 
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Sexual harassment means, as defined by the Equal Employment Opportunity 
Commission, unwelcome sexual advances, requests for sexual favors, and other verbal or 
physical conduct of a sexual nature when: 
(1) Submission to such conduct is made either explicitly or implicitly a term or condition of 
an individual's employment; 
(2) Submission to or rejection of such conduct by an individual is used as the basis for 
employment decisions affecting such individual; or 
(3) Such conduct has the purpose or effect of unreasonably interfering with an individual's 
work performance or creating an intimidating, hostile, or offensive worl<ing environment. 
Incidents of sexual harassment can involve members of the same gender as well as 
members of the opposite gender. The harasser may be male or female. 
Supervisor/manager means an employee vested with the authority to control working 
conditions or tangible job benefits of another employee. 
Cross references: Definitions generally,§ 1-2. 

Sec. 86-783. Examples of sexual harassment. 
Conduct which constitutes sexual harassment may include, but is not limited to, the 
following: 
( 1) Unwelcome touching of a sexual nature, such as: 
a. Touching another person's body (for example, unwelcome neck massages, rubbing 
another person's hand or arm). 
b. Touching another person's breasts, chest, buttocks or genitals. 
c. Touching or exposing one's self. 
(2) Unwelcome sexual advances, propositions or other sexual comments, such as: 
a. Discussing in any manner or making sexually suggestive gestures, noises, remarks, 
jokes or comments about a person's sexuality or sexual activities. 
b. Preferential treatment or promises of preferential treatment to an employee for 
submitting to sexual conduct, including soliciting or attempting to solicit any employee to 
engage in sexual activity for compensation or reward. 
c. Sexual remarks about physical attributes. 
d. Alluding to another person's or one's own mode of dress in a sexually suggestive 
manner. 
(3) Any display of sexual publications at any county workplace, such as: 
a. Displaying sexually suggestive pictures, videos, magazines, posters, calendars, 
drawings and literature. 
b. Reading or otherwise publicizing in the work environment materials that are sexually 
revealing, suggestive, demeaning or pornographic. 
(Admin. Policy Manual,§ C(8.22)) 

Sec. 86-784. Manager and supervisory responsibility. 
(a) Managers and supervisors shall take the initiative in preventing unlawful harassment 
by: 
( 1) Setting good examples; demonstrating courteous and professional behavior at all 
times; 
(2) Actively monitoring the work environment for indications of unlawful harassment; 
(3) Ensuring that each employee is aware of the policy regarding unlawful harassment or 
misconduct in the workplace; 
(4) lnfonming employees of procedures to report incidents of unlawful harassment; 
(5) Ensuring that employees do not suffer retaliation for presenting allegations of unlawful 
harassment; 
(6) Taking all reports of unlawful harassment seriously; 
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(7) Conducting a prompt and fair investigation into all allegations of unlawful harassment; 
(8) Taking appropriate disciplinary action when an investigation substantiates an allegation 
of unlawful harassment; 
(9) Ensuring that employees do not suffer retaliation for cooperating in an investigation into 
an allegation of unlawful harassment; 

Sexual Harassment Policy continued: 
(10) Immediately reporting all complaints of unlawful harassment to the personnel/civil 
service department; and 
(11) Attending unlawful harassment training. 
(b) Discipline, up to and including termination, will be imposed on any manager or 
supervisor who fails to report an incident of unlawful harassment when it is reported to 
them. (Admin. Policy Manual,§ C(8.23, 8.24)) 

Sec. 86-785. Employee responsibility. 
(a) Any and all county employees shall take the initiative in preventing unlawful 
harassment by: 
( 1) Conducting themselves in a professional manner; maintaining a professional attitude 
and dressing appropriately for the workplace; 
(2) Avoiding involvement in actions or discussions that may be sexually suggestive or 
offensive; 
(3) Ceasing any behavior or discussion if told by a supervisor, manager, or co-worker that 
such conduct is offensive; and 
( 4) Cooperating with management in any investigation into alleged acts of unlawful 
harassment 
(b) Discipline, up to and including termination, will be imposed on any employee who is 
found to have engaged in conduct prohibited by this division. Discipline, up to and including 
termination, will be imposed on any employee who witnesses behavior prohibited by this 
division and does not report it. 
(c) Any employee who believes that he, or any other employee of the county, has been the 
subject of unlawful harassment must immediately contact one of the following: 
( 1) Supervisor or manager; 
(2) Elected official or department head; or 
(3) Director, personnel/civil service department. 
(d) The personnel/civil service department shall serve as an additional avenue outside the 
complainant's own department through which employees may file a complaint and seek 
resolution of unlawful harassment charges. 
(Admin. Policy Manual, § C(8.25--8.28)) 

Sec. 86-786. Complaint procedure. 
Once a manager, supervisor, elected official/department head or the director of the 
personnel/civil service department has been notified of an allegation of unlawful 
harassment, an investigation should begin immediately. The following steps should be 
followed as appropriate: 
(1) The harassment incident report (exhibit A) should be completed on each allegation. 
(2) A separate harassment incident report is required for each incident of unlawful 
harassment. 
(3) The original harassment incident report is to be provided to the personnel/civil service 
department, with a copy provided to the elected official/department head. 
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Confidentiality will be preserved to the fullest extent possible. Once the harassment incident 
report is received by the personnel/civil service department, it should be date time stamped. 
The personnel director should immediately provide a copy of the harassment incident 
report to the elected official/department head if they did not receive a copy. The 
complainant should also be provided a copy of the harassment incident report. 

( 4) Receipt of the original harassment incident report by the personnel/civil service 
department constitutes the beginning of the time line for completion of the complaint 
procedure. In the event of the need for "formal action" (as described in subsection (5) of this 
section), completion of the investigation and resolution of the complaint should occur within 
ten working days, exclusive of holidays. However, any information that would have bearing 
on the outcome of the investigation, but cannot be reasonably obtained within that ten 
working days period, could result in an extension of the investigation period. 

(5) The complainant will be interviewed and advised of the actions that may be taken: 
a. Informal action: An informal action requires some interaction with the alleged harasser 
to provide infomnation regarding the county's policy on unlawful harassment Follow-up with 
the complainant would occur to ensure that the complainant has had no further problems 
and that the behavior has not recurred. 
b. Fomnal action: A formal action includes a complete investigation of the complaint, 
interviews with complainant, alleged harasser and witnesses, and a review of personnel 
documents and other related materials. This type of action would be as a result of a request 
from the complainant, or if sufficient evidence exists, the personnel representative. 

(6) Every effort will be made to preserve the confidentiality of the complainant's name to 
the fullest extent possible. When the investigation is deemed "formal action," which would 
likely result in disciplinary action, the complainant's name would be revealed to the alleged 
harasser in order to provide due process. 

(7) The complainant and the alleged harasser will be advised of the findings at the 
conclusion of the formal action investigation. 
(Admin. Policy Manual, § C(8.29)) 

Sec. 86-787. Implications of charges 
(a) All charges of unlawful harassment shall be taken seriously and dealt with in a prompt 
and effective manner. When an elected official, department head or supervisor/manager is 
notified by an employee of a complaint of unlawful harassment, the department shall in tum 
notify the personnel/civil service department director immediately for assistance in the 
investigation of the allegation. 
(b) Any employee who, in good faith and belief, alleges the existence of unlawful 
harassment which is later determined to be unfounded and/or unsubstantiated may not be 
the subject of any retaliation by any party. 
(c) Any employee who knowingly files a false accusation of unlawful harassment for 
reasons which may include, but are not limited to, malice, spite or ill-will may be subject to 
disciplinary action that may include termination. 
(Admin. Policy Manual, § C(8.30--8.32)) 

Sec. 86-788. Additional information on the investigation process 
(a) Investigations will be conducted, with regard to each complaint, which may include: 
(1) Interviews with the complainant, accused, witnesses or other parties believed to have 
knowledge of the claim·, and 
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(2) A review of personnel records and/or other relevant documents. 
(b) Resolution of the investigation should be accomplished in the most prompt and 
expedient manner, in order to avoid further occurrences within the department, and to 
ensure employees that the county takes unlawful harassment charges seriously. Such an 
investigation will provide resolution and closure to the situation in order to allow normal 
activities to resume with minimal interruption to the workplace. 
(c) During the investigation, depending upon the severity of the incident or action the 
alleged harasser may be temporarily reassigned to a different work area. 
(d) Information regarding the investigation shall be released on a "need to know" basis 
only to those parties deemed necessary, preserving confidentiality to the fullest extent 
possible throughout the investigation. 
(e) Any information received by an elected official, department head, supervisor, manager 
or the personnel/civil service department director regarding unlawful harassment claims 
must be taken as notice and carries with it the duty to investigate. 
(f) In the event of a finding of unlawful harassment upon completion of the investigation, 
disciplinary action up to and including termination will be taken based upon the severity of 
the findings. If the harasser is not a county employee, he may be subject to administrative 
or legal action. 
(g) The personnel/civil service department director shall ensure that the elected 
official/department head is immediately made aware of all complaints when an investigation 
is elevated to formal action. The personnel/civil service department director will work with 
the elected official/department head in the investigation and resolution of the charge. 
(h) The personnel/civil service department director shall ensure that all relevant parties are 
briefed regarding the findings of the investigation. 
(i) The personnel/civil service department director shall maintain a copy of the harassment 
incident report, any documentation, statements, and other information relevant to the 
complaint, investigation and resolution in a confidential file. 
(Admin. Policy Manual,§ C(8.33--8.41 )) 

Employee Grievance 

Dallas County Juvenile Department 
Employee Grievance Policy/Procedure 

ARTICLE VIII. 

State law references: Grievances, V.T.C.A., Local Government Code§ 160.001 et seq. 

Se.c. 86-1001. Purpose of article 
The purpose of the grievance procedure is to settle all grievances between the county and 
all employees under the civil service system as quickly as possible and at as low an 
administrative level as possible, so as to assure efficient work operations and maintain 
employee morale. (Admin. Policy Manual,§ A(12.00); Ord. No. 2001-1954, 10-9-2001) 

Sec. 86-1002. Eligibility. 
Any category C or D regular, full-time civil service employee may process an employment 
grievance. Any category Cor 0 probationary civil service employee may file a grievance on 
defined items except those relating to his/her performance rating or dismissal. 
(Admin. Policy Manual,§ A(12.01): Ord. No. 2001-1954, 10-9-2001) 
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Sec. 86-1003. Scope of grievance appeal procedures 
(a) A personal grievance may be filed by an employee, as defined in section 86-1002, on 
one or more of the following grounds: 
(1) Improper application of nules, regulations and procedures; 
{2} Unfair treatment, including coercion, restraint or reprisa!; 
(3) Discrimination because of race, religion, color, creed, gender, age, national origin, 
disability or political affiliation: 
( 4) Disciplinary actions taken against him/her without proper cause; 
(5) Improper application of fringe benefits or improper working conditions: 
(6) Demotion, suspension, or dismissal. 
(Admin. Policy Manual,§ A(12.02); Ord. No. 2001-1954, 10-9-2001) 

Sec. 86-1004. Time limits for filing and response 
(a) Grievances shall be promptly filed. To be considered, a grievance must be filed in 
writing within seven calendar days from its occurrence, and/or from the date of receipt of 
written notification of disciplinary action, exclusive of holidays, unless it is beyond the 
control of the employee. Tenmination and disciplinary action grievances should be initially 
filed with the first level of supervision above the employee's supervisor who has caused the 
action, with a copy to the employee's immediate supervisor and the personnel/civil service 
department. All other grievances should be initially filed with the employee's immediate 
supervisor. 
(b) A formal grievance form (exhibit AT) must contain the following information: 
( 1) The date and a brief explanation of the incident causing the disciplinary action; 
(2) The reason the disciplinary action is deemed to be unjust/unfair; 
(3) The remedy or solution sought; and 
( 4) The signature of the aggrieved employee. 
(c) A copy of the grievance should be retained by the employee and a copy should be filed 
with the personnei/civii service department. Aii copies should note the date the grievance 
was typed or written and the date and time the grievance was received by the supervisor. 
(d) The supervisor shall then investigate the grievance and make a written determination 
within seven calendar days, exclusive of county holidays, from receipt of the grievance. The 
written detenmination shall inform the employee of the next management level and the filing 
time limit for an appeal. 
(e) If the employee is not satisfied with the detenmination of the grievance, the employee 
shall have seven calendar days, exclusive of county holidays, to make a written appeal to 
the next level of supervision. 
(f) The preceding time limits, seven calendar days exclusive of county holidays for 
investigation and determination, and seven calendar days exclusive of county holidays for 
appeal, shall be used consistently for each succeeding higher level of management the 
grievance is filed with, unless there is a mutually agreed time extension between the 
aggrieved party and management for fact-finding purposes, emergencies, etc. 
(g) If the employee fails to meet the filing time limits, the grievance will be considered null 
and void. 
(h) If the supervisor fails to meet the time limits, the employee may then file with the next 
higher !eve! of management without waiting for a determination. 
(i) In order to expedite the grievance process, if succeeding levels of management are 
aware of al! facts contained in a grievance and concur with the preceding supervisor's 
determination, they may elect to allow the grievance to be forwarded to the next higher level 
of management by initiating their concurrence on the grievance. 
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G) Date and time of response by the supervisor and the employee must be noted on the 
grievance to assure verification of compliance with the time limits. 
(Admin. Policy Manual,§ A(12.03--12.12); Ord. No. 2001-1954, 10-9-2001) 

Sec. 86-1005. Grievance resolution procedures 
(a) In solving grievance matters, the supervisor should investigate the complaint 
thoroughly and when deemed appropriate or at the employee's request, conduct an informal 
hearing and require witnesses or interested parties to provide testimony, and verify 
grievance charges. 
(b) Grievance hearings are not judicial in nature, therefore, rules of court of law will not be 
followed. 
(c) Whenever possible, a grievance hearing should be recorded on tape cassette in order 
to reduce the rehearing of testimony during appeal proceedings. A recorder and cassettes 
are available for use in the personnel/civil service department. 
(d) The employee or supervisor may represent himself/herself, have a designated 
representative present, or have an impartial representative from the personnel/civil service 
department present to assure both parties' rights are protected. 
(e) If a hearing is conducted and the grievance is between two or more employees, the 
supervisor will act as an administrator of the hearing. If the grievance is between an 
employee and the employee's supervisor, the next higher level supervisor in the department 
will act as administrator of the hearing. 
(!) The administrator will establish a mutually agreeable date and time for the hearing to be 
conducted when all witnesses can be present and when it is not disruptive to work patterns 
of the organization. The administrator will notify all individuals sufficiently in advance so that 
they may appear at the designated time. 
(g) The supervisor will be allowed to present pertinent facts or witnesses to testify on 
his/her behalf. The employee or his/her representative wiH then be arlowed to cross­
examine the witness and provide a rebuttal to other facts presented. 
(h) The empioyee or his/her representative wiii then be aiiowed to present his/her facts or 
witnesses with the supervisor being allowed to cross-examine. 
(i) Loud and abusive language by the employee, supervisor, witnesses or representative 
will not be allowed and will be grounds for disciplinary action or dismissal from the hearing. 
0) After conclusion of the hearing, the administrator will have seven calendar days, 
exclusive of county holidays. to make a written determination of the hearing proceedings. 
(Admin. Policy Manual,§ A(12.13·-12.22); Ord. No. 2001-1954, 10 .. 9-2001) 

Sec. 86-1006. Order of appeals 
A grtevance must be appealed thrcugh the chafn of command ln the foHmv1ng order: 
(1) Grievant's immediate supervisor; unless the grievance is directed against the 
immediate supervisor. 
(2) Elected official/department head or division head or committee appointed by elected 
official/department head (i.e., a specific individual or individuals wlH be designated by the 
elected official/department head), unless the grievance is directed against the elected 
official/department head. 
(3) Governing board of managers, where applicable. Advisory boards may uphold 
termination or disciplinary actions or may make recommendations to the department head 
or civil service commission on matters concerning reinstatement back pay or financial 
impact awards. 
(4) Civil servfce commission (cr spedcd!y designated board or committee appolnted by the 
civil service commission). Only the civil service commission, with approval of 
commissioners court, may make back pay awards. 
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(Admin. Policy Manual,§ A(12.23); Ord. No. 2001-1954, 10-9-2001) 

Sec. 86-1006.1. EEOC complaints 
Nothing in this procedure shall preclude any employee from pursuing a discrimination 
complaint with the equal employment opportunity commission (EEOC) or the state 
commission of human rights (TCHR). Employees have the right to file charges of 
discrimination with the EEOC or the TCHR before, during, or after the filing of a grievance. 
(Ord. No. 2001-1954, 10-9-2001) 

Sec. 86-1007. Civil service commission rules of practice 
(a) Scope of rules. These rules shall govern the review of an administrative action by the 
county civil service commission in all grievance proceedings, except as hereinafter stated. 
(b) Construction of rules. "He" "him" "his" or "their" are used to signify both male and 
female individuals. 

Employee Grievance Policy/Procedure continued: 
(c) Definitions. 

Commission refers to the county civil service commission. 
Grievant refers to the employee or his representative. 
Department refers to the department who took the action being grieved. 
Secretary or secretary to the commission refers to the individual responsible for 

scheduling and coordinating the civil service meetings. this individual is the director of 
personnel/civil service. 
(d) Representation. Any party to a grievance may appear and present his position. The 
grievant must notify the secretary if he has a representative or attorney and the 
representative's/attorney's name, address and phone number. Notification should occur at 
the time of filing the grievance, or as soon thereafter as possible. Either the department's 
representative or attorney may present the department's case, but both will not be allowed 
to participate in the presentation of information. The same rule wiil appiy to the grievant, his 
representative or attorney. 
(e) Filing of grievance. Grievance hearings scheduled before the commission shall be 
initiated by a grievance filed with the secretary after exhaustion of appeals through the 
department's chain of command. (Please refer to 86-1001--86-1006 for additional 
information.) 
(f) Claim for relief/burden of proof. 
(1) A grievance must be submitted on the form adopted by the commission for this 
purpose and shall contain a brief statement of: 
a. The disciplinary action challenged; 
b. The relief sought; 
c. Why disciplinary action was not justified. 
(2) The department has the burden of proving that the action taken should be upheld. 
(3) Actions overturned by the commission that result in a back pay award may be adjusted 
to account for delays occasioned by the grievant or his representative/attorney. 
(g) Dismissal of grievance. At any time before a decision is rendered, the grievant may 
withdraw the grievance, and the withdrawal shall be entered into the record. 
(h) Postponements. Requests for rescheduling must be in writing and must establish an 
emergency. Only one postponement will be granted by the secretary. Further requests to 
reschedule a grievance hearing will be presented to the commission for determination. 
(i) Hearing materials. The materials furnished for a hearing shall be directly related to the 
disciplinary action taken and shall include: 
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(1) Notice of warning form and/or notice of separation form regarding the disciplinary 
action taken (dismissal, demotion, suspension, reprimand, warning); 
(2) Copy of formal grievance flied; 
(3) Department's response to grievance; 
(4) Previous performance evaluation(s) for the grievant; 
(5) Employment application of the grievant (if applicable). 
(6) Any prior disciplinary actions taken against the grievant; 
Departmental personnel files must be presented to the secretary within five work days from 
the date of receipt of notification of the hearing. All documentation must be submitted to the 
secretary of the commission who will then distribute to the appropriate parties. Neither the 
grievant nor the affected department representative may submit documentation to the 
commission members prior to the scheduled hearing. Documentation such as character 
letters will not be accepted by the civil service commission members. 
Q) Time. There is no time limitation on the presentation of evidence at the grievance 
hearing. However, evidence should be presented in the most efficient and expedient 
manner in conformity with these rules. 
(k) Open meetings. The grievant shall be allowed to decide if the hearing will be open or 
closed to the public. If the grievant decides to have a closed hearing, the following persons 
are authorized to be present: 
(1) Commission members. 
(2) Grievant. 
(3) Grievant's representative/attorney. 
(4) Personnel department's representative. 
(5) Department's attorney. 
(6) Department's representative. 
(7) Legal counsel for the commission. 
(8) Court reporter. 

(I) Omissions. A grievant. who faiis to submit in writing any part of his grievance may have 
the omitted portion entered into the record at the hearing to show that the matters were 
considered. 
(m) Witnesses requested. Any witness (voluntarily) appearing at a grievance hearing 
shall attend the proceeding until discharged by the commission or the party requesting the 
witness. Time away from the workplace to participate in a grievance hearing shall be paid 
leave. The commission reserves the right to hear only those witnesses whom they deem 
appropriate. No action will be taken to prevent an employee from testifying on behalf of a 
grievant and no act of retaliation will be taken against any witness who testifies in a 
grievance hearing. 
(n) Testimony by affidavit. Upon agreement of both parties, testimony by affidavit will be 
permitted. Because the affidavits will not be subject to cross examination, the weight given 
each affidavit will be within the discretion of the commission. 
(o) Procedure. Both parties will have an opportunity to provide an opening statement, 
present and cross-examine witnesses and make a closing argument. Because the 
department has the burden of proof, the department will proceed first in each instance. The 
department is required to present its witnesses first in order to justify the disciplinary action 
taken. 
(p) Additional testimony. If necessary for the administration of justice, the commission 
may permit additional evidence to be offered at any time prior to a decision being rendered. 
(q) Commission to render decision. Upon conclusion of the proceeding, the commission 
shall render its decision in writing. 
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(r) Decisions. The decision of the commission will either (i) affirm the disciplinary action 
taken by the department; (ii) modify the disciplinary action taken by the department; or (iii) 
overturn the disciplinary action taken by the department and grant the relief sought by the 
grievant which shall be framed to give the party all relief to which he may be entitled at the 
commission leveL Decisions pertaining to demotions, suspensions or terminations shall be 
given in writing. 
(s) Appeal. Action taken by the commission which results in a demotion, suspension or 
termination, may be appealed to a district court within 30 days after written notification of 
the commission's decision. 
(t) Scheduling of grievance hearings. 
(1) Grievances are scheduled according to the date received, except grievances appealing 
terminations, which are given priority over all other types of pending grievances. 
(2) A grievance may be rejected by the secretary of the commission if determined not to be 
a grievable issue. The commission, the grievant and the department's representative will 
receive written notification of the determination. The commission may overturn the decision 
of the secretary. 
(u) Notification. The grievant will receive a minimum of 14 calendar days prior notification 
of the scheduled hearing date, unless there is a mutual agreement for a lesser time period 
between the secretary and the grievant. This time frame does not apply to postponements. 
(Admin. Policy Manual,§ A(12.24--12.53); Ord. No. 2000-380, 2-22-2000) 
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Policy: Maintaining Professional Boundaries and Working March 2015 _____ _j' 
with AAE/DCJJAEP ~tudent~ _ 

------~-;.--~-------

Local Administrativ.,_Policy # 1.0 _________ Fre uenc : Daily_ __ ________j 

Policy Statement: ~· 
It is the policy and practice of the AAE/DCJJAEP to provide a positive environment 
where students can learn as well as ensure that their confidentiality, safety and w.ell­
bein are rotected at all times. -·---~-- -~ 

It is the responsibility of the staff to: 

• be aware of their role as staff members and to demonstrate behaviors that are 
focused on meeting the needs of the student 

• focus conversations that occur in the school setting primarily on students' ideas, 
feelings, and experiences and not on those of the employee. 

• position themselves as a supportive guidance team who offers professional 
guidance to the student Befriending a student or showing favoritism to a particular 
student is not considered to be supportive. 

• demonstrate appropriate communication techniques, including active listening and 
therapeutic communication. Giving students advice, opinions and judgments or 
sharing the employee's owns desires, worries, values, and religious beliefs are not 
considered to be supportive. 

• not disclose personal information. 
• not impose their own religious beliefs or ethics, provide witness to or proselytize with 

students. Staff members shall not lead prayer groups with students. 
• inform the CAJACA if a personal relationship has existed with the student prior to 

admission. 
• not have students, current or discharged, in their home unless this relation existed 

prior to their admission. 
• not make or receive phone calls from current or discharged students. 
• not give students their phone numbers. 
• not transport students in their personal vehicles without prior approval from a 

CA/ACA or designee. 
• immediately contact their supervisor or CAJACA if found in any difficult situation with 

a current or discharged student. 
• demonstrate appropriate and professional judgment in limiting physical contact with 

students. 
• never discuss AAE/DCJJAEP business with students (i.e., salary, benefits, etc.). 
• not give information about one student to another student for any reason. 
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"Ten Laws for Crisis Prevention" 

1. Be Empathic: Try not to be judgmental of any of the students' feelings. They are real, 
even if not based on reality. They must be attended to. 

2. Clarify Messages: Listen to what is really being said. Ask reflective questions to 
students and use re-statement. 

3. Respect Personal Space: Stand at least 1 Y, to 3 feet from the acting out person. 
Invading of personal space tends to arouse and escalate an individual. 

4. Be Aware of Body Position: Standing eye to eye, toe to toe with the student sends a 
challenging message. Standing one leg length away and at an angle off to the side is 
less likely to escalate the student. 

5. Permit Verbal Venting When Possible: Allow the student to release as much energy 
as possible by venting verbally. 

6. Set and Enforce Reasonable limits: If the student becomes belligerent, defensive, or 
disruptive, state limits and directives clearly and concisely. 

7. Avoid over reacting: Remain calm, rational and professional. How you, the staff 
person, respond will directly affect the student. 

8. Ignore Challenging Questions: When the student challenges your position, teaching 
style, etc., redirect the student's attention to the issue at hand. Answering their 
questions often fuels a power struggle. 

9. Keep Your Nonverbai Cues Non-Threatening: Be aware of your body ianguage, 
movements, and tone of voice. The more a student loses control, the less he/she 
listens to your actual words. More attention is paid to your nonverbal cues. 

10. Use Physical Techniques As A last Resort: Use the least restrictive method of 
intervention possible. Employing physical techniques on a student who is acting out 
verbally can escalate the situation. 
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Principles of Behavior Management 

I. Come-To-Me-Rule 
Use this anytime two students begin to have verbal confrontation as a means of 
separating them before a physical altercation evolves. 

II. One Teacher & One Activity 
Use at all times, as a means of maintaining proper supervision control. Do not do 
more than you can effectively manage. 

Ill. Avoid 1:1 Confrontations 
Always attempt to seek additional help before intervening into a potentially 
dangerous situation. 

IV. Keep Structure Within Structure 
Orchestrate movements within planned activities throughout the day. Ex. You 
instruct the students when to speak, where to go, when to go, etc. You give specific 
Expectations and Instructions. 

V. Safety Measures Free of Excessive Contraband 
Always check area, each time you enter; keep a running count of pencils, markers, 
and other materials. Never leave scissors laying out, cell phones, keys, tools, etc. 

VI. Avoid Over-Confidence I Focus on Teaching 
Follow Policies and Procedures at all times. Being on your own program will only 
result in less team work and more confusion. 

VII. Build Positive Relationships 
Let students know you care about them. Leam by getting invoived/engaging in the 
teaming process. 

VIII. Be Assertive 
Be firm, consistent, confident, considerate, respectfuf, and business oriented. You 
are in charge! If a student challenges your authority, keep your composure and 
deal with the challenge in a firm but business-like manner. 

IX. Three Acceptable Reason For placing a Student in PRT, PerT JJD Standards 

1. To prevent injury to self (hurting themselves) 
2. To prevent injury to others (another student or staff), or running away from the facility 
3. Destruction of property. 
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Guidelines for Working with AAE/DCJJAEP $tudents 

Listed below are Guidelines for working with AAE/DCJJAEP students. This list is not all­
inclusive, but provides a general guideline for employees to follow. All employees are 
expected to follow the guidelines set forth: 

1. Do not push, shove, grab, pinch, hit, choke or in any way physically assault a 
student. 

Do not put your hands on a student to use force to discipline them. 
Squeezing ; Power Struggle. Avoid Power Struggles. 
You are the adult. Be mature and professional when interacting with students. 
Always remain in your "Adult Self." 

2. Do not threaten students. 

Do not humiliate, disgrace, or embarrass students. 
Humiliation leads to more disruptive behavior. 
Do not yell at students. 
If you yell, you have stepped out of your adult role (avoid any power struggle.) 

3. Do talk respectfully. Call them by their given names. Show respect and they will in 
return give you respect. 

Talk it down. Use your good judgment and calm, affirming voice to de­
escalate or "talk down" problems and situations. 
Respectful conversation is the key. 
Be an empathetic listener. 

4. Do (only when necessary) use proper restraint techniques taught in Handle With 
Care (HWC) training to restrain and or help students gain control of themselves 
when they are: 

Harming others 
Causing damage to private property 
Harming themselves 

5. Do maintain the teacher- student boundary. 

Be a role model and a mentor. 
Be a positive influence on your students. 
Set the example for your students. 
Do encourage, re-enforce and reward positive behavior from your students. 
Do not have sexually oriented discussions or discussions that are 
inappropriate with your students. 
Do not date your students. 
Never have a student in your car except for emergency situations or 
occasions pre-approved Dallas County Administrator. 
Do not use profanity or make obscene gestures in the presence of a student. 
Do not solicit from or sell any items to a student. 

34 

: Comment [t9): Taken from JJAEP Pol1C11~S and 
( Procedures and adopted by AAE 



Do not participate in the sale, use, or distribution of drugs, alcohol, or 
smoking tobacco with a student. 
Do not harass students in any manner. 

6. Do maintain firm and fair rules. 

Some students may be manipulative and may look for preferential treatment. 
Do not allow students to manipulate the rules to their advantage. 
Some students will bend and break the rules until you lose control. Do not 
lose control. 
Do show you like them, but remain professional. 

7. Do not discipline students with physical exercise or physical activity. 

8. Do not bring weapons of any kind onto the school premises at any time. 

9. Do remember that your students' perceptions may differ from your own. Do not 
engage in behavior that can be misperceived or misunderstood by your students 
(e.g., teasing, horseplay, flattery, embraces.) 

10. Do treat students well, especially when they deserve it least. 

11. Do not leave students unattended. They must always be in your line of sight 

12. Do praise your students for their accomplishments and /or efforts. 

13. Do maintain a proper physical distance. Some students feel threatened when 
people get physically too close to them. 

14. Do endeavor to understand the student who exhibits chronically disruptive behavior. 

Ask why or what could be the cause of the behavior? 

15. Do refer students to their assigned Case Manager/PO for counseling. 

Their Case Manager/PO will need your observation and will need to discuss 
the student's behavior with you. 
If you suspect any abuse/neglect of a student, you must report it to the proper 
authority immediately. This is the law. (1-877-786-7263) 

16. Do work as a team to help our students. 

acknowledge that I have read, understand, agree and have been trained on the 
above policy and expectations, Professional Boundaries and Guidelines for Working 
with AAE/DCJJAEP Students. 

Employee Name Date 

Employee Signature Date 
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Policy: Working Effectively With Parents 

Polic # 2.0 
Policy S-C:tac;te~m=en::ct'": ---------
It is the policy and practice of the AAE/DCJJAEP to provide the highest quality 
customer service through positive and sincere communication to every 
parent/guardian that has a child in our program. Forming positive relationships and 

I 
building alliances with parents/guardians fosters support for the program and is in 
the best interes1ofthe student..... _______ _ 

It is the responsibility of all AAE/DCJJAEP staff to: 

• Treat each and every parent with respect and courtesy when engaging with them 
about their child. 

• Speak and respond to parents or guardians in a professional manner. 
• Always maintain student/parent or guardian confidentiality. 
• (TeachersfTA's) make periodic phone calls to parents/guardians to keep them 

informed of their child's progress/regress in the program. 
• Return parent/guardian phone calls as soon as possible. 
• Never curse, shout, or threaten a parent or guardian. 
• Refer all angry, hostile, and verbally abusive parents to the DCJJAEP Administrator. 
• Contact the student's assigned Caseworker to set up all parent conferences. 

Conduct parent conferences as needed, and when doing so, conduct them in a 
quiet, private area. 

• Always respect the rights of parents. 
• Remember, parents are our customers. 

36 



1 Policy: Recognizing and Reporting Abuse and 
1 Neglect/Exploitation[ 

i March 2015 
I. 

1 Policy# 3.0 ----· I Frequency: On going 
Policy Statement: 
It is the policy of the AAEIDCJJAEP and a standard of the Texas Juvenile Justice 
Department (TJJD) for all staff to report any and all suspected abuse and neglect of 

1 
students. 
Definitions: 
Abuse - is the mental, emotional, physical or sexual injury to a child or the failure to 
prevent such an injury to a child. 
Neglect- is the failure to provide a child with basic needs such as food, clothing, 
education, shelter or medical care and or leaving a child in a situation where the 
child is at risk of harm. Neglect is also the failure to provide proper supervision of a 
child. 
Exploitation - is the illegal or improper use of a child or the resources of a child for 
personal or moneta~ benefit, profit or gain. 

All Staff 1. If you suspect that a child is being abused, neglected, 
or exploited, you have a prima-facie duty to report it . 
Likewise, if a child tells you that they are being abused, i 
neglected, or exploited you must report it. 

2. Follow these steps: 
- If the suspected abuse, neglect, or exploitation 

happened outside of school- Write an incident report. 
Take the child to the nurse. Then to the sheriff officer. 

- Inform the child's caseworker, administration and 
parent, if applicable. 

- Within 24 hours, call Texas Department of Family and 
Protective Services toll free hat-line number 1-877-786-
7263 and make a report. Note: It is the responsibility of 
the individual who has first knowledge to make the 
report and call. 

3. If the abuse, neglect, or exploitation happened at 
school- follow the steQs in #2. 

Caseworker i 4. Document the statements of the staff and the student. 
Follow -up with a phone call to the toll-free hat-line and 

~----·~-·-
I in_p<=r.~on with the sheriff officer and administrator. 

·--~ 
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Policy: Information Management and Confidentiality 
Agreemen\ ___ _ 

!Polic #4.0-~~--~-

Policy Statement: 
It is the policy and practice of the AAE/DCJJAEP to safeguard information about our 
students. Unless otherwise instructed to do so, employees should only release 
student information to individuals/groups representing the Dallas County Juvenile 
Department, Texas Juvenile Justice Department, Dallas County Administration, 
School Districts, Law Enforcement personnel, Parents and Child Protective Services. 

It is the responsibility of all staff to manage the ftow of student confidential information at all 
times: 

• Maintain the daily population count and report count to the CA/ACA. 
• Maintain the admission and discharges on a daily basis. 
• Maintain demographics (age, sex, grade, ethnicity, social security, etc.) on all 

students entering the program. 
• Record all data (offence, home school district, test scores, grade, length of stay, etc.) 

required in the T JJD database. 
• Input and record all grading for students in the established electronic data base (e.g. 

TxEIS & JCMS.) 
• Forward all records of grade reports to the parents, districts, and other agencies who 

have a need to know. 
• Submit reports to the Dallas County Juvenile Department on a monthly basis 

regarding number of students present for the month for billing purposes. 
• Submit reports required by the CA/ACA. 

it is the responsibility of the AAE/DCJJAEP Administrator to: 

• ensure the control of information is governed by policy and procedure. 
• ensure that all data collected is accurate. 
• ensure that all data is submitted to the above parties mentioned in a timely manner. 

ensure that data included in the End of the Year Report is accurate and conclusive 
of the years findings for the AAE/DCJJAEP. 
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CONFIDENTIALITY AGREEMENT 

It is the responsibility of all staff to: 

• Adhere to the Confidentiality Agreement, which indicates that all students' and 
employees' proprietary information is considered confidential and should not be used 
for purposes other than its intended use. 

• Understand that all employees have an ethical and legal obligation to protect 
confidential information used or obtained in the course of delivering education 
services to students enrolled in the Academy for Academic Excellence and the 
Dallas County Juvenile Justice Alternative Education Program (AAE/DCJJAEP.) 

• Understand that all policies on confidentiality apply equally to data stored both in the 
computer and on paper records. 

• Unauthorized use of, or access to, confidential information may result in discipline up 
to and including termination of employment. 

1 have read and been trained on the AAE/DCJJAEP Confidentiality Agreement. I agree to 
adhere to the policy outlined above. 

Employee Name Date 

Employee Signature Date 
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: Policy: School .Committees 

Policy# 5.0 
Resources: Committee Form 
Background InformatiOn: =.._~~ 

March 2015 

1 Frequency: Daily __ ·-· 

It is the policy and practice of the AAE/DCJJAEP to form committees that will help 
promote the mission of the district. Moreover, the establishment of committees will 
afford staff the opportunity to have input into the program's direction as well as help 
solve issues that E!.~ay arise. 

Committee Guidelines: 

• Committees are formed at the discretion of the CAJACA and are designed to address 
and assist with meeting program goals. The CAJACA will appoint all committee chair 
persons. Staff may voluntarily serve on a committee, or be asked to serve on a 
committee by the A/A CA. 

• Serving on a committee is not mandatory. However, individuals that volunteer to 
serve on a committee should be active contributors. 

• Each committee may consist of 5· 7 members, not including the chair. 

• All scheduled committee meeting locations, times, and agendas will be forwarded to 
the CAJACA or designee prior to meetings being held. 

• The CAJACA must approve any and all fund raisers/contributions received. See 
Dallas County Policy on gifts, contributions etc. 

The district has the following committees: 

• Student Support Team (SST) 
• Response to Intervention (RTI) 
• Campus Improvement Committee 
• Grade Placement Committee (GPC) 
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I Poli~;-Educational Service Delive~ 

I 
Policy# 6.0 
Policy S;;-ta'"t-c::em=en::ctc:-, --------~---~· 

March 2015 

Frequency: Ongoing 

It is the policy and practice of the AAE/DCJJAEP to operate the school in 
compliance with the requirements set forth in Chapter 37 of the Texas Education 
Code (TEC), the Texas Juvenile Justice Department (T JJD) and the Memorandum 

! of Understa_nding. -· I 

Academics I Program Orientation 
The CA/ACA is primarily responsible for the delivery of educational services at the 
AAE/DCJJAEP. Education and behavior represent the core of activity at the school. The 
AAE/DCJJAEP will assess each studenfs basic academic skills and place them in courses 
at the appropriate level in the instructional program. The instructional program allows high 
school students to earn credits toward high school graduation, and middle/elementary 
students to pass courses that lead to grade promotion. The AAE/DCJJAEP understands 
that students come to us with unique individual learning styles. We address individual 
learning styles by using a variety of instructional resources and techniques, including some 
computer-assisted learning, textbook-based learning, and collaborative learning activities. 

After students are enrolled in the DCJJAEP program, they will receive 2-3 days of 
orientation. Orientation consist of a pre-assessment test to determine a studenfs current 
learning level, review and test of the DCJJAEP Student Code of Conduct, and academic 
and behavioral counseling. 

Academic Records 
The maintenance of student records is a vital function at the AAE/DCJJAEP. The tracking 
and reporting of student performance and other student-related data are essential to: 

• Provide evidence of academic achievement 
• Provide information for instructional and management decision-making 
• Ensure compliance with applicable educational laws and policies 
• Ensure compliance with the Dallas County Juvenile Department education standards 
• Ensure compliance of the Memorandum of Understanding between the DCJJAEP 

and the school districts 

Confidentiality of Student Information 
General records management involves maintaining key student information. This function 
includes requesting student records and maintaining student grades for grade promotion to 
ensure a smooth transition when a student completes the program and is withdrawn. 

Maintaining comprehensive and accurate student records is required by state and federal 
law. The improper release of confidential student information violates the privacy of the 
student and the mission of the district Staff members have a professional obligation not to 
discuss private information about students or their parents unless doing so is necessary to 
fulfill a professional purpose. Please refer to the FERPA policy. 
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Curriculum 

The AAEIDCJJAEP provides the following required core courses: 

• English/Language Arts 
• Mathematics 
• Social Studies 
• Science 
• Computer based High School Recovery Courses 
• Physical Education 
• GED (AAE) 

Courses Offered, but not credited: 

• Social Skills for Life 
• Health 

Student Recognition and Extra Curricular Activities: 

• Honor Roll 
• Educational Field Trips 
• Student Council I Student Representation 
• Educational Assemblies 
• Career Day 
• "Good Behavior'' Incentives 

Academic curricular activities are designed to: 

• Provide students with educational services that are based on their assessed 
education needs and prior educational records. 

