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.include, but are not limited to the following:

The Community Services Division 1s responsible
for planning, developing and providing direction
and Coordination to residential and
non-residential services for youth in the
community. The division maintains a linkage
between the Department of Juvenile Services and
a full range of community-based service
programs; monitors the programs to ensure that
services are provided; and assists case
managers in identifying and accessing
appropriate services for each youth.

The Community Services Division was reorganized
in February, 1980, and is comprised of five
functional units:

- Contracts and Program Development

- Licensing, Foster Care, Title IV-E and
Training

- Placement

- Non-Residential Programs, and

- Residential Programs

This schedule applies to the records maintained
at the Central Office as well as those held by
the field units.
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Files contain legal agreements between the
Department of Juvenile Services (DJS) and
vendors to operate or run a youth facility,

and/or provide services needed to care for
youth. Documents contained in these files

A. Per Diem Contracts with Program Cost Sheets

r DHR Rate Letter,
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CONTRACTS BETWEFN VENDORS AND DJS (continued)

Standard Contracts with Exhibits Attached
Advance Payments Contracts with Exhibits
Attached

Clinical Agreements

Intergovernmental Agreements

Invitation for Bids, and

General Correspondence

RFP% for Charles Hickey School
Population Reduction Initiative (Hickey
School), and

Purchase QOrders
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FINANCTAL, AND TECHNICAL PROPOSALS

This record series includes financial and
technical invitations by the Department
to Profit and Non-Profit Organizations

to run or operate certain types of

youth programs and/or services. The
files include but are not limited to

the following:

A. Requests for Proposals (REP s)
B. Bidders Response to these Requests, and
C. Correspondence

LICENSING OF APPROVED FACTLITIED

This series contains documentation pertaining
to the licensing of all of the facilities that
have contracted to provide services to
Department youth. Documents include, but are
not limited to, the following:

Licenses of the facility

Budgets of the facility
Inspection forms

Articles of Incorporation

By-Laws

Board of Directors (Names and Addresses)
Program Descriptions

Personnel Information

Health Records of Staff and Youth
Fire and Safety Information
Insurance, and

Correspondence

Retain for five (5)
years after expiration
of contract extensions,
or modifications of
contract, thereafter
destroy.

Retain for five (5)
years, then destroy.

Retain for five (5)
years after facility
is closed, then destroy.
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INSTITUTIONAL PLACEMENTS

This record series contains documents pertaining
to the placement of youth in residential
facilities. It includes, but is not limited to,
the following:

Program Proposal
Admission Criteria
Community Detention
Feasibility Studies
Special Projects

Montrose School Closing
Residential Programs, and
General Correspondence
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PERSONNEL STAFE/QFFICE MANAGEMENT

This record series concerns staff and office
management of the Community Services Division.
The record includes, but is not limited to
the following documents:

Resumes

Monthly Reports

Acting Capacity Forms
Affirmative Action Plan Forms
Certificate Forms

Clearance Sheets

Criminal Record Checks, and
General Correspondence
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YOUTH SERVICE BUREAUS (YSB)

YSB'S re state-certified, non-residential
community programs that provide counseling,
referral and information services, crisis
interventicn, suicide prevention, and other
services in accordance with particular
community needs. The documents in this
record series include, but are not limited
to, the following:

Contracts (certification certificates)
Agreements

Statistical Reports tmonthly & yearly)
Monitoring Reports (monthly)

Yearly Reports

Program Evaluations

Incident Reports, and

Correspondence

Retain for five (5)
years, then destroy.

Retain for five (5)
years, then destroy.

Retain for five (5)
years, then destroy.
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DIVERSION PROGRAMS

Community agencies contract with the
Department of Juvenile Services to provide
direct services to youth who are usually
first time offenders. Services are provided
after arrest, but before formal court
adjudication. Documents in this series

(as above for YSB's) include but are not
limited to the following:

Contracts (certification certificates)
Agreements

Statistical Reports (monthly and yearly)
Monitoring Reports (monthly)

Yearly Repcrts

Program Evaluations

Incident Reports. and

Correspondence
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PREVENTTON PROGRAMS

This program includes formal counselinsg,
information, referral, crisis intervention
leisure time activities, Jjobs and job
related activities, community development
and consultation, and other services
tailored to the needs of the community.
Documents in this series are similar to
those for the Youth Service Bureaus and the
Diversion Programs, and include, but are
not limited to, the following:

A. Contracts (certification, certificates)
B. Agreements

C. Statistical Reports (monthly and yearly)
D. Yearly Reports

E. Incident Reports

F. Monthly Monitoring Reports

G. Program Evaluations, and

H. Correspondence

DJS LICENSED/OWNED FACTLITIES

" This record series consists of hard copies

(1.e., paper) of: .

A. Licenses issued to non-DJS owned
residential facilities, and

B. General Correspondence to DJS Ovmed
facilities, which monitor the programe
or servides provided.to youth under
the supervision of.- the Department
of Juvenile Servieces.

Retain ftive (5) years,
then destroy.

Retain for five (5)
years, then destroy.

{ Retain for six (6)
| vears, then destroy.
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DJ5_LICENSED/OWNED FACILITIES

This record series consists of diskettes
(floppy disks) which contain:

A. Licenses to non-DJS owned residential
facilities, and

B. general correspondence to DJS cwnegs==~ - -

facilities which monitor the programs
or services provided to youth under
the supervieion of the Department
of Juvenile Services.

LEGISLATIVE

This record series concerns decuments

pertaining to the Governor or the Legislative.

It includes, but is not limited to the
following:

Executive Fellows Program

Governor s Internship Program
Governor s Project Information Database
Governor s Policy Fellowship Program
Legislative Workplan

Mailing List

Joint Oversight Committee

Legislative (1887-1891), and
Correspondence

BUDGET
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This record series consists of documents used
in the budgetary process for the Community
Cervices Division. It includes, but is

not limited to, the following:

Budget Ledger

Capital Budget

FY 1988 - 1991 Budget
General Files
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Retain for six (6)
years, then destroy.

Retain for five (5)
years, then destroy.

Retain for five (5)
years and until all
audit requirements
have been fulfilled,
then destroy.
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