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WELCOME LETTER 
 

 

Hello and welcome to the Robert Shell Juvenile Center.  We want you to 
understand and acknowledge that the reason you are here is because of 
poor choices and behaviors that you have demonstrated while in 
mainstream society.  The poor choices and behaviors are now in your past 
and we want to provide you with the opportunity to change and grow while 
at RSJC.  We certainly hope that upon reviewing the following 
information about our Center that you will feel more comfortable and 
positive about your placement.  We want you to know that RSJC staff is 
committed to helping you improve your life.  We are focused on leading 
you to a healthier lifestyle and to increase your decision making skills in 
preparation for success as a healthy, functional adult after discharge.  We 
will provide this assistance through individual and group counseling, 
public service, therapeutic recreation, educational services, religious 
services and healthy interactions with other Residents. A staff member will 
be available to speak with you to address any questions and/or concerns 
you may have with regard to the Resident Handbook or programming 
during your stay.  Our staff will begin the process of helping you to 
become a better YOU. 
 
 
 
Thank you and sincerely, 
RSJC Staff 

 
 

 
***All meals at RSJC are served in accordance with Federal law and 
the U.S. Department of Agriculture (USDA) policy.  This institution 
is prohibited from discriminating on the basis of race, color, national 
origin, sex, age, or disability.*** 
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CONTACT INFORMATION 

 
John Marchio – Director 

Kevin Richardson – Unit Manager 
Jana Calhoun – Case Manager 

Tamberla Pearson – MA Therapist 
Office Assistant- Colleen Denkins 

 
Chief of Security 
Lt. William Reed 

Security Supervisors 
Jeremy Thornton- Sergeant  

Shift Supervisors 
 Kristopher Barham 

Christopher Clay 
 

Counselors 
Vacant – Counselor 2 
Vacant – Counselor 2 

Rebecca Gonzalez – Counselor 1 
Mark Hicks – Counselor 1 

Tim Fitzpatrick – Recreational Counselor 1 
 

Education Staff 
William DesRochers – Principal 

 Megan Kirk – Educational Counselor 
Stan Blaylock – Diagnostician/Teacher 

Caroline Miller- Teacher 
Elizabeth Rutherford- Teacher  
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MISSION STATEMENT, DESCRIPTION AND 

STAFFING 
 
MISSION STATEMENT 
 
“The WV Division of Juvenile Services is committed to providing effective, beneficial 
services to youth in the Juvenile Justice System that promote positive development and 
accountability while preserving community safety and sustaining a work environment 
predicated upon principles of professionalism with dignity and respect for all.” 
 
DESCRIPTION 
 
The RSJC is located in Barboursville, West Virginia.  The facility is separated into three 
separate living units equipped with 23 bedrooms, TV/game/ common areas, staff and 
administrative offices, gym, shower/restrooms, laundry facility, education classrooms, 
visitation room, dining area, and medical unit.  

 
    RESIDENT HANDBOOK 

 
The RSJC will make available to all Residents a handbook that defines the Behavior Phase 
System.  This handbook also provides an overview of the programs and services.  During the 
intake process, all Residents must sign an acknowledgement form indicating that a 
handbook has been made available to him/her.  This scanned documentation will be 
uploaded to OIS for record keeping.  The RSJC staff will offer assistance to any Resident 
who needs help reading or understanding any portion of the handbook.   
 
STAFFING 

 
The Unit Team is staffed with a Unit Manager, Case Managers, Therapist, Counselors, 
Recreation Counselor, Chief of Security, Security Supervisors and Correctional Officers. 
The team is also comprised of medical staff, education staff, contracted Psychological 
Services and Facility Director. 

        
Rights vs. Privileges 

 
Rights – Your legal rights are mandated or guaranteed to you by law. 
Privileges – Privileges are not guaranteed by law, they must be earned by you.  You will 
earn privileges at RSJC by conducting yourself in an appropriate manner at all times.  The 
RSJC staff, your attorney, and your legal guardian will ensure that your legal rights are not 
violated; however, you are the one who must protect your privileges. 
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COMMUNICATION 
TELEPHONE USAGE 
You will have access to a telephone on specified days based on your levels.  Phone privileges can 
be revoked and/or reduced due to your negative behaviors and/or by you demonstrating threatening 
or out of control behavior during telephone calls.  You will be allowed the following two types of 
telephone calls: 
 
Personal calls – These calls are to your family and others listed on your approved call list.  You 
have the right to make regular local phone calls and one free long distance call each week without 
charge.  The number of calls you may earn is outlined in the RSJC Behavioral Phase System.  
Abuse of your telephone privileges may result in the loss of those privileges as well as the loss of 
other privileges.  Remember that the numbers of calls you can make is limited.  Staff will monitor 
all phone calls by speaker phone, unless requested by your attorney.  You are encouraged to be very 
selective of the calls you make.  If your phase changes and it is your night to get a phone call, you 
must get approval from a supervisor or Officer In Charge (OIC). Calling Cards may be approved in 
the near future. Residents will not be allowed to split their allotted minutes during phone calls.  

  
Legal calls – These calls are to your attorney, your DHHR social worker, or your probation officer. 
If you need to speak with any of your assigned workers, you must fill out a Resident Request Form.  
When a call is made to an attorney, social worker, or probation officer and you leave a message for 
them to call you back; you will not be able to place a second call to that person during the same day. 
 
CORRESPONDENCE                                   
While at the RSJC, you will be provided constant access to writing materials.  You may send and 
receive mail subject to the following conditions: 
 
Personal mail – The RSJC will provide you with ten (10) free stamps and envelopes per month.  
Postage for legal correspondence will be provided by the facility and will not count as one of the ten 
monthly letters.  Additional stamps must be received by mail from family members.  Your 
counselor will keep them safe for you until you need them.  You will not be allowed to send contest 
entries, order forms, etc.  There will be no correspondence permitted either to or from another DJS 
detention facility.  If you wish to send a letter to any Regional Jail or Prison, approval from the 
receiving facility must be obtained prior to sending out the letter.  If the person you wish to 
correspond with is deemed not appropriate, then you may be denied to send your letter.  All postage 
stamps will be removed by RSJC staff and your mail will be opened by the RSJC staff, in your 
presence, to ensure that it contains no contraband.  Books, magazines and other reading materials 
are not permitted to be received through the mail.  These items will be provided by the facility.  
Writing materials will be made available to you, but only at approved times when no other 
scheduled activities are in progress.  You will be allowed to have personal letters and 
personal/family photographs in your room.   Residents are permitted to have 12 letters in their 
room.  If Residents have more than ten (10) pictures, they must be kept in a photo album which can 
be earned through Shell Mart. No writing materials are allowed in a Resident’s room without a 
supervisory staff approval.   

 
Professional mail – This type of mail is from attorneys, social workers, probation officers, 
members of the clergy, etc.  Professional mailings may not be subject to the above conditions.  Mail 
that is hand-delivered by a process server or officer of the court will come under this category. 
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VISITATION PROCESS 

 
As a Resident of this facility, you are entitled to both personal and professional visitation. You will 
not be denied legal visits while at RSJC.  Your personal visits can be reduced by the Hearing 
Officer due to write-ups or terminated by staff due to you demonstrating threatening or out of 
control behaviors during the visitation periods.  During the Intake Process, the Unit Team will have 
authority to approve your first weekend visitation for your legal guardian(s) without a background 
check, unless the court order or other legal documents states differently.  If additional information 
indicates that you should not be permitted to have visits or add anyone to your approved visitation 
list, your counselors will advise you and document the reason(s) why.  