• The academic curriculum is based on Texas Essential Knowledge and Skills (TEKS), 
Texas Assessment of Knowledge and Skills (TAKS), State of Texas Assessments of 
Academic Readiness (STAAR), and End of Course Exams (EOC) as defined under 
the rules of the State Board of Education under Texas Education Code 28.002, and 
the course description of the course in which students are receiving instruction. 

• Prepare students to take the state mandated assessments. 

They provide a minimum: 

• Course credits leading toward a high school diploma. 
• Instruction in reading, mathematics, and writing. 
• Appropriate use of the GED exit option or access to a GED curriculum (AAE.) 
• Modification and accommodation as appropriate to meet the needs of all students. 
• A seven (7) hour school day. 
• Tutorial, remedial, and literacy instruction as needed. 
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Special Needs Students 

The DCJJAEP follows the special education and ESL regulations set forth in state and 
federal laws. Students with special educational needs receive educational and behavioral 
instruction from DCJJAEP certified special education teachers under the consultation of 
Diagnostic Assessment Services (DAS.) 

English as a Second Language 

The ESL Department adheres to the policies and procedures set forth by the Texas 
Education Agency. The goal of the ESL department is to provide support and instruction in 
the English language to all English Language Learners (Ells) to help them become 
successful in the classroom and community. Please refer to the ESL Procedures. 

Campus Duties and Responsibilities 

It is the responsibility of the ACA!CA, Counselor, Registrar, Data Controller/Analyst to: 

• Determine appropriate classroom placement for newly enrolled students. 
• Follow up with Teachers and Case Workers (DCJJAEP & DRC) to ensure class 

schedules are being followed. 
• Ensure that the Educational Service Delivery at AAE/DCJJAEP meets all federal and 

state guidelines and those educators are compliant as well as efficient in doing the 
required documentation. 

• Follow all guidelines set forth by the Texas Education Agency. 
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Procedure: Maintaining Grade books and Entering ~rades J March2015. I 
! Frequency: Daily, 
Every 3 Weeks, 

I 
Education Procedure:# 1.0 
Resource: Teacher Electronic TXEIS Grade Book, Teacher 

1 hard copy Grade Book 
Every 6 Weeks & 
End of Semester 

i Background Information: 
It is the responsibility of the Teacher to organize and maintain their Electronic TXEIS 
grade book and hard copy grade book according to policy and procedure. Grade I 
books are subject to periodic spot checks for compliance at any time. All information I 
needed to determine student progress toward mastery of STAARITAKS objectives 1 

should be included in the TXEIS grade book. 

~~c!<>r:___ j' Action_s_t_ep_s ___ _ 

I 
Teac."'h_e_r --+. ""N"'O'TE: 

L .. -----~ 

Both the Electronic TXEIS grade book and the hard copy 
grade book will act as the primary grade book of record. 

1. Hard Copy Grade Books 
A. Organize hard copy grade book in the 

following manner: 
1. Teacher full name 
2. Facility 
3. Facility phone number/fax number 
4. Room number 
5. Students name 
6. Grade(s) being taught (?'h /8th) 
7. Term (School Year) 6 weeks/semester 
8. Attendance recorded daily 
9. Insert dates underneath days of the week 

B. Follow the following Electronic TXEIS Grade 
Book Procedures: 
Down load school year grade book (once every 3 
weeks) 
Verify students names in Electronic TXEIS grade 
book with class rosters (daily, weekly) 
Input assignments weekly: daily lessons, activities, 
collaborative learning projects, pre/posttest, 
weekly test, end of course/semester test should be 
entered each six weeks 
Input students grades every Tuesday and 
Thursday 
Post students grades in TXEIS for progress 
reports and report cards 

2. As students complete assignments and or assessments 
enter them into the TXEIS grade book. 

Note: All AAE/DCJJAEP Students must receive 3 grades per 
subject, per week, plus an assessment of the materials 
covered for the week for a total of 3 grades. ......J 
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Teacher 3. Grades will be determined in the following manner: 1 
Grade Legend j' 

90- 100 = A Non-attendance for final = I (incomplete 
89-80 = B No Grade= NG 
79- 70 = C First day of class- E 
69- below= Failing Non-attendance =(absent) N 

Excuse absent= EA 
Excuse tardy= ET 

Transfer= TRI Administrator authorization 
Withdrawal = W 

Transitional Exit = Ex 

4. Students enrolling the last week prior to the ending of a 
semester use the withdrawal grade for the 3'"i61

h 6 weeks 
grade and also the withdrawal grade for the final grade 
unless notified to do otherwise. 

5. Determining Grade Weights: 
Class work = 25% 
Test/Assessments= 25% 
Special Reports/Collaborative Assignments = 25% 
Participation = 25% 

6. Uniformity of marking is important. Ensure that 
assignments given are clearly labeled. 

7. Input at least 3 grades per week per subject This does 
include a weekly assessment grade. 

8. Respect student privacy and confidentiality and only 
share grades with them in private. 1 

9. Contact parents when students are not making 
satisfactory grades, or anytime during the grading period 
that a student is doing unsatisfactory work lor is failing: 
All students will receive a Progress Report whether the 
student is failing or not at the end of the 3"' six weeks of a 
six week period. ~· 
Note: Contact of parents must be recorded on the 

L.~~~~~ ~_]_~~-c-l-assroom parent conference/cal/ log sheet. __ j 
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,----·-· --
Procedure: Grading Daily Assignments and .Assessment~ March 2015 . 

Education Procedure: # 2.0 Frequency: Daily, 
Resource: Answer Keys, TXEIS Grade Book, Student's 

I Selected Work Portfolio 
Weekly 

Background Information: i 

Teachers will be responsible for grading student classroom work and assessments I 
on an ongoing basis. Students should receive regular feedback regarding their I 
work. In addition, teachers will display student work as a positive affirmation in the 
classroom and outside their classroom on assigned bulletin boards. Student names . 
are prohibited from being shown on their work. I -
Actor i Action Ste~s - ·--

! Teacher 
I 

1. Input mto the TXEIS grade book at least 3 grades and or I 
grade notations per subject, per week for each student in I 
your class. The notations include weekly test grades. 

I 

2. For students that refuse to complete classroom work, or fail I 
to complete assignments in a timely manner - input a 0 or ~1· enter the grade earned for the portion they complete. 
NOTE: Non-attendance considerations or participation in i 
extracurricular activities may not be used in determining a 

1

1 

student grade. 
3. Enter a grade of "0" for students caught cheating on a test, . 

or classroom assignment by inputting a o (Zero) and in notes 1

1

. 

in TXEIS document that the student was cheating. 
4. Round grade averages to the nearest whole number. 

1

1 NOTE: A comment must be added on the progress , 
report/report card for all failing grades. I 

i Elementary & Middle Students: 
1 Grades are recorded as numeric scores 

I 

Numeric scores can be translated into letter grades as follows: 
90-100 =A 
80-89 = B 

"170-79 = c 
51-69 =Actual number grade earned 

1 50 and below= 50 (not a letter grade) 
' 5. Grade all students work daily 

I 
6. Input the grades into the TXEIS grade book daily. 

Review the graded work with students, then file only selected work 
in the students Selected Work Portfolio. 

1 7. Ensure that grades for all students (in all subjects) taught 
, receive a grade and that those grades are averaged on a 

weekly basis. 

·I NOTE: Students with 10 or more absences for the semester do not 

I 
receive credit for courses, but should receive a grade for those 
courses. 

l 
For students who have been enrolled in a course for the entire 
marking period, determine the total amount of grades that the 
student should have received for a course and for that marking 

-------"-·~eriod; enter Q(2:_e.."') for incomplete assignmemts that are re uired, 
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I 

but not completed. I 
For any assignments for which a 0 (Zero) for incomplete work was 
entered for any course: if a student at some later date before the 
final grade is assigned completes the assignment(s), the grade is i 
entered in the relevant marking period (course) to displace the 0 ; 
(Zero), and the grade for that course/marking period is automatically 
recalculated to determine the final grade. 

!---~~~--'---~~~ ---~~~~ -~~-~~~~~~~~~--! 
1 Ongoing Task 

Teacher 

CAJACA 

I 

1. Display students' graded work and projects in the classroom 
and on outside bulletin boards as a positive affirmation. 
Record conduct grades in the TXEIS grade book for each 
student. 

I 

2. Periodically check TXEIS~gracle-.:b.--:o"'o"k-=-s-..fo-=-rc-c-=-o:-m=p"lia:-n:-c~e--o-:-:f~t"'h'is~~­
procedure. 

3. Ensure the integrity of the grading system. I 
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Procedure: Completing Report Cards and Progress 'Report~ I March 2015 "-:::=] 
Frequency: Mid way ' 

Education Procedure:# 3"0 (a) of a six weeks (3" II 

I
, Resource: TXEIS Grade Book, Teacher Hard Copy Grade Book week) End Six :I 

(Grades and Attendance) Weeks, End of 
I Semester .-J 
I Backgroundinformation: 

The DCJJAEP/AAE Analyst/Registrar will assist the CNACA with the progress 
report/report card process" After teachers have posted all grades for every student and 
every course taught in their class, they are to inform (by email) the Analyst/Registrar. 

- ~00~~ ~ f-'=""'"'-------t'=""""~=----------·----.. - I 
'Teacher For Progress Reports: 

1 

1" Post TXEIS grades" I 
2" Receive Progress Report from the AnalysURegistrar. 
3" Verify a Progress Report has been completed for each 1 

student in your TXEIS grade book and on your attendance : 
roster. Be sure to: 

• Indicate steps for improvement using positive comments in 
the comment section ofTXEIS 

• Mark the appropriate comment if a parent conference is 
needed" 

• Complete, sign and submit three-week progress reports to 
the appropriate Case Manager, so that the student's " 
successful days can be entered in a timely manner I 
(DCJJAEP) I 

• Case Managers wrll make a copy and then return 
Progress Reports to DCJJAEP Registrar upon completion 
of entering days so that they are sent out in a timely 
manner. 

4" Review Progress Reports for clarity and completeness" 
5" After Progress Reports are reviewed make copies for 

mailing 

For Report Cards: 

6" Post TXEIS grades" 
7" Receive Report Cards from Analyst/Registrar. 
8" Verify a report card has been completed for each student 

in your TXEIS grade book and on your attendance roster. 
9" Ensure that all students on your grade book receive a 

grade for the marking period" 
10" Ensure that students with 9 days or more absences for the 

semester receive the actual grade that has been averaged 
for the work they have done" 

11" Complete, sign and submit Report Cards to the 
Analyst/Registrar according to schedule, so that they are I" 

mailed out in a timely manner. 

~~J 
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·---------------,------------, 
Procedure: Completing Report Cards and Progress iReport!j March 2015 ~ 

Frequency. M1d way 1 

Education Procedure:# 3.0 (b) 
Resource TXEIS Grade Book, Teacher Hard Copy Grade Book 
(Grades and Attendance) l

of a s1x weeks (3'' 
week) End S1x 
Weeks, End of 
Semester 

~Actor 

1 

Analyst/Registrar 
Action St~,;--­

For Report Cards: 

I 

12.At the close of a six weeks reporting period, verify posted 
grades from each teacher according to the Report 
Card/Progress Report schedule. 

13. Print Report Cards from TXEIS, and distribute Report Cards 1 

to teachers. If report cards are not complete, return them to I 
teachers for correction and or completion. i 

14. Forward the completed reports cards to the CAIACA I 

Administrator for final review and signing. 
I 15. After report cards are signed by the Administrator, ensure 
. they are mailed and faxed to the districts according to 
] schedule. 

fcA/ACA----+--1cc6"".""Rc-e-v"'""ie_w_a_n_dc--si~g-n-a""ll_r_e-po-rtc--ca-r-cd~s-, P00r_o_g-re-ss Reports, & AARs 

I
. (AAE). 

I 
17. Record progress/regress dat.a from report ca.rds in a spread I 

sheet 
i 

i 8. Review progressiregress data with Assistant Administ .. rators I 
c__ ______ _L ___ _ca,t'"'t,_,h,.e_,e"-n"'d'-'o"'f-'e"a"c'"h'-"six \A/<l~ks"---------·----
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j Procedure: Making Corrections to Report tards __ .] March 2015 - ' 

----j -
Education Procedure: # 4.0 I Frequency: As 

Re rt Card I Needed r.R.:-~.~-ource: Grade Absences Correction Form, 
Background Information: 
NA 
Actor 
Teacher 

i 
I r Analyst/Registrar 

: 
i 
~ CA/ACA 
I Analyst/Registrar 

Analyst/Registrar : 

I 

Action Steps __ 
1. 

2. 

3. 

4. 

5. 

-
6. 

Discover that an in correct grade or credit has been issued on 
a report card. 
Complete a Grade-Absence Correction form and forward it to 

ar. the Analyst!Registr 

----·-- --;---;-;-~-------·--~--o---~--1 
ade Absence Correction forms, review , After obtaining Gr 
d them to the CA/ACA for review and I them, then forwar 

i 
approval. I 

--
Approve (sign off o n) correctionsthatneed to be made ·ancrl 

ck to the Analyst/Registrar. The i 
will enter the corrections in the TXEIS 
em, and redistribute them back to the 
r their signature. 

return them ba 
Analyst/Registrar 
database, print th 
original teachers fo 
Ensure a copy of t he corrected report card is placed in the i 
student's education file. A copy should go to the student's j 
Case Manager!PO 

Mail corrected rep 

forth~rfifes.. --~ 
art cards to the student's parent. Fax a I 
o the student's respective district (home corrected copy(s) t 

"·- ---school- uCJJAI=f-'J. I 

50 

-i Comment [t18]: Taken from JJAEP Po!iciL>s and 

1

. 
l Procedures and adopted by AAE 



Proce-.d~uc:re:c:~D=ev:ce:-olcco=pic:n=g-ca:-;;C:ocla:-:-ssroomMa"ncca=ge=m=e=nc-t "P:oclac:nc---,, ~ l 
and Maintain in a Classroom Mana ement Noteb,o,o"'~L---Jj'~M_a~rc~h~2~0~1~5 ____ _,: 
Education Procedure:# 5.0 
Resource: Current Classroom Roster, Rotation Schedule, I 

Frequency: Daily Seating Chart, Bus Route Roster, Classroom Schedule, 
Rest Room Water Break Schedule, Computer Lab 
Schedule, Gym Schedule, Parent Phone List, Current _J 
Lesson Plan 
Background Information: In the event the teacher is absent, a substitute will be able 1 

to step in, without significant interruption, and resume teaching the class. Teachers 
are re uired to maintain their Classroom Mana ement Notebooks at all times. 
Actor Action Steps 

1-T"'e~a~c-.h~e~r----1- 1. Teachers will complete a Classroom Management Plan j 

and a Classroom Management Notebook for each class. 1 
The Classroom Management Plan should consist of the 1 

following: 
• Classroom rules 
• General procedures (beginning of the period, use of 

materials and equipment, ending the period) 
• Procedures during seatwork and teacher-led instruction 

(student attention during presentations, student 
participation, procedures for seatwork) 

• Procedures for student group work (use of materials and 
supplies, assignments of students to groups, student 
goals and participation, learning teams) 

• Current Lesson Plan 

The Classroom Management Note Book will consist of: 
• Current Classroom Roster 
• Assigned Seating Chart 
• Current Bus Route/Parent Pick Up/Dart Schedule 

(DCJJAEP) 
• Rotation - Class Schedule I Current Lesson Plan 
• Rest Room/Water Beak Schedule 
• Classroom Management Plan (Refer to Dean) 
NOTE: Update the Classroom Management Note Book as 
needed. 

Dean of Stu-d~e~n~ts---'--2~. -R-eview/approve Classroom Management Plans 3. Periodically, check Classroom Management Note Books 
to ensure compliance. 

--~----· 
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[Pr~~d~r~: -~eveloping Lesson :Plans -------+-! Marc;[]_ 201_5 __ ~--~ 
Education Procedure: # 6.0 , 
Resource: Lesson Plan_.,_F"o~nn.,______ I Frequency: Daily I 

1 
Background Information: ------L-~ --~ 

1 It is the sole responsibility of the teacher to develop lesson plans for each subject 
taught in the class. The effective teacher develops lesson plans to provide direction 
toward the attainment of selected objectives. The more organized a teacher is, the 
more effective the !eaching, and th[JS the learning. 

Actor 

Teacher 

I CA/ACA 

L 

I Action Steps 

1. Individualize instruction and use a variety of instructional 
strategies to develop a sound Lesson Plan. 

2. Ensure that Lesson Plans incorporate TEKSfTAKS/EOC 
objectives. 

3. Modify Lesson Plans according to students Individual 
Education Plan (IEP). 

4. Complete AAE/DCJJAEP Lesson Plan using the following 
3 stages: 

Stage 1: Pre-Lesson Preparation 
• Learning Standard 
• TEKSfTAKS Objective(s) 
• Wide Focus 

Stage 2: Lesson Planning and Implementation 
• Materials Needed 
• Resources 
• Vocabuiary 
• 5E's (Engagement, Explore, Explain, Elaborate, 

Evaluate) 
• Lesson Closure 
• Assessment 
• Differentiated Instructional Strategies) 

Modifications/AccommodatiOns 
Stage 3: Post-Lesson Activities 

• Lesson evaluation and revision 

5. Submit a copy of completed Lesson Plans to the CA/ACA 
as requested. Keep a copy to place in the Classroom 
Management Note Book. 

6. Review Lesson Plans each week. Provide assistance to 
improve Lesson Plans as necessary. 

7. Maintain a Lesson Plan folder. 
8. Ensure that all teachers follow the Lesson Plan 

procedures. 

52 

Comment [t20): Taken from JJAEP PohCJes and I 
. Procedures and adopted by AAE , 



!P,:~~~d~re: Maintaining Student Selected Work Portfolios I -March 2015 l 
1--------

1 

;~ducation Procedure # 7 0 I 
esource: Students Selected Work/Assessments, Student Frequency DallY 

Work Portfolto (Te~tl,_Qourse Asstgnment, IE£ __j 
ackground Information: i 
achers are required to keep a record of student's academic progress as well as [' 

student's behavioral progress/regress Student Selected Work/Behavior Portfolio's 
will be eriodiC?IIY checked for compliance. I 
Actions I Action Steps __j 
Teacher 1 _ Create a Student Selected Work Portfolio for each I 
Analyst/Registrar student in your class. The Portfolio should have the 

following information in them·. 

I ' 

~N·~ I 
• I 

• completed work 
• assessment/test 
• academic rewards/recognition/accomplishments 
• Student requests/concerns 

2. Maintain the Portfolio in a locked file cabinet 
3. File all completed graded work and 

behavior/incident/referrals in the Portfolio weekly. 
4. On completion of the program (end of each six weeks), if 

the student transfers/withdraws: Place a rubber band , 
around all of the contents in the Portfolio and forward it to i 
the CAJACA. ------~~~~~-

