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D«»cription

The Community Services Division is 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 reorganised
in February, 1990, 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.

CONTRACTS BETWEEN VENDORS AND DJS

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
-include, but are not limited to the following:

A. Per Diem Contracts with Program Cost Sheets
or DHR Rate Letter, •
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Description

CONTRACTS BETWEEN VENDORS AND DJS fcontinued)

B. Standard Contracts with Exhibits Attached
C. Advance Payments Contracts with Exhibits

Attached
D. Clinical Agreements
E. Intergovernmental Agreements
F. Invitation for Bids, and
G. .general Correspondence
H. RFP% for Charles Hickey School
I. Population Reduction Initiative (Hickey

School), and
J. Purchase Orders

FINANCIAL AND TECHNICAL PROPOSALS

This record series includes financial and
technical invitations by the Department
to Profit and Non-Profit Organisations
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 (RFP's)
B. Bidders Response to these Requests, and
C. Correspondence

LICENSING OF APPROVED FACILITIES

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:

A. Licenses of the facility
B. Budgets of the facility
C. Inspection forms
D. Articles of Incorporation
E. By-Laws
F. Board of Directors (Names and Addresses)
G. Program Descriptions

J • H. Personnel Information
1

•

I I. Health Records of Staff and Youth
j ! J. Fire and Safety Information

j K. Insurance, and
1
j

|
1

I L. Correspondence
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Retention

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. i
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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:

A.
B.
C.
D.
E.
F.
G.
H.

Program Proposal
Admission Criteria
•Community Detention
Feasibility Studies
Special Projects
Montrose School Closing
Residential Programs, and
General Correspondence

PERSONNEL STAFF/OFFTOE 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:

A.
B.
C.
D.
E.
F.
G.
H.

Resumes
Monthly Reports
Acting Capacity Forms
Affirmative Action Plan Forms
Certificate Forms
Clearance Sheets
Criminal Record Checks, and
General Correspondence

YOUTH SERVICE BUREAUS fYSB^

YSB'S re state-certified, non-residential
community programs that provide counseling,
referral and information services, crisis
intervention, 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:

A.
! " B.

S c.
1 E.
! F.
! G.

! H.

Contracts (certification certificates)
Agreements
Statistical Reports (monthly & yearly)
Monitoring Reports (monthly)
Yearly Reports
Program Evaluations
Incident Reports, and
Correspondence

Retain
years,

Retain
years,

Retain
years,

t
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for five (5)
then destroy.

for five (5)
then destroy.

I
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for five (5) ]
then destroy. |

!



• rtllUrt HI1U UIJTUii

(CONTINUATION SHEET)
uncuu LC

NO. 1266

PAGE

HO. 4 of 5

No. Description Retention

7 . 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:

A. Contracts (certification certificates)
B. Agreements
C. Statistical Reports (monthly and yearly)
D. Monitoring Reports (monthly)
E. Yearly Reports
F. Program Evaluations
G. Incident Reports» and
H. Correspondence

8. PREVENTION PROGRAMS

This program includes formal counseljxig,
information, referral, crisis intervention
leisure time activities, jobs 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

9! DJS TJCENSKD/OWNED FACTT.TTTES

This record series consists of hard copies
(i.e., paper) of:

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

B. General Correspondence to DJS Owned
facilities, which moaitor the programs# '
or services provided-to youth under
the supervision of/the Department
of Juvenile ServiGes.

Retain five (5) years,
then destroy.

Retain for five (5)
years, then destroy.

J Retain for six (6)
j years, then destroy.
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D.TB LICENSED/OWNED FACTT.TTTES

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

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

B. general correspondence to DJS owned"--- -
facilities which monitor the programs
"or services provided to youth under
the supervision of the Department
of Juvenile Services.

T,EETSr,ATTVE

This record series concerns documents
pertaining to the Governor or the Legislative.
It includes, but is not limited to the
following:

A. Executive Fellows Program
B. Governor's Internship Program
C. Governor's Project Information Database
D. Governor's Policy Fellowship Program
E. Legislative Workplan
F. Mailing List
G. Joint Oversight Committee
H. Legislative (1987-1991), and
I. Correspondence

BtJnGET

This record series consists of documents used
in the budgetary process for the Community
Services Division. It includes, but is
not limited to, the following:

A. Budget Ledger
B. Capital Budget
C. FY 1988 - 1991 Budget
D. General Files

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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/AGENCY

• ent-of Juvenile Services

2 . DIVISION

Coaiunity Services Division

3. UNIT

Contracts Z Prograa Development
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RECORD SERIES TITLE

Contract Between Vendors and DJS

S . EARLIEST YEAR/LATEST YEAR

1Q«t TO 1QRR

RECORD SERIES DESCRIPTION ( BRIEFLY DISCRlas TMK TYMS OF
•IN THE SERIES.

I NFOW4AT1 ON /DOCUMENTS /FORMS FOUND

INCLUDE THB FUHPOSE OR FUNCTION OF THE SKFTtCS

1 mI!J!i !!" ' "" "" Mm> ""t"11 : • '• m ' « «" C t a r l « «'=»" School

a

•j

•

; i .

: ^ .

DJS

is .

:7 .

4

RECORD SERIES FORMAT(S) .

LETTER SIZE D MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

^ P l O TAPE • VIDEO TAPE

OTHER( S P E C I F Y ) . - - :

a.

FILE IS USED Daily to Bi-Meekly

O DAILY O WEEKLY C

CURRENT LOCATION(S) (BLDG.,FLOOR,

Headquarters, Contracts Unit, 3Rd. Floor,

RECORD SERIES SEQUENCE

D ALPHABETICAL

Q NUMERICAL

Qt CHRONOLOGICAL

d GEOGRAPHICAL

E OTHER(SPECIFY)

MONTHLY

ROOM)

Ri. 302

ACCESS RESTRICTIONS • YES Q NO

( I F YTS, CITE LAW(a) & RK<3Ut_VrlONl

IS AN INDEX SYSTEM USEDT { i r Y t s . o ^ u i N
BRIKPI.Y AND DESCRIBE AKY HARDIARc/ SOPTSARK )

tjj YES • NO C r o s s Reference

BlAWE AND TITLE OF PREPARES

Valerie Neal, Office Secretary

2 0

1 2 .

1 4 .

1 6 .

1 8 .

9 . VOLUME

* FILE DRA»ER(S)
D MICROFILM REEL(S)

., 5 . _ a COMPUTER TAPE ( S )
NUMBER Q O T H E R ( s p E ( . l i r Y ) j

' ' !

I 0 . ANNUAL ACCUMULATION

• •-+ . • * FILE DRAWER(S)

.'•Z< \ . ^ n MICROFILM REEL(S)

FILE BECOMES INACTIVE AFTER |

5 D ,
NUMBER

« N T H ( S ) O YEAR(S) {

IS RECORD SERIES DUPLICATED ELSEWHERE? j
t l F YES, SPECIFY AQENCY OR OFFICE) j
S YES D NO "-WS, Contractual Services Division |

AUDIT REQUIREMENTS . • '. 1
1

D NONE P STATE W FEDERAL • INDEPENDENT

L

RECOMMENDED RETENTION . *»•-'- !

i
•• • I

Retain 5 years after expiration of contract, extensions I
or •odifications of contract, thereafter destroy.

I

• • . ' • • • . • • • • - . . : • • . . . • - {

TELEPHONE NUMBER

333-6844

2 1 . DATE '
, - I

04/15/91
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