 
RSJC Residents will be permitted to have visitation with immediate family or legal guardian(s) as 
visitors.  Any person wishing to visit a Resident must be on the Resident’s approved visitation list.  
Residents may also request additional visitors by mailing a visitation form to those individuals to 
complete and return.  It is the potential visitor’s responsibility to fill out the Visitation Request 
forms and mail them to the Division of Juvenile Services.  All of your personal visitors will be 
physically searched prior to the visitation by using the clothed body search and/or by the use of a 
hand-held scanning device.  Any visitor violating visitation rules may be banned from future visits.  
Any visitor bringing contraband into this facility will be subject to prosecution.  Anyone under the 
age of eighteen must be accompanied by an adult over the age of 18 and have a notarized document 
from the parent /guardian of said Resident allowing visitation access, excluding lawful spouses.  All 
visitors must have appropriate identification:  1) Photo ID – Required for ages 18 and up.  2) Birth 
Certificate – Required for those under the age of 18.  (Visitors must be at least 10 years of age).  A 
Social Security card or any other documentation is NOT considered proper ID. 

 
The RSJC visitation times are Saturday, Sunday and Holidays from 12:30 PM to 3:30 PM.  Visits 
will be scheduled once (1) per day for one (1) hour unless you are on Phase 5 then you are 
permitted a (2) hour visit.  Phase 4 will be permitted one (2) hour visit and one (1) hour visit.  The 
time limit for visitation will be predetermined by the respective Resident phase, behavior and 
sanctions.  If you are placed in AD-SEG or exhibit certain behavioral issue, your visit can be limited 
to a 30 minute non-contact visit. Special visitation for any other times or days must be approved by 
the Facility Director. 
 
 

The following State Holidays will be recognized as visitation days: 
New Year’s Day 
Memorial Day 

4th of July 
Labor Day 

Thanksgiving 
Christmas Day 
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COUNSELING AND RELIGIOUS SERVICES      
 

COUNSELING SERVICES 
Residents will meet with the Counselor and/or Case Manager upon arrival at the RSJC. Orientation 
will begin at this time as well as continued meetings with your counselor, at least on a weekly basis.  
If at any time you have any requests or questions, speak with your counselor or complete a request 
form.  Your counselor should be your first line of communication, but if you do not feel 
comfortable with your counselor or have a question of high importance, you may complete a 
request form requesting to speak with the Case Manager or Unit Manager directly.  

 
The following services/programs will be offered to all RSJC Residents: 
 

1. Crisis Intervention 
2. Suicide Screening/Monitoring 
3. Substance Abuse Programming 
4. Rational Emotive Behavioral Therapy/Transactional Analysis 
5. Gender Specific Training 
6. Victim Empathy 
7. Individual Counseling Sessions 
8. Therapeutic Community 
9.  Psychological Services 
10.  Coping with a loss (loved ones) 
11.  PREA Counseling 
12. Forward Thinking  
13. Security/Unit Goal For The Day  

 
Additional specialized programming will be offered to you designed to best meet your needs as 
determined by the assessments conducted by your treatment team.  It is your responsibility to 
actively participate in all forms of treatment.  This will assist in your rehabilitation and help you 
understand how to control your personal issues in life.  You are expected to make a commitment to 
the treatment process in order to complete the program and meet your assigned goals.   
 
RELIGIOUS SERVICES 
Religious services are offered by community volunteers.  If you choose not to take part, then we ask 
that you respect the rights of the other Residents who do want to participate.  (You may be given the 
option of participating in an alternative group activity).  
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RECREATION THERAPY & 
PHYSICAL FITNESS 

 
The Recreation Therapy Program is designed to meet the mental, emotional, social, and physical 
needs of all Residents at the RSJC. The Residents will participate in daily recreation therapy groups 
that will address individual areas of need while facilitating group cohesion.  

 
Activities      Outcomes 

     
Role Playing      Listening Skills/Empathy 

 Team Building     Trust 
 Leisure Education     Decision Making Skills 
 Board Games      Communication Skills 
 Workout/Exercise (male/female)   Self-Esteem 
 Team Sports      Teamwork / Anger Management 

 
The Recreation Therapy Program also provides various experiential activities that focus on multiple 
outcomes, such as group decision making, communication skills, trust, appropriate boundaries, 
impulse control, social skills / peer relations, coping skills, substance abuse awareness, self-esteem, 
mood awareness, etc. 

 
Physical Fitness will provide an opportunity for Residents to increase their knowledge and ability of 
maintaining a healthy body.  Residents will also be able to improve basic physical skills while 
striving for their personal best.  Physical Fitness Report Card will be used to log individual goals, 
effort and progress throughout the program at the end of each month.   

 
Health Related Components: Those factors that are related to how well the systems of the body 
work 

1. Cardiovascular 
2. Body Composition 
3. Flexibility 
4. Muscular Strength 
5. Muscular Endurance 

 
Skill Related Components: Those aspects of fitness which form the basis for successful sports and 
leisure participation 

1. Speed 
2. Agility 
3. Balance 
4. Coordination 
5. Reaction Time 

6. Power 
 

** During physical activities, Residents will be allowed to wear appropriate footwear (provided by 
their family).  These will be kept in the gymnasium area and worn only during physical activities and 
outings** 
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RECREATION RULES 
 
 
1. Residents may wear either sweats or shorts; they must be worn appropriately (no sagging etc.)  

T-Shirts do not have to be tucked in during any recreational activity. 
2. When entering the gym, change into gym shoes without talking and line up on the far wall for 

instructions from the Recreational Counselor / Treatment Staff / Correctional Officer. 
3. There is to be no hitting/punching the mats on the walls, slamming the ball etc. 
4. If a Resident is kicked out of Recreation for failure to participate in Therapeutic Recreation, 

then he/she may be subject to an Automatic Phase Drop (APD) to Phase 1. 
5. Absolutely NO SPITTING into the water fountain. 
 
 
 

GAME AREA/PROGRAM ROOM 

UNIT ACTIVITY RULES 

 
 

1. Phase 3/4/5 Residents may utilize the Game Area at the discretion of the Shift Supervisors/OIC 
or Treatment Staff during down time or during passive recreation on weekdays, weekends and 
any non-school days. *Phase 2 may have ping pong/board game privileges barring no 
sanctioning took place to get to phase 2. 

2. Resident(s) are not to be in the game area unless accompanied by a staff member or in close 
proximity. 

3. Only during educational activity, therapeutic recreation or group counseling activity may any 
Phase other than Phase 5 (Phases 1-5) use the game area. 

4. Treat all video games and game equipment with respect. Any misuse or abuse of equipment 
will result in loss of Game Area privileges. 

5. Use good sportsmanship, appropriate language and tone at all times; cursing, slander, teasing, 
ethnic or racial slurs or any other gender discriminatory comments will not be tolerated. 