5. Conduct periodic checks (audits) to ensure compliance of 
this procedure. 

1 

~~~-.1 
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-----.. ·----~~~--, 

Procedure: Special Education for AAE (JJAEP not 1ncluded) I March 2015 I 

1 ~~~~~~; r;~~~~~~es:,:~~ed Worl<!Assessments, Student ·l.~~~:;:~~cy Daily ........ ] 
~- ---~--Work Portfolio (Test), Course Ass_ig!'11Jent,,_,IE='P~_L~~~-
! I 

!: Background Information: \ 
' Students with disabilities are expected to receive the standard program provided by I 
AAE, supplemented by specific additional specialized instructional and related i 
services as s ecified in their IEP. 1 

___ ,_, ______ ,__ " ----------·-

The following pages are the guidelines for providing services to students with disabilities 
specifically for the Academy for Academic Excellence. 

The DCJJAEP guidelines are outlined on page 59. 

AAE 
Internal Self Auditing Procedures for the ARD Process 

PRIORtoARD 
• Special Education district clerks will schedule ARD's for all campuses and send 

notices to special education teachers, campus administrators, ESL teachers and 
clerks. 

• Clerks will make sure a class schedule and records are in cumulative folder for ARD. 
• Special education teachers will review folders prior to ARD. ARD facilitator will be 

responsible for documentation in folder, making sure it is current and complete 
before the ARD is conducted. Special education TA will be responsible for obtaining 
B.l\Sl from Novanet teacher and !TBS score from folder. The information will be 
given to ARD facilitator to incorporate into ARD discussion of student's needs. 

• Campus Administrator/Assistant Campus Administrator will make sure cumulative 
folder has a current schedule and graduation plan. They will take cumulative folder 
to ARD meeting. 

ARD deliberation 
• If the invitation letter indicates 3 attempts and no contact with parent has been 

made, the CNACA will verify contact numbers with student Another attempt will be 
made to contact parents, and if no contact is made, the ARD will be proceeding 
without parent present 

• During the ARD meeting, the Campus Administrator/Assistant Campus· Administrator 
will verify that class schedules match (cumulative folder to schedule of services in 
ARD paperwork). If during ARD it is determined the student will be placed in 
fundamental classes, the ACNCA will make revisions on the class schedule and 
give the draft to clerical staff for processing. 

After ARD 
• The clerk will revise the class schedule as needed immediately after CNACA gives 

them the copy of new schedule. They will then print 2 copies (1 for cumulative folder 
and 1 for special education folder) and give a copy to the special education teacher 
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for filing in folder. They will dispose of any previous schedules keeping only the 
latest schedule. 

• The special education teacher will compare the new schedule with the schedule in 
the ARD paperwork to verify accuracy. Then they will file in the miscellaneous 
section of the special education file. The special education teacher will account for 
schedule verification by signing the authorization to view folder with statement 
indicating schedule review. 

• The special education TA will keep an alphabetical daily log of all students who have 
gone through the ARD process. Every Monday they will give registrar an updated 
copy. 

• The registrar will check list when a schedule is revised on TxEis and communicate to 
Special Education team if any revisions are done to special education students. 

""The matching of class schedules in legal framework and cumulative folder service will be 
an internal ongoing monitoring item. 

AAE 
District Procedures for the Admission, Review, and Dismissal Meetings 

Temporary Transfer of Services 
Incomplete Records 

• If incomplete records are received prior to the Temporary/Transfer ARDs, the 
following areas should be discussed: 

o Demographics (Name, Address, Parent Information) 
o Procedural Safeguards 
o Accommodations 

• Adopt the accommodations utilized at the previous school 
• If needed, discuss and develop additional accommodations during the 

ARD 
o Assessment 

• TAKS information should be transferred and incorporated into the 
Temporary/Transfer ARD 

TAKSISTAAR Information will be discussed in-depth during the Annual/Placement 
ARD 

o Least Restrictive Environment (LRE) 
• The information from the previous school must be incorporated into 

the ARD. If the student was enrolled in fundamental/resource classes, 
then the IEP must also be adopted 
If the student was not enrolled in fundamental/resource classes, then 
the student is mainstreamed 

• Always address harmful effects 
o Schedule of Services 

NOTE: Information from previous school is not changed, hence Transfer of Services 

Complete Records (Full and Individual Evaluation (FIE) included and current) 
• Even if all of the records have been received prior to the ARD meeting, a 

Temporary/Transfer ARD will be conducted addressing the same areas as an ARD 
with Incomplete Records 
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• The FIE will be discussed only if the Diagnostician, Licensed Specialist in School 
Psychology, or the Speech/Language Pathologist (for speech only students) is 
present 

• If the evaluation personnel is not present, records are considered incomplete 
• An ARD with complete records can be changed to an Annual/Placement ARD only 

with the consent from evaluation personnel, special education director, instructional 
manager, and/or superintendent 

No Records 
• If no records have been received prior to the ARD, the following areas should be 

discussed 
o Demographics (Name, Address, Parent Information) 
o Procedural Safeguards 
o Accommodations 

• Discuss and develop accommodations during the ARD 
o Assessment 

• TAKS/STAAR assessment will not be as in-depth, but a statement 
should be in the minutes referring to determination of appropriate 
assessment during the Annual/Placement ARD. Remember: 

TAKSISTAAR Information will be discussed in-depth during the Annual/Placement 
ARD 

o Least Restrictive Environment (LRE) 
• Since information has not been obtained concerning the student's 

ability, the student may be mainstreamed with in-class support to 
obtain an accurate assessment prior to Annual/Placement ARD 

• Address Harmful Effects 
o Schedule of Services 

Annual/Placement ARD 
• The Annual/Placement ARD must be conducted within 30 school days of the 

Temporary!Transfer ARD. Areas that should be addressed are 
o Demographics 
o Evaluation Information (Evaluation Personnel) 
o Consent for Assessment (If applicable) 
o Parental Input (If applicable) 
o Accommodations 
o Assessment 
o Least Restrictive Environment (LRE) 

• Harmful Effects 
o Schedule of Services 
o Individualized Education Plan (Goals and Objectives) 
o Student Progress 
o Related Services 
o In-Class Support 
o Transition (If student is 16 or will be before next Annual ARD) 
o Graduation Plan 
o Extended School Year Services 
o LPAC Information 
o Transfer of Majority (If student is 17 or will be before next annual ARD) 
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NOTE: Information concerning the specific needs of the student should also be addressed 
in the Annual/Placement ARD 

Brief ARD 
• The Brief ARD is to discuss specific areas that may need revising. It is an 

amendment to the Annual/Placement ARD. The following areas should be discussed 
during a Brief ARD 

o Demographics 
o Current school placement if student has transferred schools within district (i.e. 

Lone Starto Medlock/Youth Village) 
o Accommodations 
o Assessment 
o Least Restrictive Environment (LRE) 

• Harmful Effects 
o Schedule of Services 
o Specific area(s) of concern 

IMPORTANT: Only revise the areas indicated on the Notice of ARD Meeting to the 
parents/guardians. 

Failure ARD 
• The Failure ARD is to address academic concerns and develop strategies to help 

the student succeed. 
• It will be conducted as a Brief ARD, addressing failure. 
• Failure ARD will be conducted if a student fails any six weeks grading period in the 

school year. 

Waiver of ARD 
If a student has transferred from and back to DCJJCS within thirty (30) days and the last 
documented information is from DCJJCS, if relevant, parent can be asked to sign a 
Consent to Accept Previous Information, waive the ARD, and continue with services 
specified in previous ARD. 

AAE! 
District Procedures for Identification of Special Education Students 

New/Intake Students 
• Each day the campus Special Education Teacher's Assistant obtains the Initial 

Hearing/Intake list from the facility 
• Each student's Home Language Survey and Enrollment Card are picked up from 

the campus clerk 
• Campus SPED TA transmits student's information to the District SPED TAs for 

verification of special education services 
• Once information is verified, District TAs communicate findings to the campus 

Special Education Team, Diagnosticians, and Director 
• If applicable, District TAs schedule ARD for student 
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Enrolled Students 
• General Education Teachers complete a referral for verification form and submit 

to campus Special Education Teacher's Assistant. 
• Campus SPED TA gathers Home Language Survey and Enrollment Card for 

referred student. 
• Campus SPED TA transmits student's information to the District SPED TAs for 

verification of special education services. 
• Once information is verified, District TAs communicate findings to the campus 

Special Education Team, Diagnosticians, and Director. 
• If applicable, District TAs schedule ARD for student. 

ME! 
District Procedures for On/Off-Campus Transfer of Folders 

On Campus 
• Daily, the Campus Special Education (SPED) Staff/Teacher's Assistant will 

review the current and the previous day's roster or obtain list of transfers from 
facility for changes. 

• As soon as changes are identified, campus SPED TA will communicate those 
changes to the Campus Special Education staff. 

• Special Education Teacher will retrieve student's folder from previous General 
Education teacher and transfer to current General Education teacher. 

• General Education teacher will sign the transfer log indicating receipt of 
information. 

Off Campus 
• Daily, Campus Special Education Staff/Teacher's Assistant will review the 

current roster for transfers to other facilities 
• Campus SPED staff/TA will communicate changes to the appropriate campus, 

District TAs, Diagnosticians, and Director. 
• SPED staff/TA will relinquish file to the appropriate campus within 1-2 business 

days. 
• Receiving campus will sign folder transfer form indicating receipt of information. 
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r;~cedure: Special Education for 0JAEP~ ____ I March 2015 

~~ucation Procedure:# g_o ----~---- -1 
Resource: ARD, IEP, Recommendation for Assessment [ Frequency: Daily 
Fonn _ 

-

Background Information: 

Students with disabilities are expected to receive the standard program provided by 
DCJJAEP, supplemented by specific additional specialized instructional and related 
services as specified in their IEP. Diagnostic Assessment Services will provide 
directio"n on deliverin services to student~ with learning_ d,is,a.,b,..il,..it,.-ie..,s"-. _____ _ 
Actor Action Items 

, Case Review 1. Receive the Referral to DCJJAEP information from the 
I Committee Chair students sending school district. 

I 

Case 2. During Case Review Committee (CRC) identify any 
Manager/PO students that have been marked as Special Education 

Instruction. 

Special 
Education 
Liaison 

CA/ACA 

3. Ensure that any student identified Sp. Education 
Instruction has the following documents specifying the 
student's status as Special Education. The following 
documents must be present in the students file at the 
time of the CRC: 

a. Updated IEP 
b. Updated ARD 
c. Updated BIP 
d. Manifestation 

4. If it is determined that any documents are missing from I 
1 the Special Education file, the Special Education Liaison 11 
', will notify the district representative that the student 

1

. 

I cannot be admitted until all proper paper work has been 

I
, submitted . 
. If all records are present in the students folder: I 
I 

5. Forward the file to the CAJACA of Education for review 
and lacement of courses, or s ecial services. 
Upon receiving a Special Education file, review it to 

I
' determine the proper course selection and classroom 

placement for the student. 

being put forth to assist the student toward making 
progress while in the program. _j_! 7:-. ~E"n"'s"u'c're=th:';a"-t "ia"-11 -"S'-p'i;ec:';iofai"-E:Cd:"u-';c';a"-ti~on-st-u:-d-e:-nt_s __ • 1-E-;cP-/B-1:-P-ce"t"'c.c-1 
are followed according to the law and that every effort is 

C
r I 8 Receive students IEP. Modify lessons according to IEP. 

' 9. Consult with Special Education Liaison for clarification, or 
. direction in providing Special Education services to 

·- __ -"'st,..u-,de"'nc:t:::.s.,__. ___ --------~----

l ~ment [t26]: JJAEP ONLY 
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I Procedure: English-;;;~ S;co-nd_L_a-ng_u_a_g_e--·-----.---M-a-rc_h_2_0_1_5 -~~ 

Education Procedure:# 8.08 ~.-1 
Frequency: Da.ily.. . 1, Resource: LPAC Forms, LPAQI\15J[)iJ.8,1______ ~----j 

Background Information: I 
The Academy for Academic Excellence Charter Schools District has carefully 
constructed local policies to ensure that non~native speakers of English receive the 
appropriate services pursuant to TEA Chapter 89. While the process for identifying 

! and serving English Language Learners may differ from campus to campus, the 
I policies will be uniform district~wide.~-------------

If a student is identified as an English Language Leamer and the Parent or Authorized 
Juvenile Facility Worker consents to the student's participation in the ESL Program, the 
student will receive services based on their individual needs. The goal of the ESL program 
is to increase the proficiency levels of English Language Learners in the areas of listening, 
speaking, reading, and writing so that they may acquire the academic language necessary 
to achieve academic success. 

English Language Learners who meet Exit Criteria according to the standards set forth by 
the State will be exited from the ESL program and monitored for 2 years. 

All LPAC members and Academy for Academic Excellence Charter Schools' employees are 
expected to adhere to all Federal, State and Local Regulations that govern Bilinguai/ESL 
Programs as it relates to educating English Language Learners. 

Please note the local policies are to be followed in addition to the policies prescribed by the 
state in the Annual LPAC Framework ManuaL 

LPAC Membership, Training. & Duties 

LPAC Membership: 

• The LPAC of each campus shall include the ESL Teacher, Campus Administrator, an 
Authorized Juvenile Facility Worker (Probation Officer, Facility Superintendent, etc.), 
and a SPED Teacher when necessary. 

• The Authorized Juvenile Facility Worker will serve as the parental representative of LEP 
students as long as she/he is not employed by the AAECS School District 

• If a student is ESL and SPED and the ESL Teacher is dual certified (ESL/SPED), an 
additional SPED Teacher will not need to attend the LPAC meeting. 

• Any additional members to the LPAC will be added at the discretion of the Instructional 
Assessment Coordinator/ESL Director. 
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LPAC Training: 

• All members of the LPAC will receive annual training on the LPAC process at the 
beginning of the new school year. 

LPAC Duties: 

• In addition to the LPAC duties as prescribed in Chapter 89.1220, the LPAC Chair will be 
responsible for notifying all General Education Teachers of each ELL students' 
Proficiency Language Descriptors in the Domains of Listening, Speaking, Writing and 
Reading. 

• Students that receive a Composite Score of Beginning or Intermediate on the TELPAS 
are required to receive TELPAS Intervention Tutorials, whereby the ESL Teacher or 
Teacher Assistant (under supervision of the ESL Teacher) provides Intensive English 
Instruction to the student. The LPAC will determine the appropriate amount of time that 
each student will receive such instruction. 

• A member of the LPAC is required to attend the ARD meeting of any student that is 
classified as ESLISPED. A member from the LPAC (in most cases, the ESL Teacher) 
will collaborate with the ARD members to determine if any changes to the ESL Exit 
Criteria Standards as prescribed by the State should be made. 

ESL Teacher & Teacher Assistants Responsibilities 

• ESL students a'" grade and under shall receive daily inclusion services in 
accordance with the length of the ELA class from a State of Texas Certified ESL 
Teacher. 

• Certified Content Area Teachers and Special Education Teachers that are also 
certified in ESL will be responsible for providing ESL services to any student in their 
classroom that is 8th grade or below and has been identified as LEP. 

• All ESL Teachers will keep an updated Inclusion Log for each ELL student. 

• A uniformed, comprehensive roster will be updated and posted by Friday of each 
week on the K:Drive/CharterSchools/ESL/Rosters for each campus. 

• ESL Teachers will be responsible for scheduling and facilitating all LPAC meetings 
for any student that has indicated a language other than English on the Home 
Language Survey; even if the student has been classified as NOT-ESL. 

• ESL Teacher Assistants will be responsible for maintaining the correct information in 
both the cumulative files and copy files. In the absence of a Teacher Assistant, the 
ESL Teacher will be responsible for maintaining all files. 

• ESL Teachers and Teacher Assistants duties will not be neglected for any other 
duties. 
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LPAC Documentation Process & Procedures 

LPAC Paperwork: 

• ESL Teachers will ensure that all LPAC Documentation forms are filled out completely. 

• ESL Teachers will ensure that all "LPAC Documentation Form" (Date of LPAC) and the 
Parental Consent form reflect the same date. 

• ESL Teachersffeacher Assistants will keep a compilation of all LPAC Documentation 
and Assessment information in the student's cumulative file as well as in a copy file. 

• ESL Teachersffeacher Assistants shall send a Notice of Placement Letter to the 
parents of every student enrolled in the ESL Program. 

• The student's ESL Program "original" documentation forms (this includes all 
assessments) shall be placed in the student's cumulative file in the section marked "ESL 
Information". The ESL Teacherffeacher Assistant will ensure that the "ESL Information" 
is placed in the cumulative file. The "ESL information" should include: 

> Cover Sheet 
> HLS 
> Parental Consent Letter (signed and dated with permission 

granted or denied box clearly indicated,) 
> Current Year Forms (LPAC doc form, EOY,TELPAS 

Writings etc.) 
> End of The Year Form (when applicable) 
> Previous Year LPAC, TELPAS, etc. Forms 
> Notification of Exit (when applicable) 
> Six Weeks Review Form 
> Monitored Students Review Form (when applicable) 
> TELPASfTAKS scores 
> WMLS Test and Scores or Home School OLPT Scores 
> ITBS Scores (when applicable) 
> Home School Records indicating student is LEP, NOT-LEP 

or a Monitored Student (only when continuing services from 
home school) 

• It a student is withdrawn from a campus and transfers to a campus within the DCJJCS 
district, the ESL Teacher at the outgoing campus will send an email notifying the ESL 
Teacher at the receiving campus. 

• It a student is withdrawn from a campus and transfers out of the district, the ESL 
Teacher at the outgoing campus should forward the file to the District ESL Director's 
Office. 

• If changes are made to a SPED/ESL student's Exit Criteria during an ARD meeting, the 
changes must be documented on a "Revised" LPAC Initial Documentation Form. 
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Inclusion Logs: 

• ESL Teachers are responsible for keeping daily "Inclusion Logs" for all English 
Language Learner that are in grades 3-8. The Comments section should only reflect 
information that pertains to services provided by the ESL Teacher or the student's 
performance in the classroom. 

• ESL Teachers!Teacher Assistants are responsible for keeping an updated "TELPAS 
Intervention Log" for each English Language Learner. 

• ESL Teachers!Teacher Assistants should keep a binder of all Inclusion Logs. 

• When a student is withdrawn from a campus, the ESL TeacherfTeacher Assistant 
should place a copy of the Inclusion Logs in the copy file and forward it to the next 
campus or to the Central File Office (ESL Director's Office). 

TELPAS: 

• All ESL Teachers will serve as TELPAS Administrators at their respective campuses. 

• All Teachers will complete all TELPAS Rater requirements as prescribed by TEA. 
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Procedure: Coordinating Program Sponsored Field Trips or_·~· March 2015 ·,, 
Putin s . . 
Education Procedure: # 10.0 I Frequency: As j 

;;~u;:e~=~rr:,;t :;~i:~~~~~{:t~'~;~~;:rereal plan, trip 1 Needed ______j 

I 
Background Information: I 
All DCJJAEP sponsored trips must be approved by the DCJJAEP Administrator. A 1 

. two week notice is required before approval to take students off campus is granted. 1 

! All submissions for program sponsored trips must include the following infonnation: . 
(parent approval and notification of the trip, a meal plan for students, destination and ! 
phone number of the establishment, a list of students and staff attending, time of I 
departure/arrival and a check list that indicates all student(s) parent home/cell phone j' 

numbers, student medical conditions, staff cell phone numbers, brief plan for 
\ classroom coverage and any cost associated with the trip. Under no circumstances \ 
j will a student be allowed to participate in an off-campus trip if his/her behavior has I 
1 been, or is subject to being unacceptable_, __ ·--~ 
I Actor I Action Steps • 
I All Staff I 1. Submit a request for a field trip to CNACA at least two I 

I Teacher 
I 

weeks prior to the trip. I 

Ensure that you have included all the specifications listed in the I 
background information. j 

2. For teachers: Ensure that you include in your request the 1 

required/detailed information regarding the trip. I 
3. Inform students going on the outing that Student Code of 

. Conduct and Transportation Bus Rules apply. . 
I NOTE: Students with attendance or behavior issues are strictly I 
I prohibited from going on an outing without the Administrator 
i a roval. ~ 

4. Review all request for field trips and outmgs. Ensure parent 
permission slips are all signed and that there are adequate 
phone/contact numbers for staff going on the trip as well as 
for parents of the students on the trip. 

5. Notify the Deputy Director at least a two week prior to the 

I
, outing and provide information as needed. 

6. Review classroom coverage and academic schedules to 
ensure coverage of classes whose students will not be 

L attending the outing. , 
7. Return the approved Field Trip form back to the teacher/staffj' 

within one week from the date of the request. 
______ _l__-,Bc_. Esure that vans or adequate traf]~portation is ready. 
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IP~;;;;;;;;;;;:e: Managing Student-B~havior March 2015 

~e#11 

1

1 
Resources: Incident/Behavior Reports, Referrals to Case Frequency. Daily 

_ Manager!PO, Chronological Behavior Records __ =] 
I Background Information 

1

1 It 1s the policy and practtce of the AAE/DCJJAEP to prov1de a behaviOral 
management system that teaches students how to behave appropriately as well as I 
prov1de consequences when their behavior violates established rules L1kew1se, 
students w:ll be rewarded for good behaviOr and exhibiting positive pro-social skills. I 

:;~d~~: ;::~!~h~~~f~~:~~~~o~; 0~~~~~~~ student's behavior and ensuring that I 
Actor --------

1 All Staff 
: Action Steps _ ==-;--:==:c-:===-:--c-:;c--:-=c---1 

L When improper student conduct obstructs or disrupts 

• 
• 
• 
• 

• 

classes or other school activities or operations, or when 
the safety of members of the school community is 
endangered by threats of violence or violent acts, staff 
may take the following courses of actions: 

De-escalation of the behavior 
Refer the student to the JSO 
Behavior Intervention Specialist (DCJJAEP/DRC) 
Refer the student to his/her Case manager/PO 
(DCJJAEP/DRC) 
Schedule and conduct a parent conference 
(DCJJAEP/DRC) 'Case Managers should be involved 
in all scheduled parent conferences 

I
I • Refer the student to his/her Probation Officer (Case 

Managers/Probation Officers will be responsible for the ! 

1

,'
1

1 correspondence between a DCJJAEP student's PO) as I' 

applicable(DCJJAEP/DRC) 

• Refer to the Dean of Students 
• Refer the student to a Behavior Intervention Specialist I 

----~ J~-·~-R-efer -t~e student to the Sheriff Offic_e_rs--~ 
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rPr~~~d-ure: Completing Incident and Behavior Reports . 
March 2015 ~ 

, Procedure# 12_0 Frequency: Daily I Resources: Incident/Behavior RepQf!£Q.rms 
"" 

I Background Information: 
\ An Incident I Behavior Report should be written when staff becomes aware that a 
1 student has allegedly committed a major or minor infraction of the Student Code of 
I Conduct Incident Reports will be completed immediately after the incident occurs_ 

Behavior Reports should be completed as necessary and submitted for review as 
they occur. 
Major Infractions (not limited to the following): 

Fighting/Assault Injury to student or staff 
Alleged abuse/neglect of a student Safety rule violation: false alarm 

i Inciting a riot Hazing I Bullying 
Terrorist threat Sexual Misconduct 
Vandalism Extreme verbal abuse 
Possession of a weapon, or prohibited contraband 

I Minor Infraction (not limited to the following): 
Dress code violation Sleeping in class 
Persistent misbehavior Not following instructions 
Failure to participate in class activities Cursing, or school disruption 
Consistently tardy (late for school with no viable written excuse) 

Actor Action Steps 
- -···---

Any Staff L Complete an Incident Report (immediately (1-2 hours) after 
an incident has occurred): I 

I 
NOTE: All incidenUbehavior reports shall contain the following ' 
information and must be forwarded to the Behavior Intervention 
Specialist for review prior to leaving for the day: 

• Who was involved 

• When did it happen 

• The violation that allegedly 

• Where did it happen 

• What action was taken (Intervention made by the staff before 
and after the incident) 

• What ha~~ened, or comments 
Behavior 2_ Review all Incident and Behavior Reports - complete an 
Intervention investigation and document findings_ Within 24 hours, 
SpecialisUJSO forward a copy of all incidents (2 hours) /behavior reports (24 
Supervisor hours) to the following individuals: 

• CA/ACA 

I • Case Worker/PO 
! 3_ If the incident involves a staff member, refer the staff 
I member to the CAJACA for investigation inquiry_ 
' 4_ In the event of a restraint - instruct the staff member to 

com lete a Restraint Re art and submit it alan with the b p 
Incident Report_ 

Case -~-- -+---=5-_ -A~ft~e-r-re·c~i_vi_ng_ all Incident I Behavior Reports, determine 

p g 
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I Manager/ P~O~ I whether the student who the report(s) is written on -should 
earn an unsuccessful day in the program for committing the 
alleged infraction(s). 

6. Document the "unsuccessful day" by entering it into the 
electronic database. 

7. Counsel with the student as needed regarding his/her 
behavior. 

NOTE: For all incident reports written where you suspect abuse 
and neglect of a student has taken place - immediately 

.I

I . 

, re ort it to the Qualit Administrator for investi ation. 
1 Dean of 8. Review all incident reports and investigate as needed. 

L-
tu_d_e--nts -~-'-~~~E-n-s-ur-e that incidents are handled according to T JJD standards. All incident reports should be filed in the incident 

report notebook. 
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INCIDENT REPORT iPROCEDURES 

The following guidelines/procedures will dictate the writing and reporting of all Incident 
Reports: 

ALL STAFF SHOULD KNOW THAT: 

1. All incidents must be deemed major infractions of the Student Code of Conduct, or 
violate a state /local law in order for a student to receive an Incident Report. 

2. Incidents involving injury to a student, or staff must be reported immediately to the 
CAJACA. All Incidents of abuse and or neglect will be investigated and reported to 
Texas Juvenile Justice Department, or Texas Department of Family and Protective 
Services. 

3. Incidents involving a restraint will be reported immediately to the Behavior Specialist 
and the Dean of Students. All restraints will be investigated. A Restraint Report must 
accompany an Incident Report. All other incidents must also be reported 
immediately. 

For example: If two students have a fight and one of the students in the fight cuts his 
arm, the CAIACA needs to know immediately. 

4. De-escalation should be used at ALL TIMES to avoid, or defuse major incidents. 

5. Restraints will be used as a LAST RESORT and must never be done alone if it can 
be avoided. 

6. All Incident Reports will be written completely, legibly, and correctly. Falsification of 
Incident Reports will be subject to disciplinary action. 

7. Incident Reports are subject to subpoena and /or review by law enforcement 
officials, judicial bodies and Dallas County Administration. 

I have read, understand and will comply with the above revised Incident Report procedures 
and guidelines. 

Employee Name Date 

Employee Signature Date 
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I Procedure: Escorting Students & Conducting Restroom I ~~ 
I Water Break~ March 2015 

I Procedure # 13 0 ----- I - ----i 
I **Facility policies will supersede directives in this section Frequency: Daily I 
! Resource: NIA , 
I , 

! Background : 
I Students are prohibited from walking the building unescorted by a staff member, All I 

staff when escorting students should prompt students with teaching interaction and I 
reinforce escortir:!f! rules. , 
Teacher/TA --- r_ 1' Before moving student(s) from one location to the other, I 

_ ensure that the line is straight and quiet before moving, I 
All Staff 1 Hallway Safety Movement: 

: 2. To create a safe hallway, students should have their front I 
I and back pockets checked by staff before entering the I' 

hall. 
3. While students are in the hall they should be instructed , 

~: ' 
• Look straight ahead and not into classrooms or at other I 

students in the hallway I 
• Walk quietly without making any noise _ 
• Remain in a straight line (single-file) and to the I 

designated area of the hall I 
4. Student must remain in staffs line of sight at all times. 

Staff should· 
• Position themselves with one staff midway of the line and I 

the other staff at the end of the line. If there is only one I 
staff, that staff should remain at the back of the line I 

~~ Prompt students to stop at each corner i 
During Restroom Breaks (DCJJAEP & DRC): I 

5. Follow the escorting procedures as outlined above. j 

6. Staff- check restrooms for graffiti and or other damages : 
before and after your students use it. -

7. All students should enter and exit the restroom one at a 
time, or no more than 3-4 at a time. 

8, If students are disruptive, return them to class until they 
are ready to follow hallway I restroom rules. 

9. Take students to the restroom and to get water only 
when it is your scheduled time (see Restroom/Water 
Break schedule). 

69 

Comment [t31)! Taken from JJAEP !'ohc!es and 
' Procedure.s and adopt;.,"<i by AAE 



1 Procedure: Managing Student Arrival (DCJJAEP(DRC) I March 2015 ·--~ 
I 

Procedure# 14.0 
Resources: Z-Racks/Coat containers (marked by 
classroom), Rubber gloves, Key bags, Medal detector, Frequency: Daily l!l 

Hand-held Wan.<J~ ._Tw~o-_.IM"'a"'y'-R=ad,-:i.oo:o:e.s ________ __~. __ _j 
Background Information: 
Arrival and Dismissal are the most important times of the day. Students are required 

: to enter and exit the building in a quiet and orderly manner. Behavior Specialists are 

~
. sponsible for overseeing the Arrival and Dismissal process. This includes: 

suring that there is adequate coverage by JSOs to conduct a smooth arrival and i 
smissal, dealing with behavior p ..... r .. oblems as they ... m .. ay arise during these times and I 
<i!JJ:irlR!hat Arrival and Dismis~al staff have ad.,gu_a_te resources to do their job. J 

• Actor 1
, Action Steps 1

, 

~ . I Arri~a\t 8·:~~ am, announ~e over the school intercom syste~·-~ 
1 Specialist's 1 for staff to report to their arrival post (i.e. hall way, or 

male/female search area). 

--I 
I 

I 

I Assigned Staff 

Sheriff Officers 

2. Monitor entry area and male/female search area to 
ensure order and consistency of the arrival/search 
procedure. 

3. Handle student misbehaviors as necessary. 
4. Check metal detectors, hand held wands and 2way 

radios to ensure proper working condition. Issue radios 
to staff that will need them to conduct arrival. 

5. Report to your post five to ten minutes prior to the start 
of arrivaL The fo!!mvfng areas should be covered: 

• 
• 
• 

Hall ways 
Student entry doors (front and back) 
Male/Female search areas 

6. Sheriff Officers should be posted at the front and back 
entry areas of the school. All major violations during 
arrival should be referred to Sheriff Officers ASAP. 

7. Outside Bus Monitor- will monitor the students getting 
off of the bus and instruct them to line up to enter the 
building. 

8. As students enter the building to be searched, they 
should be instructed to: 

• Remain in a single file line 
• Submit their keys 
• Remove their belt and coat before going 

through the metal detector 
• Remove shoes 

(Comment (t32): SPECIFIC for JJAEP/DRC 
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Assigned Search 
Team Staff 

j Hall Monitors 

1 Searching/During Arrival: 

i 
: 9. As students enter the search room, they should be 

instructed to: 
• Place all objects in their pockets on the 

contraband table 
• Place shoes, belt and coat on the contraband 

table to be checked. Coats, jackets, etc. should 
be hung on the Z-Rack of the homeroom class 
the student is assigned to (high school students 
in the assigned barrels. 

1 0. Instruct students to go through the metal detector. If the 
metal detector goes off, the student should be checked 
with a hand-held wand before proceeding on to a 
searcher. 

11 All students will receive a basic pat-down search after 
going through the metal detectors. A basic pat-down 
search shall not be invasive or cause discomfort to a 
student. Check the following: 

• Mouth, ears, and hair 
• Student will turn backwards with arms extended 

(vertical) with open palms; collar, torso 
waistband, pockets, both legs and both feet 
should receive a complete pat down. 

12. Female students will only be searched by female staff. 
During a search of a female student; have the student 
pull her bra forward to check for contraband. 

13. All contraband items except money in the amount of 
$3.00 will be confiscated and forwarded to the Behavior 
Specialist. 

14. After a complete search is over, instruct students to 
tuck in their shirt, put on their shoes and belt - and 

roceed down the hall to class. 
15. Ensure that students remain to the right side of the hall 

while walking to their classroom. There should be no ' 
talkin , sto in for water, or socializin in the hall. 

' Assigned Early Early Arrival Students: 
I Staff .. -- 16. Early arrival begins at 7:30AM. All students arriving at 
~ .... this time will be instructed to remain in the designated 

I Behavior Specia-~l~is-ct+--c1c-.---'O~"-~e'!:J~~i:ma~:::~:r:~:~ s~:~:n::::~u:r::a~:c:~::~ 
to their designated search area. There will be two staff I 
(one male, one female) waiting to greet students in the 1 

search area. Students should be searched and then ' 
placed in designated room until it is time for them to be 
escorted to their homeroom class. 

! NOTE: Female students will be searched by a female staff 
1 

'j and male students by a male staff. At no time should a male I 
L__ _______ ..c. _,s,ta'"ff'-'be left alone in the building with a fem_ale student. 
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I Procedure: Managing Student Dismissal (pCJJAEP) I March 2015 I 
! Procedure# 15.0 I I 

· Resources. : Z-Racks/Coat containers (marked by I Frequency: Daily j 
c/assroof)J),Key bags, 2-WAY Radios . --··-----
Background Information: I 
Arrival and Dismissal are the most important times of the day. Students are required 
to enter and exit the building in a quiet and orderly manner. Behavior Specialist's is 
responsible for overseeing the morning arrival and dismissal of students. This 
includes: ensuring that there is adequate coverage by JSO's to conduct a smooth 
arrival and dismissal, dealing with behavior problems as they may arise these times 
and ensuring arrival - dismissal staff have adeguate.r:.,s_ources to do their job. __ _____, 
Actor(s) Action Steps : 

Behavior 
Specialist's 

JSO's 

CA/ACA 

Outside 
Monitor 

Dismissal: 
1. Prior to announcing for hall monitors to report to their 

post positions; coordinate with the Behavior Specialist 
to make sure dismissal is ready to take place. The 
following should occur: 

• Students coats/keys should be returned to them in their 
homerooms 

• Parent pick-up list should be generated 
Bus • All parent pick-up students should remain in class 

• Designee (calling bus routes should be in position) 

Case Managers 2. At 3:45 pm, announce over the school intercom system 
for staff to report to their dismissal post (i.e. hall way, 
classroom). 

3. Monitor halls and classrooms to ensure teachers and 
teacher assistants are prepared for dismissal. 
Students should be engaged in Sustained Silent 
reading. 

4. At 4:00 PM, the designee will radio to the hall monitors 
to send out the first 2-3 bus routes. 

5. Teachers I JSO's -line up all students for the first 2-3 
bus routes called and send them out into the mail hall 
to catch their bus. 

6. Once all bus routes have been called, announce for the 
students who ride public transportation (Dart) to be 
dismissed. 

7. Behavior Specialist, or designee - line up public 
transportation (Dart) students. All students riding Dart 
must sign out each day on the Dart Srqn-Out Roster 1 

(Return all radios to Behavior Specialists). I 

L ___ ----------"---- ~ J 

Comment[t33]: JJAEPONLY 
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Procedure: Managing Student Dismissal (DRCV March 2015 l Comment (t34]! DRC ONLY 

Procedure# 15.0B 
Resources: Z-Racks!Coat containers (marked by Frequency: Daily 
classroom), Key baqs, 2-WAY Radios 
Background Information: 
Arrival and Dismissal are the most important times of the day. Students are required 
to enter and exit the building in a quiet and orderly manner. JSO's are responsible 
for overseeing the morning arrival and dismissal of students. This includes: ensuring 
that there is adequate coverage to conduct a smooth arrival and dismissal, dealing 
with behavior problems as they may arise these times and ensuring arrival -
dismissal staff have adequate resources to do their job. 

Actor(s) Action Steps 

Dismissal: 
Behavior Specialist 1. JSO's, Teachers & Case managers will make sure that 

the following procedures will take place during 
JSO's dismissal 

• Students coats/keys should be returned to them during 
CA/ACA 61

" period 
• Parent pick-up list should be generated 

T eachersfT A's • All parent pick-up students will remain in class 

Case Managers 
2. At 3:10p.m. TeachersfT'A's will prepare for dismissal. 

Students will be engaged in Silent Reading 
3. At 3:15p.m.Teachers/JSO's/Case mangers -line up all 

public transportation students (DART) to be dismissed. 
4. At 3:19 p.m. students 'NiH be escorted by the JSO staff 

over to the DART bus stop. 
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j Procedure: Referring Students to After School Detention I M~;ch 2015 -~~~ 
I (DCJJAEP!DRC) 

Procedure:# 16.0 -~---'---------i, 
Frequency: As i 

Resource: ASD Referral Form, 3 Behavior Reports, ASD Needed 1 

f-----S"'i1gn-ln S,.h..-e,._e"-t ___________ _L --------~ 

&~~~ I 
A student is referred to ASD after they commit three minor infractions of the Student ,. 
Code of Conduct. ASD will begin at 4:00 pm and end promptly at 5:00 pm. Minor 
infractions of the Student Code of Conduct include, but are not limited to the 
following: 

• Sleeping in class 
• Out of dress code within the proceeding number of days 
• Not following instructions 
• Cursing 
• Refusing to participate in activities 
• Persistent misbehavior , 

When students are referred to ASD, their parents must be contacted and a detailed I 
reason(s) for the ASD must be given to them. In addition, parents must give detailed 
information as to how the student will be getting home (i.e., permission to ride the , 
DART Bus, alternative relative will be picking them up, etc.) Under no circumstance 1 

will a student be given ASD without first knowing how the student will get home. All .

1 

ASD referrals will be submitted to the Behavior Specialistlon duty Case Worker by 
2:45 PM each day. If an ASD referral is submitted after 2:45 PM, the student will 
serve his/her ASD on the next day. All ASD referrals must be approved by a j 
Behavior Specialist. If a BS is not available, ASD can be approved by a CA, ACA, , 
Case Manager/ Probation Officer. Note: Students may not serve more than 3 days of I 
After School Detention at a time without the permission of the Campus I 
Administrator. 
Teacher 1. Write a Behavior Report on a student when they commit 

1 
JSO minor infractions of the Student Code of Conduct ·1 

1 Staff 2. On the 3"' Behavior Report, complete an ASD Referral I 
I and forward a copy to a Behavior Specialist along with i 

Behavior 
Specialist 

the Behavior Reports. I 
3. Contact the student's parentfguardian and inform them of 

1 

the ASD Referral. 
4. Document the parental notification of ASD Referral. 
5. At 4:00pm, escort the student(s) to the ASD. If you need I 

assistance with escorting students, contact a Behavior 
Specialist. 

6. The teacher/JSO will arran e to have ASD conducted. 
7. Approve ASD Referrals as needed. I 
8. Follow-up with TeachersfTA to ensure that all paper work 

has been completed correctly, including parents being : 
notified and identifying the student(s) way to get home. I 

9. Refuse any ASD referrals that are incomplete, or when I 
there _no documentation a parentfguardian has _been I 

____ __j ___ __"in..,f-""ormedof an ASDc___ _____ _ 
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Teacher/JSO 

ASD Monitor 

1 Q_ Ensure that there are adequate supplies for students tal 
complete their ASD (i.e., copies of the Student Code of 
Conduct, paper, pencils, etc} 1 

11. As students arrive to ASD, instruct them to sign the ASD I 
Sign-In Sheet At the end of ASD, place the original copy I 
of the ASD Sign-In Sheet in the Behavior Specialist's mail 
box. , 

12. During ASD, be sure to counsel students about the I 
behavior that warranted them being referred to ASD: 

• Classroom behavior I 
• Dress Code 
• Persistent misbehavior etc. 

, 13. Forward a copy of the ASD Referral to the students 
i respective Case Worker/PO. 
1 NOTE: Case Managers must receive a copy of all legitimate l Behavior Repotts. I 

~-Dean of Students l- - 12. Monitor ASD process to ensure compliance. _ ; 

• Case Manager/ 1 14. Counsel with students on your case load who are~ 
1 repeatedly referred to ASD. Enter a deduction o; 1

1 

1 

Good Days for every 3 serious behavior reports, as 

__ ___j_ ___ necessary. __ j 
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Procedure: Referring Students to in-school suspension (ISS) I M h 2015 l 
: (DCJJAEP/DRC) __ _ ________ _ arc:.:___ _ _ 

I 
Procedure:# 17.0 ---+----'-' j 

_ Resources: Incident Report, Student Classroom Work, ISS [ Frequency: On going , 
': __ Referral Fonn, Phone Log _ _j _--=---::__j 

I

, Background Information: I 
(ISS) In School Suspension is a highly structured entity of the school program and i 
should be used as a last resort to remove a student from the classroom. The ISS 1 

Coordinator is responsible for overseeing ISS. Staff should use every available ' 
resource at their disposal before referring a student to ISS. If referred to ISS, 
students are expected to complete the ISS program before being returned to their 
class. 

The following incidents warrant an ISS Referral: 
a. Fighting (depending on officer referral) f. Gang Related behaviors 
b. Repeated noncompliance with classroom rules g. Hazing 

, c. Verbal abuse of staff, students, or visitors h. Cheating 

I 
d. Gambling L Dress Code Violations x3 -i 
e. Possession of contraband 

I ;;;;, ]Moo ,.,;··· . . . 
: 1. Write an Incident Report on any student that commits a 1 

major infraction of the Student Code of Conduct. , 

2. If the incident warrants a referral to ISS, complete an [ 
ISS Referral form and submit the Incident Report and I 

I ISS Referral form to the Behavior Soecialist I 
rsehavior Specialist 3. Investigate all incident reports and ISS referrals to1 
i determine if a referral to ISS is warranted. If the i 

incident warrants a referral to ISS, sign off on the I 
referral and indicate the number of days the student(s) 
must serve in ISS: If a student is referred to ISS after 

1

: 

10:45 a.m.: 
• Have a JSO to escort the student(s) to ISS. , 
• Instruct the JSO to ensure that the student's I' 

classroom assignment work accompanies the 
student to ISS. I 

• Make adequate copies of the incident report and ; 
ISS referral form for the students: Case [ 
Manager/PO 

NOTE: Case Worker!PO must enter all serious behavior! I 
incident reports written on their students into the database. _ _ 

4. Ensure that all student(s) referred to ISS sign the ISS 
sign in Log. 
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------~~~~~-----,-------~----~---, 

Procedure: Referring Students to ISS (ISS) (DCJJAEPiPRC~ March 2015 

Behavior Procedure:# 7_0 (a) 
Resources: Incident Report, Student Classroom Wori<, ISS 

Referral Form, Phone Lo 
Frequency: On going 

'I Floating JSO 5_ Follow the curriculum for teaching/monitoring the ISS 
, classroom_ Adhere to ISS classroom schedule as it is 
' written. 

6_ Maintain a file on each student referred to ISS_ Each 
student's file must contain the following information: 

• Incident Report 
• ISS Referral Form 
• Complete ISS Referral Packet 

Behavior Contract 
Behavior Goals 
ISS Journal Entry 
Student Behavior Work Sheet 

7_ During dismissal, dismiss students from the ISS 
classroom. 

8_ Ensure that ISS has adequate resources to function on 

------~=""--+----co--7a d_,~ly bo-;a,._,s,.,is-,-~-c-~ Teacher/JSO 9_ Send adequate classroom work for your student(s) to 

Case Manager/PO 

complete while in ISS i 
10. Visit your student(s) while they are in ISS at least once I 

to ensure they are completing their assigned classroom I 
work and to answer any questions they may have . 
about an assignment Encourage your student so that I 
when they return to the classroom they are mar~' 
subject to comply with classroom rui<'!S----c----c-;--

11. Monitor all incident reports/office referrals and /or ISS 
Referral Forms for students on your assigned 
caseload_ 

12. Visit and counsel students on your caseload that have 
been referred to ISS as time permits_ Document all I 
counseling sessions in the student's master file (under I 
behavior_ 

Dean of Students 13_ Monitor the ISS process to ensure compliance of the 
_ _ _ _L __ ~pr~o~ced_~r~e~s~----
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Procedure: Responding to Emergency $ituations j March2015 

Procedure:# 18.0 i 
Resources: Emergency Response Manual, Incident Report F 

0 
. 

Fonn, Classroom Roster, Flash Lights, First Aide requency: n go1ng 
Kits, Classroom Phone Loa 

Background Information: I 
An emergency can strike at any time. It is important that we are ready to respond in 

·l1 
the event an emergency situation should happen on our campus. Administration, 1 

staff, students and visitors must be aware at all times. I 
Actor I Action Steps . I' 
All Staff, Students, 1. • Administration must be prepared to respond to any ..... 
and Visitors , emergency situation and follow the protocol of the 

I schools emergency response guide. I 
I • Staff is responsible for acting as role models for our I 

students and providing direction and instructions that I 
would prevent chaos, which often leads to harm. 1 

• Students must act appropriately during an emergency · 
(listen and follow all instructions) 

• Visitors must act responsibly, listen and follow 
instructions. 

1L NO. TE.: For further information regarding emergency response, I 
_________ leloread a_nd follow the DCJ~AEP Emergency ReS2Q'1Se Guide,_.J 
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Procedure: Suspending Students from Campus I March 2015 
_([)~~JAEP~Df<C) _____ _ 
Procedure:# 19.0 

1 Resources: Incident/Behavior Report, Level System ! I Frequency: On going 
\ lnfonnation, Parent Conference Documentation, ISS, ASD 

Referrals 
Background Information: · --·--· 'I 

After all behavior interventions have been exhausted, a student will be expelled from 
the DCJJAEP/DRC for (3) days per offense. The following interventions are as 
follows: 

• Behavior/Incident/Bus Reports 
• Parent Conference held by the students Case Worker 
• Sheriff Officer conference 

i • At least 1 referral for After School Detention, In School Suspension 

1

1 ~ • Any major violation of the Dallas County DCJJAEP/DRC Student Code of I 
Conduct i 

~~~u~nly the Dean of Student~~ill have the authority to suspend a student from I 

ctor I' Action Steps 
, Staff 1. S;ou-cb'-m-c:it-a"'ll"'r~-n-c~id'"'e-ntTbehavior reports, referrals for ISS, 

Case Worker 

· ASD, bus suspensions and documentation of parent 
conferences to the Dean of Students. 

2. Review and investigate all reports submitted on the : 
student(s) behavior. If you feel the student(s) behavior 
may warrant suspension; submit the behavior 
information to the DCJJAEP Administrator for review 
and a final disposition. I 

3. Schedule a meeting with the Administrator and bring . 
the student to the meeting. j 

4. If the students b. e. havior warrants suspension; contact 

I
, -:-;===c:---t-- the parent and inform them of the decision. 

Dean of Students 5. Review all behavior information for compliance of 1 

Dallas County Policy and Texas Juvenile Justice 1 

Depaitment Compliance Standards. i 

I 

6. If the student(s) is suspended, complete a suspension · 
letter and mail it to the student's parent/guardian. 

Attendance Clerk 

7. Ensure a copy of the suspension letter is filed in the 
_behavior sectiofl_Of the student's permanent file. ~ 

8. Receive a copy of the student(s) suspension letter from I 
the Administrator. Ensure the students attendance is 

_______ _J~ __ r-p,_ro:tpo:e:::rl:z..Y coded as "unexcused,_,.a.,.b.,.se__,n'"c.,.e._"'-. ______ _] 
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Procedure: Request for Information from Juvenile Probation I ------~ 
Officers I <:)_ut_s_id_e_l::~~tiE)S~~~-~~--------~~~rch 2015 -~~~ 
Procedure# 20.0 
Resources: Incident/Behavior Report Fonns, Academic Frequency: Daily 
'r=-·-------~orts etc. 
Background Information: 
An outside entity such as Dallas County Juvenile Department, School District and Law 
Enforcement Agency can request reports and other records. However, no information 
is to be released to any other outside agency, or entity with-out the permission of the 
CA/ACA, or designee. It is normal practice for the DC-Juvenile Department Probation 
department to request records such as student incident/behavior reports, birth records, 
academic records, and immunizati9!!1h_e~lt,.h,__r-.-e-.-c,--o"rd._,s-,_. _______ _ 

Actor I Action Steps . . : 

I 
staff 1 1.-Seek. permission to forward student information to _outside I 

entities when ou are unsure whether, or not to do so. 
~C-a-se-----+--2""_---oF~o""rw=a--.rd-i"'-"an"-y'L'"'ne'-'c'"e""'s·sary information requested ·-by DC-
Manager/PO Probation department. 
Analyst/Registrar 1 

Clerk NOTE: Follow these guidelines when forwarding information: ~-
CA/ACA • Attendance requests will be forwarded on an as needed 
Dean of basis 
Students • Major Incident Reports will be investigated and then 

forwarded to necessary parties upon request only 
3. Inform DC-Probation Officers that visitation times and days 

are as follows: 
• Days - Monday- Friday 
• Time - 9:45 am to 11 :30 am and 1:30 pm to 4:00 pm unless 

otherwise authorized I 
~c-:=----t--*--;-V'-'i";si:"ta=tion will not be allowed during State Mandated Testing : 
Quality 4. Ensure -that-the flow of information being -requested by l 
A~=~~~~~~~~'-- ~~~~~=n~~~tt inside entities does not violate -~~t~dent's 
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Procedure: Documenting ~ontact~ March 2015 J 
Procedure# 21.0 

Frequency: Daily Resources: Contact Log Book 
Background Information: w 
It is the responsibility of all staff to document contacts (phone calls, face to face I 

that 'I 

staff, 
visits, letter/correspondence etc.). Documentation provides a record of events 
may, or may not have taken place and is in the best interest of the 

~_ents/p."':_e11_!~ and outside entities. ... ---1 
""I 

Actor 
All Staff 

I 

I 

Action Steps 
Teachersffeacher Assistants/Behavior Specialist: 

• Any time it is necessary to make contact wit h a! 
Log I 

ents I 

ports ' 
or to 

parent/guardian, document the contact in the Contact 
Book. TeachersfTA's are encouraged to contact par 
during the first week of school, when major incident re 
happen that involve their child, for academic progress, 
give a positive report about a student to their parent 

Case Manager/PO: 
• set 1 

face 1 

ving j 
behavior issues, need counseling, when a student is being , 
transported to detention, or for pertinent information you may I 

Contact parents prior to students exiting the program to 
up an exit interview, when conducting face to 
conferences with a student, when students are ha 

need to complete a student's file 1 

ad · · t t· I 
• Contact parents to follow up on major incidents, or at 

. , mmts ra !On: ~ 

paren_ t's.. request to speak to an administrator. Ensure th. at 
L..~~~~~j_~ -···the C_()ll~dentiality of students is nevE>r compromised ···-
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Procedure: 
Reports 

Completing Student Behavior I 1\ca~em: ____ [ March 201_s -~ 

f Frequency· At 3' 
Procedure# 22.0 
Resources: Student Academic/Behavior Progress Report 

Background Information: 

Week of Six Weeks, 
End of Six Weeks & 
End of Semester 

Student Academic/Behavior Progress Report will be completed at the 3"' week of six 
weeks, at the end of six weeks and at the end of a semester. The 
Academic/Behavior Progress Report will reftect student's grades, number of 
successful/unsuccessful days in the program, the number of days a student has left 
in the ro ram, as well as a section tore uest a conference. _____ ----j 

Actor 

I T eacher/JSO 
i Action Steps 

1. Complete an Academic/Behavior Progress Report for each 
student in your class as indicated in the frequency section 
of this procedure. (see calendar for due dates on progress 
reports and report cards) Each student whether they are 
passing, or failing must receive an Academic/Behavior 
Progress Report. 

I 
2. Ensure that there are grades, or a notation in the grades 

section for each course. 

i NOTE: For high school/ 81
" grade; It is best that the homeroom 

I
, teacher fill in all grade information of the Academic/Behavior 

Progress Report. · 

I 

Case--·~ 

Manager/PO 

I 

'_ ___ _j 
: Instructional I 

1 Manager& 

3. Forward the Academic/Behavior Progress Reports to the 
Case Manager/PO assigned to your grade level on, or 
before the due date. 

4. Receive Academic/Behavior Progress Report from 
teachers. 

5. Complete the "Successful/ Unsuccessful" section on the 
report. 

6. Forward the completed reports to the Instructional Support 
Clerk. 

7. File a copy of the report in each students file (on your case 

load) ------~·-·---·--c--o---
8. Receive all Academic/Behavior Progress Reports from 

Case Manager/PO. 
9. Mail the reports to parent/guardian ; Dean of I 

Ll S"'t"'ud_,.e,n'"ts,__ _ __tl _______________ ---·------------
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'Procedure: Referring a Stude_ nt io a Case Manager I I -- · J I March 2015 
/ Probation Officer (DCJJAEP(DRC)~-----
1 Procedure# 23.0 [ Frequency: as / 
I Resources: SJy(}f]fltReferra/ Fonn ' needed ::;j 

Background Information: 
Students may submit a request to speak to their Case Manager/PO, 
Analyst/Registrar, Instructional Support Clerk, Nurse, Quality Manager, Behavior 

. Specialist, School Resource Officer, CAJACA, or Dean of Students, so long as their 
I request does not hinder the learning process, or daily school routine. All students 
fiE;>.9'!est should be answered'-"~"ddressed in timely manner. .... ---j 

Actor Action Steps __ 
DCJJAEP Staff 1. If a student requests to speak with one of "th:::e=-=-ab;:-o:::vc::e"l"'is"'te:::d..-1 

I
I staff members- give the student a Student Request Form I 

to fill out. ' 

I NOTE: If a student is misbehaving, or being disruptive- when the 

I 
student is under control should they be given the request form to 
complete. Student Request Forms will not take precedence over , 

I a student grievance form. I 
2. For student grievances; meet with the student and hear the 

grievance (act as an arbitrator and help the student, or 
staff involved resolve the grievance. 

3. For Level Review Request: The students Case . 
Manager/PO will handle them as students make their j 
levels and submit their request , 

·--------+- ----- J 
Case 4. Review and follow through on all level request submitted · 
Manager/PO by students and or teachers/TA's. 