6. Consequences for not following Game Area rules may result in loss of Game Room privileges 
indefinitely!!! 

 
The Game Console, flat screen TV, video games, are to remain in the Game Area at all 
times!!!  (Card games, checkers and chess pieces can be utilized in the Units or Open 
Dayroom) Board games must be used either in the Game/Program Area or Open Dayroom. 
 
Game/Program Area access is a Phase 3/4/5 privilege but can end at any time at the discretion 
of the on-site Shift Supervisor, OIC and Treatment staff!!! 
 
Please place all video games, chairs, board games, etc. back to their proper place before 
leaving the Game Area or when finished in the Open Dayroom. 
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EDUCATION PROGRAM 
 

The expectation is that students attend school daily.  The residents’ education is designed to include 
the delivery of the state adopted curriculum, and to provide remediation for the residents that are in 
need of skill improvement.   All records will be transferred back to the home school system.  
Policies and procedures set forth by the West Virginia State Board of Education are followed within 
the facility.  The school has fully certified educators employed by the West Virginia Department of 
Education.  Students’ school attendance, grades, behavior, and testing results will be used by the 
local school system when the student returns to re-enroll. 

 
When a student enters the RSJC, the educational intake process begins.  School and special 
education records (if applicable) are requested from the student’s previous school, and certain testing 
will be administered by the educational staff to assess learning strengths and abilities. All assessment 
and school records are utilized to meet the needs of the student.  Special education services are 
provided for students who enter the RSJC with an Individual Education Plan (IEP).     
 
Students are expected to complete assessments to the best of their ability, participate appropriately in 
class, complete assignments, follow all class rules and comply with the RSJC rules set forth in this 
handbook. 
 

STUDENT EDUCATIONAL PROCEDURES 
 
Students will follow all educational and facility rules during school.  The expectation is that all 
residents attend school on a daily basis.  If you refuse to attend school you must verbally 
acknowledge this to Correctional Officer.  They will inform the Educational Staff of the decision that 
has been made.  If you change your mind, you must be in the classroom before then end of the 
FIRST class period (8:20am) at the discretion of the Lt. or Shift Supervisor. The Principal will 
pursue Truancy Charges against a resident who refuses school for five (5) consecutive days.  If a 
second timeout is given during the educational day by the Educational Staff or a Correctional Officer 
further consequences including but not limited to school suspension will be necessary. 
 

SCHOOL HOURS 

 
School begins at 7:30 am and ends at 1:50 pm.  Alternate school hours will be posted on the 
educational door and in the living units. 
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DAILY SCHOOL /TREATMENT SCHEDULE 

 

6:00      Wake up 

6:10 – 6:30     Formal Count / Hygiene Break 

6:30 – 7:00     Breakfast 

7:00 – 7:25     Hygiene / Unit Maintenance 

7:15       Education Staff Report/Meeting 

7:30 – 8:20     English      
      Math    Ms. Miller 
      Social Studies   Mrs. Rutherford 

8:20 – 9:10     English      
      Math    Ms. Miller 
      Social Studies   Mrs. Rutherford 
 
9:10 – 10:00     English      
      Math    Ms. Miller 
      Social Studies   Mrs. Rutherford 

10:00 – 10:50     Careers      
      Links    Ms. Miller 
      Science    Mrs. Rutherford 

10:50 – 11:20      Resident Lunch 
 
11:20 – 12:10     Careers      
      Links    Ms. Miller 
      Science    Mrs. Rutherford 
       
12:10 – 1:00     Careers      
      Links    Ms. Miller 
      Science    Mrs. Rutherford 
 
1:00 – 1:50     Learning Skills     
      Collaboration   Ms. Miller 
      Learning Skills   Mrs. Rutherford 
 
1:50 – 2:45      Education Planning Period 
 
 
2:00 – 3:00      Unit A – Recreation 
      Unit B – Group Counseling 

3:00 – 4:00     Unit B – Recreation 
      Unit A – Group Counseling 

4:30 – 5:00     Dinner 

5:00 – 8:00      Personal Time / Passive Recreation / Phone Calls / Showers until 
      scheduled bedtimes.  CMP’s and Journal Writing (TX)  

7:00 – 7:30     Snack 
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WEEKEND & TREATMENT SCHEDULE 
 

6:00      Wake up 

6:10 – 6:30     Formal Count / Hygiene Break 

6:30 – 7:00     Breakfast 

7:00 – 9:00     Phase 1 to designated area.  

      Phase 2-5 residents can return to bed or any 

                                                     resident that wishes to stay awake to watch TV, 

                                                     utilize time for personal time, board games or 

                                                     video games, etc. 

9:00 – 11:00     Group/Recreation (Units Alternate) 

11:10 – 11:40     Lunch 

11:40 – 12:30      Formal Count / Hygiene Break 

12:30 – 1630     Visitation / Passive Recreation / Personal Time / 

                                            Journal Writing / CSP’s / Hygiene 

1630 – 1700     Dinner / Formal Count / Hygiene Break 

1700 – 1900     Phone Calls / Passive Recreation / Personal 

                                                     Time / Journal Writing and CSP’s 

1800 – 2000     Snack / Showers 

 

**Non-School Days will be distributed as needed** 
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MEDICAL PROCEDURES   

 
 

All Residents are routinely seen for a physical and an evaluation of their teeth by the dentist. 
Medical staff will cover Nurse Sick Call Procedures. 

   
Medical Services 
While at the RSJC, Residents are entitled to receive medical services as needed.  As needed means 
that the service(s) indicated for the chronic, acute illness or injury that the Resident may be 
experiencing.  It does not mean that the Resident will necessarily receive the service just by 
requesting it.  Example:  A scraped knee on the basketball court requires cleaning and perhaps 
an antibiotic ointment.  It does not require an ambulance ride. The RSJC health care provider will 
provide these services on site. 

On-Site Medical Services: 

RSJC will receive the following medical services: 
 
Initial health screening – During the Intake Process, Residents are asked questions about their 
health and health history.  This will help to determine if immediate care is necessary.  It is important 
for Resident to provide accurate information.  If Resident thinks of information later, let one of the 
staff know.  After Intake, a request for medical information packet will be mailed to the parent(s) or 
guardian(s).  In many cases, the Resident file will already have some health history prior to entering 
RSJC.  This combination of information will be of valuable assistance to the facility health care 
provider. 

 
Physical exam – Following Resident admission, it will be determined if a physical is necessary.  
There are several factors that will help to make that decision.  These factors include, but are not 
limited to the following: 
 

a. Where you were before being admitted  
b. Date of last physical exam 
c. Availability of medical records 
d. Known or suspected illnesses 
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If it is decided that a physical exam is needed, one will be scheduled.  The exam will include a 
minimum of the following: 
 

a. General health history and systems check 
b. Vision screening 
c. Hearing screening 
d. Dental screening 
e. Tuberculosis (TB) test 
f. Mental health screening 
g. Human Immunodeficiency Virus (HIV) testing (available) 
h. Sexually Transmitted Diseases (STD) testing (available) 

 
Resident may receive on-site treatment for any chronic or acute problems discovered during the 
exam or referrals may be made to other health care providers. 
 
Sick call – at least once a day, sick call will be held.  It is important that Resident clearly states 
what the ailment is.  If it is something Resident is uncomfortable discussing with the staff, tell them 
so and ask to speak to someone else or fill out Request for Medical Services form. In cooperation 
with HIPPA guidelines, a resident must fill out a sick-call form and give directly to medical staff.  