5. If a student is in need of special counseling services, 

I I 
1 oean~f 6. 
Students 

' 7. 
~~~----~ 

ensure that the parent/guardian has signed the appropriate 
paper work and the referral has been submitted to the j 

counseling service department Follow up with whom ever . 
made the request for services on behalf of the student I 

Review all student referrals and take appropriate action a~ 
necessary 
Ensure all suspected abuse 
reported are investigated. 

and neglect allegations 
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r~:;ch 2015 
! Procedure: Referring Students to the Nurse and Nurse 
! Responsibilities (DCJJAEP(DRC) 

Procedure# 24.0 -~-------"~--Frequency: as 
Resources: Nurse Referral Form, Prescribed Medication, , needed 
Nurse Lo -- ------"::--:;--;c-;c-=:-:-e:-:---------- -----~---

! Background Information: I 
' The school Nurse is responsible for providing at least the minimum care and health 

1

, 

services for all students and staff in the schooL He/She will: 
• Verify prescription medications brought into the facility by calling the 

pharmacy listed on the prescription label I 
$ Supervise students self-administration of prescription and over-the-counter I 

medications ' 
• Serve on the Suicide Watch Team I 
• Evaluate students suspected of being under the influence of a controlled 

substance I 
• Secure prescription/over-the-counter medications in a locked box in the I 

nurses office , 
• Ensure that oral medications are stored separate from medications that are I 

injected or topical medications 
• Ensure first-aid equipment and supplies as well as first-aid guidelines are :

1 ~~ ' 

I 
• Inventory/order over-the-counter medications, sanitary, and first-aid supplies ! 

r 

mo:thly and document on the Monthly Inspe-ction Sheet ~ 

Act1on Steps I ---i -- - - - _ _______, 
1. A student will notify any staff that thev are SICk. or have a 

1 Students I med1cal condit1on that requires them to go to see the j 

1 nurse 1 

All Staff 
-+ 2. Complete-aNurse Referra-l Form for the student(s) then1 
I use the call box in the classroom to call218. Have the 218 

control person call the nurse and inform her that a student 
is in route to the nurse's station. 

3. Escort the student to the nurse's station with the Nurse's , 

Referral. I' 

I 
4. In the event you are a teacher and cannot escort the 

student to the nurse's station, call the 218 control station 

I and a. sk. that the nu .. rse come to yo.ur class to see the I 
· student. 

r------- ---~luate all students sent to the nurse's station. or when 

1

. 

Nurse 1 necessary - go to the classroom to evaluate students 

I 
when called. i 

, 6. Each day, make at least 2 rounds to administer medication I 
I 

to students. 
7. Doc~ment every student seen on the Nurses Log. __j L __ _ 

84 

I Comment (t44): Taken from JJAEP Polic1es and 
, Procedures and adopted by AA£ 



Procedure: Reporting Suspected Abuse/~Neglecli 1 March 2015 ___ --! 
Procedure# 25.0 
Resources: Incident Report Fonn ______ _ 

1 Frequency: as i 

_________ l neede_~d~--- ___j 
Background Information: 
Texas Juvenile Justice Department Standards require all employees who have 

I knowledge pertaining to the abuse/neglect of any student(s) - to report it 
, immediately. 
f-'""-~-··· "" ____ ,,,_,, -~"-

' Actor Action Steps I 
1--A=II ~S~ta""'ffo---+.c::.- 1. · Report suspected abuse/neglect to a Case Manager/PO, ' 

Campus Administrator, or school Resource Officer any I 
time you feel a student has been neglected, or abused. 'I' 

Use the Student Referral Form to make the referraL 
2. Report the suspected abuse, or neglect within 24 hours of I' 

occurrence, or knowledge about it. 

'I Case --------+--3~. Consuil.with-ihe Campus Administrator to complete a cfiiidlj 
, Manager/PO Abuse and Neglect Form based on the detailed information 
' received from the Student Referral Form. I 

4. Forward a copy of the referral to the Campus I 
Administrator. : 

--+-""""5-. ""'R""e"'v"ie""'w---ihe--Student Referral--Form. Assist the c·;;sei 
Manager/PO with filing the appropriate paper work. 

Campus 
Administrator 

6. Conduct an internal investigation of the abuse/neglect 
allegation. 

7. Conclude and take action on the findings of the 
investigation. 

8. Complete a T JJD Incident Report and fax/email the report 
toT JJD for investigation. F_,i"'le"t"'h-"e-"R-"e"'f:-:e:.:rr_,a'-1 -----"""""'" 
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fPr~-~~dure: Suicide Emergency March 2015 ··-~l 
Procedure# 26.0 
Resources: Incident Report, or other evidence a student Fre~u~ncy: as I 
may have Suicidal ideation _ _ nee e ~-----j 
Background Information: 1 

It is important for all staff to take seriously any talk of suicide or suicide gesture by a 
1 

student In the even a student makes a serious attempt at suicide, or voices intent to 1 

harm him/her self, or acts in a way to cause injury to him/her self; Staff will have the I 
following responsibility: , 

• Immediately place the student under 1 on 1 supervision (suicide watch) 1 

• Notify the on site psychologist, the students Case Manager/PO, or Campus I 
Administrator for assistance I 

• Ensure another staff member is continuing the 1:1 constant supervision if the 
supervision responsibilities must change 

1 

• Complete all necessary documentation including an Incident Report and "I 

forward the incident report and a referral to the on-site psychologist, Case 
Mana er/PO and Campus Ad!llinistrator ____ . ~ 

Actor 

Case Worker 

I Action Steps 
1. Notify the parent/guardian with information regarding 

student's suicidal behavior. I 
2. Forward a copy of the incident report and referral to the 

on-site psychology department 
3. Ensure that the student is not left alone at any time. 
4. Arrange for the parent/guardian to come to the facility and 

take the student to a mental health facility for evaluation 
5. Follow up either in the program, or through Dallas County 

Juvenile Service Department 
6. If the student is actively on suicide alert, escort the student 

to the Sheriff Officers office- who will transport the student 
to a psychiatric facility for assessment 

' 7. If the parent/guardian cannot transport the student: or If 
the student is actively engaging in suicidal behaviors, call 
emergency medical personnel (911) and consult the 

F 1: 
Psychology 0~-call staff by C§llling 214-698-2299. ·--
Assist with arranging transportation to the mental facility 
for the parent/guardian and student 
Document all sessions, phone calls, and actions taken in 
the students file. 

~'-----
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Procedure: Case Review Committee Preparation 
(DCJJAEP) . 

-·---- ! March 2015 I 
! 

Resource: Staff, Recommendation and Enrollment, Data Frequency: 
Procedure# 27.0 

1

, 

Sheet, Transportation Form and Referral Fof!ll,-'---'--B-i-_w_e_e_k_IY ____ -1 
Background lnformat:on. , 
All cases of students expelled from their home school and referred to DCJJAEP will I 
be reviewed by a Case Review Committee to ensure compliance of the 
Memorandum of Understanding and s>J the Texas Education Code 37.007. ~ 
Actor 1 Action Steps : 

--,· 1. Receive new referrals -from district reps, or court I 
1 Attendance Clerk 

(Data Control) 

AnalysVRegistrar 

I ?ase Manager/PO 
rCRC) __ _ 

1 Counselor Registrar 

placement. r· 

2. Complete Staffing recommendation and Enrollment 
(SRE), Data Sheet, Transportation Form : 

3. Make labels for one Student folder for grades 4-8 and I 
four (4) Student folders for grades 9-12 with student's 
name on them. 

4. Complete tracking sheet for all students being referred 
that day 

5. Forward folders, tracking sheet and Referral j 

information to Registrar & Case Manager conducting 1 

c~. 1 

6. Receive folders, tracking sheet-a-nd referral 'I 

information from receptionist. 
7. Set up conference room for Caseworkers/PO to 1' 

conduct Case review Committee. (CRC). 
8. Give copies of tracking sheets to Case Manager/PO, I 

Instructional Clerk, Assistant Campus Administrator , 
and Attendance Clerk. ~-

9. Contact all parents for orientation 
1 0. Enter referrals into JCMS to obtain Personal 1 

Identification (PID) # '1 

11. Write PID on SRE, tracking sheet and on right hand 
corner of referral. I 

I NOTE: If student has a PO write their name underneath PID 
After CRC all folders and academic records will be given to ' 
AnalysVRegistrar._ -~~~~-

12. Keep track of students who do not report for 
enrollment. 

13. Forward names of students who do not report for 
enrollment to district representatives. 

14. Periodically attempt contact with those students who 
do not report for enrollment. 

For Student Reenrolling: 
• Student reenrolling after initial enrollment (90 days) -

the student must go back through orientation in the 
Orientation Transition Class (OTC) 

________ _j_ • Parents must update studen.!_information 
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I :;::::~;:#c:~:ucting Pare-~ Ori~~t~~-n_<_D_c_J_JA~E-PI_P_R_c_o_+-~'r::~e:::5 Twice I 
f{et;ources: i'Ifake Packets, Pens, Paper .. ---~-···· Per Weekly___ .... __ ._, 
Background Information: 
All parents enrolling their child into the DCJJAEP -will receive an orientation to the 
program. Parents must complete and sign all required information in the Orientation 
Packet 

Actor 

Attendance Clerk 
(Data Control) 

Attendance Clerk 
(Data Control) 

Action Steps 
-- --- .. --- - ----~---- -- I 

1. Upon the arrival of parents and students, receptionist . 
will have parents sign in and ask for a copy of their I D. ! 

2. Contact Behavior Specialist to escort students to be 
searched then take them to Orientation Transition 
Clat;s (()JC:) .... __ _ 

3. Make copies of I D's. 
4. Escort parents to Library. 1 
5. Hand out Intake packets, copies of Parent ID to be ' 

included in packet and originaiiD's. 
6. Instruct parents to complete the Orientation Intake 

packet 
7. Inform parents about student code of conduct. Parents 

should sign all required forms in the Student Code of ! 
Conduct 

1 

8. Check each packet and ensure parents have provided ' 
necessary signatures. 

9. Take pictures of all new students while in OTC. 
10. Enter all new students into Caseworker 5 and 

Winschool (attendance management database). 
11. Give academic records to Instructional Clerk for , 

scheduling. 
12. Instructional Clerk will return academic records to ! 

Counselor Registrar after scheduling is completed. 
13. Give Caseworkers/PO assigned academic files along 1 

with intake information, copy of SRE, picture of : 
student. 

14. At the end of each week compile a weekly new 
student enrollment list, early withdrawal list and a i 

transition exit list. ! 

15. Submit new enrollment list to districts weekly. !, 

16. Exit all early withdrawal and transitional students from I 

JCMS & TxEIS. Submit list to district reps. as needed. 1 

·- -1YAfter scheduliil9~-AttendarlC8 Clerk- will tOnNard 
folders to Case Mana ers. 

! 
·-··-~ 

Data! 
i 
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· Procedure: Processing Student Early Withd;awals (DCJJAE~l--~arch 2~-~ 
· Procedure #29.0 Frequen~ 

Resource: Stude~t£ile, Early Withdrawal Form ... Ongoing .. __ : 
Background Information: A student may withdraw early if documentation is provided I 
for 1 0-day detention, 30-day consecutive non-attendance (Inactive), placement, and 

~1i.C>.~._out of the county,.<:b!!rler, private or ~gme school. 
Actor I Action Steps 
P.O./ · ----- 1 1. Compieie an early withdrawal form and have it signed by . 
Case Managers I Campus Administrator and P.O. I Case Managers for 10- I 

Attendance 
Clerk 

day, 30-day consecutive non-attendance, and placement 
I 

I NOTE: A parent must sign the withdrawal if the student is 
i attending a private school, being home schooled, relocating out of I the county, or if the student if under 18 year old. i 

· 2. Provide a copy of the early withdrawal to: Transportation, I 
Counselor Registrar, & Attendance Clerk for student i 
removal out of the DCJJAEP database~. ___ __ 

3. Receive grades from TxEIS 
1 4. Receive a final copy of the early withdrawal that should 

I
' include: ID#, Name, District, Entry Date, Present/ Absent 

Days, Math I Reading Scores, Exit Date, and Returning 
1 School. 

Registrar Receive a final copy of the early withdrawal list that should 
include: ID#, Name, District, Entry Date, Present/ Absent 

I ~~~~~t"4ath I Reading Scores, Exit Date, and Returning ! 

L ! 6. Prepare a report card to be mailed/faxed to the person I 
making the request 

1 

I 
Tran-sportation · 7. Receive a final copy of the early withdrawa-l list that should I 

1 include: ID#, Name, District, Entry Date, Present/ Absent 
·~· Days, Math I Reading Scores, Exit Date, and Returning 

School I 
Receptionist ---~--8-. ·Notify the appropriate Case Manager I P.O that a parent is I 

1 here to withdraw his/her child. 
_ _j ____ ,___ .. -·-·-------·-- " '" 
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f Pro~~dure: Processing Student Transition Withdrawals T -----,~ 
1 (DCJJAEP) I March 2015 

r Procedure# 30.0 - ·-·- Frequency: "'En-d--;-o-cfc-11 
f Resource: Student Files, Exit/Transition Packet (complete with a Six Weeks I [ 
: a// necessary infOfT1J.?ti<Jf1) _ I Semester --~ 
' Background Information: A student may transition back to their home school if a I 

~
istrict over turns the expu·l· sian, directly requests the students return or/if .the s. tudent I 
ucce_<;<3.full com letes hisi[l(3r expulsion at the end of a six week I semester period. I 

.0./Case Manager 1. Contact the district representative to schedule a time 
Actor Action Steps ~· 

, and date for transition exit 
i 2. Mail or fax exit letter to parent The letter must be I 

i 

delivered 10 to 12 days prior to the exit meeting, 
inviting the parent to attend at the scheduled meeting. 

3. Schedule exit meeting with the P.O. I Case Manager, 
district representative and parenUguardian. 

4. If the parent is unable to attend, the exit meeting will I 
still be held. f 

5. All forms must be completed and signed by Campus · 
Administrator and P.O./Caseworker parties to be 
Included in a transition exit: exit checklist, transition 
withdrawal form, attendance and previous school 
records. 

6. Provide a copy of the exit list to: Transportation, I 
Counselor Registrar, and Attendance Clerk for student ~· 
removal from database. 

7. Retrieve grades from TxEIS I 
8. Include a report card I 
9. Pre are_.~_!udent foldert~archive ___ _j 

. 10. Receive a final copy of the exit list that should include: j' 

I ID#, Name, District, Entry Date, Present/ Absent Days, 
f Attendance Clerk 

' Math I Reading Scores, Exit Date, and Returning I 
-:----- hool. 

Registrar , 11. Receive a final copy of the exit list that should include: , 
! ID#, Name, District, Entry Date, Present/ Absent Days, 1 

Math I Reading Scores, Exit Date, and Returning I 
f-=----c-c-----i--cc=-School. I 

Transportation 12. Receive a final copy of the exit list that should include: 1 

Receptionist 

ID#, Name, District, Entry Date, Present/ Absent Days, 1 

Math I Reading Scores, Exit Date, and Returning 1 

School. j 
13. Receive a copy of schedule exit times. Will notify the 1 

Case Manager I P.O. of .. parents an.d district I 
representatives' arrival. 

--"-------- . 
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I Procedure: Coordinating Student Transportat~~~-(o-;~JAEPD March 2015~1 
i Procedure: 31.0 
I Resources: Student Data Sheet, Bus Roster, Bus Incident Frequency: Daily 1 

I Reports, Bus Route Change Reguest As Needed 
Background Information: I 
Transportation for students expelled to DCJJAEP will be provided by Dallas County I 
Schools Transportation. Student will be expected to conduct themselves in an 
orderly fashion and follow all bus rules. Students and parents will be informed that 
riding public school transportation is a privilege and not a right and those students 
who consistently misbehave while on the bus may be subject to losing their bus 
riding privileges. 

1 
Actor Action Steps I 

lcounselcir.Registrar 1. After CRC: Forward a copy of each student's oaial 
I . Sheet to the Transportation Coordinator. 1 

, I 2. Ensure that each students home address, phone I 

Tr
-a· nsp--o·rt·-at-,··o·n···-

1

1 ~~:~~; o"~~ Sc~;~~ct information is correct on the~l 
3. During Parent Orientation: Inform parents of the 

Coordinator 1 DCJJAEP transportation policy: , 

Transportation 
Coordinator 

: NOTE: Cover the following areas of transportation: ~· 
I • How student are assigned a bus route (5 day waiting . 

1 
period) 'I 

: • What time student's need to be at their assigned bus 
I pick up location (or outside their home) I 

i • Bus Rules and Behavior on the bus 1 

i • Bus suspensions 

'I

I • How to request a new bus route 
4. Obtain a copy of the Student Data Sheet from the 

Counselor Registrar. 
'1 5. Complete a bus route request for all newly enrolled 

I

I students and fax the request to the Dallas County 
Schools Transportation department. 

6. On the 51
h day, if you have not received an updated bus 

1

: roster from OCT, make contact with them to secure 

I 

new students bus route numbers and or any other bus 
route information. 

7. Update the bus route list and forward a copy to each 
homeroom teacher 

8 Keep track of bus suspensions and forward a copy to I 
the CA/ACA on a weekly basis 

g Bus Incident reports - counsel with the student(s))•l 
contact the parents on serious matters, and forward a 

-+-~-'co?"-!cof the_report to the CAIACA_dailyJor rev1ew .. _ ... 
Bus Incidents and Suspensions: 
• Ensure that all senous bus 1nc1dents have been 

addressed with students involved and that their I 
parent/guardian has been notified , 

L~.- .... -----.~----..L._.c•~P?cument all conversations Y.:Jith parent/guardian~ 

r Comment [tSl]: JJAEP ONLY 
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Foil~~ g~n!~~~;,~;es below for su:~~nding students ~~~ of I 
the bus: 

• After 3 minor behavior reports; Suspension of 1-3 days I 
• After 1 major incident; Suspension of 1 week ! 
• After 2 major incidents; Suspension for the remainder 

of the student's terlll"."L[)f:,-J__.JA-'E"'P'-----~~~-~~~~_j 
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~P~ro~c~e~d~u~re~:F~a~c~i~lit=y~S~t~ru~ct=uLr_e_/_M_a_i_n_te_n_a_n_ce __ R_e_q_u_e_s_ti_n_g----~----------------~ , Services (DCJJAEP/DRC) March 2015 
Procedure: #32.0 
Resource: End of the Day Checklist, Maintenance Repair Frequency: Daily 1 As I 

Request needed 

Background Information: 
It is the policy and practice of the DCJJAEP to provide for the well being of staff and 
students in a clean, safe and well-maintained facility that reflects professionalism 
and pride in the facility. The Operations Manager is responsible for the facility 
maintenance and cleanliness. He/She ensures that the facility is in compliance with 
local, state and federal guidelines. 
The facility has the minimum required facility conditions: 

• Sanitation facilities, including access to toilet facilities that are available for 1 
use Without staff assistance 

• A wash basin with hot and cold running water 
• Temperature in the facility is maintained in the acceptable comfort zones no 

higher than 78 digress Fahrenheit in the summer and no lower than 68 
digress in the winter 

• Access to handica ed arkin is also available 
' 

Action Steps I 
, 1. Be aware of any needs/problems and promptly notify the 
j Behavior Specialist/Facilities Coordinator. ', 

1 Actor 

All Staff 

1

1

, 2. Complete a Request for Repairs as necessary. 

I 
3. Complete an End of the Day Chec,..klccis-;t-;cfo_r_m_e_a_c-;h-d-;a-y_a_n_d"" 

Teachers ~Jp~~~ii~n~ ~8e::9v!~r8~~~c~~~~t=~c~~8f~~~AJard it to the I 

-----+---4o-_-oE~ns.ure that waste disposal is being carried out in I 
Operations accordance with the approved regulatory standards. ' 
Manager 5. Schedule and carry out preventive maintenance on all I 

heating and air conditioning units. 
6. Schedule and carry out preventive maintenance routines. i 
7. Ensure the building is being sprayed for insecls and 1 

rodents according to schedule. ! 
8. Conduct weekly sanitation inspections in all areas of the I' 

school and submit a copy of the Sanitation Report to the 
Campus Administrator I 

9. Coordinate all maintenance requests through the Dallas 
1 

County Maintenance and Facilities Department i 
10. Log each ... request for maintenance services and submit a ,

1

· 

~-------.. --'-----"c"o"'-"o_fa!l_reguests to the _Campus Administrator. . 

Comment (t52): JJAEP ONLY 
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Procedure: Reporting Vandalism and Qamage<i 

Procedure:# 33_0 
i Resources: Request for Repair Form 

Background Information: 

_______ J Marchc:-2::-:D::-:1:--5-;:-:--~---l 
'I Frequency: As 
_Needed 

Vandalism of school or personal property will not be tolerated_ It is the responsibility 
, of all staff to report acts of vandalism and damages that occur in our schooL When 
,

1

- vandalism and damages go unreported, they carry the potential to affect the learning 

l
_grgc;~!>_S_~r1c:l_ulti"]ately the morale of students "'a,_.n,d_-s,..ta,..ff.___~~~~~~~~~~-i 

I " 
1 Actor ' Act1on Steps 
1 I 1 _ If you witness a student vandalizing school property, write 
All Staff a detailed Incident Report or Behavior Referral on the 

student 
Behavior 
Specialist 

2_ Submit the report immediately to the Behavior Specialist 
who will investigate and forward the report and findings to 
the Operations Manager. 

For Damages that occur through no fault of staff/student: 

3_ Report the damages and submit a Request for Repair to 
the Operations Manager. 

I' Operations 
I Manager 

-

1

1-4_ Investigate all reports of vandalism and damages_ Submit 
finds along with Incident Report to the Campus 
Administrator. 

1 5_ If damages/vandalism is caused by a student, estimate the 
I 

~~------1 

DCJJAEP 
Administrator 

cost of the damages (through the Dallas County 
Maintenance/Facility Department) and contact the 
student's parent/guardian - Inform the parent/guardian of 
the cost 

6_ Set a time to meet with the parent/guardian to collect the 
payment for the damage/vandalism_ 

7. If the vandalism requir~s law enforcement interaction, refer 
1 

the student to th_e shenff officer. J 
a_ Follow up on all reported damages and vandalism_ Take 1 

action as necessary. 
___ _j 

Comment (t53]: JJAEP ONLY 
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Procedure: Ordering Supplies and Resources ! March 2015 I 
Procedure: # 34.0 !I 

Resources: In-House Supply Requisition Form, Frequency: As 
Classroom Load List, Monthly Inventory Form, Juvenile Needed I Monthly 
Depattment Purchase Request _______ _!.. _________ ~ 
Background Information: 
Managing school resources is very vital to our program budget. Staff should 
protect the budget against waste of resources. The CA/ACA is responsible for 
ensuring that resources needed in the classroom, or for support personnel, are 
delivered and accounted for. Classroom and office resources will be distributed in 
two categories (disposable and hardware). For hardware resources such as I 
desks, file cabinets, portable dividers etc., allow adequate time for them to be i 
delivered after request has been submitted All other resources wtll be deliverled 1 

as requested _ _ ___________ _ 

Actor Action Steps 
1. Complete an Tn-house supply requtsttton and submtt it to j 

your Immediate supervisor. 

----+--c2;;-.-R"'_e_cc:-e7 ive In-house si.ipply requisrtion and submit to f 

district office. 
3. After all supply orders have been filled and delivered, 

the CA/ACA must sign off on the receipt of supplies. 
4. If there is an item that is not in stock, a purchase 

requisition must be completed. If approved, items will be i 
I ordered by the appropriate vendor. __j 
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,P_r_o-ce_d_u-re--~-r::~f=s-t-/L_u_n_c_h_M_e_a_I_R_o_ta-ti-on and program! 1

1
. March 2~:'~r 

(DCJJAEP/DRC) 
Pt=OC8dur8 # 0<35"".-;o:------ ---!~--
Resources: Breakfast/Lunch Rosters, Student District Tracking/Mea/ Frequency: . 

f!~:£~i,"J~o;1~:~:~~:::ets _ _____ ________ Dail~~ 
Through the Federally Funded school meals program, the Dallas Independent 
School District (DISD) has entered into a Memorandum Of Understanding 
agreement (MOU) with the Dallas County Juvenile Department to provide breakfast 
and lunch meals for students from the fourteen school districts that attend the 1 

1 DCJJAEP. The meal program will operate under the governance and guidelines of · 
1 the Federally Funded School Meal Program. All laws and compliance standards of 
the ro r."_fT!_Will be adhered to_I!Y_!_h~ DISD and DCJJA§P,_,_re,s,.p-.-e_,_ct<>iv..-e-ciY'-'·---------1 
Actor I Acti~~- Steps ____ __ 

I 

Registrar/ · 1. Obtain meal Identification status of each student during 
CRC Designee CRC Procedures (Free, Reduced and Half Price). Only 

Attendance Clerk 
(Data Control) 

codes will be used to identify students. I 
2. Maintain a tracking system of each student's meal li 

status. 
3. Forward the meal status of each to the Attendance 

Clerk to be entered in the TxEIS data base. I 
4. Maintain records oJ the meal status for audit purposes. I 
5. Enter student's meal status In the TxEIS database. =-j 
6. Print meal roster sheets dally and distribute to the food II 

service team for tracking. Leave rosters in the meal 
serving area \.AJith D!SD senters. 1 

7. Maintain and update the meal roster sheets dally to I 
ensure accuracy. Tabulate meal counts dally and I 

i Behavior Specialist! 
fOf111/i]r<Hqthe meal servlc:;<e> workers. ~­

Breakfast Routine 

I 

Case Managers on 
post 

8:30am 
8. Monitor students in route to the meal serving area to 1 

receive breakfast. . 
9. Ensure students are accounted for on the meal roster 

sheet. 
10. Monitor students In route to their homeroom after 

receiving their breakfast. 

I Behavior Speciaiis-ct:-, -bBc-re-a""k-;fa-s""t. Routln_e ___ _ 

I 

Case Workers, and 11.8:45 AM - Search Team; after students are searched, 
assigned Search Instruct them to line up to be escorted to the meal 
Team Staff serving area to receive breakfast. Note: An assigned 

staff on post will ensure all students coming through 
the line to receive breakfast are checked off the 
breakfast roster. I 

[_ 

Note: Breakfast will be over at 9:45 AM and no students 
will be. served_after that time unless their bus Is identified 
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~ late. 
rsetlavior s=pec:-cccicca"lisc;t-f-cl-u-cn"'c;"h";:R~o"'""u:;cti'=nCCe-
1 JSOs 12. Lunch times are as follows: 
1 Teachers DCJJAEP 11:30 to 12:00 

DRC 1 :00 to 1 :30 

CA/ACA 
Quality Manager 

13. Assigned JSO for each class will be responsible for 
escorting their class to lunch and monitoring their 
students during lunch in their respective eating areas: 

14.- Line up and escort students to the meal serving area. 
Behavior Specialist will deliver the lunch cards to the 
JSOs to distribute to the students. 

15. Insure that the students give the lunch cards to the 
Service Attendant. 

Only five students at a time will be allowed to rotate 
through the line to pick up their lunch. 
Behavior Specialist=..Assist with monitoring meals 
16. Monitor meal times and meal operations to ensure 

consistency, accuracy of recording keeping and 
compliance of standards. 

17. Forward any compliance violations to the CNACA 
immediately. 

18. Compliance with food issues such as menus, paper 
work etc., will be the responsibility of the Quality 
Manager. 

I Note: Any changes to the meal rotation and program must be 
, approved by the Superintendent. --· 
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I Procedure: Taking Att~~-d~-~~e and Completing Billing iReportsj 1 March 2015 ~ 

~~~~~u~=) 36.0 . Freque~~Y Daily 1 I 
Resources: Attendance Roster, Tardy Slips, Absence Notes, Weekly, Monthly , 
__ Daily Attendance. ')'o_~El[>Ort _____ _ .~ 
Background Information: 
It is essential that accurate daily attendance information is maintained and reported 
in a timely manner. Attendance reports will be forwarded to School Districts, Texas 
Juvenile Justice Department, Dallas County Probation Officers, Dallas County 
Juvenile Department, Dallas County Juvenile Board and DCJJAEP administration. 
Actor --·--Action Steps 
TeacherfTA 1. When students enter the classroom, instruct them to i 
JSO sign the Attendance Roster by their name in black ink 1 

only. 

Note: Student should sign their name. Students are prohibited 
from signing the Attendance Roster for another student 

2. Before placing the attendance roster outside the door, 1' 

conduct a head count of all students present Be sure 
to record the correct number of present/absent I students on the attendance roster. Call roiL 

1 3. Place the Attendance Roster along wrth any absence . 
1 notes outside the classroom door in the pocket I 

~-··--··__provided (attach atte_nrj~J1ce notes to the roster). : 

~~·~-;:6;c-;-t~-.d-;:~-~"C~C:~r"C;",>"'e"Cr~c-. -1 : ~;~~Ef~"~:;;::"i~ ae::; :~~e::::eao ~:~:~:;t~:~:::: [ 
1 summary to the CAIACA, Superintendent, & Quality j 

Case Managers 

Administrative 
Assistant 

, Manager. 
6. Distribute Attendance Rosters to each class. I 

7. Contact parents of students who are absent from 1 

school and record the contact in JCMS. I 
8. Capture all students that come to school late. Ensure i 

that each student signs the tardy list ~ 

I 
9. The Attendance Clerk will retrieve the tardy list by 

11'30am 
~---·--·-·--;---+---=-~~'"""--,---~;--~---cc~:·· --·· -
Attendance Clerk 10. Monitor the daily attendance and ensure that it is 1 

(Data Control) reported accurately. I 
11. Address all attendance concerns and or make 

corrections as they may arise. 

CAJACA 

12. Submit weekly attendance reports to the CAIACA, 
Superintendent, & Quality Manager 

13. Monitor attendance forT JJD compliance. 

t Comment [tSS]_: JJAEP ONLY 
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r

Attendance Clerk 
(Data Clerk) 

• 

• 

Mail out truancy letters to school districts and parents1 
as required by T JJD policy 
Keep track of and maintain a separate list of all Inactive 
Students (students who miss 30 consecutive days of 
school, or who are in detention) 

[ __ • Respond to district request for attendance information 
_____ _L __ -"'a"--~""""-~"a'"ry,_ __ 
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[:ocedure: Completing Attendan~~-;,l;ing ~-e-po_rt_s_G_D_c_-J_J_A_E_P_)+I-M_a_rc_h_z_o_1_S ___ l-l 
1 Procedure: 37.0 1 

Resources: Attendance Roster, Tardy Slips, Absence Notes, Frequency: Daily I 
TJJD Voucher, TJJD Monthly Report, Daily Weekly, Monthly 
Attendance % Report 

Background Information: 
Attendance/Billing reports will be submitted to Dallas County Juvenile Department 
Controller, School Districts, Texas Juvenile Justice Department, and the Dallas 
Count Juvenile Board (upon request) an(j_DCJJAEP administration. i 

1 Actor i Action Steps -·· ·j' 
· Attendance Clerk ,

1

· 1. Receive Attendance Rosters from the Attendance Clerk , 
(Data Control) II. 1 

DCJJAEP 
Administrator/ 
Quality Manager 

2. Enter absent/present students on the billing excel 
spread sheet. Ensure that attendance counts are 
accurate. 

NOTE: If there is a discrepancy in the attendance 
count/numbers, consult with the attendance clerk and go over 
the numbers. 

3. Ensure that any early withdrawals or transitioned 
students have been removed from the attendance 
billing spread sheet. 

4. Each Friday; Email to the respective district a copy of 
their weekly attendance report. 

5. On the last school day of each month, print a copy of, 
the monthly attendance and prepare the T JJD I 
attendance/billing report. ' 

• 

• 

• 

Include in the report all Mandatory I Discretionary 
student attendance days 
For Mandatory students: complete the TJJD voucher 
for Mandatory student payment from TJJD. 
Mail a copy of the report toT JJD. 

I 
6. On the network, complete the T JJD Monthly I 

Attendance report. 
7. Ensure all information is reported to TJJD (re: billing for 

--.--+---cm::-a_n_da_t_o:-cry students is accurate. __J 
Attendance Clerk • Respond to district request for attendance information I 
(Data Control) as necessary I 

• Prepare attendance reports as necessary I 

\ Comment[t56]:JJAEPONLY 
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" ------
Procedure: State Mandated Testing I March 2015 

I Procedure: 38.0 Frequency: Resources: Coordinator Manual, Trainings 
Ongoing 

I 

Background Information: 
The AAE/JJAEP follows the guidelines established in the DCCM published by TEA 
These policies and procedures do not take place of readinq all appropriate manuals. 

Campus Test Coordinator (CTC): 
In cooperation with your campus principal, a campus coordinator serves as the liaison 
between the district test coordinator and the campus for all state mandated testing 
communication. They also oversee the preparation and distribution of test materials for 
each administration as well as prepare the materials for return to the district test coordinator 

· (DTC). Campus coordinators are also responsible for training the test administrators for 
their campus. They must be able to answer questions and resolve problems throughout the 
testing period. A CTC will not be administering a test during a test administration unless 
authorized by the DTC. 

Principal: 
If the CTC is not the principal, the principal will collaborate to ensure that the CTC 
successfully implements a testing plan for each administration. During a test administration, 
a campus principal shall be available and actively monitoring their campus. If a hall monitor 
is not available, the campus principal shall serve as a hall monitor for their campus. During 
an audit, the principal is the first point of contact for the campus. A principal is required to 
read all appropriate manuals prior to training. 

Testing Sessions: 
The CTC in collaboration with the campus principals and assistant campus principals shall 
prepare testing rooms and organize test sessions. Each testing room should be grouped by 
the grade level of the test. If the facility is unable to group the students by the test grade 
level, there should be one trained test administrator for each test grade level unless 
permission is granted by the DTC. Each campus will have a written plan that must be 
signed and approved by the DTC at least one week prior to testing. Below are some 
reminders for organizing each test session. 

• Collaborate with facility to ensure proper coverage of juvenile detention staff. 
• Collaborate with facility to ensure the proper implementation of testing rooms, 

grouping of students, etc. 
• Testing rooms should be well lighted, well ventilated, quiet and comfortable. 
• Each student must have enough space in which to work, and no 

characteristics of the room's environment should hinder any studenfs test 
performance. 

• Each student should be sufficiently separated from other students to work 
without distraction. 

• If the room is large, you may need to make arrangements for any necessary 
adaptations, such as a public address system, in order to give instructions to 
those being tested. 

• A "testing- do not disturb" sign should be posted outside the testing room. 
• Bulletin boards and instructional displays that might aid students during 

testing must be covered or removed. 
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• Plan to move students who need extra time to another testing room. 
• Activities that would interfere with testing conditions or timing should be 

scheduled at another time. 

Special Education Testing: 
Testing for students with disabilities is determined by the Admissions, Review & Dismissal 
Committee (ARD). Students with disabilities are eligible for the STAAR, STAAR 
Accommodated, STAAR Modified, and STAAR Alternate tests. Students with disabilities 
taking ST AAR or STAAR Accornrnodated may test in the same room by specific grade 
level. Students with disabilities taking the ST AAR Modified test must be tested separately 
by specific grade level. The campus should designate a member of the special education 
department that is familiar with special education testing to administer the modified test. 
Please refer to the student's most current IEP for accommodations. All accommodations 
must be routinely used in the classroom and stated in the student's IEP. 

TELPAS: 
TELPAS campus coordinators will be the campus ESL teacher or a designee that is 
determined by the district. Campus coordinators, campus principals, technology staff (for 
online testing), and other personnel designated to support the TELPAS administration are 
required to receive annual training in TELPAS administration procedures. In cooperation 
with the campus principal and the ESL team, you are responsible for identifying each LEP 
student on the campus and assigning an appropriate rater for each eligible student. You 
will need to ensure that your campus has enough qualified raters to fulfill your holistic rating 
assessment needs for each grade cluster. All core academic subject areas are required to 
receive the annual holistic rater training for grade clusters 2-12. The district coordinator will 
designate a TELPAS writing collection verifier. The TELPAS coordinator is responsible for 
providing the necessary trainings for TELPAS to your campus staff. Each campus will have 
a written pian that must be signed and approved by the DTC at ieast one week prior to the 
TELPAS window opening. 

Lunch Breaks: 
Students should be allowed to take a lunch break. They must place their answer 
documents inside their test booklets, and the trained test administrator rnust collect the 
booklets and place them in locked storage. During lunch, the students must remain 
together and be closely monitored by a trained test administrator to ensure that the contents 
of the test are not discussed. 

Emergencies during Testing: 
The safety of all students and staff should be the first consideration. If a school emergency 
such as a fire or power outage occurs, the trained test administrator should have students 
place their answer document in the test booklet. If you have a classroom that locks you 
may leave the tests where they are and follow the facilities emergency procedures. If your 
classroom door does not lock, quickly collect all student test materials and secure them in 
your locked storage area. It is not necessary for the CTC to call the DTC or TEA to report 
the incident before exiting the building. The test administrator must closely monitor their 
testing groups to make sure no one discusses the test. The trained test administrator must 
verify the proper handling of materials and security of the test upon entering the classroom. 
The students should resume testing once the building has been cleared for re-entry. Please 
ensure the correct test and answer document is distributed to the right student. The 
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campus coordinator should be contacted if there is a building fire or other school emergency 
that prevents students from continuing with their test. 

Storage: 
Each campus will sign a storage certification for each academic testing year. The secured 
storage area should have extremely limited access. Any juvenile department facility staff 
that has a key to this area Qanitor, superintendents, etc.) will need to receive security 
training and have a signed oath on file. 

Materials Inventory: 
Please secure all testing materials in the secure storage area for your campus. When you 
receive the secure materials from the district coordinator, open the boxes carefully. You will 
use these boxes again to return test materials to the DTC after testing has been completed. 
Retain the packing list, which can be found in the box labeled" Packing List Enclosed," 
throughout the testing process. Use this list to check in your test materials. If there is a 
discrepancy in the inventory and your packing slip, contact the DTC immediately. If you find 
that you were not sent enough test materials, contact the DTC immediately after 
determining the quantity and type of test materials needed. 

In calculating the quantity of additional testing materials required, keep in mind that each 
test administrator who conducts an oral administration or an administration using the 
dyslexia bundled accommodations will need a separate test booklet. 

When returning materials to the DTC, you are required to ensure that all testing material 
inventory matches the original shipment as well as the additional order shipment. It is the 
CTC's responsibility to ensure that the exact number of testing materials is accounted for 
and accurate. 

Materials Control Form: 
CTC's and trained test administrators must individually check in and out testing materials on 
a daily basis using the materials control form. CTC's may distribute answer documents 
prior to the test to ensure proper coding however test booklets may not be distributed until 
the day of the test. 

Confidential Student Reports: 
Confidential student reports are received according to the calendar of events published by 
TEA. Upon receiving the CSR's, each campus principal will need to designate someone to 
file the CSR's along with the sticker label in the student's cumulative folder. One copy will 
need to be mailed to the parent/guardian by the deadlines published in the calendar of 
events published by TEA. One copy will need to go to the student (if applicable). All 
special education students (regardless of the type of test administered) will need a copy of 
the CSR's in their special education files. Please make a copy for your special education 
department. 
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--------------------,----------, 
I Procedure: Wellness Policy (CE 01219) March 2015 ( 

-------~ ---~ 

: Procedure: 39.0 Frequency: 
1

1 

On oin 
Background Information: i 
Approved by the Academy for Academic Excellence School Board on September 23, i 
m1a 1 

Original Effective Date: 08/01/2008 
1 Revised Date: 09/23/2013 
1 Next Review M,~o~n~th~:~09~/~2~0~14~------- _________ _ J 

A. The Academy for Academic Excellence Charter School provides school activities 
that are designed to promote student wellness in a manner that the school 
determines are appropriate. 
1. Each campus provides daily recreational opportunities where students 

participate in at least one hour of various organized physical activity. 
2. Activities may include walking, jogging, basketball, volleyball, calisthenics and 

stretching activities. 
3. The recreation schedule shall include large muscle exercise. 
4. Recreational activities are designed to be appropriate to meet the needs, 

interests, and abilities of students, so that every student may participate. 
5. Recreational activities include physical fitness development that prescribes a 

variety of body positions and changes in environment 
6. The recreation schedule shall comply with the federal school wellness 

guidelines 

B. The Academy for Academic Excellence Charter School provides food on each 
campus during the school day that promotes student health and reduces childhood 
obesity. 
1. The designee for planning meals shall be a certified dietician. 
2. The dietician shall review and approve the menu annually. 
3. Menus shall contain a variety of food and recognize special occasions and 

holidays. 
4. The dietician shall submit a monthly rotating menu that meets the dietary 

requirement of the National School BreakfasVLunch dietary allowances for 
nutritional adequacy. 

5. Meals contain the food groups represented on the USDA food pyramid. 
6. A variety of milk is provided to students. Students are offered a choice of fat­

free (flavored or unflavored), or 1% low fat (unflavored) milk. 
7. Each campus dining area has posters displayed encouraging students to eat 

well-balanced, nutritional meals. Staff shall encourage students to eat all 
portions of each meal during meal time. 

C. The Academy for Academic Excellence Charter School meals meet the U.S. 
Secretary of Agriculture Child Nutrition and National School Lunch Acts. 
1. Reimbursable meals shall meet the regulations and guidance as outlined by the 

Child Nutrition and National School Lunch Acts. 
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D. The Academy for Academic Excellence Charter School ensures that each campus 
implements the local wellness policy. 
1. A school authority or designee on each campus or his/her designee shall be 

responsible for ensuring that the campus complies with the local wellness 
policy. 

2. Each school authority or designee shall: 
a. Ensure that each component of the meal is received and that it complies 

with the dietician monthly menu; 
b. Ensure students are offered milk as part of the meal; 
c. Ensure that the school recreation program is implemented as scheduled; 
d. Ensure posters which encourage students to eat well-balanced meals are 

displayed in each dining area. 
e. Monitor menus to ensure they meet the guidelines of the USDA Child 

Nutrition and National School Lunch Acts. 

E. The Academy for Academic Excellence Charter School develops the school 
wellness policy. 
1. The wellness policy is developed considering the Child Nutrition Act of 2004 

standards, and the 2010 requirements of the Healthy, Hunger-Free Kids Act. 
2. Annually, the Academy for Academic Excellence Charter School's Site-Based 

Decision Making Committee will review the local wellness policy. 

105 



~cademy for Academic Excellence Procedural Guidelines 

The following pages provide the guidelines for grade report specifically for the Academy 
for Academic Excellence. While this information may be utilized by the DCJJAEP, it is 
charter specific and all guidelines are set as such. 

A. Initial Meeting with Student 
B. Requesting records 
C. Reviewing Records 
D. Completion of Personal Graduation Plan (PGP) 
E. Entering Courses in TxEIS database 
F. Progress Reports & How to Print Progress Reports 
G. Report Cards & How to Print Report Cards 
H. Gradebook 
I. Section Changes 
J. RoleSTAAR 
K. End of the Semester/End of Year procedures 
L Grade Reporting Reports 
M. Awarding Credit 
N. Credit By Examination 
0. Leavers (203) Records 
P. Career and Technology Education Reports 
Q. SSI Grade Placement Process 
R SSI Forms 
S. Response to Intervention I Student Success Team 
T Parent Teacher Conference 
U. Reporting Schedule 
V. PIEMS Submission Dates 
W. Special Education 
X. GATE 
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A. Initial Meeting With Student 
Once the student has been detained, it is the policy of AAE for the Analyst/Data 
Controller/Data Controller to introduce himself/herself to the student. 

• Introduce as Analyst/Data Controller/Data Controller 
• Find out last lSD or school attended 

Verify student information (demographics) 
• Get Student Code of Conduct signed (if new to the Charter). This document is viial 

to a CATE audit. It must done and filed in student cumulative folder. 
• Present the Generic PGP (maybe official) and document all information presented by 

the student on the PGP, as well as show information that you have received, such as 
credit info, STAAR, etc. 

• Obtain signature from the student (If receipt of records are pending, the Analyst/Data 
Controller may choose to get signature on official PGP which will be completed once 
all records have been received) 

B. Requesting Records 
After a student has been enrolled into AAE, the Records Clerk/Registrar will immediately 
request records from all student previous enrollments. Those records should consist of the 
following: 

• Most recent report card 
• Most recent STAAR information 
• Academic Achievement Record/TREx (See Forms) 
• Social Security Card 
• Birth Certificate 
• Withdrawal grades 
• ESL/Special Education Records 

If any of the information is not received, it is the responsibility of the Records Clerk/Registrar 
to request any missing documents via telephone. Once all records have been received, the 
Records Clerk/Registrar will: 

• Scan the information and place on the "K" drive. The "K" drive is accessible by going 
to: a) my computer, b) select "K" drive, c) double click "Charter School" folder, d) 
Records In & Out, and c) select current records. 

• Build a cumulative folder 
• Disburse to the appropriate Analyst/Data Controller 

Receipt of records is an ongoing process and should be happening as often as every day. 
In the event records are not received within 1 0 days, Records Clerk/Registrar should: 

• Request via fax (put confirmation in cumulative folder (TREx confirmation and PID 
search should already be filed) 

• Give all documentation/cumulative folder to the Analyst/Data Controller 
In some cases, Analyst/Data Controllers may need to make additional requests to Schools 
via telephone. All requests should be documented with the following information: 

• Name of school official with whom you spoke 
• Any response to your requests 
• Date and time (if necessary) 

If records are still not received, seek the assistance of the Campus Administrator or 
Assistant Campus Administrator. 
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C. Reviewing Records 

Progression Method (of Class Scheduling) 
Refers to the process of choosing courses for a student based on previous school records 
and grade level. Instead of allowing the student to go back and make up coursework that 
he/she did not pass/complete/earn credit in a previous year, the student will be progressed. 
AAE will provide credit recovery opportunities at participating campuses within the district. 
Please note: The exception to this method is if the home school records reflect they have 
chosen to have the student in the previous course that was failed, we will honor the home 
school schedule, especially if the student did not begin the school year with AAE. 

Example of progression: 

Schedule for previous school year: 
1" sem - Biology - 0. 0 z"d sem - Biology - 0.5 
English 1- 0.5 English 1- 0.5 

Schedule for current school year: 
1" sem - Chemistry 
English II 

2nd sem - Chemistry 
English II 

This method will be used across the district for ALL campuses when scheduling students. 
The Progression Method will be used in an effort to reduce edits to PGP's as students move 
around within the district, and as a means of a uniform scheduling procedure. 

This procedure may also have exceptions at the Medlock/Youth Village facility since credit 
recovery is an option. However, every attempt should have been made to follow the current 
courses of study. 

HLS Forms 
Home Language Survey forms are located in the students cum file folder. They are 
originated at the time of enrollment on a student (usually a yellow form). Form may come 
from the student's home school accompanying requested records. In the event that the 
HLS form from the home school is sent with records, the oldest HLS form is then kept, and 
the most recent one is discarded. Only one HLS form should be in a student's cum file 
folder. 

HLS Forms have the following information: 
• Student name 
• Date of Birth 

Address/Phone Number 
• Student's Place of Birth 
• Information regarding primary Language Spoken in the home 
• Information regarding whether or not the student has worked in the 

Agriculture/Fishing industry 

GED Online Verification 
• Use this on-line tool to verify GED Certificates. 