 
Prescribed medications and treatment – Resident will be expected to follow the prescribed 
treatment plan.  Refusal to comply may result in loss of privileges.  Example:  You request 
treatment for a sprained ankle.  It is ordered that you wrap the ankle and soak it daily.  You 
decide not to do this.  You may not be seen for this ailment again and you may be prohibited from 
participating in activities such as basketball, volleyball, etc. 

 
Referral follow-up and outside medical care – When referrals for additional medical care are 
made by the health care provider, or another agency, a determination will be made as to the need for 
immediate follow-up or referral after discharge from this facility. 
 
 
 

 
 
 
**Only the Medical Administrator can approve items such as deodorant for skin irritation** 
Tampons are not available or items that can be purchased.  We currently have some tampons to be used at 
medicals discretion; once we are out we will no longer be able to provide tampons. 
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Rules, Rights 
And 

Regulations 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This section outlines the rules and regulations of the 
facility.  Staff recommends that you familiarize yourself 
with the following contents.  This information is 
PARAMOUNT to your success and safety while at the 
RSJC. 
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LEGAL RIGHTS 
 
While at this facility you are provided with certain specific legal rights as mandated by West 
Virginia Code Chapter §49-5-16a.   
 

1. A juvenile may not be punished by physical force, deprivation of nutritious meals, deprivation 

of family visits or imposition of solitary confinement; 

2. A juvenile shall be afforded an opportunity to participate in physical exercise each day;  

3. Except for sleeping hours, a juvenile in a state facility may not be locked alone in a room unless 

that juvenile is not amenable to reasonable direction and control;  

4. A juvenile shall be provided with his or her own clothing or individualized clothing which is 

clean and supplied by the facility, and shall also be afforded daily access to showers;  

5. A juvenile shall be afforded constant access to writing materials and may send mail without 

limitation, censorship or prior reading, and may receive mail without prior reading, except that 

mail may be opened in the juvenile's presence, without being read, to inspect for contraband;  

6. A juvenile may make and receive regular local phone calls without charge and long distance 

calls to his or her family without charge at least once a week, and receive visitors daily and on a 

regular basis;  

7. A juvenile shall be afforded immediate access to medical care as needed;  

8. A juvenile in a juvenile detention facility or juvenile corrections facility shall be provided 

access to education, including teaching, educational materials and books;  

9. A juvenile shall be afforded reasonable access to an attorney upon request; and 

10. A juvenile shall be afforded a grievance procedure, including an appeal mechanism.  
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GRIEVANCE PROCEDURE 
 

 

The grievance procedure is to ensure that every Resident’s legal rights are not violated.  It is your 

right to complain (grievance) to staff about mistreatment by staff or other juveniles, poor or unsafe 

conditions, and or circumstances involving the facility, when you feel that your rights have been 

violated. This procedure is to be used only if you feel that your legal rights have been violated. 

Your legal rights are listed on the previous page of the Resident handbook. The staff on duty is 

encouraged to try and resolve all grievances (complaints) informally at the time of the grieved 

(complaint) or situation. If the grievance is not resolved informally to the Resident’s satisfaction, 

the Resident has the right to request a “Grievance Form” from any RSJC staff member for a formal 

grievance.  The grievance procedure is used to determine whether a specific complaint falls within 

the jurisdiction of the grievance procedure. Any Resident who has difficulty writing shall receive 

assistance in preparing their grievance. You must submit a written and signed grievance form and 

place it in Resident Locked Grievance Box.   The Grievance box will be checked at a minimum of 

(3) three times a week.  The grievance coordinator will review and research the issue, meet with you 

to hear your issue, and respond on the original Grievance Form within (5) five business days of 

receipt.  If you wish to appeal any decision made by the Facility Director to the Division Director, 

this can be done via privileged mail.   
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ETIQUETTE FOR ALL RESIDENTS 
 
Dress Code: 

 T-shirts will be tucked in waistbands of khaki pants.  i.e. cannot be inside out and only one 
T-shirt at a time. 

 Sweat shirts can be worn at any time, if worn, the colored t-shirts must be untucked and 
visible to staff. 

 During recreation t-shirts can be untucked.  If wearing a sweat shirt during recreation you 
will have to follow the recreation clothing rules.  

 Shoes provided will be kept clean. 
 Straps on the croc shoes are to be worn straight forward. 
 During recreation, grey t-shirt and blue gym shorts or grey sweats pants will be worn. 

(Residents may be advised on what to wear during special circumstances such as going 
outside on a day where sweats are suitable due to weather). 

 Sweat pants will be worn with legs pulled down to ankles or slightly above. 
 Females are allowed two (2) hair ties.  They will not be worn around wrist, neck or ankles. 

Personal Appearance: 
 Male residents will shave any facial hair as required or as needed on a case by case deemed 

necessary by the Facility Director on Wednesday’s. 
 Female residents may shave unsupervised during showers on Wednesday’s. 
 Residents’ may have opportunities for simple haircuts on scheduled days if available. 
 Residents’ fingernails must be kept short not to extend passed fingertips. 
 Residents must brush their teeth, shower, and apply deodorant daily. 
 Residents must place their dirty laundry in laundry cart daily. 
 Residents’ hair must be neat in appearance and not obstruct any part of the facial features. 
 Blow dryers will be available for female residents to be used in designated areas. 

Units: 
 Residents will receive a wake-up call at 6:00 A.M.   
 Residents have 5 minutes to prepare for count and hygiene break.   
 Staff will inform Residents to report to their doors for count.  Residents are to be standing in 

front of their door.  Once count is complete Residents will finish maintenance of room.   
 One Resident from the first and second floor will be moved to their restroom for hygiene.   
 While Residents use the restroom, their rooms will be visually checked by staff to assure 

that the room passes inspections.   
 Other Residents will remain in their room until directed by staff when they may use 

restroom.   
 When Residents complete hygiene they will sit in the Unit Dayroom.         

Fire Prevention and Safety Information: 
 Residents will follow all staff instructions during a fire  
 All Residents will be aware of all the primary and secondary routes.   
 The fire evacuation maps are placed on each living unit, dayroom, education classrooms and 

gymnasium. 
Laundry Schedule and Operations: 

 Residents will be provided daily with clean clothing, towels and wash cloths. 
 Monday thru Friday, Resident laundry will be washed and returned to them on the same day.  

If necessary, Resident clothing will also be washed on weekends and extended holidays. 
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 A Unit and Time Out Room Residents will turn in bed linens on Tuesdays. B Unit will turn 
in their bed linens on Wednesdays.  C Unit residents will turn in bed linens with appropriate 
Units (either A/B Unit).                                                                                       

 
Movements: 

 Staff will inform Residents to “line up” for a movement by phases. (Phase 5, Phase 4, Phase 
3, Phase 2 and Phase 1).  

 Residents will remain facing forward at all time while in line formation and off the walls. 
 Residents will move with their hands coupled behind their back.    
 During “line up”, Residents will maintain respectful distance from the person in front of 

them.  At least one arm length would be appropriate.   
 There is to be no talking while lining up or during movement.   
 Staff will give a verbal prompt for Residents to proceed.   
 Residents will stop prior to all doorways, to allow staff to open doors.  Once staff has 

opened the door, staff will advise Residents to proceed with movement.   
 Once the group has reached a destination, they are to remain in “line up” until directed by 

staff. 
 

Dining Room: 
 Units will alternate each day on which unit will go first. (alternate by meals to include snack)  
 Residents will line up along the yellow wall in the dining room when receiving meals.  
 Each table will be occupied by at least three residents if appropriate. 
 Once Residents have received their tray they will move to an assigned table.   
 At NO time will Residents eat or drink while standing at the table.  
 Once three Residents are standing at the table, they are then permitted to be seated and begin 

eating. 
 This process will continue until all the Residents are seated.   
 Residents may talk with other residents at their assigned table during breakfast, lunch, 

dinner and snack.  Talking will be at a moderate level. 
 As Residents finish their meal, staff will direct them individually to empty their tray.  At this 

time staff will also begin Residents hygiene break, all residents will return to their table after 
they emptying their tray and hygiene break.   

 All Residents will be provided the allotted time to eat each meal.  If you choose to spend 
your time talking instead of eating and it’s time to empty trays, you will not have an 
opportunity to have extra time unless it’s approved due to circumstances. 

 
Control of Contraband and Allowable Items: 

 Residents are only allowed items that are issued directly to them. 
 Room or Pat down searches will be conducted on a random basis at the discretion of any 

RSJC staff or when deemed necessary. 
 Body cavity searches will be conducted by the medical staff 
 Residents will be subjected to personal and room searches by the K9 unit. 

 
Resident Formal Count Procedures: 

 0600 – To be conducted at their assigned doors 
 1055 – To be conducted prior to lunch 
 1700 – Upon return to assigned units prior to being excused for hygiene break 
 1005 – To be conducted immediately after Phase 5 bed time   
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FACILITY PRACTICES 
 

1. Daily wake-up is at 6:00am for morning hygiene and resident count.  After Resident count, residents 

will resume with either the weekday or weekend schedule. 

2. Residents who are housed on the bottom tier are not permitted on the top tier or under the stairs at 

any time. 

3. Residents housed on the top tier will not “loaf/hang out” on the top tier, on the stairs, or by the 

windows. 

4. Do not stand at the glass of the counselor’s offices or the CONTROL ROOM GLASS to look 

inside.   

5. You are expected to take care of your room and property before leaving your room.  This is to be 

completed before leaving the Unit.  Examples: 1) Your bed must be neatly made daily.  2) Floors 

should be swept and mopped “on scheduled cleaning days”.  3) Mirrors, walls and light fixtures in 

rooms will be cleaned “on scheduled cleaning days” and will be free from pictures and other items.  

4) All hygiene items will be kept in the hygiene bag (if available).  5) All clothing articles will be 

folded and neatly placed in clothing bin daily. Items on top of bin will be stacked neatly; bin may be 

left opened or closed.  6) If changing out of clothing for recreation or activities, Resident can place 

clothing neatly on their beds or on top of their bins.  7) Unit day room will be straightened up daily.  

8) Unit day room carpet area will be vacuumed “on scheduled cleaning days”.  9) All personal items 

brought out of your room will be returned to your room before leaving the Unit daily.   

6. Rooms are to be ready for inspection at all times. 

7. Be ready for bed at your scheduled time (Bed time means “lights out” not exercise time).  

8. Residents will not enter the room of another Resident at any time. 

9. Staff will check the restroom prior to and after each use to ensure that the Residents did not leave 

any articles in the shower room such as clothing, soap and to ensure there are no other issues. 

10. Residents will shower (shower duration of 7-10 mins, but no longer than 15 mins), brush teeth, and 

apply deodorant daily.  Razors will be issued on Wednesday and Sunday for shaving. Residents 

shall receive haircuts when available.  

11. Hair grease (other hair products) will only be issued to African Americans.   

12. If hygiene items are needed, you must turn in any used items before new items will be issued. 

13. All Residents will wear clothing and under garments appropriately.  Shorts or sweats can be worn 

during recreation time and bed time.  They are not permitted to be worn in the dayrooms, program 

rooms or any other common areas unless approved for scheduled activity. 
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14. Residents (male or female) are not to fix each other’s hair in any fashion.  Resident can wear their 

hair up or down as long as it does not impede vision or change his/her profile.  (Pulled back into a 

ponytail is the only option).  

15. Pencils are to be turned in before lights out.  Do not remove eraser or flatten the eraser ring. 

16. Residents will be allowed to have a spiritual book and one paperback book (deemed appropriate by 

unit management).  A total of 12 letters, 10 photos (not in albums), approved to have 3 photo 

albums, and various personal arts and craft to include drawings.  These items shall be stored neatly 

on top, in personal container or in a folder if provided.  No magazines, comic books or newspaper 

are permitted in the Open Dayroom, Unit dayroom or bedroom. 

17. Residents are only allowed to bring arts and crafts projects (or items approved by their counselor) to 

visitation. 

18. No inappropriate writings are drawings will be permitted.  

19. No letters or pictures are to be hung on windows, doors, lights or walls. 

20. Residents will have a designated time to take showers and make phone calls.   

21. Staff will designate where Residents may have food and drinks during snack time and on movie 

nights. 

22. Passing notes between Residents is not permitted.  Residents will be allowed to share their personal 

information (phone number/address) with other Residents but must get form from Treatment Staff 

and have it put in their personals. 

23. Residents will act respectfully towards all visitors. 

24. During visitation, Resident must maintain appropriate volume and tone. 

25. For safety purposes, HORSEPLAY WILL NOT BE TOLERATED nor will climbing, hanging, 

swinging on any facility structures. 

26. During a fire or emergency drill, you are to follow the instructions given to you by staff members.   

27. Phase 4/5 Residents can have the facility CD player in the unit dayroom and in their assigned room 

during any down time.  The facility CD player must be returned before bed time.  Staff will monitor 

equal usage of the CD player for all Residents. 

28. Phase 5 residents can use the facility Portable DVD player (when available) in the unit or main 

dayroom with or without headset. Phase 5’s may share the Portable DVD player (when available) 

and watch the same movie. (up to two residents to view movie) 

29. After your scheduled bed time, any disruptive or out of control behavior can result in a write up. 

30. Phase 1 Residents are not allowed to socialize with other Residents during down times. 

31. Residents are permitted to request to speak to staff while on Phase 1 and participate in all scheduled 

activities to include recreation and passive recreation, but not extracurricular activities).   
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32. When placed in AD-SEG or Time-Out Room/Area due to disciplinary sanctions, Residents are not 

permitted to interact with another Resident positioned in a timeout designated area.  Residents can 

ask to use the restroom, get a drink, and to speak with staff to include medical. 

33. Timeout Period: When placed in a Timeout Period, Residents must remain in the specific 

areas/rooms assigned by staff.  During the timeout period, you will not be permitted to socialize/talk 

to other residents or watch TV.  You will be allowed bathroom and water breaks as needed.  You 

will be afforded the same daily activity/schedule as any other Resident unless sanctions have been 

imposed.  If necessary, a more secure location can be used for the remaining Timeout Period. 