!J!J:Qs://Q.§.'lS.tea.state.tx.usrrea.GEDi.Web/Forms/CertificateSeatch.aspx 
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• The certificate contains your name, your certificate number and the issue date of the 
certificate. 

• If your records do not appear in this search, call the Texas GED Unit at 512-463-
9292 for search assistance or complete the GED Verification Letter Request. 

• For scores to be added to this letter, use the GED Verification Letter Request. 
• This is not a substitute for an Official Transcript/Certificate. 

D. Completion of Personal Graduation Plan 
Upon receipt of the cumulative folder from the Records Department the Analyst/Data 
Controller should complete an official PGP. (See Forms) Information should include: 

• Student Name 
• Student identification number or PID 
• Current date 
• Student History (1'' time 9th grader) 
• Anticipated graduation date (optional) 
• ST AAR scores and any documentation that accompanies such as AlP (see forms) 
• Schedule of Classes ( Home lSD schedule if student did not start with AAE) 
• Date that PGP was developed 

Local use (document any updates to the PGP and add a date) 
On the second page of the PGP: 

• Student name 
• Student identification number (PI D) 
• Plan: "R"(for recommended) 
• Use the AAR/TREx to put a number grade in the appropriate semester column and 

next to the appropriate class. 
• Add any elective classes at the bottom of the page and complete the above step and 

toiai the "S'' coiumns. 
• Student address. This information is vital to a CATE audit. It must be documented 

on the official PGP. 
• Some Local courses are campus specific. In addition records are constantly 

requested and received. Consequently, the most recent PGP should be filed on the 
right side of the student cumulative folder. All others should be filed away at the 
Analyst/Data Controller discretion, should they choose to keep them. 

Once the Analyst/Data Controller has completed the above step, he/she will initiate a visit 
with the student to go over information received. During this meeting, the student should be 
told 

• Grade level and STAAR level 
• Number of credits if applicable 
• Review schedule of classes (in case it has changed from the initial visit) 

In addition, the Analyst/Data Controller should document educational goals upon completion 
of detention/ placement and obtain student signature. Obtain parent goals and signature 
when the opportunity arises (usually at Parent/Teacher conferences). 

E. Enter Courses into TXEIS Database 
AAE Analyst/Data Controllers will enter courses offered into the TXEIS database. Since it is 
our policy to follow the schedule of the Home lSD, some courses that they offer will need to 
be added to our database to ensure the receipt of credit (especially in 200 semester). BE 
SURE TO CLICK THE "XFER" BOX. 
Modified Courses: 
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References courses that may be taken by student receiving special services; seen on some 
districts AAR's to denote that a student is enrolled in resource classes receiving one on one 
instruction from staff certified to service that particular student's needs. May also see: 
Fundamental, Resource, etc. 

Incomplete Grades 
These usually appear an "I" on home school records on a student report cards or 
transcripts. It indicates that the student did not complete the course for the specified cycle. 

F. Progress Reports 
IPRS-Interim Progress Report 

IPRS will be printed from TXEIS and the working grade from the gradebooks will be printed 
on the IPRS. 

SGR1160 Interim Progress Report from gradebook 

SGR1155 Current Cycle Averages from Grade Book for verification 
This report is for current year only. 

The report prints only working cycle averages from TXGradebook. 
1 . This report is for current year only. 
2. The report prints on plain paper and can print courses and the working cycle 

average from TXGradebook for all students, for only students with grades 
posted, or for students with blank or failing grades. 

3. All five comments for each course are also printed. 
4. An explanation of up to 14 different comment codes used appears after the 

course information. 
5. The report page breaks by student. 

NOTES: 
• If a posted grade in TXEIS exists, then it will be used when selecting which students 

to include on the report and will be displayed in the Curr Avg column. 
• If a posted grade in TXEIS does not exist, then the working cycle average in 

TXGradebook will be used when selecting which students to include on the report 
and will be displayed in the Curr Avg column. 
If neither a posted grade in TXEIS nor a working cycle average in TXGradebook 
exists, then the program will check if the course is an auto-graded course. If the 
course has an auto grade, then this grade will be used when selecting which 
students to include on the report and will be displayed in the Curr Avg column. 

In Grade Reporting Application>Reports> 
Choose the 1160 report. 
Set the options based on your requirements. 
It will take a few minutes because the program is retrieving data from the grade book. 

110 



' 

" ' 

I 
" IPOO AO" 

:1"" '""" 

flo"l""ll­
s.,.,.,,,.,,..,_,.,., 

S"""''"" <A- M!>l>'l.t•41•L-.I.tc<;<ollllll"i 

.... "'~'"'"'"'"""" ,. _ _.,...,.., •. P~.~"" 
-""'"'"'''"""<[;""""'"""""'0 ,.,...,.........,, .......... ,,... ... , 
Pmtl,oOoC,<"""''IfV,H< 

.._ .. ,,....,.~"""'1(..-.s••ft.l~ 
''"""'""""'".<Ml"''"""''""(YJ" 

Gunte~ISD 

Gunter High School 
lntenm Progra~~ Rspmt 

A~ ol September~- 200§ 1 0 D3 

' ' 
To th<> Per<m\$/Gl!.:~rdions of-
Shell D. Flimpel 

GuniGr, TX 

.. 

~ I I"' "'I""'''"~ 
e """ I I 

SGR 1160 Interim Progress Report from Grade Book 

r 
I 

This report is for current year only. The report prints on plain paper and can print courses 
and the working cycle average from TXGradebook for all students, for only students with 
grades posted, or for students with blank or failing grades. All five comments for each 
course are also printed. An explanation of up to 14 different comment codes used appears 
after the course information. The report page breaks by student 

Parameter 
Campus ID Number 

Parameter Description 

Type the three-digit campus number, or click to select the 
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Std Sel (A=AII, G=Only 
w/Grades, F=Failing, 
B=F&Bink, l=lncmplt) 

Grade Level (Choose 
one, or Blank for All) 

Address to be printed. 
S=Student, P=Parent 

Print Report Card Msg? 
(Y,N) 

Print Auto Grades? (Y,N) 

Include Self Paced 
Courses (Y, N) 

campus from the campus Picklist . 
A (All) - All courses/grades will print on the report including 
blanks. 

G (Only w/Grades)- Only courses with a grade in the Curr Avg 
column, including 0 and I (Incomplete), will print. 

F (Failing) - All courses will print for students who have at least 
one failing grade. A grade of 0 will count as failing. If a grade 
exists in the Curr Avg column, it will be used to calculate if the 
course is failing. The failing grades will be balded also. 

B (Failing & Blank)- All courses will print for students who have 
at least one failing and/or blank grade. A grade of 0 will count 
as failing/blank. If a grade exists in the Curr Avg column, it will 
be used to calculate if the course is failing. The failing grades 
will be balded also. The grade will be considered blank if the 
Curr Avg column is blank. 

I (Incomplete) - Only courses with a grade of I in the Curr Avg 
column will print, and only students who have an "I" will be 
included. 

Type the two-character grade level, click to select the 
grade level from the Grade Levei_['J!:;Js]ist , or leave blank to run 
for all grade levels. 
If Address to be printed = P, the address for the guardian 
contact that has the lowest relationship code will be printed. If 
the parent address is blank or no guardian contact exists, the 
student address will be printed. 
Y - Print the report card messages; the first 14 lines from the 
report card message table will print at the bottom of the report. 

N - Do not print report card messages. 

For elementary students, report card messages will be printed 
from the Rpt Card Msg Elementary table. For secondary 
students, report card messages will be printed from the Rpt 
Card Msg 8.5 x 11 Form table. 
Y - Print the Auto Grade from the District Course Maintenance 
screen if there is no working cycle average for the course in 
TXGradebook. 

N - Do not print the Auto Grade. 
Y - Print any self-paced courses that do not have a semester 
grade posted. 

N - Exclude all self-paced courses. 

A self-paced course will print on the report if a semester 
average has not been posted for the course. If the self-paced 
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Include Non Graded 
Courses (Y,N) 

Print Attendance? (Y,N) 

Print Signature Line 
(Y,N) 

Student IDs (Blank for 
All) 

Notes: 

course has a working cycle average in TXGradebook, the 
current average will print on the report. If the self-paced course 
does not have a working cycle average or a semester average, 
the course will print on the report with a blank current average. 
Y - Print any non-graded courses that are not excluded from 
the Attendance page in TXGradebook. 

N - Exclude all non-graded courses. 

A non-graded course will print on the report if the Exclude 
from TXGradebook option in the district master schedule is 
not set to A or B. 
Y - Print the course attendance for the semester/cycle 
selected. 

N - Exclude the attendance. 
Y - Print a line for the parenUguardian signature at the bottom 
of the report. 

N - Exclude the signature line. 
Type the six-digit student 10 number, including all leading zeros 

and separating multiple IDs with a comma, or click to 
select multiple students from the Student flcklist. 

• If a posted grade in TXEIS exists, then it will be used when selecting which students 
to include on the report and will be displayed in the Curr Avg column. 

• If a posted grade in TXEIS does not exist, then the working cycle average in 
TXGradebook will be used when selecting which students to include on the report 
and will be displayed in the Curr Avg column. 
If neither a posted grade in TXEIS nor a working cycle average in TXGradebook 
exists, then the program will check if the course is an auto-graded course. If the 
course has an auto grade, then this grade will be used when selecting which 
students to include on the report and will be displayed in the Curr Avg column. 

G. Report Cards 
Report Cards (61

" 6 weeks of each Reporting Cycle) 
After teachers have marked their grades READY TO POST, the office will need to POST 
the grades into TXEIS. 

Grade Reporting Application>Utilities>Grade Posting from TXEIS Grade Book 
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2. Make sure the Current Semester and Current Cycle are correct 
3. If so, click Execute. 
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How to Print Report Cards 
If you have entered grades in TXEIS for new students or teachers posted grades for 
progress reports and you have not cleared grades and re-set flags then you must do these 
steps before starting the report card steps. You can clear and re-set flags by course, 
student, grade level, or campus. Remember to also clear comments and/or citizenship. 
These steps must be done separately when clearing grades (Grade 
Reporting>Utilities>Ciear Grades, Comments, Citizenship) 
Campus report cards messages should be updated if necessary. 
CHECK PRINTING PREFERENCES FOR REPORT CARDS. 
GRADE REPORTING>MAINTENANCE>TABLES>CAMPUS CONTROL OPTIONS>PRINT 
OPTIONS 
1. In the Crs Seq field, click drop do2nto select the sequence in which courses are printed 

on report cards. 
2. In the Print Failing Msg field, select whether to print report card messages for students 

failing courses. 
3. In the Sequence field, click drop down to select the sequence in which report cards are 

printed. 
4. In the Inc! Non-Graded Crs field, select whether non-graded courses should be 

included on report cards. 
5. In the Print "WF" field, select whether W/F (withdraw failing) should be printed on report 

cards for students withdrawn from courses with a failing grade. 
6. In the Print "WP" field, select whether W/P (withdraw passing) should be printed on 

report cards for students withdrawn from courses with a passing grade. 
7. In the Print WiD Crs field, select whether withdrawn courses should appear on report 

cards or grading labels. 
8. In the Print Credits field, select whether academic credits should be printed on report 

cards. 

9. In the Print HRoll Code field, select whether honor roll codes should be printed next to 
courses on report cards. 

STEP 1: Office TXEIS personnel will open the cycle for Grade Posting. 
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Change the "Open for Grade Posting" option to "Open". 

STEP 2. TEACHERS POST GRADES FROM GRADE BOOK. 
a) Use the Teacher Posting Status to determine if teachers have marked grades 

to ready post. Use the option "Not ready to post". (Grade 
Reporting>~i!aintenance> Teacher Posting Status.) 

Typeol POS!.ing OpentorGradePosting ~ 
Allow Semester Ol!ellode J>Jr,w Prior D~ P(lsting 

Allow New Categories 
DisplayPTogram!nlorma!ion --------------------, 

E~yDisadv<:ll'llaged 

Special Education 

Gifted and T alente<l 

Bi!ir.g>Jai/ESL 

Migrant 

I' 

Title! 

""""""" Pregnarlcy. E~on. and Parentirlg 

AtRisk V 
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Cycle Grades 
semester: 1 section: 01 ~1G 1 \12l!D·01) 

STEP 3: OFFICE POSTS GRADES FROM THE GRADE BOOKS. 
This can be done more than once as teachers continue to mark grades ready to 

Cioot P;t!'".sff'aiJ 1l¥1ice!lir$ 

Ci~.u Grd twr; and Class ~ 

A!,'5lgr, or a- Y<'iaFEti\JCstalus cooo 
k:slg:n P<lss Fill! lndtcatmt 

C:,;-1100 Camput;'l!loo IOf1d O'&dll As:;,gnment 

EOC Gradil Computat<m and Credit A.Sslgmnem 

Gradlir C;mlfJ(.I!Bti()ll Elemer1tary 

Orrline STAAR!TN<S EOC Extract 

STAA.RfrAY.S Pr!X:Milli,l Ex!mct 

~·~ J:~slnd CIJUIW ReCtJrd5 

Import Oi1i1ncl CCI.~'"" ReWn15 

STEP 4: Compute attendance for report cards. 
The function computes attendance from the Attendance application for grade course 
records. It should be run before printing report cards, the Interim Progress report, and the 
Blank, Failing and Incomplete Grades report. 
The following absence types are posted to the absence categories on the Grade Reporting 
reports. 

• Excused: A, C, D, H, I, K, M, R, S, V 
• Unexcused: U 
• School Related: E, F 
• Tardies: T 
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GRADE REPORTING>REPORTS>GRADE REPORTING REPORTS>SGR1800 
COMPUTE ATTENDANCE FOR COURSE RECORDS 

a) Choose your campus id number. 
b) Choose the Semester. 
c) Check Course Entry/WD Dates, put N for No. 
d) Enter A for all Periods or S for ADA Period only. 

Printing Report Cards 
GRADE REPORTING>REPORTS 
SGR1300 8 %X 11 Report Card (2 Sem) 
SGR1350 8 Y,X 11 Report Card (4 Sem) 
SGR1400 8 Y, X 11 Report Card Elementary 
SGR1401 Elementary Principal's Proof List (Elementary only) 
The report prints report card information by grade level or control number. It provides 
grades and attendance Information. The Proof List is printed on the laser printer. 

SGR0900 Class Rolls Student Grade Information 
(Elementary or Secondary verification list) 
The report prints students by instructor with grades and absences. 
It can also print self-paced courses, which are displayed even if Include Withdrawn Courses 
= N. 
The "InClude Withdrawn Courses" parameter has no effect on self-paced courses. 
REMINDER: You can save your report cards, attendance reports, failure list, honor rolls 
reports, and reconciliation report as pdf report. (See HOW TO #7). 
AFTER COMPLETING REPORT CARDS, be sure to change the semester and cycle as 
appropriate on the campus control options. 
You should also remind teachers to change their cycle or semester in the grade books. 
GRADE REPORTING>MAINTENANCE>TABLES>CAMPUS CONTROL 
OPTIONS>PARAMETERS TAB 
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i Parameters NYR 

Cunent Semetter 

Current Cycle: 

a. Each AnalysUOata Controller/Campus Clerk/Administrator should verify that each 
teacher are entering grades in Gradebook. 

b. Report Cards are to be mailed on each student that is enrolled with OCJJSC at 
the close of the 6week cycle 
1) In the event that the student was closed out for the 6weeks by the home ISO 

school, the home ISO school report card/grades, supersedes any grades 
earned at OCJSC 

c. If a student enrolls with AAE in the middle (3"' or 4'" week of a 6Week Cycle) of a 
reporting period, his/her grades need to be averaged with the grades earned at 
AAE in an effort to give the student a "True average" for the reporting cycle. 

d. JOG Campus- see point person for report card print out (see attached). 
e. Each AnalysUOata Controller/Campus Clerk is responsible for ensuring the mail 

out of Report Cards. 

See b~lo~ fo~. arameter fo~.Re art Card ... exam le ... (AAR sam le below report ca(d/l;• ::' 
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"'"fX""'"'" "'""""-'l' 
UMr 10· MGUIUN<O 

Ending Sd•<>ol Year (YYYY) 

Campus 10 Number 

Sem~$ler 1 <>r 2 ( 2=b<>th) 

Cycle 1. 2, <>r:":J 

At!Bndance Tmck (O.!l Dr Blank tor A!l) 

Grade Level (Choose one or Bl~nk for All) 

Print Signature Line ( Y.N) N 

Address t<J b'f p!int'«!. S"Studenl, P=P~rent S 

tPR? Y.,Onty Slt!d~nts wit!> Grades. N=No N 

lncl<.1d~ Withdr~wn Sl:l.1d&nt$? { Y,N) 

Print Preliminary EOC 1\so~s~;ment Messego? ( Y. N ) N 

Print Only Stu.:Wnl:; with EO( Gract,,s? { Y. N) N 

Student ID to Start Prinltr.g (SI~r,k tor All) 

Sluder1t IDs (Blank tor Ali) !._·: -·· -·- . -·---·· -~ ~-~·J 
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Campus ID Number 

lncll.!W W•thdrwm Sludenf.s? (Y,N) 

lnclllde \MthdRlW!l CourJes? (Y,N) 

Include Loc~l Courses in Total Credit? (Y.N) 

Trm:k ( 0- 9 or Blank far All ) 

Sor~ A= Alph~. G "Grade, c = Comrol Number) A 

Grade Lav-e! (Choose 09.10.11.12 or Blanl< for All) 

Print Rank & GPA?{Y/N,Ran!( onl;t"R,GPA onl;t"G) N 

Print CoiJ1,g~ 4pi?[YIN) N 

Stud~•-.t IDs I Blank for All ) 

T•"e of Schcol Of~c1el 

Print all students for plior Schm::l YsarjYYYY) 

Print student SSN (Y,N,M) 

~~~~··•I•"M'"t!tE' 

H, Gradebook 

Cle~r Optroos 
~.·-~--~ . .J 

The Analyst/Data Controller shall work in a collaborative effort with the Campus 
Administrators/ Assistant Campus Administrators and the Teachers to accomplish goals 
that include but are not limited to the closure of semester(s) and the end of the year closure, 
The Campus Administrator shall ensure the following: 

• Campus Administrators shall assure that gradebooks are complete and turned in 
before teachers are approved training, leave of absence or before summer 

• Campus Administrators shall assure that the gradebooks appear in the gradebooks 
that are turned in to reflect the hardcopy, In the event of missing grades the student 
will yield missing grades, All parental messages regarding student missing grades 
will be forwarded to Administrators during their training, leave and or summer time 
ofL 

• Teachers shall tum in completed gradebooks, and make sure that all student that 
have enrolled in your class have both and exam grade and cycles grades in the 
gradebook and the hardcopy should reflect the same grade, Without the grades, a 
student cannot be properly closed out 

• Teachers shall reconcile any student records that may not have a grade from your 
class (due to recent schedule change or recent enrollment) with your Campus 
Administrator or Assistant Campus Administrator Teachers remember, Analyst/Data 
Controller/Data Controller cannot and will not advise on how to assign student 
grades, 

It is important to remember that the Analyst/Data Controller do "other duties as assigned", 

L Section Changes (may differ per each campus) 
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a. AnalysUData Controller/Data Controllers are to ensure that section changes 
are complete and accurate - See section changes document 

b. Campus Clerk will conduct all section changes as it pertains to the list created 
by AnalysUData Controller. (Being careful and mindful of Fundamental 
classes) 

Section Changes (using Detention Roster) 
>Open email 
>Delete all unwanted columns. (Column G - MinOfHearingDate, H - AssignedPO, I -
Hearing Date, J- Hearing Type, K- Offense) 
>Click on Column A - "Facility", at the top; Right Click on Blue, Format Cells, Click 
Alignment TAB, uncheck 0 'Wrap Text", "Shrink Text" 

>Under "I" Column type in today's date as 0/MNYYY. 
>Hit Enter 
>Copy date cell (CTRL C) 
>Paste all the way down (CTRL V) to the end of the list. 

>If you have the previous day's email, do step #1 first to the previous email. 
>Under "I" Column type in yesterday's date as 0/MNYYY. 
>Hit Enter 
>Copy date cell (CTRL C) 
>Paste all the way down (CTRL V) to the end of the list. 
>Then copy and paste into above sheet from #1. 

>Go to Data>Sort 
>Make your filed look like example. 

> Sort by . < LastName *Ascending 
>Then by ... FirstName *Ascending 
>Then by ... PIDNumber *Ascending 
> My data range has ... *Header Row 
>Click "OK" 

J. Role in Preparation for & during STAAR Administration 
a. Check all student grade levels for accuracy 

i. Use of TEASE (PID Search) Account to determine Last school(s) of 
record 

1. https:ilseguin.tea.state.tx.uslapps/loaon.asp 
ii. During the year, as you review records, students will be placed in 

accurate grade as it pertains to home lSD school records. 
iii. If the student arrived before any records have been submitted by 

home ISO school, a call must be placed to home ISO school and a 
Student Transfers From Within Texas must be completed (see 
attached). 

iv. If school is not available, submit name and social security of student to 
Testing Coordinator 

b. Distribute Student CSR's when received (Copies for Cumulative folder, Mail 
Home, and Student during School year) 

c. AAE Staff will adhere to the TEA deadlines regarding testing which are 
outlined in the Grade Placement Manual. They which include: 
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i. Results of the ST AAR exam will be available 10 days after receipt at 
TEA. 

ii. Upon receipt of CSR's at the district, CAJACA will have 5 days to 
ensure mail out of CSRs and supporting documents. 

iii. Accelerated instructions should begin immediately for those who did 
not make the standard score on the 1" administration. 

iv. After the second administration for (SSI students), a GPC should take 
place. 

K. End of the Semester I Year Close Out of Students 
The following rules apply when closing out students for 1" and 2"' semester and the end of 
the year close out for students. 

The Analyst/Data Controller shall verify the enrollment dates for students enrolling in the 
Academy for Academic Excellence. The enrollment dates are vital to determine close out 
and or void and null grades so that the student's academic record is not jeopardized. 

When enrolling and closing out students the Analyst/Data Controller shall follow the 
guidelines below to ensure successful close out of students. 

• Student shall not be closed out earlier than the 4'" week of the 3'" & 61"-6 week's 
cycle. 

• AAE uses the "3 out of 4" rule to close students out for the semester. Because there 
is a struggle to get records from various educational institutions for a number of 
reasons, blanks may occur. Note: 

o Student "A" enrolls during the 2"' cycle and documentation has not been 
received from his previous enrollment. He completes the semester with AAE. 
He has a 2"' & 3' cycle grade and exam grade. This student can be closed 
out using the "3 out of 4" rule and can receive credit as long as he scores "70" 
or above. 

o The Analyst/Data Controller should document on PGP and in TxEIS, every 
effort to obtain records. 

• Verify that student has not been closed out from the previous school. If the student 
has been closed out, grades from AAE become null and void. 

• In the event a student transfers during mid-semester and attended a school that has 
2-nine weeks in a semester, withdrawal grades may be used to fill in a blank cycle. 
Please see the example: 

o Student "A" enrolls at Medlock in late April (end of 5th cycle). His previous 
enrollment is at Bud High School where they have 2 nine week semesters. 
His withdrawal grades may be used for the 51

" cycle grades. 
o Extenuating or unusual circumstances can be reviewed with CAJACA and 

Data Controller/Analyst. 
• The Analyst/Data Controller shall also document (spreadsheet) of students who 

leave (either by transfer or withdrawal) within the last two (2) weeks of school for 
successful closure. The Academy for Academic Excellence that had the student 
enrolled for the longest length of time shall close the student out. 

• The Academy for Academic Excellence does not promote or retain student's mid­
year. Promotions and Retentions are only conducted at the end of the year. The rule 
exception to promote or retain within the Academy for Academic Excellence is as 
follows: 
o The student's grade level and or credits are verified from previous school(s) and 

the need to promote or retain mandate the grade level change. 
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o The Academy for Academic Excellence makes a mistake and the error needs 
correction. 

o Middle school students may be evaluated on an individual bases by the Grade 
Placement Committee to determine retention or promotion. During this meeting 
consideration will be given to the following data ST AAR results, attending 
summer school, intervention plan developed to assist student with learning gaps 
and age. 

In the event that a promotion or retention grade level is required, the Analyst/Data Controller 
shall staff the case with the Grade Placement Committee (See the GPC manual for further 
instructions). 

The closure of each student is vital in the printing of report cards and the AAR (Academic 
Achievement Record) and the Analyst/Data Controller shall ensure that a copy is placed in 
the student's cumulative folder. Once the end of the year closure reports are conducted the 
415 reports should be conducted for PEIMS Submission by the Coordinator Olivia Landin. 
The 415 Report should be resource for the promotion I retain status and includes GPC 
procedures and the ST AAR results. 

L. Grade Reporting Reports 

End of Semester Grade Reporting Reports 1" Semester & 200 Semester 
• SGR 0280 Grade Distribution Report 
• SGR 1000 Blank, Failing, and Incomplete Grade 
• SGR 1175 Report Card Proof List 
• SGR 2000 AlB Honor Roll 
• SGR 2091 Elementray Grade label 
• SGR 4500 TXGradebook Assignment Audit Report 
• SGR 1600 GTE verification report 

The following is the list of required reports needed for the end of the year close out. The end 
of the year close out reports are an addition to the semester close outs and are lengthy and 
detailed. 

End ofthe Semester I Year Close Out Procedures 
(semester close out is applicable for 1" semester and 2"' semester) 
The Analyst/Data Controller shall follow the following procedures to close out the semester 
and end of the year close out are subject to change contingent upon Region 10 and 
mandated legislation. The following is a list of reports listed in semester lay outs and the 
end of the year for close outs. 

End of the YEAR reports for Grade Reporting 
• SGR 0000 415 Course Completions 
• SGR 1175 Report Card Proof List 
• SGR1200 Principal's Proof List 
• SGR 0900 Class Rolls 
• SGR 1000 Blank, Failing and Incomplete Grade 
• SGR1920 Pass Fail Verification List 
• SGR 0280 Grade Distribution Report 
• SGR 2001 AlB Honor Rolls 
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• SGR 2010 Numeric Honor Rolls 
• SGR 2081 Student Grade Labels (Middle School) 
• SGR 4500 TXGradebook Assignment Audit Report 
• 425 Behavior Records Report (Applicable Campuses) 

Note: all of the above reports are exercised through the use of TXEIS. 
Sign In to TXEIS 
Choose Grade Reporting and a Campus 
Go to Reports 
Go to Grade Reporting Reports 
Choose the reports 
For more detailed step by step process, please see the following link under the title "how 
to's": 

http://region i Ois. webexone .com/laflin .asp?loc=&l ink= 
or the TXEIS Training Manual. 

M. Awarding of Credits 
• Credits are awarded for students in high school (9'" thru 12'" grades) at the end of 

each semester. 
• Students may earn 0.5 credits per course taken each semester. 
• Dependent upon student's home school district, credits may only be awarded at the 

end of a school year. If a student enrolls with ME from an lSD such as Grand 
Prairie, Irving, etc., at the end of a school's semester, their AAR may not reflect 
earned credits. 

• If this same student closes out the school year within the AAE district, those credits 
that were not awarded by the home school, must be awarded by AAE. 

• The student is now subject to ME policies and procedures, and must be closed out 
property. 
Social promotions are not granted. Students may be promoted only on the basis of 
academic achievement. 

• A minimum final average of 70 on a scale of 100 is required for credit to be awarded 
for a course. 
All grades will be reported numerically on a scale of 100. 
A grade of "I" on a progress report or report card indicates that a course is 
incomplete. 
A student who fails to attend class for at least 90 percent of the days the class is 
offered cannot receive credit for the class - even if the absences were excused by 
the school district for medical or other reasons. 

Credits and Grade Classifications: 

0- 5.5 9TH 
6- 11.5 1QTH 
12- 17.5 11TH 
18+ 12TH 

Distinguished Graduation Plan 
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26 or more credits to graduate and in addition meet other specified requirements as set 
by TEA and local school policy. 

Recommended Graduation Plan 
26 credits to graduate 

Minimum Graduation Plan 
22 credits to graduate, but students must have approval from the principal, and parent in 
order to graduate under these requirements. 

2014-2015 and beyond 
The State Board of Education adopted changes to the high school graduation 
requirements for the 2014-2015 school year. These requirements were effective 
beginning with students who enter grade 9 in the 2013-2014. Every ninth-grader will be 
required to choose one of give endorsements, broad areas of interest that will guide 
their course selections through high school. The give choices are science, technology, 
engineering and mathematics (STEM); business and industry; public services; arts and 
humanities; and multidisciplinary studies. 

N. CREDIT BY EXAMINATION ICBE) 

74.24. Credit by Examination. 
(a) General provisions. 

(1) A school district must provide at least three days between January 1 and June 
30 and three days between July 1 and December 31 annually when examinations for 
acceleration for each primary school grade level and for credit for secondary school 
academic subjects required under Texas Education Code, §28.023, shall be 
administered in Grades 1-12. The days do not need to be consecutive but must be 
designed to meet the needs of aii students. The dates must be publicized in the 
community. 
(2) A school district shall not charge for an examination for acceleration for each 
primary school grade level or for credit for secondary school academic subjects. If a 
parent requests an alternative examination, the district may administer and 
recognize results of a test purchased by the parent or student from Texas Tech 
University or The University of Texas at Austin. 

(A) Texas Tech University and The University of Texas at Austin shall ensure 
that the assessments they provide for the purposes of this section are aligned 
with and contain appropriate breadth of coverage of the Texas Essential 
Knowledge and Skills for the appropriate course. 
(B) Texas Tech University and The University of Texas at Austin shall 
arrange for a third party to conduct an audit, on a rotating basis, of at least 
20% of the assessments they provide for the purposes of this section. The 
audit shall be conducted annually. 
(C) The results of each audit shall be provided to the Texas Education 
Agency in the form of a report to be delivered no later than May 31 of each 
year. 

(3) A school district must have the approval of the district board of trustees to 
develop its own tests or to purchase examinations that thoroughly test the essential 
knowledge and skills in the applicable grade level or subject area. 
(4) A school district may allow a student to accelerate at a time other than one 
required in paragraph (1) of this subsection by developing a cost-free option 
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approved by the district board of trustees that allows students to demonstrate 
academic achievement or proficiency in a subject or grade level. 

(b) Assessment for acceleration in kindergarten through Grade 5. 
(1) A school district must develop procedures for kindergarten acceleration that are 
approved by the district board of trustees. 
(2) A student in any of Grades 1-5 must be accelerated one grade if he or she 
meets the following requirements: 

(A) the student scores 90% on a criterion-referenced test for the grade level 
he or she wants to skip in each of the following areas: language arts, 
mathematics, science, and social studies; 
(B) a school district representative recommends that the student be 
accelerated; and 
(C) the student's parent or guardian gives written approval for the 
acceleration. 

(c) Assessment for course credit in Grades 6-12. 
(1) A student in any of Grades 6-12 must be given credit for an academic subject in 
which he or she has had no prior instruction if the student scores 90% on a criterion­
referenced test for the applicable course. 
(2) If a student is given credit in a subject on the basis of an examination, the school 
district must enter the examination score on the student's transcript 
(3) In accordance with local school district policy, a student in any of Grades 6-12 
may be given credit for an academic subject in which he or she had some prior 
instruction, if the student scores 70% on a criterion-referenced test for the applicable 
course. 

0. Leavers (203) Records 
The term refers to students withdrawn from the AAE program in the previous school year. It 
includes students who: 

*leave to enroll in home schooling programs. 
"includes all dropouts, graduates and other students that left in the previous school year 
"also includes students who fail to reenroll in the fall 

A school Ieaver who is not enrolled in the district in the school start window of the current 
year is reported on a 203 Record. 

Student must have re-enrolled within the school start window of the first day of school 
through the last Friday in September 

Exceptions that prevent reporting a student on 203 Record: 
-student has earned aGED certificate by August 31'' 
-enrolled in another Texas public school district within the school start window 
-or if student is accounted for the other state reconciliation processes 

Students grades EE-6 are never reported on 203 records. 

P. GATE Reports Due at the end of each 6 week cycle: 

• SGR1600- Career & Technology Code Verification 
(TXEIS Grade Reporting Application) 
-Focus on the Career Tech Code and CTE Credit Amount columns to ensure that 
the coding is correct for courses that are pulling funding for CATE 
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-Courses that are not to pull CTE Credit should be set at "0" 
-Courses that are to pull CTE Credit should be set at "1" 

SGR1650-Career & Technology Audit Report 
(TXEIS Grade Reporting Application) 
-This report basically verifies the same info as the SGR1600 

• SAT0600- Daily Register/Weekly Summary 
(TXEIS Attendance Application) 
-This re~ort is used to verify the number of days receiving CT, career tech codes 
-Only 9' -12'" grade students receive funding 
-Students a"' grade and below do not receive funding 

*This report (along with all others listed above) can have edits/notes written on them to 
show verifications that were made. The original should be signed and turned in to the 
PEIMS Coordinator at the end of each 6weeks reporting cycle. 

Q. SSI Grade Placement Committee Information 

This information does not take the place of the GPC Manual 

The Student Success Initiative (SSI) was created by the Texas Legislature to ensure that all 
students receive the instruction and support they need to be successful in reading and 
mathematics. The SSI grade advancement requirements apply to the grade 5 mathematics 
and reading tests and the grade 8 mathematics and reading tests. 

Students have three opportunities to meet the passing standard on each of the tests and 
will receive additional instruction after each testing opportunity on which they do not meet 
the standard. A GPC, consisting of an administrator, teachers, counse!or/Ana!yst!Data 
Controller/Data Controller and parent or guardian, meets when a student has not rnet the 
passing standard after two testing opportunities and is responsible for determining the 
accelerated instruction the student needs before the third testing opportunity. A student who 
does not meet the passing standard after the third testing opportunity, upon receipt of 
testing results the counselor/Analyst/Data Controller/Data Controller must inform the parent 
or guardian on the results. If the student does not meet the requirements for SSI, the 
parents or guardian will be notified of another GPC Committee meeting. This notice will 
inform the parent or guardian of the retention notification. The parent or guardian may 
appeal the retention by submitting a request to the GPC within five working days of receipt 
of this retention notification. 

(Please see attached 101.2007 Role of Grade Placement Committee.) 

Students subject to SSI requirements include those served by special education who take 
STAAR, STAAR (Accommodated), or STAAR-Modified (STAAR-M). The ARD committee 
will determine which assessment, STAAR, STAAR (Accommodated), or STAAR-M, is 
appropriate for the individual student in each SSI content area and grade level and will 
make all decisions involving accelerated instruction and promotion. 

R. SSI Forms 

Forms for Student Success Initiative may found on the TEA website. 
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M.1 

M.2 

M.2 

M.3 

M.3 

M.4 

M.4 

M.5 

M.5 

M.6 

M.6 

M.7 

M.7 

M.B 

M.B 

M.9 

M.9 

, M.10 

M.10 

M.11 

Parent Notification of Student Performance (Met passing standard) FirstJSecond/Third Administration 

Parent Notification of Student Performance <Met passing standard) First!Secondffhird 
Administration (Spanish) 

Parent Notification of Student Performance <Did not meet passing standard} First Administration 

Parent Notification of Student Pertormance <Did not meet passing standard) First Administration (Spanish) 

parent Notification of Student Performance {Did not meet passing standard) Second Administration 

Parent Notification of Student Performance {Did not meet passing standard) Second 
Administration (Spanish) 

Confirmation of Participation in the Grade Placement Committee Meeting Second Administration 

Confirmation of Participation in the Grade Placement Committee Meeting Second Administration (Spanish) 

Grade Placement Committee Meeting Minutes Second Administration 

Grade Placement Committee Meeting Minutes Second Administration (Spanish) 

Parent Notification of Grade Placement Committee Decision Second Administration 

Parent Notification of Grade_P1G!Ge:m§nt.GCl.mmittee .Qecision S.§lCQnd Administration (Spanish) 

Parent Waives Right to Third Administration 

Parent Waives Right to Third Administration (Spanish) 

Parent Notification of Student Pertormance CDid not meet passing standard) Third Administration 

Parent Notification of Student Performance (Did not meet passing standard) Third Administration (Spanish) 

Confinnation of Participation in the Grade Placement Committee Meeting Third Administration 

Confirmation of Participation in the Grade Placement Committee Meeting Third Administration (Spanish) 

Grade Placement Committee Meeting Minutes Third Administration 

Grade Placement Committee Meeting Minutes Third Administration {Spanish) 

Parent Notification of Grade Placement Committee Decisions Third Administration 
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M.11 Parent Notification of Grade Placement Committee Decisions Third Administration (Spanish) 

S. Response to Intervention Guidance and Student Success Team 

Response to Intervention (RTI)/Student Success Team (SSD 

RTI/SST is the practice of meeting the academic and behavioral needs of all students 

through a variety of services 

• High-quality instruction and tier intervention 
• Frequent monitoring of student progress 
• Using student data to implement educational decisions 

Multi-tiered model 

To ensure that appropriate instruction addresses students' academic and behavioral 

difficulties. 

• Tier 1: Teachers use high-quality core class instruction. 
• Tier 2: Students are identified for the SST intervention. This level includes researched­

based programs, strategies, and teacher documentation that support the student's 
behavioral and academic needs. This level will support the activities of Tier 1. 

• Tier 3: Students who have not responded to Tier 1 and Tier 2 will receive special and 
individualized instruction. Considering the time our students will be in our program, 
time may be an issue to get to this Tier.( see attached copy ofTier model) 

RTI/SST PROCEDURE: 

Administrator will: 

• Receive all referrals from teachers. 
• Request any documentation/data supporting the student behavior and academic needs. 

• Ensure that Analyst/Data Controller receive referrals in a timely manner. 
• Ensure teacher attendance and participation. 
• Ensure compliance with RTI/SST rules and regulation. 

Teacher will: 

• Turn in a student referral to their immediate supervisor.(see attached referral) 
• Provide documentation/data to support the student behavior and academic needs 
• Have an intervention plan in place. 

AnalysVData Controller will: 

• Schedule meetings upon teacher request coming from their immediate supervisor. 
• Have cumulative folder available for previous student progress. 
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Focus 

Program 

Grouping 

! 
Time 

Tier 1: Curriculum 

All students 

Scientific research­
based curriculum and 

instruction 

As needed 

Tier 2: Small Group T Tier 3: Intensive II 

Intervention I Intervention 

Identified students with !Identified students with 
rk d d'ffi If h marked dtfftculttes who 

rna e 1 !CU !es w 0 have not responded to 
have not responded to Tier 1 and Tier 2 1 

Tier 1 efforts efforts 1 

Specialized scientific 
research-based 

intervention 
Homogeneous small 

group instruction (1 :5-
10) 

"20- 30 minutes per 1 
day in small group in 

addition to 90 minutes 

Individualized and II 

responsive interventi~~~ 

Homogeneous small / 
group instruction (1:3) I 
*50 minutes per day in I 

individual or small I 
group instruction in 

addition to 90 minutes l

•go minutes per day or 
more 

t-' --------+===::;c=:::: ~·--c-1--o"'f"c_o-ore~in_s_tr_u_ct_io_n_+_ of core instruction 
Universal Screening at i Weekly progress Weekly progress 1 

Assessment 
beginning, middle, and ! monitoring on target monitoring on target ~~ 
end of the academic I skill(s) to ensure skill(s) to ensure 

1 year (or more often, if adequate progress and adequate progress and : 

Determined by the Determined by the I 

appropriate) ~-···-·learning learning rl 
school (may be school (may be 

General educat1on ! classroom teacher, 1 classroom teacher, , 
teacher i soecia!ized teacher , soecialized tAar.hAr i 

I
' external interventioni~t, I e_xiernal inte~~~t~~~i~t, 

[Interventionist 

-------t----------t-"i?ar§J?I9f!?ssional, etc. ara rofessional, etc. 
Appropriate setting in r· l Setting 

General education 
classroom 

the classroom or 
outside the classroom 

designated by the 
school 

Appropriate setting 
outside the classroom 

designated by the 
school 

T. Parent Teacher Conference 

Procedure Counselor/Analyst/Data Controller/Data Controller 

1. Parent Teacher Conference should be completed twice a school calendar year 

(Fall/Spring). (Please see School Calendar for dates) 

2. Counselor/Analyst/Data Controller/Data Controller are required to contact 

parent/guardian by letter of the time and date set for parent/teacher conference. 

Review PGP and SSI information with the parent/guardian, and have parent/guardian to 
sign PGP, if possible. 
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U. AAE/DCJJAEP Reporting Schedule 2014-2015 

Six Weeks Begins 

1st Six Weeks August 21, 2014 

2nd Six Weeks September 1, 2014 

3rd Six Weeks November 8, 2014 

4th Six Weeks January 5, 2015 

5th Six Weeks February 23, 2015 

6th Six Weeks April20, 2015 

Progress Report 

Due Dates & 

MAIL OUT 

Parent/Teacher 

Meeting 

Six WtHtks Ends 

!Ds&d!kw for Teache-rs 

Jwt. GrtKies b& EnttmHJ 

into Grorlebook) rmd 

tmn the ACAICA 

DEADLINE for Report Cards 

to be Complete 

MAIL OUT OF REPORT 

CARDS 

~Adjusted dates f<>r end of school year prep and PE!MS Reporting. 
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V. PEIMS Submission Dates 

2014-2015 PEIMS Submission and Resubmission Timelines 

Fall (Collection 1) (prior/currentyear data) 

Close of school-start window- Last Friday in September September 26, 2014 

Snapshot Date 

First submission due date for LEAs and ESCs 

Resubmission due date for LEAs and ESCs 

Midyear (Collection 2) (prior year data) 

First submission due date for LEAs and ESCs 

Resubmission due date for LEAs and ESCs 

_ Summer (CoHectior:t 3) (current year data) 

First submission due date for LEAs 

Resubmission due date for LEAs* 

October 31, 2014 

November 23, 2014 

January 8,2015 

January 22, 2015 

February 5, 2015 

June 16, 2015 

July 16, 2015 

Extended Year(Collection 4)(currentyear data) 

First submission due date for LEAs 

Resubmission due date for LEAs 

August 27, 2015 

September 17, 2015 

Please note: The dates above are submission dates required by TEA. District office will provide 

additional dates and inform in a timely manner prior to submission. 



W. Special Education (ARDl 

Refers to educational programs and practices designed for students, as handicapped or gifted students, 
whose mental ability, physical ability, emotional functioning differs from that of the regular education 
student. 

• At the completion of the ARD, if a student requires Fundamental Courses, the ACA will provide 
documentation to the Analyst/Data Controller/Data Controller in a form of the 'Request for 
Schedule Change'. (see Appendix 1) 

o Once the schedule change has been completed, a copy of the new/revised schedule should 
be provided back to the SPED Team. 

• If the student has no changes, a form must still be required indicating 'No Changes'. 
• Please refer to the Special Education guide of this handbook. 

X. GATE (Career and Technology Education 

Each Career and Technical Education course falls into one of 16 «career clusters.~ A career cluster is a 
group of jobs and industries that are related by skills or products. Each cluster contains cluster "pathways" 
that correspond to a collection of courses and training opportunities to prepare students for a given 
career. 
Currently AAE offers courses that fall under the first three listed clusters below. The other clusters are 
listed for additional information: 

Agriculture Food & Natural Resources* 
Business Management & Administration* 
Information Technology* 
Architecture & Construction 
Arts, AN Technology & Communications 
education & 1 raining 
Finance 
Government & Public Administration 
Health Science 
Hospitality & Tourism 
Human Services 
Law Public Safety. Corrections & Security 
Manufacturing 
Marketing 
Science, Technology, Engineering & Mathematics 
Transportation. Distribution & Logistics 



The course names have recently been edited by TEA for the 2010-11 school year. 

Old Course Name (1997) 

i Introductory Horticulture (6-8) 

Agriculture, Food & Natura! ReSQ!:!!..Ces 

2010·11 

i N/A 

Small Animal Management 
·-

i I Plant & Animal Production (9-12) 
' lntro to Horticultural Science (9=-12)"-· Horticulture Science 

___ , 
_.E_n."~~nmental Technology (9:12y-- WAITING -~·-·--1 

----
Principals of Agriculture Food & Natural 

Persona! Ski!! Development in Agriculture (9-12} Resources 

Specialty Agriculture (9-12) Small Animal Management 

Plant & Soil Science (9-12) Advanced Plant & Soil Science 

i Adv. Plant & Soil Science (9:12) Advanced Plant & Soil Science i 

Lndscp Design, Construction, & M<:.~'!.!:~.:J~:.~2) Landscape Design & Turf Grass Mngmt. 

Horticultural Plant Production (9-12) i Horticulture Science 