34. Room Confinement: This will be utilized for Detention or Committed Residents.  This can be used 

prior to schedule hearing or as imposed sanctions. You will still be afforded the same daily access to 

large muscle activity for recreation along with other Residents if appropriate. If you are serving 

Room Confinement you will not be allowed to use any Day Rooms unless eating meals, participate 

in treatment and religious services.  Room Confinement may also be used for Intake Observation 

Period, Facility Lockdowns, Medical Isolation, Hearing Sanctions, and Administrative Segregation. 

35. Residents may only take one (1) book from their respective unit to Education with them. Journals, 

folders, etc. are not permitted.  

36. Any item a Resident wishes to bring from Education back to their unit must be approved by a 

Correctional Officer or Security Supervisor prior to taking it back to the unit. (photo, calendar, etc.) 

37. Areas with red tape are considered unauthorized areas. Residents entering without permission may 

be subject to a write up.  (Unless getting a Request Form, Grievance Form or a Sick Call Form or 

placing the item in the request box.) 

38. If C Unit is occupied by male or female residents, then you may watch TV in the unit or open 

dayroom or in respective unit A/B  
39. Residents must follow the directions given by staff.  It will be at the discretion of the Supervisor and 

or Case Managers to make any temporary necessary changes with any of the procedures listed 

above. 
40. Residents will be permitted one (1) restroom break during morning and afternoon class.  Restroom 

breaks will only occur during the last ten minutes of the class (unless approved medical condition). 

41. Behavioral Intervention for Students will be posted on the Units and Education.  Rules for Education 

will slightly differ than Detention.  Example:  Certain behaviors while in education will not require 

(3) verbal prompts or timeouts.  All classroom behaviors and removals from education will then be 

followed by an Incident Report.  All Incident Reports will be forward to the Hearing Officer 

followed by imposed sanctions.  (Sanctions: either one (1) Phase Drop or Automatic Phase 1)   
42. All rules can be changed and / or revised at any time if deemed necessary by the Facility Director. 
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SHELLMART / BEHAVIOR PHASE SYSTEM 
 

 The staff at RSJC has designed a Behavioral Phase System to assist in recognizing 
your positive behaviors and in correcting negative behaviors. 

 There are five different Phases. 

 Phase 5 is the highest level and carries with it the most privileges.  Phase 1 is the 
lowest level and has the least amount of privileges.  Your behaviors determine this 
level.   

 Your Behavioral Phase Review (following rules and directives) will take place in 
front of a Phase Review Committee before noon that day. They will determine 
whether you maintain your present phase, drop down a phase, or move to a higher 
phase. The committee can keep you on your current level an additional 3 days to 
think about their decision to advance or drop you a level.   

 All Shell-Mart privileges will be revoked if you receive a write-up and sanctions 
have been imposed by Hearing Officer or by the Petition Review Committee. 

 Each phase you obtain increases privileges.    
 If you have any doubts about a specific action or behavior, refer to this handbook or 

ask a staff member for guidance.  Acquaint yourself with these phases and the 
behavior expected. 

 

ADMISSION AND ORIENTATION LEVEL 
All new admissions are automatically placed on Phase 2 upon entrance to this facility.  If you have 
transferred from another DJS facility you may return to your previous phase if deemed appropriate 
after three (3) days.  This will allow you to demonstrate your willingness and ability to put forth the 
effort necessary to advance to a higher behavioral phase.   

 It is your responsibility to advise your counselor (or a TX Staff Member) when your day of 
advancement is to happen so that a scheduled Phase Review can take place. You can do this 
by placing an ‘X’ or checkmark on a Resident Request Form.  

PHASES  
 
Phase 5 - resident is eligible for the following: 

 Two trips to the Shell-Mart each week: (Monday and Thursday) for 2 items 
 All privileges of Phase 4 PLUS 
 Bed time at 10:00 PM during week 
 Bed time at 11:30 PM on weekends or immediately after movie 
 Can read in bed ½ hour after their designated bed time. 
 Wake up on non-school days and weekends 10:00 (unless there is a schedule event) 
 Two 2 hour visits on weekends (must be scheduled for 2hrs) 
 Can reserve the use of the individual CD player / DVD player during nonscheduled 

activities (Phase 5 can share DVD of the same unit with no more than 3 residents at a 
time). 

 Will be able to make (2) 15 min phone calls at designated times. 
 Movie Night privileges is the same as Phase 4 and 3. 
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Phase 4 - resident is eligible for the following: 
 Two trips to the Shell-Mart each week on Thursday for 3 items 
 All privileges of Phase 3 PLUS 
 Bed time at 9:30 PM during week 
 Bed time at 10:30 PM on weekends 
 Can read in bed ½ hour after their designated bed time. 
 Wake up on non-school days and weekends 9:30 (unless there is a schedule event) 
 One 2 hour visit on weekends (must be scheduled for 2hrs) and one 1 hour visit. 
 Can reserve the use of the individual CD player during nonscheduled activities 
 Will be able to make one 15 min phone call at designated times. 
 Movie Night with popcorn and soda if available (No movies if you receive more than 

one (1) informal during the week or if sanction have been imposed by Hearing 
Officer or Petition/Phase Review. 

 
Phase 3 – resident is eligible for the following: 

 One trip to the Shell-Mart each week on Friday for 2 items 
 Bed time at 9:00 PM on weekdays 
 Bed time at 10:00 PM on weekends 
 All board games, ping pong, video game and T.V. privileges 
 Will be able to make one 15 min phone call at designated times. 
 Two (1hr) visits on weekends  
 Extra recreation time in the evenings when possible. 
 Wake up on non-school days and weekends 9:30 (unless there is a scheduled 

event). 
 Movie Night with popcorn and soda if available (No movies if you receive more 

than one (1) informal during the week or if sanction have been imposed by 
Hearing Officer or Petition/Phase Review. 

 
Phase 2 – resident is eligible for the following: 

 One trip to the Shell-Mart each week on Friday for 1 item 
 Bed time at 8:30 PM weekdays 
 Bed time at 9:00 PM on weekends 
 Wake up on non-school days and weekends 8:30AM (unless there is a scheduled 

event) 
 Two (1hr) visits on weekends 
 All board games, ping pong* and T.V. privileges 
 No video games 
 Will be able to make one 15 min phone call at designated times. 
 

Phase 1 - resident is eligible for the following: 
 Bed time at 8:00 PM 
 Wake up on non-school days and weekends 8:00 (unless there is a scheduled 

event) 
 Two (1hr) visits on weekends 
 News programs on T.V. only 
 No game privileges 
 No Shell Mart Privileges 
 Will be able to make one 15 minute phone call at designated time. 
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 No extra recreation time 
 Additional restrictions may be imposed (this can include, but is not limited to 

restricted communication and limited interaction with other residents) 
 

 
 

MOVIE NIGHT 
 

On Friday nights, a movie deemed appropriate by the RSJC Director or Designee will be 
shown to Residents who qualify that week.  When available, popcorn and soft drink will be 
provided with the movie. At any time staff may cancel movie night before or during the 
movie if deemed necessary. 
 
For Pizza eligibility, residents must have: 
 

 Phase 4 & 5 should not receive any of the following for two straight weeks: 
 

1. Informal Resolutions 
2. Write-ups 
3. Loss of privileges through the Petition Phase Review 
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CATEGORY I OFFENSES 
 

1. CATEGORY I OFFENSES - The most serious violations that threaten life or limb, and breach 
facility security and/or public safety. A resident can be charged with the related Category I 
offense if they cause or create, attempt to cause or create, or attempt to enlist other resident(s) to 
violate a Category I Offense. The resident(s) must have the current capacity to carry through 
with a Category I Offense to be charged.  Additional federal or state charges may be sought for 
Category I offenses. 

 
1.1(a) Escape or 1.1(b) Attempted Escape:  Leaving or attempting to leave the facility 
or the custody of any staff member of the Division; or not coming back from an off-
grounds furlough at the assigned time. 
 
1.2 Inciting or Participating in a Riot:  Organizing, coordinating or forcing (or being 
organized or coordinated into) participation in unauthorized activities that might 
substantially hurt others, damage property, or create a major disturbance.     
 
1.3 Assault:  Physical attempt or substantial threat to harm others.  A resident may not 
intentionally cause physical harm to another person, to include poisoning. 
 
1.4 Arson:  A resident may not start any fire.  
 
1.5 Causing an Explosion:  A resident cannot cause an explosion or make anything 
explode. 
 
1.6 Sexual Acts:  A resident may not engage in sexual acts with another person or 
intentional touching of any breasts, buttocks and/or genitalia of another person even if 
that person has consented.  A resident may not request such acts, or hire another person 
to perform these acts.  
 
1.7 Possession, Manufacturing, or Use of Intoxicants:  Possessing or using any 
unauthorized substance or drug paraphernalia, including controlled substance or 
intoxicants and/or medications that have been hoarded, not prescribed for the resident, or 
used in a manner not consistent with the prescription or direction of medical staff.  This 
includes the failure to provide a sample within two (2) hours for testing.  
  
1.8 Intentional Damage or Alteration of Property - $500 or more: Destroying, 
damaging, altering or changing anything that is owned by the state or by another person.   
 
1.9 Possession or Manufacture of Weapons:  Possessing an item or items that have 
been made or adapted for use as a weapon and may cause injury or bodily harm.   
 
1.10 Tampering with Security/Fire Devices:  A resident may not remove, destroy, 
change, damage, or make inoperable any locking, security or fire device including, but 
not limited to, a door, window, equipment, furniture, fire extinguisher, fire sprinkler, 
vehicle or any other security/fire device at anytime. 

 



 29

 
 

CATEGORY II OFFENSES 
 

2.  CATEGORY II OFFENSES - Such offenses that tend to disrupt the normal operation of the 
facility or subvert the facility’s systems of security and control. A resident can be charged with the 
related Category II offense if they cause or create, attempt to cause or create, or attempt to enlist 
other resident(s) to violate a Category II Offense.  The resident(s) must have the current capacity to 
carry through with a Category II Offense to be charged. 

 
2.1 Circumventing Institutional Count:  A resident may not be absent from any count 
without prior knowledge and approval by authorized staff.  A resident may not hide, 
remain silent during name count, cause confusion or error at or during any count; leave 
the area assigned without the approval of authorized staff; leave assigned room; living 
unit; class; meeting; event; appointment or visit without the approval of institution of 
authorized staff. 
 
2.2 Tampering with Food/Drink:  A resident may not put unsanitary items or 
substances in any food or drink item before, during or after preparation that could be 
consumed by another person. 
 
2.3 Making a False Report or Statement/Lying:  A resident may not say or write 
something that is not true which causes harm, distress, or injury to another. 
 
2.4 Counterfeiting or Forgery:  A resident may not make, change, fake or possess any 
document so that it appears as if it were made, signed, initialed or stamped by someone 
else, or at a different time.   
 
2.5 Contraband:  Any item not issued or allowed by the facility, to include items 
altered from their original state.  
 
2.6 Contempt:  No residents shall shout, act rudely, speak persistently out of turn, or 
otherwise disrupt proceedings at any disciplinary hearing. 
 
2.7 Threats/Intimidation/Tampering with Witness:  Bullying. Saying or doing 
something to scare another person into thinking that person and/or property may be 
harmed. Bribing/convincing another resident to withhold information relating to a 
Category charge or a safety/security concern.  
 
2.8 Fighting:  A mutual physical conflict between two or more residents.  A resident 
may not engage in any physical contact with another resident to cause harm or inflict 
injury. 
 
2.9 Insubordination:  A resident may not disregard or delay lawful instruction given by 
a staff member for any reason, including refusal to move to required location.   
 
2.10 Fraudulent Representation:  Changing the physical, facial or vocal features 
without the knowledge or permission of staff in order to conceal or mislead staff as to 
the resident’s identity. 
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2.11 Gambling:  A resident may not bet or wager in anyway, at anytime with another 
person for anything.   
 
2.12 Disruptive Conduct:  A resident may not act in a way that causes disruption by 
using foul language, loud talking or making of loud noises, horseplay, making obscene 
gestures or similar conduct. No resident shall obstruct any person from performing their 
duties, nor shall a resident interfere with normal or free movement of any person. 
 
2.13 Intentional Damage or Alteration of Property under Five Hundred Dollars: 
Destroying, damaging, altering or changing anything that is owned by the state or by 
another person which is valued at less than five hundred dollars ($500.00). This includes 
destruction of identification devices such as ID badges, ID wristbands, etc. 
 
2.14 Unauthorized Possession or Transfer of Property:  A resident may not give, sell, 
lend, receive, take, buy, borrow, barter, or trade any item with another person.   
 
2.15 Misuse of Correspondence:  Sending mail or other items to individuals with 
whom a resident is not permitted to correspond.   
 
2.16 Mutilation/Disfigurement of Yourself or Others:  A resident may not cause or 
allow injury or damage to one’s self or another person.  Residents may not injure, tattoo, 
cut, pierce, mutilate, remove, discolor or disfigure any part of their bodies or the body of 
another person. 
 
2.17 Disrespect:  A resident may not use name-calling, profanity, yelling, or any 
disrespectful act toward another person.  A resident may not show disrespect to any 
person doing business for or visiting the facility. 
 
2.18 Gang-related Activities:  Any attempt to organize, create, or participate in gang-
related activity.    
 
2.19 Solicitation or Manipulation of Staff:  1) Pitting staff against each other; 2) 
Diverting staff attention to cover a facility violation; 3) Coercing or attempting to force 
staff, volunteers, contractors, or visitors to introduce contraband or engage in other 
infractions; 4) Attempting to buy anything from or sell to staff, volunteers, contractors, 
or visitors.    
 
2.20 Resident Handbook Rule Violations:  Violations of resident handbook rules that 
have been approved by the Facility Superintendent/Director that meet the definition of a 
Category II offense.    
 
2.21 Unauthorized Presence: Being in an unauthorized area or leaving an assigned area 
without staff permission.   
 
2.22 Unauthorized Physical Contact/Exposure/Sexual Harassment: Holding hands, 
kissing, rubbing or massaging; a female resident may not expose her breasts nor any 
resident expose his/her genitals or buttocks.  Repeated and unwelcome sexual advances, 
requests for sexual favors, or verbal or written comments, gestures, or actions of a 
derogatory or offensive sexual nature by one resident directed toward another.  
 