~~~ai-·DeSign & Interior Landscp Development (9-12) 
- ---------------··--

Princie_~~~nd Elements of Floral Design 
---·-

~~~~~~yegeta~le Produc'n (9-12) ! Food Processing 

Advanced Floral Design (9-12) I Principal Elements of Flor8l De~lgn 
-·--·--

I 

-------~-

Keyboarding {Pre- Req) 9th- 1Oth ± Touch System Data Entry --! Business Computer Information Sys. I (Pre-Req) 9th - 12th . Business Information Management i. 
Business Support Systems (9-12) Principals of Business, Marketing,& Finance "l 

Introduction To Business (9th- 10th) Principals of Business, Marketing,& Finance ~] 
Business Communications (10th~·-i2Tilj ___ Business English* I 

*Can be offered as English credit only for I 
-------- Students on Minimum Grad Pia~ 

Business Management Principals of Business, Marketing,& Finance i ·--

~rding (Pre- Reg) {9th- 10th) ----·----··----· Touch System Data Entry 
·-------·--------, 

---------~ 
i Busine~_s;omputer Information System 1 (Pre- Req) 9th-12th Business Information Management I 

~~+-------·-··-~--~------! 

Wor~-~roces~~~-0£.~P:::Iic=a:::tio:cn.:.:s:..c(c:9_-1c:2,_) ---------i-n-=cccoe<="'' WAITING 
B · C 1 1 to 1· S 1 11 (10-12) Business lnformatiOilManagement"l~l ---------1 

usmess ompu er n rma 10n ys ems~- .. --·~----·~-i-,c=======:-------
Business Computer Programming {9-12L~- .. ·--~-- Computer Programming 

Computer Applications (9-12) Principals of Information Technology 
·~---1-~---·-

~~-~------------------

Education & Training Career Connections (not eligible to receive funding for this course) NAME CHANGING TO Exploring 

Careers (middle school course) 



APPENDIX 
' ·t Comment [t59]: Taken from JJAEP Policies and 

' J>ma;dures and adopted by AAE 



Appendix 1 

Date of ARD: -------

Dallas County 
Academy for Academic Excellence 

003 Schedule Revision Form 
________________ .campus 

Student Name: ________________________ _ 

PID # ------,::----:---------- DOB --------­
Revision Form Completed by: ----------:::c-c--------

Date: _______ _ 

New Course I Teacher of Record l 
l 
I I 

------+- -~ 

' 

Nameffype Assessment:----------------------

Schedule Revised in TXEIS by: -------------------------

Date Completed:-------------------------

This form is to be completed during ARD, and then given immediately following ARD to counselor for 
revision. After revision has been made in TXEIS, the newly revised schedule is to be printed and 
copied. A copy goes to the SPED Department for SPED folder placement, and the original is to be 
placed in the student's regular cumulative folder. 

BEHAVIOR CONTRACT 

Student Name:---------------- Date: ____ _ 

JSOffeacher: -------------------- Grade: _____ _ 



The following thinking errors and poor judgment in my behavior got me referred to ISS: 

In the future f will avoid those thinking errors by: 

I realize that my behavior has been inappropriate and ! want to change the following things about my behavior: 

I wm do my best to correct my behavior, because my academic future depends on it. Therefore, I wlU do the 
following to ensure I remain on track behaviorally and academically: 

Student Commitment: 

This Behavior Contract will be in effect 

From (date): _______ To (date):--------

Student Signature 
~-----:c:c::-;=~c--­

JSO!Teacher Signature 



Date: 

To: 

From: 

DALLAS COUNTY 
JUVENILE DEPARTMENT 

Henry Wade Juvenile Justice Center 
2600 Lone Star Drive, Box 5 Dallas, Texas 75212 

MEMORANDUM 

August 26, 2013 

Dallas County Juvenile Department Education Services 

Dr. Danny Pirtle, Deputy Director of Education Services 

Dr. TerryS. Smith 
Director juvenile Services 

Chief juvenile Probation Officer 

Subject: Dallas County Juvenile Justice Charter Schools- Anti~Bullying Policy 

PURPOSE 
A safe and civil environment is needed for students to learn and attain high academic standards and to 
promote healthy human relationships. The purpose of this policy is to assist the District in its goal of 

preventing and responding to acts of bullying, intimidation, violence, and other similar disruptive behavior. 
An act of bullying, by either an individual student or a group of students, is expressly prohibited on District 
property or at school-related functions. This policy applies not only to students who directly engage in an 
act of bullying but also to students who, by their indirect behavior, condone or support another student's 
act of bullying. 

BUllYING PROHIBITED 
The District prohibits bullying as defined by this policy. Retaliation against anyone involved in the 
complaint process is a violation of District policy. The District prohibits the bullying of any student: 

1. During any educational program or activity conducted by the District; 
2. During any school-related or school-sponsored program or activity or on a school bus; 
3. Through the use of any electronic device or data while on school grounds or on a school bus or through 
the use of computer software that is accessed through a computer, computer system, or computer 
network of the District. The physical location or time of access of a computer-related incident cannot be 
raised as a defense in any disciplinary action initiated under this section; or 
4. Through threats, using any of the above methods, to be carried out on school grounds. This includes 
threats made outside of school hours that are intended to be carried out during any school-related or 
school-sponsored program or activity, or on a school bus 

Though an incident of alleged bullying may occur off campus and may not entail threats of acts to occur 
during school hours, if a student's ability to receive an education or a school's ability to provide an 
education is significantly impaired, as determined by the District administration, disci pl'lnary sanctions may 
be imposed. Such behavior is considered harassment or bullying whether it takes place on or off school 
property, at any school-sponsored function, or in a school vehicle. 



A student or witness may file a complaint following the same procedures for bullying against a student 
that occur at a bus stop or en route to and from school and the school shall investigate and/or provide 

assistance and intervention as the principal or designee deems appropriate, which may include the use of 
the Dallas County Sheriff's department. 

The following definitions shall apply for purposes of this policy: 

• Bullying means systematically and chronically inflicting physical hurt or psychological distress on one or 
more students. Bullying of a student may include hazing, threats, taunting, teasing, confinement, assault, 
demands for money, extortion, destruction of property, theft of valued possessions, ridicule, name-calling, 
rumor spreading, slurs, jokes, innuendos, demeaning comments, and ostracism of the person or another. 

• It is further defined as any unwanted purposeful gesture or written, verbal, graphic, or physical act 
(including electronically transmitted acts- i.e., Internet, cell phone, personal digital assistant {PDA), or 
wireless hand held device) that is reason-ably perceived as being motivated either by any actual or 
perceived characteristic, such as race, ethnidty, color, religion, ancestry, national origin, gender, sex, sexual 
orientation, gender identity and expression, marital status, socio-economic background, social/family 
background, linguistic preference, political beliefs, or a mental, physical, or sensory disability, difference, or 
impairment; or by any other distinguishing characteristic or because of one's association with a particular 
person or group of persons. 

Bullying also includes, but is not limited to, any threatening, insulting, or dehumanizing gesture, by a 

student, that has the potential to create an intimidating, hostile, or offensive educational environment or 
cause long-term damage, cause discomfort or humiliation, or unreasonably interfere with the individual's 
school performance or participation, or is carried out repeatedly and is often characterized by an 

lmbaiance of power. 

Freedom from Bullying 

Bullying may involve, but is not limited to: 

Verbal: Hurtful name~calling, teasing, gossiping, making threats, making rude noises, or spreading hurtful 

rumors. 
Nonverbal: Posturing, making gang signs, leering, staring, stalking, destroying property, using graffiti or 
graphic images, or exhibiting inappropriate and/or threatening gestures or actions. 

Physical: Hitting, punching, pushing, shoving, poking, kicking, tripping, strangling, hair pulling, fighting, 

beating, biting, spitting, or destroying property. 

Emotional {Psychological): Rejecting, terrorizing, extorting, defaming, intimidating, humiliating, 

blackmailing, manipulating friendships, isolating, ostracizing, using peer pressure, or rating or ranking 
personal characteristics. 

Bullying occurs when a student or a group of students engages in written or verbal expression or physical 

conduct that: 

• Will have the effect of physically harming a student, damaging a student's property, or placing a student in 
reasonable fear of harm to the student's person or of damage to the student's property; 



• Is so sufficiently severe, persistent, or pervasive that the action or threat creates an intimidating, 
threatening, or abusive educational environment for a student; or 

Has the effect of substantially negatively impacting a student's emotional or menta! well-being. 

• Cyberbullying is defined as willful harassment and intimidation of a person through the use of digital 
technologies, including, but not limited to, e-mail, blogs, texting on cell phones, social websites (e.g., 
MySpace, Facebook, Twitter, and the like), chat rooms, "sexting", instant messaging, or video voyeurism by 
accessing or knowingly and willingly causing or providing access to data or computer software through a 
computer, computer system, or <;:omputer network within the scope of the District network system. 

e Cyberstalking means to engage in a course of conduct to communicate, or to cause to be communicated, 
words, images, or language by or through the use of electronic mail or electronic communication, directed 
at or about a specific person, causing substantial emotional distress to that person and serving no legitimate 
purpose. 

• Prohibited Harassment includes, but is not limited, to oral, written, psychological, physical (both climate and 
contact), and other demonstrative actions with regard to race, creed, ethnic origin, religious preference, 
gender, disability, or sexual orientation that is harassing. [See FFH(LOCAL)] 

• Accused is defined as any District student in the school or outside the school at school-sponsored events, on 
school buses, or at training facilities or training programs sponsored by the District who is reported to have 
committed an act of bullying, whether formally or informally, verbally, or in writing. 

• Complainant is defined as any individual who has a complaint or concern. 

• Victim is defined as any District student who is reported to have been the target of an act of bullying during 
any educational program or activity. 

REPORTING PROCEDURES 
Reports of bullying shall be made as soon as possible after the alleged act or knowledge of the alleged act. 

A failure to promptly report may impair the District's ability to investigate and address the prohibited 
conduct. Any student who believes that he or she has experienced bullying or believes that another 

student has experienced bullying should immediately report the alleged acts to a teacher, counselor, 
principal, or other County employee. A report may be made orally or in writing. 

Reports of bullying may also be directed to: 

Dallas County Juvenile Department Education Services 

1673 Terre Colony Court, Dallas, Texas, 75212 
(214) 637-6136 

DISTRICT ACTION 
If the results of an investigation indicate that bullying occurred, the campus principal shall promptly 
respond by taking appropriate disciplinary or corrective action reasonably calculated to address the 

conduct in accordance with the District's Student Code of Conduct. The principal shall convene the Student 
Support Team {SST) for the purpose of developing a plan of action/interventions for the victim and/or 



perpetrator, even if the District concludes that the conduct did not rise to the level of bullying under this 
policy. 

Student Welfare: Freedom from Bullying, 
Victims of bullying shall be offered counseling services ranging from those provided by school personnel to 
a referral to the Dallas County Psychology Department. Consequences and appropriate remedial actions 
for a student who commits one or more acts of harassment or bullying may range from positive behavioral 
interventions up to and including suspension or expulsion. Consequences for a student who commits an 
act of harassment or bullying shall be unique to the individual incident and shaH vary in method and 
severity according to the nature of the behavior, the developmental age of the student, and the student's 
history of problem behaviors and performance. The consequences must also be consistent with the 
District's Student Code of Conduct. The District may take action based on the results of an investigation, 
even if the District concludes that the conduct did not rise to the level of bullying under this policy. 

CONFIDENTIALITY 
To the greatest extent possible, the District shall respect the privacy of the complainant, persons against 
whom a report is filed, and witnesses. limited disclosures may be necessary in order to conduct a 
thorough investigation. 

APPEAl 
A parent, legal guardian, or adult student who is dissatisfied with the outcome of the investigation or plan 
of action may appeal beginning at the appropriate leveL 



DALLAS COUNTY 
JUVENILE DEPARTMENT 

Dr. Terry S. Smith 
Director Juvenile Services 

Chief Juvenile Probation Officer 

Juvenile Justice Alternative Education Program (J.J.A.E.P.) 
Day Reporting Center (DRC) 
1673 Terre Colony Ct. 
Dallas, Texas 75212 
(214)637.6136 
(214) 637.6130 fax 

Date: ____ _ 

To the Parent I Guardian of ______ _ 

This is notification that your son/daughter, has been suspended in 
accordance with the Dallas County JJAEP Student Code of Conduct for period of (_) 
days _______ ~ 

_________ ,is being suspended because he/she: 

___ Violated or refused to comply 'l.fith schco! ru!es as stated in the Student Code of 
Conduct and/or, (Fighting). --------------

-- Endangered the property, health, or safety of others 

The student's suspension is reasonably justified. 

If you choose to appeal the suspension, you must do so within (5} working days 
following the commencement of the suspension. You must also communicate your 
appeal in writing to the JJAEP/DRC Instructional Manager, Mr. Brian Francis. 

His office is located at 1673 Terre Colony Ct., Dallas, TX 75212, and he may also be 
reached at 214.637.5101. 

Home district personnel will be notified of the student's suspension by the student's 
caseworker. Prior to returning to school, one or both parents I guardians must 
accompany their child to the JJAEP/DRC for a re-admittance conference with the 
Education Seruices Administrator or designee. Please comm!Jnicate with your child's 
case manager regarding the conference. 

Sincerely, 

Behavior Specialist, Mr. Roberts 



EMPLOYEE 
EMERGENCY CONTACT INFORMATION 

Employee Name: __________________ Hire Date:------

•Phone #: _____________ Alternate Phone#:-----------

Home Address: 

City: ________________ Zip Code:----------

PO Box: _______________ Zip Code:----------

PO Box City:---------------------------

In the event of an emergency at work; whom should we contact on your behalf? 

1. Name: ________________ Relationship:-------

Home Phone#: ______________ VVork #: ----------

2. Name: ________________ Relationship:--------

Home Phone#:-------------Relationship:--------

Special Instructions: 

* Should we need to contact outside of normal duty hours, the above numbers you listed will be 
called if we cannot make contact with you through other means. If you change your phone ' 
number(s), please forward the new number to your immediate supervisor to update your file. 



DALLAS COUNTY JUVENILE DEPARTMENT 
GENERAL LEAVE REQUEST 

TO: 
~--~~~~~~--­(Immediate Supervisor) 

FROM: ---------;;::;'Exempt Employee: __ Non-Exempt: -,------, 
(Please Check Exempt or Non-Exempt Employee) 

DATE: __________ _ 

Type of Leave: Annualleave ___ Sick ____ C.omp. Time ___ .Other __ _ 

Immediate supervisor; Indicate below your accountability plan to cover staff absence: 

Staff: Please provide an explanation of leave classified as other: 

Number of Days Requesting: ____ .Beginning Date:. _____ ,Ending Date: _____ _ 

If sick leave/annual leave is being requested and you will be gone parts of the day please 
indicate: Time Leaving: Time Returning: ----------

Please be sure you swipe out when you leave and back in upon return and out at the end of the 
day. 

NOTE: Supervisor may require a doctor's excuse when sick leave is used. 

Employee Signature Date 

Approved: Disapproved: ___ _ 
Immediate Supervisor 

Approved: ___ _cDisapproved:. ___ _ 
Campus Administrator 

Comments: _____________________________ _ 



Dallas County Juvenile Justice Alternative Education Program 
1673 Terre Colony Ct. Dallas, Texas 75212 Phone: 214-637-6136 Fax: 214-637-6130 

INTERNAL INCIDENT REPORT 

Incident Date: Incident Time: DAM OPM 

Activity in Process: 0 Arrival 0 Instmction/Recreation 0 Dismissal 0 Rotation 

Mark an X by the Violation(s) /Incident that occurred: 

Fighting I Assault 0 Disruption of School Activity Disruption of Classroom 0 
Disruption of School Activity 0 Possession of Contraband 0 Safety Rule Violation 0 
Vandalism 0 Inciting a Riot 0 
Sexual Misconduct 0 Terrorist Threat 0 
Extreme Verbal Abuse 0 Possession of Drugs 0 Other 0 Explain 

~- __ Bri:~cribe the incident- Include "wl10, what, when, where, '~by, how and Inte.-ventions_•_~-'~--~-1

11 r==----- - ~ 

~=------~~----~ j 
------~~~~~~ --~~~~--~~~----1 

~------------- ------- ----------~~ 
------

De-Escalation Techniques/Inte-!:Y.entions Used: -·--· _____ ---------1 
0 Verbal: 0 Provided choices: 0 Calming techniques: D Other: 1 

Conseauences/# ofDavs: 
0 ISS 0 ASD 0 Other D DETAINED D SCHOOL SUSPENSION 
Law Enforcement Notification: Were Sheriff Officers Notified? Yes 0 J No 0 __j 
Was there a restraint? Yes 0 J No !=J Tm. Began/End: -~~~~~~'-~~~~~~~~~-
Was medJcal attentiOn reqmred? Yes D J No 0 If Yes descnbe. 

Staff Name: Signature: -~~~~~~~~~~~~~~~~-

Date/Tune Recetved by Campus _ _!l.dmm1strator J Case Manager ~-'-~~~~~- -~),_~ E-m- -- --- ----~--------~ 
Caseworker: 

Campus Administrator: Date: 



INTERNAL INCIDENT -BEHAVIOR REPORT 

ADDENDUM 

Describe the incident- Include "who"" what when, where, whY.! how and Interventions used· 

·~~~~---- -----· ~--~----~ 

StalfSignature: --------~ Date: _____ _ 



DALLAS COUNTY JUVENILE JUSTICE ALTERNATIVE EDUCATION PROGRAM 
1673TERRECOLONY DALLAS,TX 75212 PHONE: 214.637.6136 FAX: 214.637.6130 

Date: Name of Staff Completing Report: ___ _ 

Dear Parent: 

Your child was involved in an emergency situation on that resulted in the use of 
physical restraint. Attached is a summary of the incident and a written description of the physical 
restraint used, including the behaviors your child exhibited before physical restraint was used. 
During the time of restraint, your child was observed by staff trained in the use of physical 
interventions for any signs of physical distress. The use of restraint ended as soon as the 
emergency situation no longer existed. 

Please contact me if you have any questions or if you would like to schedule a conference to 
discuss the behaviors leading up to the use of physical restraint. 

Sincerely, 

Campus Administrator 

cc: Student File 



Dallas County Juvenile Justice Alternative Education Program 
1673TERRECoLOlW DALLAS,TX 75212 PHONE: 214-.637.6136 FP.X: 214.637.6130 

Written Summary of Restraint Use 

Student Name: 

Date of Restraint: Time Began: Time Ended: 

Type of Restraint Used: 0 Escort 0 Standing 0 Full (to fioor) 

location of restraint: 

Name(s) of staff administering restraint: 

Medical Attention: None Explain: 

Injury to Student: None Explain: 

Description of activity in which student was engaged immediately preceding the use of restraint: 

student's behavior that prompted the restraint: 
D Threat of imminent serious physical harm to self 
0 Threat of imminent serious property destruction 
Explain: 

I 0 Threat of imminent Serious physical harm to others 

Efforts made to de-escalate the situation: 
D Provided choices 0 Verbal redirection D Calming techniques D Reduced demands 
0 Reduced verba! interaction D Other 
Explain: 

Alternatives to restraint that were attempted: 
0 Removal of other students 0 Request for assistance 0 Vo!unfa'Y removal of student to other location 
0 Other Explain: 

Observation of student at end of restraint: 

Completed by: ------------ Administrator review: 

cc: Student File 
Administrator 



AFTER SCHOOL DETENTION -REFERRAL 

Referral Date: _____ Approved by: ____ _ 

Student Name: ____________ _ 

Teacher: ______________ ___ Class#: ____ _ 

# of days assigned: 1 Day 2 Days 3 Days 

Parent/Guardian Notified: __ __ Yes 

Parent I Guardian Name: 

Mode of Transportation: 
DART 

_____ Parent I Guardian 
Other: 

Explain _____ _ 

Describe reason( s) for student referral to 
ASD: 

______ No 

Phone: 

·---------- ·--~ 



AFTER SCHOOL DETENTION (ASD) 

SIGN-IN SHEET 
··-

IDATE 

I 

Student Name Grade Teacher I 

L ____ -- ----

- -l 
- - -

-~ ---·-----· --~~- --· 

·---

~-------

I 

·--~--~~ - == -· ·--

i -------

·--·-- ... -

- - -

_,_ --

i 
-·-.. -- ·-·-·-~· .. -- -· 

-- -·---· ---

- --

-·~·- ---r-- --
I 

- ·------

~- .. -



Student:---------­

Referral Date: 

Referral Reason: Briefly Describe 

Teacher:---------

Length of Stay in ISS: _____ _ 

Parent Notified: _____ Yes No 

Probation Officer Notified: _____ Yes ______ No 

Classroom Assignments: 

Day 1 

Dav2 

Day3 

Special Instructions:--------------------­

Materials Needed:--------------------

Approved By ISS Coordinator 
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IN-SCHOOL SUSPENSION 
SIGN-IN SHEET 

I Student Name Grade 

I 
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I 
i 
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ISS STUDENT BEHAVIOR REFERRAL WORKSHEET 

Name: ____________________________________________ _ 

Homeroom Teacher:~~~~~-----~-

Date:~--------

Circle the answer that best describes your situation, or write a brief statement about 
it. Honestly answer each question. 

1. What did you do to get referred to ISS? 

Fight 
Disruption of class 
Not following classroom rules/instructions (repeatedly) 
Dress Code Violation 
Other (describe): _______ _ 

2. Describe how you felt after the incident Use some of the-words given here to 
help you if you need to: Annoyed, Disappointed, Angry, Sad, Let Down, Rejected, 
Upset, Betrayed: 

3. What could you have done to avoid getting referred to ISS? Write your answer. 

4. What will you do differently next time? Write your answer. 



Contraband Log 

Date Student Name --T Student Signature Home Room Teacher Item Seized (Staff Name) Initial Receipt of Property 

•• 

----
__ , 

···-· .. 
I 

-

I 
---· -

------·· - ·--

I 
·-· I , 

I I -- -!--

i 
, 

-· -
I 

r-- -- .. 

·-------,· 
---------··· 

.. ··- -- I I 

r--· ' ... . ··-~ 
I --T I 

Note: All contraband items seized must be submitted to: Mr. Grant. In his absence turn items into Mr. Roberts. 



Arrest I Detention I Citation I Counseling Log 

Student Name Grade Date Action(s) Taken- CODE Officer Parent 
I Arrest( A) Contacted 

Detention (D) Yes/ No 
Citation ~c12) 
Coun~eled C 

;--------------- - --

--

-- ···-· ~ I 
I 

------
I I 

--- -- -- -

- --- --

-
I 

I I I 



D 
D 

1673TERRE COLONY DAUA<;, TX 75212 PHONE: 214.637.6136 FAX: 214.637.6130 

Written Summary of Restraint Use 

Student Name:~~~~~~~~· 

Date of Restraint: -~~-Time Began: ____ _ 

Method ofRestraintUsed: 

D Type of Restraint Used:D Escort 

Location of Restraint:-~~~~~-

Name(s) of staff administering restraint: 

Standing 

Time ended: ---------------

D Full (to floor) 

Description of activity in which student was engaged immediately preceding the use of 

restraint: 

Student's behavior that prompted the restraint: 

Threat of imminent serious physical harm to self 

Threat of imminent serious physical harm to others 

Threat of imminent serious property destruction 

Explain: 

Efforts made to de-escalate the situation: 

D Provided choices Overbal redirection 0 CalmingTechniqueD Reduced demands 

0 Reduced verbal interaction 0 Other-~--~~ Explain: 

Observation of student at end of restraint; (ex: Sh1dentwas counseled by the campus administrator and assistant campus 
administrator. Student was calm and seemed more approachable.) 

Completed by:-~~~~-~~~-

Cc: Student File 
Administrator 

Administrator review: 



1673 Terre Colony Ct., Dallas, TX 75212 Phone: 214-637-6136 Fax: 214-637-6130 
BEHAVIOR REPORT 

Date: Time: 

II.OCATION I 

iList youth(s) and Staff (s) involved i11 the Behavior /Incident Violation· 

IYouth(s) Names I I How Involved 

I 

Staff(s) Names 

Mark an X by the Behavior/Incident Violation: 
I I 

, 
riD7c~e~ss~Ce7.o_de_c=cc=c==c=c---------------b~S~Iee-,op~>n~g~•-n~C-I_~_s-= __ = __ =_=-=-=-~=-=----=c __ ~;P_e>~s-"_te~n-t~M~•-s~be~l-m_v~•o_c-======c--~ 
:Not Following Instructions____ Verbal Abuse !f'ailurc to Pmticipate ____ _ 

]Q~s~_rib~ __ tl]_i?_§:!:YP~-~-T' ~-~?I:l_~~Q~iJQ~ __ I~t~~~~~!}~~s _ us~4~-­
l 

utcome ~ Consequence: 

! 

r--------------------------------------------------------------------------------------~ 
Repmt Date: Time of Report: AM PM 

Was medical attention required? NO YES (lf Yes describe)" 

Signature: 

!Date: Time Received by Campus Administrator I Case Manager 



GRADE-ABSENCE CORRECTION FORM 

The following information is necessary to change a s1x weeks" and or semester grade. 
Complete all of the information and return the completed form to Assistant Campus 
Administrator of Education (ACA). 

NAME ___________________________ GRADE ____________ _ 

!.D.# __________ _ SUBjECT _________ __ 

Changes Requested For: 

Semester: ____ Fall, ____ Spring ----1 ___ School Year 

Grade(s) Recorded on File: Absences Change to: Absences 

1st Six Weeks 1st Six Weeks 

znct Six Weeks znct Six Weeks 

3rd Six Weeks 3rd Six Weeks 

Exam Exam 

Sem.Average ____ _ Sem.Average ____ _ 

Please indicate reason(s) for grade change(s) being requested. 

Approved: 

Teacher Signature Date 

Administrator Signature Date 



STUDENT CLASSROOM RE-ASSIGNMENT F 0 RM 

Student Name:~~~~~~-

District: ___________ _ 

Effective Date=~~~~­

Grade:.~~~----

Sending Teacher=-~~~~~~~~~-

Case Worker: ____________ _ 

New Case Worker:. __________ _ 

Note: Before approval is granted for a student to be reassigned to another class, the sending 
teacher and or teacher assistant must secure the documents listed below and forward them 
to the receiving teacher. Both sending and Receiving Teacher's must sign in the spaces 
provided. 

Copies to: Teachers, Case Workers, and Attendance Clerk 

Sending Studerrt 
Student Information 

Information Sent Receiving Teacher 
YesjNo 

[Grade Sheet with 
~ veraged Grades 

I 

Teacher Initial 

,:Student Selected 
:WorkJBehavior Portfolio 

fdditional Comments: 

I 
L---~-----~--------

Approved by: 
Assistant Administrator 

Administrator 

Counselor Registrar 

d YesjNo 
Teacher initials 

brade Sheet with 
:Averaged Grades 

~tudent Selected 
Jwork!Behavior POttfolio 

Receive 

J 
Date 

Date 

Date 



SEATING ASSIGNMENT /WORKSTATION SHEET 

Teacher: Classroom# 

Student Name Assigned Seat# 

f----c---+1 --~----"- ~---"­

f----------=----+1~~~---

17 I, 

t -::_~+~~~-~~-------+- I 
I" I 3 



NURSE REFERRAL FORM 

Student Name: _____ Class#: _____ Grade: ___ _ 

The student has requested to seethe nurse for the following: (Check all that apply) 

I Symptoms- Need How Long On Medication 
Yes/No 

Headache 

. .. 
Earache 

I 
Stomach Pain 

I 
I Throat 

Backjcliest Pain 

. . 
Injury 

Personal 

Cough 

Other (Explain) 

' -·-·- .. 

I .. 

Nurses Comments: 

Nurse Signature Date 



STUDENT REQUEST FOR LEVEL REVIEW 
Case Worker: 

Student Name:.~-------· Grade: ___ Date: 

Teacher/TA: __________ ~ Current Level: ~---

Current Total Points: ___________ _ 

Teacher jTA; 

Describe student's behavior, accomplishments, set-backs etc. since shejhe has been in 
your class and whether or not you recommend the student for a Level Advancement. If 
you do not agree to a Level Advancement for this student, give your reason( s} why: 

Case Worker Comments: (Please return to student's 
teacher) 

Student will Advance from: Level _____ to Level~---

Student will not Advance from: Level~ ____ to Level ___ _ 

Comments: 



STUDENT REQUEST FORM 
A students request shall be forwarded to any of the below listed staff only when the 
student is exhibiting appropriate behavior and is not being disruption. Request will be 
answered with-
in 24 hours of receipt. 

Student Name: 

Date: ___ _ Teacher fTA: 

I would like to speak to the following staff: (check one) 

Dr pil=r!e Deputy Director of Education 

Ms.B.or.rego,...Education Services Administrator 

Ms Rochon f!AEP Administrator 

Mrs Crear Counselor Registrar Resource Officers 

C\A'-/~ Foster, Ms. Pomales, Me Arrington 

~..Attendance 

B,.hmrior Intervention Specialist: Mr. Roberts 

Briefly describe you concern: 

Staff Response: 

Comments: 

Operations. Support Services 



DALLASCOUNTY 
JJAEP 

EMERGENCY RESPONSE GUIDE 

Prepared by 

Patricia Rochon, Campus Administrator 

Dallas County Juvenile Justice Alternative Education Program 
1673 Terre Colony Court 

Dallas, Texas 75212-214-637-6136 



INTRODUCTION 

What is an Emergency? 

A duly proclaimed existence of conditions of disaster or extreme peril to the safety of 
persons or property caused by fire, air pollution, flood or flood water, storm, epidemic, 
riot, earthquake, intruder, or other cause. School officials and their staff must be 
prepared to respond to any emergency or traumatic event in an organized and timely 
manner so that students and staff can continue to function effectively without additional 
trauma or the development of additional emergencies. 

School emergencies can be small and easily managed, or they can be large and difficult 
to manage. Every school's emergency situations must be managed in a way that 
ensures the safety of everyone involved. In order to provide a safe and secure teaching 
and learning environment, personnel must plan for the management of emergency events 
that cannot be predicted or prevented. This plan is designed to help us be prepared. 

Purpose 

A. To effectively handle an emergency, a comprehensive Emergency Site Plan must be 
developed and an Emergency Response Team must be organized before an 
emergency occurs. Our schools Emergency Response Plan must be organized and 
all staff members trained in order to effectively prepare for maximum safety, 
efficiency and communication in the event of an emergency. 

B. Students and parents must also understand that contingency 
preparation and procedures are necessary and are conducted for their 
safety and well-being. 

C. Planning, preparation, and training will help staff learn the proper course of 
action in an emergency. This Emergency Plan will provide step-by-step 
guidelines to help deal with emergencies that may occur. However, this 
Emergency Plan cannot foresee every possible circumstances of an emergency. 
Staff must take preparation seriously in order to evaluate all the circumstances 
and make sound judgments based on the situation. 

D. A committee of school personnel will be established to make up the Emergency 
Response Team. The committee will consist of: 

JJAEP Administrator 
Behavior /Safety Security Coordinator 
Behavior /Facilities Coordinator 
Nurse 
Case Manager I Probation Officer 
Teachers 
Support Staff 



E. This plan should be reviewed annually by the above committee and updated to 
maintain up to date procedures. 

F. Drills will be conducted periodically to test the effectiveness of the plan. A 
debriefing shall be conducted after each drill to receive feedback from all 
participants on the effectiveness of the plan. 

During an Emergency /Disaster: Step by step is Right 
Here 

The greatest mistake schools and other organizations make in crisis come from not 
knowing what steps to take and in what order in a given situation. Planning, training 
and drills will help prevent those mistakes. In a crisis it helps to know where to turn for 
help. This Emergency Plan provides that help. The following steps are guidelines to 
inform you of the most likely steps to take. 

BASIC PLAN 

Situations and Assumptions: 

Situation 

The school is approximately 45.534 sq. feet. I tis located at 1673 Terre Colony Ct.-

Dallas Texas 75212. The school has an average daily population of80 students and 20 

The JJAEP Administrator and other administrative staff share the responsibility for 
developing and implementing the Emergency Plan. All Administrators and staff have the 
responsibility of executing the plan as written. 



Assumptions: 

During an emergency, centralized direction and control (i.e. activation of staging post is 
the most effective approach to managing emergency operations) are important. 

In case of an emergency that is beyond the capabilities of the program staff to handle, 
school personnel will coordinate with local fire, sheriff department personnel, and local 
police, FBl, or county/city officials. 

Communications 
Communications: 

I Emergency 

When an emergency condition exists, all Emergency Response Team Members will report 
to their area of assignment. The methods of communication listed below will be used. 
Notification will be given in plain language. Code words shall not be used. 

Intercom 
2-Way 
Radio 
Telephone 
Runners 

Media Relations: 

The Campus Administrator will defer all media inquiries to the Dallas County Juvenile 
Department Administration. A staging area to relay information loth media (if applicable) will 
be designated at such time. 

Public Safetv Agencies Number 
General EmerPency 9-911 
Police (Dallas) 9-911 
Sheriff7Dallas County) ~-214-749-8641 -1 FBI 19-972-559-5000 
Poison Control 9-1-800-222-1222 
Hospital (local) Parkland Health &Hospital 9-214-630-4666 
~oxic Chemical and Oil SIJillS -~-~ 9-1,800-424-8802 
!Suicide and Crisis of (Dallas) ,9-214-828-1000 
rrxu Energy kl-1-800-233-2133 
ifransportation (!Jart] __ ~-~-- -~~~ :~ ~:=-- 19-972:554:6629 ..... . 
jDallas County Transportation -Terry Penn 19-214-944-4S~---
~-~~~-- -~- Countv Contact Number 
Dallas Cou-;;t;juvenile Dent- DannvW_ Pirtle, Ph,D_,Deoutv Director kl-214-689-5506 

I 



i Position 
----

1" (Primary) 
-

2"' (ALT) -3'' [ALT) I 
Behavior Intervention A. Grant D. Winston t D. Daniels 

I Specialist/Safe!Jc-Sec_urity_ ----
i Liaison Dr. Pirtle 

I 

A. McCann M_ Paige 

Information i Dr. Pirtle A. McCann 

I 

M. Paige 
i 

Recorder F_ $_Wells R. Perez 0. Castro ! _,, __ ----
Damage A. McCann S-Wells 

I 
D. Morrison 

Medical Appointed Nurse 
----· 

A Crear l- Paige 
---

Runners R. Perez S_ Wells i l- Paige 
-~ .. --]·· j"-----

' c---~~~~-n_t_R_e_le_a_s_e __ _L __ 

A. d. Wmston Admmistrators I 
--~A~-~Gra~n~t--~------ --~----------j 

Evacuation Checklist: 

Evacuation: JJAEP Administrator, Assistant JJAEP Administrator 

IJAEP Administrator or Assistant Administrator issues evacuation procedures 

JJAEP Administrator or Assistant Administrator determine if students and staff 
should be evacuated outside of the building or to an alternate Student Relocation 
site in the school, (jroffschoolgrounds 

JJAEP Administrator notifies county officials, TJJD n·ansportation etc. to 
inform that evacuation is taking place 

Direct students and staff to follow evacuation drill procedures and route if 
normal route is too dangerous 

Complete a TJJD Incident Report and fax itto the attention of Pam Gereau Phone: 

(512) 424-6703_ Fax (512) 424-6717 

5 



Close windows and tum off lights, electrical equipment, gas water faucets, 
air conditioning and heating systems 

Lock doors~ upon return to normal procedures, alert (as appropriate) 
designated Dallas Co. facility staff and Seal Property Management company as 
well as contact parents via memorandum 

Teachers: 

Direct students to follow normal evacuation drill procedures unless the 
JJAEP Administrator or Assistant Administrator alters them 

Take classroom roster and emergency kit 

Close classroom doors and turn off lights 

When outside, or in the Student Relocation area, account for all student(s) 

If students are evacuated, stay with class. Take roll again when you arrive 
at the relocation site 

School Map (See school map-last page) 

Resource Inventory (Emergency 

Equipment}: 

Flashlights 
First Aid Kits 
2-Way Radios 
Fire Extinguishers 
Cell Phones 



ANIMALS: 

Ensure the safety of students and staff first 

Call911, if necessary 

Notify CPR/First Aid certified person in school building of medical emergencies 

Notify JJAEP Administrator, or Assistant Campus 
Administrator, either will assemble Emergency Response Team, 
if necessary 

Seal off area if animal(s) still present 

JA, or AA will notify parents of students involved 

Assess counseling needs ofvictim(s) or witness(s), Refer to case management 
staff, or via referral to the DCjD Psychology Department 214-698-2299 

ASSAULT /FIGHTS: 

Ensure the safety of students and staff first 

Call 911, if necessary 

Notify CPRfFirst Aid certified person in school building of medical emergencies 

Notify JJAEP Administrator, Assistant Administrator and Behavior /Safety 
Security Specialist Either will assemble Emergency Response Team if, necessary 

Defuse situation, ifpossible 

JJAEP Administrator, Assistant Administrator, or Behavior /Safety Security 
Specialist will notify School Resource Officer if weapon was used, victim has physical 
injury causing substantial pain or impairment or physical condition, or assault involved 
sexual contact, 

Document all activities. Ask victim( s) or witness ( es) for their account of 
the incident 

Assess counseling needs ofvictim(s) or witness (es). Implement counseling 
through case management staff; or via referral to the DCJD Psychology Department 

For student on student assaults of any nature; complete a TJJD Incident Report 
and fax it to the attention of Kevin DuBose Phone: (512) 424-6703. Fax (512) 424-6717 



BOMB THREAT: 

Use bomb threat checklist 

Ask where the bomb is located? When will the bomb go off? What materials 
are in the bomb? Who is calling? Why is caller doing this? 

Listen closely to caller's voice and speech patterns and to noises in background 

After hanging up phone, immediately dial *57 to trace the call. (This may differ 
on phone systems) 

Notify the JJAEP Administrator, or Assistant Administrator immediately 

JJAEP Administrator, or Assistant Administrator orders evacuation of all persons 
inside the school building if necessary and with input from Resource Officers I 
Dallas County Administration 

Call emergency police personnel, as deemed necessary 

Evacuation procedures: 

JJAEP Administrator or Assistant Administrator warns students and staff. Do not 
mention "Bomb Threat", Use standard fire drill procedures 

Direct students to take their belongings, if any 

Students and staff must be evacuated to a safe distance outside of the school building. 
After consulting with Dallas County Juvenile Administration- the JJAEP 
Administrator may move students back into the building. Students should be moved 
to another safe location if weather is inclement or building is damaged. 

Teachers take roll after being evacuated 

No one may re-enter the building until fire or police personnel declare it is 
safe to return 

JJAEP Administrator notifies students and staff of termination of emergency. 
Resume normal operations 

Complete a TJJD Incident Report and fax it to the attention of Pam Gereau Plwne: 

{512) 424-6703. Fax (512) 424-6717, contact parents via phone and memorandum 



FIRE: 

In the event a fire or smoke from a fire has been detected: 

Activate fire alarm 

Evacuate students and staff to a safe distance outside of the building 

Follow normal fire drill route. Follow alternate route if normal route is too 
dangerous 

Teachers take class roster with them 

JJAEP Administrator, Assistant Administrator, or Behavior /Safety Security 
Coordinator call 911 and Dallas County Administrative officials. The JJAEP 
Administrator, Assistant Administrator, or Behavior /Safety Security 
Coordinator must report the incident to the County Fire Marshal 

Teachers take roll after being evacuated 

After consulting with fire department/police, JJAEP Administrator may give 
the signal that it is safe to return to the building providing it is not heavily 
damaged 

JJAEP Administrator or Assistant Administrator notifies staff and students of the 
termination of the emergency. Resume normal operations 

Complete a TJJD Incident Report and fax itto the attention of Pam Gereau Phone: 

(512) 424-6703. Fax (512) 424-6717 

GAS LEAK: 

If gas odor has been detected in the building: 

Evacuate students and staff to a safe distance outside of the building 

Follow normal fire drill route. Follow alternate route if normal route is too 
dangerous 

Teachers take class roster 

JJAEP Administrator, Assistant Administrator, or Behavior /Safety 
Security Coordinator notifies police and fire (call 911) 

Teachers take roil after being evacuated 

No one may re-enter the building until fire/police personnel declare the entire building safe 



JJAEP Administrator, Assistant Administrator, or Behavior/Safety 
Security Coordinator notifies students and staff of termination of 
emergency 

Ifgas odor has been detected outside of the building: 

JJAEP Administrator, Assistant Administrator or Behavior /Safety Security 
Coordinator notifies policejfire department (call 911). CA must report incident 
to the Fire Marshal and Dallas County Administration 

If other shelter is needed, *See Evacuation Contingency Plan -Fire and 
Dallas County Administration personnel will assist with decision 

No one may re-enter the building until the fire/police personnel declare the 
building safe 

Behavior/Safety Security Coordinator notifies students and staff of 
termination of emergency. Resume normal Operations 

Complete a TJJD Incident Report and fax it to the attention of Pam Gereau Phone: 

(512) 424-6703. Fax (512) 424-6717 

GENERAL EMERGENCY: 

Behavior/Safety Security Coordinator call 911 (if necessary). Notify flAEP 
Administrator, Assistant Administrator 

Notify school nurse, or CPR/First Aid persons in school building of 
medical emergency 

Seal off high-risk area 

Take charge of area until incident is contained or relieved 

Assemble Emergency Response Team 

Preserve evidence. Take detailed notes of incident 

Refer media matters to the JJAEP Administrator, Assistant Administrator (who 
will defer to County Juvenile Department Administration spokesperson 



HAZARDOUS MATERIAL EVENT: 

Behavior/Safety Security Coordinator call 911 

Notify JJAEP Administrator, Assistant Administrator, who notifies county officials 

Seal off are ofleakjspill 

Take care of area until fire personnel contain incident 

Fire officer in charge will recommend shelter or evacuation actions 

Follow procedures for evacuation 

Notify parents if students are evacuated 

Resume normal operations after consulting with fire officials 

Incident occurred near school property: 

Fire or police will notify JJAEP Administrator, Assistant Administrator, 
or Behavior /Safety Security Coordinator 

Fire officer in charge of scene will recommend evacuation actions 

Follow procedures for evacuation 

Notify parents if students are evacuated 

Notify Texas Juvenile Probation Commission (TJPC) and write an incident report 

Resume normal operations after consulting with fire officials 

INTRUDER/HOSTAGE: 

Behavior /Safety Security Coordinator will notify JJAEP Administrator, 
Assistant Administrator 
Ask another staff person to accompany you before approaching intruder 

Politely greet the intruder and identify yourself 

Ask the intruder for the purpose of their visit 

Inform the intruder that all visitors must register and sign in at the lobby desk 

II 



If intruder's purpose is not legitimate, ask him/her to leave. Accompany them 
to the nearest exit 

If the Intruder refuses to leave: 

Warn intruder of consequences for staying on the school property 

Notify police and or Director ofJuvenile Department and inform them that 
the intruder still refuses to leave. Give police a full description of the 
intruder. Keep intruder aware of call for help ifpossible. 

Walk away from the intruder ifthey exhibit a potential for violence 

Maintain visual contact with the intruder from a safe distance 

JJAEP Administrator, Assistant Administrator, or Behavior /Safety 
Security Coordinator notifies staff and may issue the lock-down 
procedures 

Complete a TJJD Incident Report and fax it to the attention of Pam Gereau Phone: 

(512] 424-6703_ Fax (512} 424-6717 

HOSTAGE: 

• If a hostage taker is unaware of your presence, do not intervene 

Behavior/Safety Security Coordinator call 911 immediately. Give dispatcher 
details of the situation and ask for assistance from hostage negotiation team 
(police) 

Seal off area near hostage scene 

Behavior /Safety Security Coordinator notify JJAEP Administrator, 
Assistant Administrator 
Give control of the scene to police once they arrive 

Keep detailed notes 

IF TAKEN HOSTAGE: 

Follow instructions of hostage taker 

Try not to panic. Calm students if they are present 

Treat the hostage taker as normally as possible 

Be respectful to hostage taker 



Ask permission to speak and do not argue or make suggestions 

Complete a TJJD Incident Report and fax it to the attention of Pam Gereau Phone: 

(512} 424-6703. Fax (512) 424-6717 

LOCKDOWN PLAN: 

Lock-down procedures may be issued in situations involving dangerous intruders or other 
incidents that may result in harm to persons inside school building. 

JJAEP Administrator, Assistant Administrator will issue lock-down order 
by announcing a warning over the Public Announcement System, or by 
sending a message to each classroom or other alternate method. 

Direct all students, staff and visitors into classrooms 

Lock classroom doors if possible 

Cover windows of classrooms 

Move all persons away from windows and doors 

Have all persons get down on the floor 

Allow no one outside of the classrooms until the JJAEP Administrator, 
Assistant Administrator give the all-clear signal 

Building Lock Down 

Over the intercom, or by radio, a member of the emergency response team will announce, 
"This is a lockdown. Implement lockdown procedures now. " 

Staff response: 

Immediately close all doors to classrooms and other locations in the building 
• All movement in halls will stop! Individuals in halls will go to the nearest room 
and will remain there until the "lock down" has been canceled 

When lockdown is announced, all persons in the lobby area will be 
escorted to the closest supervised area and remain there until the lock down has been 
canceled 
• During the lock down, staff and students are to remain in their classroom. Do 
not allow anyone to leave the classroom I Iockdown area 

All persons should sit on the floor, away from windows or doors if possible. 
Remain quiet: Do not attempt to contact the office, other classrooms, or the outside 
community. Do not use cell phones, intercom, radios, or other equipment that may 



draw attention to the lockdown area. Do not open secure areas/doors for any 
individuals that you do not recognize as a member of the faculty or ER team 

Do not dismiss or cease lockdown until an administrator, or emergency 
response team member has announced conclusion of the "lock down" 

Lock Down Codes: Do not share these codes with students! 

l. Code Green~ Initiate Lockdown ~ (disaster, threat) 
2. Code Black~ Evacuation: bomb threats, situations that requires evacuation 

of the facility 
3. Code Blue~ Extreme Medical Emergency 

REVERSE EVACUATION: 

Reverse Evacuation provides refuge for students, staff, and public within school 
buildings during an emergency. Shelters or Relocations areas located within the school 
building can provide for safety of inhabitants. Safe areas may change depending on the 
emergency. Be prepared to go into lockdown once inside. 

Identify safe area in the school building (they are marl<ed on the school map as 
Student Relocation Areas) 

JJAEP Administrator, Assistant Administrator or Behavior /Safety Security 
Coordinator warns students and staff to assemble in safe areas. Bring all 
persons iilside the school building 

Teachers take class roster 

Close all exterior doors and windows 

Cover up food not in containers or put it in the refrigerator (Resource Coordinator) 

If advised, cover mouth and nose with handkerchief, cloth, paper towels or tissues 

Teachers should account for all students after arriving in the safe area 

Office personnel (Attendance/Transportation Coordinator~S. Jackson) will 
contact each teacher /classroom for a headcount 

All persons must remain in the safe area until notified by the 
Behavior /Safety Security Coordinator, JJAEP Administrator, Assistant 
Administrator 



Building 
Evacuation 

CONTINGENCY PLAN 
for 

EMERGENCY EVACUATION 

I. All building evacuations will occur when an alarm sounds (e.g., fire alarm) and/or 
upon notification by the JJAEP Administrator, or Behavior /Safety Security Coordinator. 

2. When the building evacuation alarm is activated or verbal notification is provided, all 
students and staff are to evacuate the building by the nearest marked exit and alert 
others to do the same. Directions will be given as to the location of a safe assembly area. 

In the event of a chemical spill, gas leak, or fire that prohibits returning to the building, or in 
the event a police, Fire Marshan o other agency official deems the building unsafe to return 
to: 

3. Once outside, students and staff will proceed to a clear area that is a least 500 feet 
away from the affected building. lf students and staff must relocate to another building, 
the alternative building will be across the street at 2600 Lone Star Drive - Henry Wade 
luvenile Building in the jury room on the first floor of the building. During evacuation 
and relocation, the streets, fire lanes, hydrant areas and walkways will be Jcept clear 
for emergency vehicles and personnel. During periods of inclement weather, students 
and staff will relocate to the same alternate location building at 2600 Lone Star Drive­
Henry Wade luvenile Building on the first floor in the jury room 

4. No one will be allowed to return to the evacuated building unless told to do so by a 
County Administrator, or Dallas County Fire Marshall, or following release of the scene 
by firejpolice or other agency. 



SERIOUS INJURY/DEATH: 

If incident occurred at school: 

Call911 

Notify the nurse, or CPR/First Aid person in school building of medical emergency. 

If possible, isolate affected student/staff member 

Nurse should notify JJAEP Administrator, Assistant Administrator 

Activate and assemble school Emergency Response Team. Designate 
person to accompany injured, or ill person to the hospital 

JJAEP Administrator, Assistant Administrator notifies parent(s) or 
guardian(s) ofaffected student(s) 

Direct witnesses to school case manager/counselor. Contact parents if 
students are sent to the counselor 

Determine method of notifying students, staff and parents 

Refer media to Dr. Danny W. Pirtle- Deputy Director at 214-689-5506 
Dallas County JJAEP 

Compiete a TjJD Incident Report and fax it to the attention of Pam Gereau Phone: 

(512] 424-6703. Fax (512] 424-6717 

Ifincident occurred outside ofschool: 

Activate School Emergency Response Team 

Notify staffbefore normal operation hours 

Determine method of notifying students and parents 

Post Crisis Intervention: 

Meet with school Case Managers/PO, Psychologist Counselors, or Child Metal 
Health or other mental health workers to determine level of intervention for staff 
and students 

Designate rooms as private counseling areas 

Escort students, staff, close friends, or other highly stressed students to case managers 



Debrief all students and staff 

STUDENT UNREST: 

Behavior /Safety Security Coordinator notify police, if necessary 

Ensure the safety of students and staff first 

Contain unrest. Seal off area of disturbance 

Behavior Specialist /Safety Security Coordinator notify JJAEP 
Administrator, Assistant Administrator 
Warn staff. Director may issue lockdown procedures 

Move students involved in disturbance to an isolated area 

Document incidents with cassette recorder or take detailed notes 

Teachers: 

e Keep students calm 

Close classroom doors if necessary 

Do not allow students to leave the classroom until you receive an ali-clear 
from the ]JAEP Administrator, Assistant Administrator 
Make a list of students that are absent from your classroom. Document all incidents 

SUICIDE: 
Suicide attempt at school: 

Verify information 

Call9ll 

Notify students Case Worker 

JJAEP Administrator, Assistant Administrator notifies county officials, parents, 
or guardians if suicidal person is a student- call the 24 hours Psychology on 
call staff for immediate intervention 

Calm suicidal person until Psychology staff arrives 

Try to isolate suicidal person from other students 



Ask suicidal person to sign a "no suicide contract" 

Stay with person until Psychology staff, or suicide intervention team arrives 

Assemble school Emergency Response Team to implement post-crisis 
intervention- including Psychology staff 

Complete a TJJD Incident Report and fax it to the attention of Pam Gereau Phone: 
(512) 424-6703. Fax (512} 424-6717 

SEVERE WEATHER: 

Listen to local radio for weather report 

If severe weather threatens and students are outside of the building, bring them in 

If a tornado has been sited, have students evacuate to a hall and get down on 
their knees with hands over their head 

!fin the classroom, have students get down on the floor (away from 
windows, or doors with glass} and cover heads 

If flooding occurs, Behavior /Safety Security Coordinator notify fire department 
(call911) 

Evacuate students to safe ground 

JJAEP Administrator, Assistant Administrator, or Behavior /Safety 
Security Coordinator will issue the all-clear signal when the weather 
has passed. 

STAFF RESPONSIBILITIES: 
JJAEP Administrator I Assistant JJAEP Administrator or designee: 

Verify information 

Identify staging areas 

Call911 

Seal off high-risk area 

Convene Emergency Response Team and implement emergency response procedures 



NotifY County juvenile Administrative Officials (DCJJAEP) 

NotifY students and staff(depending on emergency) 

Evacuate students and staff if necessary 

Conduct post-emergency intervention 

Keep detailed notes 

Teachers: 

Verify information 

Close classroom doors, unless evacuation orders are issued 

Warn student, if advised 

Account for all students 

Stay with students during an evacuation. Take class roster 

Refer media to county spokesperson 

Keep detailed notes of crisis event 



I Name of School: 
Date of Exercise: 
Type of Exercise: 
(check box) 

Time Exercise Initiated 

Dallas County juvenile Department J)AEP 

Emergency Drill Record Form 

Fire Drill 
Building Lock Down 

Tornado Drill 
Intruder Drill 

Other Drill (specify J 

Time 100% Accountability Achieved 

; Special Challenges Presented (ije/ route blocked, etc.) 
i 

~~-~~gency response teams activated-(ch~c-;k---,C"o_m_m_a_n_d=Po-s--:-t· _ .... ·-·---··----

1 boxes) Family Reunification Team 
First Aid Team 
HAZMATTeam 

Lessons Learned 

Comments: 

Mental Health Team 
Search and Rescue 
Security Team 
Uni Team 

I 



ACTION ITEM 

G. 



Date: 

To: 

From: 

Subject: 

DALLAS COUNTY 
JUVENILE DEPARTMENT 

Henry Wade Juvenile Justice Center 
2600 Lone Star Drive, Box 5 Dallas, Texas 75212 

MEMORANDUM 

March 23, 2015 

Dallas County Juvenile Board 

Dr. Terry S. Smith, Director 

Change of Juvenile Board Meeting Posting Location 

Background of Issue: 

Dr. Terry S. Smith 
Director juvenile Services 

Chief juvenile Probation Officer 

A governmental body shall give written notice of the date, hour, place and subject of each open meeting held by 
a governmental body. The Open Meetings Act expressly states where notice shall be posted. The general rule is 
that a governmental body must post notice in a place readily accessible to the public at all times at least 72 hours 
before the scheduled time of the meeting, except as provided by Texas Government Code Sections 551.044-
551.046. The posting requirements vary depending on the governing body posting the notice. The Dallas County 
Juvenile Board has traditionally provided its meeting notice to the Dallas County Clerk for official posting at the 
Administrative Building located at 411 Elm St., Dallas, Texas. The Dallas County Juvenile Department is 
requesting to follow the pattern in the state by posting its own meeting notices. The Juvenile Department 
requests to post meeting notices for the Juvenile Board and the Dallas County Academy for Academic Excellence 
Charter School Board and the Dallas County Youth Services Advisory Board at the Henry Wade Juvenile Justice 
Center. The Henry Wade Juvenile Justice Center is a location reasonable for providing notice to members of the 
public concerning the Juvenile Department and the Dallas County Academy for Academic Excellence. In addition, 
the Juvenile Department will continue its practice of posting meeting notices on the Dallas County Juvenile 
Department website. 

Impact on Operations and Maintenance: 

By granting permission for the Juvenile Department to post its own notices, the Board will allow the Department 
to avoid potential conflicts between the Juvenile Department's business hours and those of Dallas County. 
There are instances when Dallas County is closed and the Dallas County Juvenile Department is open for 
business (24 hour Detention facility). The change would resolve the predicament of the Juvenile Department 
being unable to post meeting notices on days the County has a delayed opening or is closed due to inclement 
weather. 

Strategic Plan Compliance: 

This request complies with Vision 3: Dallas is safe, secure, and prepared, by expanding disposition alternatives 
with regard to treatment for youth/families involved in the juvenile justice system. 

legal Information: 
This information has been reviewed and approved by Ms. Denika Caruthers, Administrative Legal Advisor. Ms. 
Caruthers has also consulted with Dallas County Clerk, John F. Warren and Assistant County Administrator, 
Gordon Hike I. Mr. Hike I and Mr. Warren confirm this is an acceptable practice. 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 

214-698-2200 Office 214-698-5508 Fax 



Change of]uvenile Board Meeting Posting Location Page2 

Financial Impact/Considerations: 

There is no financial impact. 

Performance Impact Measures: 
There are no performance impact measures. 

Project Schedule/Implementation: 

Upon Juvenile Board Approval. 

Recommendation: 

It is recommended that the Dallas County Juvenile Board approve the Dallas County Juvenile Department to 
begin posting its Juvenile Board and the Dallas County Youth Services Advisory Board meeting notices at Henry 
Wade Juvenile Justice Center in a location readily accessible to the public. 

Recommended by: 

------""""':::-"'!""':"'~'"""'"":'-:':""'!"'"':""""--:'-~~--------v.co,. 
To assist referred youth in becoming productive, 

law abiding citizens, while promoting public safety and victim restoration. 
214-698-2200 Office 214-698-5508 Fax 



ACTION ITEM 

H. 



Date: 

To: 

From: 

Subject: 

DALLAS COUNTY 
JUVENILE DEPARTMENT 

Henry Wade Juvenile justice Center 
2600 Lone Star Drive, Box 5 Dallas, Texas 75212 

Memorandum 

March 23, 2015 

Dallas County Juvenile Board 

Dr. Terry 5. Smith, Director 

Concord Church for Juvenile Ministry Program 

Background: 

Dr. Terry S. Smith 
Director Juvenile Services 

Chief Juvenile Probation Officer 

Concord Church is a gospel-centered church that "grows people," has over 8,000 members and is located at 6808 
Pastor Bailey Drive, Dallas, Texas 75237. The church has offered to start a Juvenile Ministry for boys at the 
Juvenile Department, specifically residing at the Youth Village. The goals of the ministry are to: {1) Help the boys 
have a relationship with God; {2) Teach the boys how to be a Godly boy and become a Godly man; and {3) Teach 
the boys how to be a productive citizen and become a responsible man. The youth will attend voluntarily. 

To this purpose, the Juvenile Ministry will teach "33 The Series," which is taught at Concord Church in the Men's 
Ministry. This teaching program is a journey to authentic manhood as modeled by Jesus in His 33 years on Earth. 
It has five modules that take approximately 6 weeks each to complete. The modules are: A Man and His Design, 
A Man and His Story, A Man and His Traps, A Man and His Work, and A man and His Marriage. 

Concord Church proposes starting the ministry with 25 Youth Village residents and occasionally visiting the boys 
in the Medlock Center and teach, pray, and worship with them. Volunteers from Concord will be graduates of 
"33 The Series" program and at least 25 years of age. Their goal is to have 20 volunteers to allow close 
interaction with the boys and potential mentoring. 

They propose that the Juvenile Ministry meet the first and second Saturday each month, for approximately two 
hours each time. One Saturday each month, Concord will add one hour of worship service with music, singing, 
prayer, and a sermon. Once residents leave Youth Village, they will be invited to join Concord Church. 

The purpose for this brief is to request permission from the Juvenile Board to allow the Concord Church to start 
a Juvenile Ministry at Youth Village and Medlock Center. 

Operational Impact: 

As with all volunteer programs staff will be present in the appropriate staff-to-resident ratio during the activity. 
Because this is a faith-based program, residents will participate on a voluntary basis and will not be coerced to 
attend. 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 

214-698-2200 Office 214-698-5508 Fax 
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Strategic Plan Compliance: 

This request conforms to the Dallas County Strategic Plan- Vision 3: Dallas County is safe, secure and prepared. 
(Coordinate programs and systems to reduce crime. Maximize effectiveness of County's criminal justice 
resources.) 

Legal Impact: 

There is no foreseeable legal impact. 

Performance Measures: 

To help adjudicated males placed at the Youth Village in becoming productive, law abiding citizens, while 
promoting public safety and victim restoration. 

Financial Impact: 

There is no financial impact to the Juvenile Department. Concord Church will provide all supplies, including NIV 
Study Bibles and other Christian materials. 

Recommendation: 

It is recommended that the Dallas County Juvenile Board authorize the Juvenile Department to start a 
partnership with the Concord Church wherein the church provides a Juvenile Ministry for boys at the Youth 
Village and Medlock facilities. 

Recommended by: 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 

214-698-2200 Office 214-698-5508 Fax 



Concord Church 
6808 Pastor Bailey Drive 

Dallas, Texas 75237 

Terry Snow Smith, Ph.D. 
Executive Director 
Chief Probation Officer 
Dallas County Juvenile Department 
Henry Wade Juvenile Justice Center 
2600 Lone Star Drive 
Dallas, Texas 75212 

Dear Dr. Smith: 

February 23, 2015 

Concord Church is pleased to propose starting a Juvenile Ministry at the 
Dallas County Juvenile Department. Initially, we will teach boys at the Youth Village 
how to become Godly men. Our ministry will be committed, active, and God-centered to 
assist the boys to vvant to change and become productive and responsible citizens in 
Dallas County. 

Enclosed is our proposal. Upon your approval, we are ready to begin. Please 
contact me at 214-300-1183 when you are ready to discuss this proposal. 

Thank you for considering Concord Church for this opportunity. 

Sincerely, 

Thomas J. Wattley, Jr., Lh.D. 
Leader 
Prison Ministry 



Concord Church Proposes to 

Start a Juvenile Ministry 

At the Dallas County Juvenile Department 

Dr. Thomas J. Wattley, Jr. 
Concord Church 
(214)-300-1183 



Our Proposal and Goals 

''The Spirit of the Lord is on me, because he has anointed me to preach good news to 
the poor. He has sent me to proclaim freedom for the prisoners and recovery of sight 
for the blind, to release the oppressed, to proclaim the year of the Lord's favor." 

Luke 4: 18 NIV 

The Prison Ministry of Concord Church proposes to start a Juvenile Ministry at 
the Dallas County Juvenile Department. Initially, this ministry will focus on boys, ages 
10 to 17, located at the Dallas County Youth Village. The goals of the ministry are to: 

1) Help the boys have a relationship with God; 
2) Teach the boys how to be a Godly boy and become a Godly man; and 
3) Learn how to be a productive citizen and become a responsible man. 

To achieve these goals, the Juvenile Ministry will teach the 33 Series taught at 
Concord Church in the Men's Ministry. This teaching program is a journey to authentic 
manhood as modeled by Jesus in His 33 years on earth. 

Authentic manhood means learning God's clear design for men; understanding 
how the past has affected the present and prepare boys/men to deal with whatever the 
future may hold; replacing specific temptations and struggles with God's better 
promises; learning the value of work and God's original intention to be productive and 
fulfilling; and learning how to have a healthy and thriving relationship with your wife. 

Our Proposed Program 

Concord will start a Pilot Program at the Youth Village. The Pilot Program is to 
allow volunteers time to learn about the Juvenile environment; implement the program 
effectively; and modify the program when needed to maximize success. The program is 
to start with twenty-five (25) boys who are assigned to Youth Village for six-to-nine 
months. Occasionally, we will request to visit the boys in the Medlock Center and teach, 
pray, and worship with them. Volunteers from Concord are to be graduates of the 33 
Series program and at least 25 years of age. Our goal is to have 20 volunteers to allow 
close interaction with the boys and potential mentoring. 

We request that the Juvenile Ministry meet the first and second Saturday in the 
month. The program would be approximately two hours per Saturday. Initially, the first 
two Saturdays will be a period on discovery. First, there will be an overview of the 
program. Then the volunteers and boys will break down into small groups to learn 
about each other. We want to understand who they are and what their expectations 
are. We also want the boys to understand who we are by sharing our testimony .. It will 
take time to build trust. The volunteers understand they must be consistent and 
committed to reach a point of trust. 



The 33 Series will be the basis of the Juvenile Ministry. The 33 Series has five 
modules that take approximately 6 weeks. Teaching of the modules includes a lecture 
and video, followed by small group discussion. The modules are: 

Series 33 Volume 1: A Man and His Design 
Series 33 Volume 2: A Man and His Story 
Series 33 Volume 3: A Man and His Traps 
Series 33 Volume 4: A Man and His Work 
Series 33 Volume 5: A man and His Marriage 

Graduation from each module requires attendance and a Manhood Plan. The 
Manhood plan describes changes you will make in life and steps you will take to 
become a Godly boy/man. Given various abilities of students, the plan can be delivered 
in oral or written form to the teacher. 

Also during the classes, students will learn how to form a relationship with God. 
The students will learn who God is; how to pray; how to read the Bible; and how to 
worship. On one Saturday during the month, we will add one hour of worship service, in 
which there is music, singing, prayer, and a sermon. 

When the boy leaves Youth Village, he will be invited to Concord Church. 
Concord Church offers our Counseling Center for the boy and his family. Also the boy 
is invited to become part of the Youth Ministry. The Youth Ministry offers worship, 
educational programs, and youth activities. 

Our Leadership 

The Juvenile Ministry will be under the direction of the Prison Ministry Council. 
The Council consists of Executive Pastor Errol Coner, Associate Pastor Harry "Rick" 
Jordan, Elder Cedric Jordan, Deacon Daron Pace, and Dr. Thomas Wattley. Pastor 
Coner overseas the daily operations of the church and has extensive experience in 
Prison Ministry. Pastor Jordan oversees Pastoral Care Ministry at Concord and is a 
prayer warrior. Elder Cedric Jordan presently oversees the prison ministry program at 
Seagoville Federal Correctional Institution. He is a banker, teacher, and prayer warrior. 
Deacon Daron Pace is a leader and teacher at the George Beto Unit in Tennessee 
Colony, Texas. He is also a leading entrepreneur in Dallas, Texas. Dr. Wattley is the 
Leader of the Prison Ministry at Concord. He works as a senior consultant to 
businesses in Dallas, Texas. 

The Prison Ministry Council will be actively involved in the Juvenile Ministry. The 
Council will pray for and select a Leader for the Juvenile Ministry. The Leader is 
expected to be committed and "own" the program. He is expected to lead a team that 
will be committed to being a change agent for God in the Juvenile Ministry. Also, 
members from Mt. Rose Baptist Church will team with Concord in this ministry as 
teachers and volunteers. 



Concord Church 

Concord Church teaches and peaches the Word of God. Our mission is to be a 
gospel centered church that "grows people." There are over 8,000 members at the 
church with approximately 90 different ministries. Concord Church is heavily involved in 
projects, programs, and activities that affect local, national, and global communities. 

Pastor Bryan Carter is the Senior Pastor of Concord Church. Preaching, 
teaching and leadership are Pastor Carter's life passions. He provides spiritual and 
strategic direction to the Prison Ministry. 

Our Budget 

Concord will fund the budget of the Juvenile Ministry. The budget is as follows: 

Juvenile Ministry Budget 

Item Amount 

Prayer (Note 1) $0.00 

Visit, Teach,. and Worship(I'Jote 2) $2_280.00 

Bibles (Note 3) $500.00 

Give (Note 4) $750.00 

Communicate (Note 5) $200.00 

Total $3,730.00 

Note 1. God is available at all times at no cost. He is the Provider. 

Note 2. It is estimated the Juvenile Ministry will make 24 trips during the initial six 
months to the Youth Village. The trip will require the use of a 15 passenger van costing 
$190.00 (which includes gas). 

Note 3. Concord will send NIV Study Bibles to the students at Youth Village. 

Note 4. It is estimated that it will cost $750.00 to give soap, deodorant, and tooth paste 
to the boys in the Youth Village during the summer and Christmas season. 

Note 5. The estimated cost of sending cards, correspondence, and Christian materials 
to the boys at Youth Village. 



Concord Church is pleased to have the opportunity to start a Juvenile Ministry. 



ACTION ITEM 

I. 



DALLAS COUNTY 
JUVENILE DEPARTMENT 

Henry Wade Juvenile Justice Center 
2600 Lone Star Drive, Box 5 Dallas, Texas 75212 

MEMORANDUM 

Date: March 23, 2015 

To: Juvenile Board 

From: Dr. Terry Smith, Executive Director 

Dr. Terry S. Smith 
Director Juvenile Services 

Chief Juvenile Probation Officer 

Subject: Request to Move April 27, 2015, Juvenile Board Meeting to the Letot Residential Treatment Center for 
Certification 

Background of Issue: 

Section 51.126 of the Texas Family Code sets guidelines for inspection of non-secure correctional facilities by the 
Juvenile Judges and Juvenile Board: 

Section 51.126. NONSECURE CORRECTIONAL FACILITIES. 
(a) A nonsecure correctional facility for juvenile offenders may be operated only by: 

(1) a governmental unit, as defined by Section 101.001, Civil Practice and Remedies Code; or 
(2) a private entity under a contract with a governmental unit in this state. 

(b) In each county, each judge of the juvenile court and a majority of the members of the juvenile board shall 
personally inspect, at least annually. all nonsecure correctional facilities that are located in the county and shall 
certify in writing to the authorities responsible for operating and giving financial support to the facilities and to 
the Texas Juvenile Justice Department that the facility or facilities are suitable or unsuitable for the confinement 
of children. In determining whether a facility is suitable or unsuitable for the confinement of children, the 
juvenile court judges and juvenile board members shall consider: 
(1) current monitoring and inspection reports and any noncompliance citation reports issued by the Texas 

Juvenile Justice Department, including the report provided under Subsection (c), and the status of any 
required corrective actions; and 

(2) the other factors described under Sections 51.12(c)(2)-(7). 

Section 51.12. PLACE AND CONDITIONS OF DETENTION. 
(c) In each county, each judge of the juvenile court and a majority of the members of the juvenile board shall 

personally inspect all public or private juvenile pre-adjudication secure detention facilities that are located in the 
county at least annually and shall certify in writing to the authorities responsible for operating and giving 
financial support to the facilities and to the Texas Juvenile Probation Commission that the facilities are suitable 
or unsuitable for the detention of children. In determining whether a facility is suitable or unsuitable for the 
detention of children, the juvenile court judges and juvenile board members shall consider: 
(2) current governmental inspector certification regarding the facility's compliance with local fire codes; 
(3) current building inspector certification regarding the facility's compliance with local building codes; 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 
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(4) for the 12-month period preceding the inspection, the total number of allegations of abuse, neglect, or 
exploitation reported by the facility and a summary of the findings of any investigations of abuse, neglect, or 
exploitation conducted by the facility, a local law enforcement agency, and the Texas Juvenile Probation 
Commission; 

(5) the availability of health and mental health services provided to facility residents; 
(6) the availability of educational services provided to facility residents; and 
(7) the overall physical appearance of the facility, including the facility's security, maintenance, cleanliness, and 

environment. 

The purpose of this brief is to advise the Juvenile Board of the need to certify the Letot Residential Treatment Center 
as suitable for the confinement of children in accordance with the guidelines established by the Texas Legislature, 
prior to opening. Additionally, we are requesting to move the April 27th 2015 Juvenile Board Meeting from the Henry 
Wade Juvenile Justice Center to the Letot Residential Treatment Facility in order to certify. 

Impact on Operations 

The Letot Center is located at 10503 Denton Dr., Dallas, Texas 75220, and starting in May or June of 2015 will provide 
long-term placement services and supervision for up to 96 girls, ages 13-17, who are deemed appropriate for the Letot 
RTC setting by the Court. Residents at the Letot Center will be court-ordered by the Dallas County Juvenile Courts, or 
will be accepted from other Texas counties on a contract basis after being ordered to placement by their county's 
Juvenile Court. Educational, psychological and recreational services will provided by Juvenile Department's 
professional staff and medical services will be provided by Parkland Hospital personnel. Spiritual, social and tutoring 
services will be provided by dedicated community volunteers. The facility will be registered with the Texas Juvenile 
Justice Department (TJJD) as a non-secure correctional facility. 

legal lnfnrmatinn: 

The Texas Family Code requires each Judge of the juvenile court and a majority of the members of the Juvenile Board 
to personally inspect the Letot Center and certify in writing that the facility is suitable for the confinement of children. 

Financial Impact/Considerations: 

Juvenile facilities found to be out of compliance with TJJD standards, and who fail to correct deficiencies after a 
reasonable time, may have state funding reduced or suspended. 

Recommendation: 

It is recommended that the Dallas County Juvenile Board agrees to move the April 27th 2015 Juvenile Board Meeting 
from the Henry Wade Juvenile Justice Center to the Letot Residential Treatment Center. 

Presented by: 

y Juvenile Department 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 
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----- --------··· ···------~ -- -- --------·------ --

Juvenile Board Meetings 2015 
****All meeting times are at 5 p.m. unless otherwise specified and the exact time of the meetings will be posted on posted 

meeting agenda.**** Revised 2-25-15 

CiAfE · .... · . ·. ·· .. TOPICS .. 
. . • < . · .. 

JANUARY 26, 2015 1) Selection of Juvenile Board Chairman I Vice Chairman 

2) Appoint YSAB Members I YSAB Chairman 

FEBRUARY 23, 2015 

MARCH 23, 2015 

APRIL 27, 2015 1)License Facility for resident confinement 

MAY 18, 2015 1) License Facility for resident confinement 

(May 25" County Holiday) 

JUNE 20, 2015 ** 1) Budget Retreat If deemed necessary** 

JUNE 22, 2015 1) Approve FY 2016 Budgets 

JULY 27, 2015 1) Annual Review of JJAEP Program 

AUGUST 24, 2015 1) Approve State Contracts 

2) Approve Local Vendor Contracts 

3) Inspection of Pre I Post Adjudication Facility for Licensing 

Requirements 

SEPTEMBER 28, 2015 

OCTOBER 26, 2015 1) License Facility for resident confinement 

NOVEMBER 23, 2015 1) License Facility for resident confinement 

DECEMBER 14, 2015 If deemed necessary** 

* denotes licensing I inspection required by Board 

**denotes meeting if needed lOCATIONS 

. I .... < .·• . •• . . ... · 
.. · .. · ...•. ·· ........ • l.O~AfiOIV . · ... • .· .. . . .. .... . ·. . .. 

HENRY WADE JUVENILE JUSTICE CENTER 

HENRY WADE JUVENILE JUSTICE CENTER 

HENRY WADE JUVENILE JUSTICE CENTER 

LETOT CENTER * 

LYLE MEDLOCK YOUTH TREATMENT CENTER* 

HENRY WADE JUVENILE JUSTICE CENTER** 

Conference Room 203-A 9:00AM 

HENRY WADE JUVENILE JUSTICE CENTER 

JUVENILE JUSTICE ALTERNATIVE EDUCATION FACILITY* 

HENRY WADE JUVENILE JUSTICE CENTER* 

HENRY WADE JUVENILE JUSTICE CENTER 

LETOT CENTER * 

DALLAS COUNTY YOUTH VILLAGE * 

HENRY WADE JUVENILE JUSTICE CENTER** 

HENRY WADE JUVENILE JUSTICE CENTER 

2600 lONE STAR DRIVE 

JUVENILE JUSTICE ALTERNATIVE EDUCATION 

1673 TERRE COLONY 

LYLE B. MEDLOCK YOUTH TREATMENT 

1508-A LANGDON ROAD 

LETOT CENTER 

10505 DENTON DR. 

Dallas, Texas 75220 
(214) 357-0391 

YOUTH VILLAGE 

1508 E. 8 LANGDON Ro 

Dallas, Texas 75241 
(972) 225-9750 

DALLAS, TEXAS 75212 DALLAS, TEXAS 75212 Dallas, Texas 75241 
(214) 698-2200 (214) 637-6136 (972) 225-9780 



ACTION ITEM 

J. 



Date: 

To: 

From: 

Subject: 

DALLAS COUNTY 
JUVENILE DEPARTMENT 

Henry Wade Juvenile Justice Center 
2600 Lone Star Drive, Box 5 Dallas, Texas 75212 

Memorandum 

March 23, 2015 

Dallas County Juvenile Board 

Dr. Terry S. Smith, Director 

Dr. Terry S. Smith 
Director Juvenile Services 

Chief juvenile Probation Officer 

Contract and Agreement for Residential Placement of the Youth Village Youthful Sex Offender 
Program 

Background: 

The Juvenile Department identified the need for post-adjudication youthful male offenders, ages 10- 13 years of 
age, with a history of sexual behavior problems to remain in Dallas County near their families. For many years 
Dallas County has utilized a contract facility to meet the needs of this population. Statistics have proven that 
Dallas County provides effective sexual offender treatment with an extremely low recidivism rate for all sexual 
offenders who have successfully completed treatment. 

With a decrease in the number of placements for youthful offenders, Youth Village will not be operating at 
capacity if Dallas County remains its sole referral source. An opportunity now exists for Youth Village to provide 
youthful offender treatment for Dallas County youth offenders with a history of sexual behavior problems and to 
provide contract placement to other counties. 

The purpose for this brief is to request permission from the Juvenile Board to offer other juvenile departments 
the opportunity to contract for placement services of post-adjudication males, ages 10-13 years of age, with a 
history of sexual behavior problems at the Youth Village. 

Operational Impact: 

The Youthful Offender Program will have a maximum occupancy of 16 males, and is projected to accept 16 males 
starting in April or May of 2015, gradually increasing occupancy as needed. Referrals from the Dallas County 
Juvenile Department will have priority, so there will always be space available to meet our needs. The 
Department plans to charge a daily rate of $140 for contract placement, so that each contract bed could bring 
between $25,200 and $37,800 revenue for a 6 to 9 month period. The daily rate is based on the Texas Juvenile 
Justice Department specialized placement rate. The Funding source has not been set up yet but will go into 
General Fund. 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 
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Contract and Agreement jar Residential Placement of the Youth Village Youthful Sex Offender 
Program 

Strategic Plan Compliance: 

Pagel 

This request conforms to the Dallas County Strategic Plan- Vision 3: Dallas County is safe, secure and prepared. 
(Coordinate programs and systems to reduce crime. Maximize effectiveness of County's criminal justice 
resources.) 

Legal Impact: 

The contract has been reviewed, and was approved as to form by Administrative Legal Advisor Ms. Denika 
Caruthers. The Chairman of the Juvenile Board and the County Judge are required to sign the contract after 
approval by the Juvenile Board and Commissioners Court, respectively. 

Performance Measures: 

To treat post-adjudicated young males in the Dallas and surrounding counties in becoming productive, law 
abiding citizens, while promoting public safety and victim restoration. 

Financial Impact: 

The Department plans to charge a daily rate of $140 for contract placement; thus each contract bed could bring 
between $25,200 and $37,800 revenue for a 6 to 9 month period. Revenue account titled Youth Village Beds is 
currently being setup to allow payments for contracted placement to be deposited into the General Fund. The 
financial information has been reviewed by Ms. Carmen Williams, Budget Supervisor. 

Recommendation: 

It is recommended that the Dallas County Juvenile Board authorize the Juvenile Department to offer other 
juvenile departments the opportunity to contract for placement of post-adjudication male young sex offenders 
at the Youth Village. 

Recommended by: 

Dr. Terry S. sm· , Director 
Dallas County Juvenile Department 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 
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Contract and Agreement for Residential Placement of Youthful Sex Offenders 

ATTACHMENT ONE 
CONTRACT AND AGREEMENT FOR NON- SECURE LONG-TERM 

RESIDENTIAL SERVICE OF JUVENILE MALE YOUTHFUL OFFENDERS 

STATE OF TEXAS 

COUNTY OF DAllAS 

§ 

§ 

DALLAS COUNTY JUVENILE BOARD 
RESIDENTIAL PLACEMENT OF MALE YOUTHFUL OFFENDERS 

XXX 1, 2015- XXXX 31, 2016 

This Contract and Agreement made and entered into by and between the County of Dallas, acting 
by and through its duly authorized representatives, the Dallas County Juvenile Board (hereinafter 
referred to as "Dallas County") and acting by and through its duly authorized 
representatives, County Judge and representative of the Commissioners Court of _ 
_____ County (herein referred to as CONTRACT County), to be effective _____ _ 
1, 2015 to 31, 2016. 

ARTICLE I 
WITNESSETH 

1.01 Whereas, Dallas County operates the Youth Village according to all applicable State of 
Texas standards and required Federal Government laws and standards including but not 
limited to what the State of Texas requires for the Federal Prison Rape Elimination Act 
standards; and 

1.02 Whereas, CONTRACT County, in order to carry out and conduct its juvenile program in 
accordance with the Texas Juvenile Justice Code has need of the use of the Youth Village 
to house and maintain males of juvenile age, referred for an act of delinquency or an act 
indicating a need for supervision, during the post-disposition treatment prescribed by the 
Court; and 

1.03 Whereas, Dallas County desires to make the facility available to CONTRACT County for 
such use and purpose, and CONTRACT County desires to contract for the use of said 
facility: 

1.04 Now, therefore, the parties agree as follows: 

(1) The term of this contract shall be for a period of one year from the date of execution. 
This contract shall automatically renew with the same terms and conditions unless within 
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sixty (60) days prior to the expiration of the contract, one party gives notices to the other 
party regarding any changes to the terms and conditions of the contract. 

If either party hereto feels in its judgment that the contract cannot be successfully 
continued and desires to terminate this contract, then the party so desiring to terminate 
may do so by notifying the other party in writing within 30 days, by certified mail or 
personal delivery to its principal office, of its intention to terminate the contract. 

After receipt of notice of termination, CONTRACT County shall remove all males placed in 
the facility on or before the termination date. 

(2) Dallas County will provide room and board 7 days a week, 24-hour supervision, an 
approved education program, recreation facilities, and behavior counseling to each male 
placed within the facility. Provide basic residential services, including: standard 
supervision by qualified adults, food and snacks, recreation, personal hygiene items, 
haircuts, transportation, school supplies, and room, (rent, utilities, maintenance, 
telephone).Dallas County will Provide and document paraprofessional counseling, off­
campus visits or furloughs, major incidents, and worker contacts. Any and all costs 
associated with off-campus visits or furloughs will be paid by the parent or guardian. 
Dallas County will also provide routine medical treatment that may customarily and 
reasonably be provided within the facility; however, Dallas County shall not provide nor 
be responsible for emergency examination, treatment, hospitalization, or any other 
service requiring transportation or removal of the male outside the facility. Any outside 
medical procedure, treatment, examination, or hospitalization shall be the sole 
responsibility and obligation of CONTRACT County. 

(3) CONTRACT County agrees to pay Dallas County the sum of $140.00 per day for each 
bed used. This sum shall be paid to Dallas County upon billing and following the paying 
procedures agreed upon by the contracting counties and the auditor of Dallas County, 
Texas, the per day cost being the contracted amount. 

(4) If emergency examination, treatment, and/or hospitalization outside the facility is 
required for a male placed in the facility by CONTRACT County, the Administrator of the 
facility is authorized to secure such examination, treatment, or hospitalization at the 
expense of CONTRACT County and to request that CONTRACT County be billed for the 
same. CONTRACT County agrees to indemnify and hold harmless Dallas County, its 
representatives, agents, and employees for any liability for charges for medical treatment, 
examination, and/or hospitalization. The administrator shall notify CONTRACT County of 
such an emergency within 24 hours of its occurrence. 

(5) Prior to transporting a male to the facility for placement, the official authorizing 
placement shall call the facility to ensure that space is available. The placement needs of 
Dallas County take precedence over those of contract counties and placement of males 
from CONTRACT County may be denied if space limitations require. 
(6) Males from the CONTRACT County who are alleged to have engaged in delinquent 
conduct or conduct indicating a need for supervision (CINS) will be admitted to the facility 
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under the authority of the Juvenile Court of CONTRACT County or its designated official. 

(7) Each male placed therein shall be required to follow the rules and regulations of 
conduct as fixed and determined by the Administrator and staff of the facility. 

(8) If a male is accepted by the facility from CONTRACT County and such male thereafter is 
found to be, in the sole judgment of the Administrator, mentally unfit, dangerous, or 
unmanageable or a combination of such conditions or characteristics, or whose mental or 
physical health condition would or might endanger the other occupants of the facility, 
then in the Administrator's sole judgment, upon such determination and notification by 
the Administrator to the CONTRACT County Juvenile Judge or Probation Office, a Juvenile 
Probation Officer or Deputy Sheriff from CONTRACT County shall immediately and 
forthwith remove or cause to be removed such boy from the residential facility. 

(9) Dallas County agrees that the facility will accept any male qualified hereunder, without 
regard to such male's religion, race, creed, color, or national origin. 

(10) It is understood and agreed by the parties hereto that males placed in the facility 
under the proper orders of the Juvenile Court of CONTRACT County shall be maintained 
therein except that the staff of the facility may take the males under supervision from the 
facility for medical treatment, field trips or required community services. 

(11) It is further understood and agreed by the parties hereto that males placed in the 
facility may be granted furloughs with parents, guardian, custodian, or other responsible 
adults on!)' after prior approval of the Judge of Juvenile Court in CONTRACT County or 
their designated representative. 

(12) It is further understood and agreed by the parties hereto that nothing in this contract 
shall be construed to permit CONTRACT County, its agents, servants, or employees in any 
way to manage, control, direct, or instruct Dallas County, its servants or employees in any 
manner respecting any of their work, duties, or functions pertaining to the maintenance 
and operation of the facility. 

ARTICLE II 
DEFAULT 

2.01 CONTRACT County may, by written notice of default to Dallas County, terminate in whole 
or any part of this contract in any of the following circumstances: 

(a) If Dallas County fails to perform the work called for by this contract within the 
time specified herein, or 

(b) If Dallas County fails to perform any of the provisions of this contract, or fails to 
perform the work as to endanger performance of this contract in accordance with 
its terms, and in either of these two circumstances does not cure such failure 
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within a reasonable period (or such extensions as authorized by CONTRACT 
County in writing) after receiving notice of default. 

2.02 Except with respect to defaults of subcontractors, Dallas County shall not be liable for any 
excess costs if the failure to perform the contract arises out of causes beyond the control 
and without the fault or negligence of Dallas County. If the failure to perform is caused by 
the default of a subcontractor, and without the fault or negligence of either of them, 
Dallas County shall not be liable for any excess costs for failure to perform. 

ARTICLE Ill 
OFFICIALS NOT TO BENEFIT 

3.01 No officer, member, or employee of the Criminal Justice Division and no member of its 
governing body, and no other public officials of Dallas County who exercise any function 
or responsibilities in the review or approval of the undertaking or carrying out of this 
project, shall participate in any decision relating to this contract which affects their 
personal interest or have any personal or pecuniary interest, direct or indirect, in this 
contract or the proceeds thereof. 

3.02 No member of or Delegate to the Congress of the United States of America, no Resident 
Commissioner, or employee of the Law Enforcement Assistance Administration or the 
Department of Justice shall be admitted to any share or part thereof or to any benefit to 
arrive herefrom. 

3.03 No member of or Delegate to the Congress, or State Official, or Resident Commissioner 
shall be allowed to any share or part of this contract, or to any benefit that may arise 
therefrom. 

3.04 Dallas County agrees to insert this Clause Ill into all subcontracts entered into the 
performance of the work assigned by this contract. 

ARTICLE IV 
EQUAL EMPLOYMENT OPPORTUNITY 

4.01 During the performance of this contract, Dallas County agrees as follows: 

(a) Dallas County will not discriminate against any employee or applicant for employment 
because of race, color, religion, sex, or national origin. Dallas County will take affirmative 
action to ensure that applicants are employed and that employees'are treated during 
employment without regard to their race, color, or religion. Such action shall include, but 
not be limited to the following: employment, upgrading, demotion or transfer, 
recruitment or advertising, lay-off or termination, rates of pay or other forms of 
compensation and selection for training, including apprenticeship. Dallas County agrees to 
post in conspicuous places, available to employees and applicants for employment, 
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notices to be provided setting forth the provision of this non-discrimination clause. 

(b) Dallas County will in all solicitations or advertisement for employees placed by or on 
behalf of Dallas County, state that all qualified applicants for positions in the facility will 
receive consideration for employment without regard to race, color, religion, sex, or 
national origin. 

ARTICLEV 
DUTY TO REPORT 

5.01 Allegations Occurring Inside the Facility. As required by Texas Family Code Chapter 261 
and Title 37 Texas Administrative Code Chapter 358, or successor provisions, Service 
Provider, and any of its employees, interns, volunteers or contractors, shall report any 
allegation or incident of abuse, neglect, exploitation, death or other serious incident 
involving a juvenile in a juvenile justice facility or juvenile justice program in the 
following manner: 

A. For all allegations and incidents except sexual abuse and serious physical abuse: 
within twenty-four (24) hours from the time the allegation is made, to the 
following: 

1. Local law enforcement agency; and 

2. Texas Juvenile Justice Department by submitting a TJJD Incident Report 
Form to facsimile number 1-512-424-6717 (or if unable to complete the 
form within 24 hours, then by calling toll-free 1-877-786-7263, followed by 
submitting the report within 24 hours of said call). In addition, for serious 
incidents, a treatment discharge form or other medical documentation that 
contains evidence of medical treatment pertinent to the reported incident 
shall be submitted to the Texas Juvenile Justice Department within 24 hours 
of receipt; and 

3. With respect to juveniles placed by CONTRACT County, the TJJD Incident 
Report Form shall also be sent to County Juvenile Probation 
Department within 24 hours at facsimile number Dallas. 

B. For allegations and incidents of sexual abuse or serious physical abuse: 

1. Local law enforcement agency immediately, but no later than one (1) hour 
from the time a person gains knowledge of or suspects the alleged serious 
physical abuse or sexual abuse. The initial report shall be made by phone to 
law enforcement; 
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2. Texas Juvenile Justice Department immediately, but no later than four (4) 
hours from the time a person gains knowledge of or suspects the alleged 
serious physical abuse or sexual abuse. The initial report shall be made by 
phone by calling toll-free 1-877-786-7263. Within 24 hours of the report by 
phone, the completed TJJD Incident Report Form shall be submitted by 
facsimile number 1-512-424-6717 or by email; and 

3. With respect to children placed by CONTRACT County, the TJJD Incident 
Report Form shall also be sent to Dallas County Juvenile Probation 
Department within 24 hours at facsimile number Dallas 214-698-4299. 

5.02 Allegations Occurring Outside the Facility. Any person who witnesses, learns of, receives 
an oral or written statement from an alleged victim or other person with knowledge or 
who has a reasonable belief as to the occurrence of alleged abuse, neglect, exploitation, 
death or other serious incident involving a child, but that is not alleged to involve an 
employee, intern, volunteer, contractor, or service provider of a program or facility, 
shall be immediately reported to law enforcement or to other appropriate 
governmental unit as required in Texas Family Code Chapter 261. 

5.03 As used within this Agreement: 

A. An allegation or incident includes the witnessing, learning, or receiving an oral or 
written statement from an alleged victim or other person with reasonable belief or 
knowledge as to the occurrence or an alleged abuse, neglect, exploitation, death or 
other serious incident involving a child in a juvenile justice facility or juvenile justice 
program. 

B. A serious incident is attempted escape, attempted suicide, escape, reportable 
injury, youth-on-youth physical assault or youth sexual conduct. 

C. Sexual abuse is conduct committed by any person against a child that includes 
sexual abuse by contact or sexual abuse by non-contact. 

D. Serious physical abuse is bodily harm or condition that resulted directly or indirectly 
from the conduct that formed the basis of an allegation of abuse, neglect or 
exploitation, if the bodily harm or condition requires medical treatment by a 
physician, physician assistant, licensed nurse practitioner, emergency medical 
technician, paramedic or dental. 

E. A juvenile justice facility is a facility, including its premises and affiliated sites, 
whether contiguous or detached, operated wholly or partly by or under the 
authority of the governing board, juvenile board or by a private vendor under a 
contract with the governing board, juvenile board or governmental unit that serves 
children under juvenile court jurisdiction. The term includes: a public or private 
juvenile post-adjudication secure correctional facility required to be certified in 
accordance with the Texas Family Code; and a public or private non-secure juvenile 
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post-adjudication residential treatment facility housing children under juvenile 
court jurisdiction. 

F. A juvenile justice program is a program or department operated wholly or partly by 
the governing board, juvenile board or by a private vendor under contract with the 
governing board or juvenile board that serves children under juvenile court 
jurisdiction or juvenile board jurisdiction. The term includes a juvenile justice 
alternative education program and a non-residential program that serves juvenile 
offenders while under the jurisdiction of the juvenile court or juvenile board 
jurisdiction and a juvenile probation department. 

ARTICLE VI 
VENUE 

6.01 Exclusive venue for any litigation arising from this Agreement shall be in DALLAS 
COUNTY, Texas. 

ARTICLE VII 
LEGAL CONSTRUCTION 

7.01 In case any one or more of the provisions contained in this Agreement shall for any 
reason be held to be invalid, illegal, or unenforceable in any respect, such invalidity, 
illegality, or unenforceable provision shall not affect any other provision thereof and 
this Agreement shall be construed as if such invalid, illegal or unenforceable provision 
had never been contained therein. 

ARTICLE VIII 
EXECUTION 

8.01 This Contract and Agreement this date executed is made by and between the parties 
hereof; it being the declared intention of the parties hereto that the above and foregoing 
contract is a contract providing for the care of males who have allegedly committed an act 
of delinquency or an act indicating a need for supervision and payment for such care by 
CONTRACT County for such boys placed in the facility by the Judge of CONTRACT County 
having juvenile jurisdiction. 

8.02 This contract is in lieu of all previous contracts between Dallas County and CONTRACT 
County for these purposes, said previous contracts to terminate, become null and void, 
and be of no further force or effect on the date this contract becomes effective. Executed 
in duplicate this day of 2015, to be effective 
________ , 2015, each copy hereof shall be considered an original copy for all 
purposes. 
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DALLAS COUNTY JUVENILE BOARD: 

BY: Judge Cheryl L. Shannon 
Chairman of the Dallas County Juvenile Board 

RECOMMENDED: 

BY: Dr. Terry S. Smith 
Director of Juvenile Services 
Chief Juvenile Probation Officer 

COMMISSIONERS COURT OF DALLAS COUNTY, TEXAS 

County Judge 
and Presiding Officer of Said Court 
Dallas County, Texas 

COMMISSIONERS COURT OF 
_______ County 

County Judge and 
Presiding Officer of Said Court 

Approved as to form: 

By: 
Denika R. Caruthers, J.D. 
Administrative Legal-Advisor 
Dallas County Juvenile Department 
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DALLAS COUNTY 
YOUTH VILLAGE 

1508 E. Langdon Road 
Dallas, Texas 75241 

Phone #: (972) 225-9700 
Fax#: (972) 225-9709 

SUPERINTENDENT 
Marilyn Boss 

Phone: (972) 225-9750 
Email: Marilyn.Boss@dallascounty.org 

ASSISTANT SUPERINTENDENT 
Roy Gowan 

Phone: (972) 225-9723 
Email: Roy.Gowan@dallascounty.org 

PSYCHOLOGICAL SERVICES 
Dr. Alyssa Parker 

Phone: (972) 225-9768 
Alyssa. Parker@dallascounty. org 

A DIVISION OF 
DALLAS COUNTY 

JUVENILE DEPARTMENT 
2600 Lone Star Drive 
Dallas, Texas 75212 

(214) 698-2200 

DEPUrf DIRECTOR OF 
INSTITUTIONAL SERVICES 

Ervin Taylor 
Phone: (214) 698-2234 

Email: Ervin.Taylor@dallascounty.org 

DIRECTOR OF JUVENILE SERVICES 
Dr. Terry S. Smith 

Phone: (214) 698-2223 
Email: Terry.Smith@dallascounty.org 

ASSISTANT DIRECTOR 
OF JUVENILE SERVICES 

Bill Edwards 
Phone: (214) 698-2222 

Email: Biii.Edwards 
@dallascounty.org 

ADMINISTRATIVE LEGAL ADVISOR 
Denika R. Caruthers 

Phone: (214) 698-2221 
Email: 

denika.caruthers@dallascounty.org 

DALLAS COUNTY 
YOUTH VILLAGE 

YOUTHFUL OFFENDERS 
PROGRAM 

HOME OF THE 
BLUE KNIGHTS 



INTRODUCTION 

The Dallas County Youth Village Youthful 
Offender Program (YOP) is a 24-hour 
residential treatment program for male juvenile 
offenders, 1 0-13 years of age, with a history of 
sexual behavior problems. The facility is 
registered with the Texas Juvenile Justice 
Department. 

RESIDENTS 

Residents are adjudicated youth with the hope 
that they will benefit from the structured 
environment and therapeutic programs offered 
at Youth Village. We endeavor to work with the 
youth and family in an effort to ensure a healthy, 
successful reunification. 

LOCATION 

The Youth Village campus is located on a 50-
acre wooded campus near the City of Hutchins, 
in the southern section of Dallas County on the 
far east end of Langdon Road. 

FACILITIES 

The Youthful Offenders will reside in dorm-style 
living supervised by 24-hour awake staff. The 
dorm will accommodate up to 16 youth. 
Educational facilities include a school building 
staffed by the Dallas County Academy for 
Academic Excellence, a unit of the Dallas 
County Juvenile Department. The Academy for 
Academic Excellence provides each resident 
accredited academic courses. Additionally, a 
Computer Learning Lab with a built-in 
curriculum covers basic subjects from grade 3 
to 12. A second computer system, provided 
through donations, is used for remediation and 
tutoring. Recreational facilities on campus 
include a softball field, soccer field, football field, 
volleyball court, tennis courts, and a 
gymnasium. Medical facilities include a medical 
examination and supply room staffed by 

medical professionals provided by Parkland 
Hospital. There is also a Psychiatrist contracted 
through Parkland Hospital. A full-time 
Psychologist is also on staff. 

GOAL 

The goal of the Youth Village YOP is to focus 
on rehabilitation and reduction of sexually 
deviant behavior(s). The program will offer a 
variety of psychological services as well as 
access to Youth Village's personal development 
and educational services. 

STAFF 

The primary duty of the staff at the Youth 
Village is to provide for the safety, health, and 
welfare of the residents and the community. The 
Youth Village provides direct care staff to 
ensure proper care and supervision of the 
residents on a 24-hour a day basis. The direct 
care staff is always available to provide 
counseling, instruction, and guidance to the 
resident. A Caseworker/Probation Officer is also 
assigned to each resident to manage their case 
and to assist tt1em in their adjustment to 
placement. Psychology staff are available for 
individual, group, and family therapy; crisis 
intervention; and implementation of the 
Successful Thinking and Responsible Sexuality 
(STARS) curriculum. Administrative staff is 
always available to assist as needed. 

VOLUNTEERS 

Volunteer staff enhances the overall operation 
of the program by providing assistance in 
planning, coordinating, and initiating the various 
activities and prowams. Other volunteer groups 
present educational, religious/spiritual, and 
informational programs for the residents. 
Further community support comes through 
donations of various items for special events, 
activities, and programs. Youth Village is often 
supported by Youth With Faces. 

PROGRAMMING 

The Youth Village program is designed to meet 
the needs of the total individual. Program 
components concentrate on areas related to the 
resident's educational, emotional, physical, 
social, psychological and spiritual needs. These 
programs are offered to each resident and 
consist of psychological treatment; anger 
management, social skills, healthy masculinity 
groups; general life skills; sports; and athletic 
events. Non-denominational religious services 
and a Bible study group meet each week in the 
campus chapel for residents who wish to attend. 
The home visit program allows residents who 
have achieved a satisfactory level of progress to 
earn a 4 to 8-hour weekend visit with their 
parents(s) and/or guardians; no additional 
children are allowed in the home at the time of 
said visit. The visitation program allows family 
members regular visitation rights on campus 
each Saturday for up to two hours. 

LENGTH OF STAY 

The youth's length of stay will vary depending 
on his individual needs, but will be 
approximately 9 months. The program uses an 
evidence-based treatment model that each 
youth will progress through in a series of levels. 
The decision to release a resident from the 
Youth Village is made jointly by the Youth 
Village Administration, Psychology team, the 
Probation Officer, and the Juvenile Court. A 
resident's overall eligibility for release is based 
on completion of treatment, behavior progress 
and the status of the family situation. 

DALLAS COUNTY 
JUVENILE DEPARTMENT's 

MISSION 

To assist referred youth in becoming 
productive, law abiding citizens, 

while promoting public safety and 
victim restoration. 



ACTION ITEM 

K. 















MEMORANDUM OF UNDERSTANDING 

This Memorandum of Understanding ("MOU"), effective upon the date of execution by all parties, is entered by and 
between Succeeding at Work (SAW) and Dallas County Juvenile Department (DCJD) along with Youth Services Advisory 
Board ("YSAB"), collectively referred to as (County). 

INCORPORATED DOCUMENTS 

All documents below are incorporated herein by reference. Contractor agrees to provide Services in the 
implementation and operation of the Program as described in the following: 

A. ("Exhibit A"), Contractor's Juror Fund Grant Application to the Youth Services Advisory Board (YSAB) for 
Succeeding at Work dated February 13, 2013; 

B. ("Exhibit B"), Attachment A, Contract Specifications. 

ORDER OF PRECEDENCE 

In the event of any inconsistency between the provisions of this Contract and any incorporated documents as 
described herein, it is agreed by all parties that the provisions of this Contract shall take precedence. 

SCOPE OF WORK 

Contractor agrees to provide services in accordance with the Contractor's Juror Fund Application (Exhibit A) and 
Services as described in the Attachment A, Contract Specifications (Exhibit B). 

ASSURANCES 

1. SAW understands that under no circumstances should individuals working on behalf of SAW, under this MOU 

(including bUt Dot limited to fu!!-timc a!'ld part~time employees, contract staff, lnt2rns, volunteeis, guest 
speakers and presenters) have contact or any type of interaction with youth/families involved in the grant 
funded program/service, prior to being. cleared by the results of the Fingerprint Applicant Services of Texas 
(FAST) process under the Juvenile Department's ORI # TX057013G. 

2. SAW understands that the names of individuals working on behalf of SAW, under this MOU (including but not 
limited to full-time and part-time employees, contract staff, interns, volunteers, guest speakers and 

. presenters) must be consulted by the Central Child Abuse Registry maintained by the Texas Department of 

Family and Protective Services. 

3. SAW understands that individuals involved in Teens at Work on behalf of SAW must successfully complete the 
Dallas County Juveni1e Detention Center's volunteer training prograrn. 

4. SAW. must ensure that staff involved in the program, receive annual training in (1) Cultural Sensitivity; (2) 
Management of Aggressive and Violent Behavior; end (3) Standard First Aid and Cardiopulmonary 

Resuscitation. 

5. SAW understands that individuals working on behalf of SAW, under this MOU (including but not limited to full­
time and part-time employees, contract stafft interns, volunteers, guest speakers and presenters} must be 
trained on Prison Rape Elimination Act. 

6. SAW understa"Js that individuals working on behalf of S!IW, under this MOU (incluJi11g but not limited to full­
time and part--time employees, contract staf( interns, volunteers, guest speakers and presenters) must comply 



with the Dallas County Juvenile Department's Media Policy and keep all information that they become privy to 
concerning the youth in the program confidential. 

7. SAW will provide the County via Juvenile Department through YSAB reports including programmatic and 
financial data as the County deems reasonably necessary to monitor and evaluate the activities and services 
pursuant to this contract. SAW agrees to recognize and complete all performance measures/indicators 
contained in YSAB's Juror Fund Grant Application dated February 13, 2013. (Attached as Exhibit A.). 

8. SAW will supply all materials, equipment and durable goods necessary to the program. 

9. YSAB, with the assistance of the Contract Services Unit of the Dallas County Juvenile Department, agrees to 
allocate a grant in the amount of $23,067.00 from its Juror Funds to support 
SAW and the Teens at Work program as approved by Commissioners Court. 

10. Total payment for the grant funded project will not exceed $23,067.00. County's payment will be four 
quarterly installments of $5,766.75 each. At the conclusion of the year, SAW will provide the County, via the 
Juvenile Department, with a document comparing payments to actual cost incurred, and actual revenue 
received (if any). 

11. Payments for services will be due on or before the fifth (51h) of the first month after the submittal of reporting 
requirements for each quarter period of service delivery under this agreement. 

12. County's payment will be due to SAW within thirty (30) days of receipt of an invoice for the appropriate 

amount. 

13. SAW agrees that a temporary delay in making payments due to the county's accounting and disbursement 
procedures shall not place them in default of this Contract and shall not render the County liable for interest 
or penalties, provided such delay shall not exceed thirty (30) days after its due date. 

14. SAW agrees to spend all funds as represented in the Juror Fund Grant Application to YSAB. 

1S. SAW understands that the Dallas County Juvenile Department maintains the right to take ownership of 

non-expendable equipment (equipment that can have a life of more than two years) purchased with 

juror grant funds once the organization ends programming with the Dallas County Juvenile 

Department. Electronic monitoring items are excluded from this provision. 

16. SAW agrees that Dallas County may audit performance data and financial data up to three years after the 

services are rendered to ensure compliance. 

17. The terms of this agreement shall be from the date of execution of all parties to September 30, 2014. 

18. This contract may be automatically renewed for additional twelve month periods under the same terms and 
conditions. Such renewals shall be at the discretion of the Dallas County Juvenile Department and the Youth 
Services Advisory Board. 

INSURANCE 

It is SAW's responsrbility to milke sure that it has comprehensive general liability and professional insurance with 
"persona( injury" cover?.gP, 'Nith minimmn \\mits of $1/)00;000.00 for bodily injuries to or denth of a person, and 

an aggregate of $500.(100.00 for any one (1) occurrence is in place for the Succeeding at Work program. There is 
also an additional umbrella policy of $2,000,000 for events related to the covered activity but not outlined in the 
policy. 



Contractor shall, at all times during the term of this Contract and at its own expense, provide and keep in full force 
and effect a policy of workers' compensation insurance for coverage in Texas with an Employer's liability limit of: 

Bodily injury by accident- FIVE HUNDRED THOUSAND AND N0/100 DOLLARS ($500,000.00) each accident; 
Bodily injury by disease- FIVE HUNDRED THOUSAND AND N0/100 DOLLARS ($500,000.00) each employee; and 
Bodily injury by disease- FIVE HUNDRED THOUSAND AND N0/100 DOLLARS ($500,000.00) policy limit. 

INDEMNIFICATION 

SAW to the fullest extent allowed by law, agrees to indemnify and hold harmless DALLAS COUNTY, Dallas County 
Elected Officials, Dallas County Juvenile Board, Dallas County Juvenile Department, its assigns, officers, directors, 
employees, agents, representatives and the Youth Services Advisory Board, (referred collectively in this Section as 
"COUNTY against all claims, demands, actions, suits, losses, damages, liabilities, costs, and/or expenses of every kind 
and nature (including, but not limited to court costs, litigation expenses and attorney's fees) incurred by or soughtto 
be imposed upon County because of injury (including death), including but not limited to exposure to any infections, 
communicable or sexually transmitted disease, by any manner or method whatsoever, or damage to property 
(whether real, personal or inchoate), arising out of or in any way related (whether directly or indirectly, causally or 
otherwise) to any act or omission by Succeeding at Work in performance oft his Agreement and/or Program, except to 
the extent such liability, damage fine or expense is the result of negligent acts or omissions of the County. 

CHOICE OF LAWS AND VENUE 

In providing Services required by this MOU, the parties must observe and comply with all licenses, legal certifications, 
or inspections required for the services, or materials, and all applicable Federal, State, and local statutes, ordinances, 
rules, and regulations. This MOU shall be governed by Texas law and exclusive venue shall lie in Dallas County, Texas. 
All statutes and law stated herein shall be updated as amended. 

SEVERABILITY 

If any provision of this MOU is construed to be illegal or invalid, this will not affect the legality or validity of any of 
the other provisions herein. The illegal or invalid' provision wilt be deemed stricken and deleted, but all other 
provisions shall continue and be given effect as if the illegal or invalid provisions had never been incorporated. 

SOVEREIGN IMMUNITY 

This MOU is expressly made subject to Dallas County's sovereign immunity, Title 5 of the Texas Civil Remedies Code 
and all applicable State and Federal law. The parties expressly agree that no provision of this Contract is in any way 
intended to constitute a waiver of any immunities from suit or from liability that Dallas County has by operation of law. 
Nothing herein is intended to benefit any third-party beneficiaries to this contract. 

IN WITNESS WHEREOF, the parties have 
representatives on the 18th day of 

caused this agreement to be executed by their duly authorized 
}1arch 20 14 



DALLAS COUNTY JUVENILE BOARD: 
I 

/ 1 J !l II -~};--VJc= .. -~y (YQ} f-e0VLtr---
-1udige Chf '1 L. Shannon BY: 
Chairman of the Dallas County Juvenile Board 

RECOMMEN~ED: , (' 
1,// ( / , I 
-~ xY·=-\? J~ ~~ 11 / \/ \:1/~;:r::J-::::;~;:--

\"·· \.... t/ l..·'V;~_....--A/ ,: r ~. --~---:=:-= 
BY: Dr. Terry S. ~ith , tr-:c----) 

Director Juv~nile Services 
Chief Juvenile Probation Officer 

APPROVED AS TO FORM*: 

CRAIG WATKINS 
DISTRICT ATTORNEY 

TERESA GUERRA SNELSON 
CHIEF, CIVIL DIVISION 

r;fJ(\, , ~ 
BY: __ J,t-4'~-~;:;A;..:i~:.,-'c;"''-';;\". ,L""-'"\w·,_,_\:_1''--"'"fd.,r"v::(cc·:::::,", "'-----­

Denika Caruthers 
Assistant District Attorney 

*By law, the District Attorney's Office may only advise or approve contracts or legal documents on behalf of its clients-. It may not advise or approve a 
contract or legal document on behalf of other parties. Our review of this document was conducted solely from the legal perspective of our client. Our 
approval of this dQcument was offered solely for the benefit of our client. Other parties should not rely on this approval, and should seek review and 
approval by their own respective attornevis)_ 
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Date: 

To: 

From: 

Re: 

DALLAS COUNTY 
JUVENILE DEPARTMENT 

Henry Wade Juvenile Justice Center 
2600 Lone Star Drive, Box 5 Dallas, Texas 75212 

March 23, 2015 

Dallas County Juvenile Board 

Dr. Terry S. Smith, Director 

Request to Amend Juvenile Board Order No. 2014-140 

Background of Issue: 

Dr. Terry S. Smith 
Director Juvenile Services 
Chief Juvenile Probation Officer 

On October 27, 2014, under Board Order No. 2014-140, the Dallas County Juvenile Board approved the 
outcome of the Request for Proposals (RFP) No. 2014-067-6449 process and the award of non­
residential services contracts for FY2015 to the following vendors: Cayuga Center, Lucero Group, Nexus 
Recovery Center, Youth Advocate Programs and Youth Conversion. In addition, the Dallas County 
Commissioners Court approved the outcome of the RFP process and contract award to those same 
vendors on November 18, 2014 through Commissioners Court Order No. 2014-1592. 

The proposal received from Lucero Group in response to RFP No. 2014-067-6449 references the vendor 
as Lucero Group, North Texas Community Initiative, Inc. and Lucero Group, DBA: North Texas 
Community Initiative, Inc. Subsequently, the vendor has requested to do business as North Texas 
Community Initiative, Inc., rather than Lucero Group. 

The purpose of this briefing is to request amendment of Board Order No. 2014-140 to reflect the vendor 

as North Texas Community Initiative, Inc. 

Impact On Operations And Maintenance: 

The contract term began upon final execution of the contract documents, November 18, 2014. The 
contract will end on September 30, 2015. 

The contract includes an annual renewal clause which allows for automatic renewal of the contract for 
four (4) additional twelve (12) month periods, if the contractor is operating an effective program and 
complying with contract requirements as determined by the Juvenile Department 

The vendor began receiving referrals from Field Probation Officers in February 2015. Contract Services 
staff will monitor the programs and evaluate their effectiveness. Financial and programmatic audits will 
be conducted to insure quality programming. 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 

214-698-2200 Office 214-698-5508 Fax 



Request to Amend Juvenile Board Order No. 2014-140 2 

Strategic Plan Compliance: 

This request conforms to the Dallas County Strategic Plan -Vision 3 Dallas County is safe, secure, and 
prepared by expanding disposition alternatives with regard to treatment for youth/families involved in 
the juvenile justice system. 

Legal Information: 

The contract document was written by Contract Services staff using standard language for Dallas County 
contracts. The contract document was reviewed by Administrative Legal Advisor, Denika Caruthers and 
approved as to its form. The contract required the signatures of the Chairman of the Juvenile Board and 
the Dallas County Judge. 

Financial impact I Considerations: 

All FY2015 non-residential services contracts are funded from the Department's general budget (5110), 
and grants provided by the Texas Juvenile Justice Department. 

The amendment of Board Order No. 2014-140 is necessary to ensure reimbursement to the vendor 
under the name of North Texas Community Initiative, Inc. The financial information has been reviewed 
and approved by Ms. Carmen Williams, Budget Supervisor. 

Recommendation: 

It is recommended that the Dallas County Juvenile Board approve the Juvenile Department's request to 
amend Court Order No. 2014-140 to reflect contract award to North Texas Community Initiative, Inc. 
under HFP No. 2014-067-6449, for the provision of non-residential services in FY2015. 

Recommended by: 
Dr. Terry S. S th, Director 
Dallas County Juvenile Depart,\)1· 

To assist referred youth in becoming productive, 
law abiding citizens, while promoting public safety and victim restoration. 

214-698-2200 Office 214-698-5508 Fax 
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Trainings 

ACADEMY FOR ACADEMIC EXCEllENCE 
PROGRAM REPORT 

February 2015 

DISTRICT UPDATE 

• Ms. Kathy Beasley (Special Education Director and Ms. Jennifer Schoby (District Testing/ESL 
Coordinator attended the Texas Association of Alternative Education Conference in Austin, 
Texas, February 4-6, 2015. Jim Walsh was the keynote speaker and he provided attendees with 
the most up to date information on legal issues particularly related to student discipline. 

• February 16, 2015, All AAE staff participated in staff development sponsored by the Region 10 
Service Center. Staff were able to receive valuable information regarding: 

o Bullying Behaviors: Prevention and Intervention (K-12) 
• Texas law clearly defines bully behavior and recognizes its adverse effect on the 

learning environment. In this workshop, teachers will learn to recognize bullying 
and will identify effective strategies for responding to bullying, teasing, and 
other harassing behaviors that disrupt teaching and learning. 
Recommendations will be shared from the research of international expert, Stan 
Davis, regarding stopping bully behaviors as well as tips to strengthen school 
climate. 

o Character Building for Tomorrow- The Time is Today (K-12) 
• This workshop focused on building character in middle school and high school 

students. Participants learned strategies, activities, and resources to facilitate 
character development to help reduce problem behaviors, empower students 
to solve problems, and to create a respectful and caring school community. 

o Darkness to Light: Stewards of Children (K-12)- this is a compliance requirement 
• Stewards of Children is a nationally recognized program to increase knowledge, 

improve attitudes; and change child-protective behaviors. This ·.vorkshop 'vVill 
address policies and procedures in the prevention of child sexual abuse and 
fulfills the requirements of SB939. 

• Dr. Pirtle (Deputy Director of Education Services) and Ms. Nancy Savage (Education Services, 
Diagnostician) will travel to Mexico City, Mexico in March 2015 to speak at The Universidad 
National Aut6noma de Mexico (UNAM) (National Autonomous University of Mexico) a public 
research university in Mexico City, Mexico that is the largest university in Latin America. UNAM 
is regarded by many university world ran kings as the leading university of the Spanish speaking 
world. Dr. Pirtle will focus his seminar on Juvenile Justice in the United States. Ms. Savage will 
discuss Special Education services as it pertains to youth impacted by the juvenile justice system. 

Programs/Events 
DRC Transition Specialists have been meeting with staff from Institutions and Probation Services to 
develop a formal approach to following-up on students who have been released from Medlock, Youth 
Village and SAU and those who are attempting to transition to other campuses or academic programs. 
The goal of this initiative is to make sincere efforts to recapture those youth who "drop out" of school 
once they leave placement and/or complete probation. DRC Transition staff will participate in pre­
release staffing and provide counsel about viable educational/vocational options to the youth and his 
family 