2.23 Aiding and Abetting: A resident may not aid or assist another resident in 
committing any Category offense. 
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PROSECUTION OF RESIDENTS 
It is the legal and moral obligation of the Division of Juvenile Services and its employees to report and seek prosecution for criminal 
offenses committed by residents under the authority, custody or jurisdiction of the Division of Juvenile Services for either Category I 
or II’s. 

RESIDENT HANDBOOK 
RULE VIOLATION(S) 

**These violation(s) may fall under Class II Offense 2.20** 
 
1. 3rd Warning in the same hour or activity – No resident shall demonstrate negative behavior 

which has to be repeatedly prompted by staff during the course of an activity or a limited 
period of time. 

2. Misuse of issued clothing - Residents will wear their clothing properly (no sagging).  All 
clothing will be worn right side out and no items of clothing are to be defaced in any way.  
Residents may roll their pants legs up (not above the ankle) if they are too long. 

3. Tampering w/electronic equipment player - Residents will not touch the TV/VCR/DVD, the 
remote control. 

4. Maintenance of your room - Each Resident will maintain a sanitary living area.  Each 
Resident will be responsible for the cleanliness of his/her living area including the walls, 
windows and floor.  Unit restroom will be kept sanitary by Residents on the same floor as well 
as housekeeping. 

5. Throwing/Slamming items/property or toppling over furniture in anger - Residents will 
not engage in the act of throwing items, property or toppling over furniture or any such manner 
thereof. 

6. If refusing time out chair / Unit or Bedroom / Designated Area - No resident shall refuse 
TOC, TOU/TOB, warrants an informal resolution or an appropriate write-up. 

7. Unauthorized forms of communication - Residents will not engage in hand gestures, written 
or verbal code, unless medically necessary. 

8. Stealing- No resident shall take or possess any item not belonging to them. 
9. Chronic disruptive behavior – Residents will not engage in any course of conduct that 

interferes with the normal operation of the facility. 
10. Slandering – No resident shall insult any other residents and or staff members with derogatory 

statements.  Such as racial slurs, sexual preference, creed and or physical characteristics. 
11. Away from supervision (AFS) – Residents may not leave an assigned area (unit, organized 

activity or classroom) without permission. 
12. Academic dishonesty - No Resident shall cheat or plagiarize during educational activities.  

APD to Phase 1. 
13. Refusal/ Removal from School – No Resident shall verbally or physically refuse to participate 

in or attend school, other educational activities or homework required by the education 
department.  Students will not demonstrate any behavior which the Education staff or Youth 
Specialists determine to be disrespectful or disturbing to the class to the point that it interferes 
with others learning.  Removal or refusal from school warrants an APD to Phase 1. 

14. Refusal Therapeutic Groups/ Recreation – No Resident shall refuse to participate in 
recreation or therapeutic groups.  Any refusal or failure to comply will result in an APD to 
Phase 1. 
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Reduction/Education/Safety/Planning/Elimination/Compliance/Treatment 
 

 
West Virginia Division of Juvenile Services  

PREA Juvenile Offender Orientation for Newly Admitted Juvenile Residents 
 
 
Introduction: The Division of Juvenile Services (DJS) is committed to your safety and the safety of 
staff. You have the right to serve your sentence with dignity and free from sexual abuse, sexual 
harassment, and retaliation. The DJS has zero tolerance regarding sexual abuse and sexual harassment 
within its facilities. This means we DO NOT tolerate any level of sexual harassment, misconduct, or 
assault in the facilities. EVERY effort will be made to prevent sexual abuse and harassment from 
occurring, EVERY allegation will be investigated, EVERY perpetrator punished, and EVERY victim 
offered services. 
 
There is a federal law against sexual assault inside correctional systems called the Prison Rape 
Elimination Act (PREA). This law covers male and female individuals incarcerated in any type of 
correctional facility, as well as offenders on community supervision. This law also covers any form of 
sexual relationship between staff and offenders, even if they both consent to the relationship. We also 
have laws against custodial sexual misconduct. This is when a staff member becomes sexually involved 
with an offender. All of these types of offenses are felonies and any allegation shown to be true will be 
referred to law enforcement for prosecution. 
 
When you first arrive here, you may want to find comfort and want to develop relationships with others. 
All of this is normal, but there are a variety of relationships that might be harmful. Most staff are here to 
help you and most offenders want to do their time, like you, without feeling pressure from other 
offenders. Not all offenders will try to sexually abuse or sexually harass you. We will work with you to 
do everything we can to ensure you remain safe. 
 
What is sexual abuse?: There are two categories of sexual abuse – juvenile offender and juvenile 
offender or staff and juvenile offender. In either of these cases, it is not your fault if you were sexually 
abused or sexually harassed. These definitions are outlined in your orientation with your PREA Counslor. If 
after you read through it and have any other questions, you can ask any staff member for assistance. 
 
During you stay at a DJS facility, consensual sexual relationships are prohibited. Consensual 
sexual relationships between juvenile offenders are against policy. Offenders who engage in these 
relationships will be charged with a major infraction with appropriate sanctions. Even though these types 
of relationships may be something that is desired by both people, they present medical and psychological 
issues which compromise your safety and the safety of other offenders and staff. The spread of sexually 
transmitted diseases, jealousy between participants and from other offenders, fear of homosexuality and 
other issues make consensual sex a threat to everyone’ safety. 
 
Prevention: How to prevent sexual abuse / harassment – Pay attention to where you are, situations that 
make you feel uncomfortable, special attention that someone may be giving you, who you tell private 
information to, accepting loans, offers of protection and do not let manners get in the way of keeping 
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yourself safe. Everyone is vulnerable in these kinds of situations but they are less likely to happen if you 
follow some of the common sense rules outlined in the Resident PREA PowerPoint/guide. 
 
Staff are trained to look for behaviors of offenders which may indicate that some form of sexual abuse ./ 
sexual harassment may be occurring or offenders who are at risk for sexual victimization. Some of these 
include: Changes in routine, mood or behavior, to include eating, hygiene, and sleeping habits; avoiding 
staff members or staying too close to staff; staying out of the dining hall, yard or shower areas; irritability 
or mood swings; requesting housing changes; one offender getting lots of attention from other offenders, 
particular a younger or weaker offender; never having canteen items; and suicide attempts or threats. 
 
Reporting and Investigations: What to do if you’ve been assaulted or if sexual misconduct has occurred. 
Offenders can participate in an investigation in many ways, including being the alleged victim, suspect, 
reporter, or witness. Reporting can be done several ways: 
 

a. If you have been assaulted or witness an assault you have several options for reporting a 
PREA complaint, which includes, but is not limited to: 

 
i. PREA Counselor, 

ii. Any staff member, 

iii. PREA Compliance Manager, 

iv. Request to see the nurse or counselor, 

v. Locked PREA Box, 

vi. Grievance Box, 

vii.  WV State Police 

viii. Child Abuse Hot Line (1-800-352-6513), 

ix. DJS Sexual Abuse toll-free hot-line (1-855-366-0015), 

x. DJS Website (http://www.djs.wv.gov), 

xi. Supreme Court Juvenile Justice Commission via United States Mail (pre-addressed 
envelopes provided with postage pre-paid 

xii. Report to anyone you trust, including fellow residents, staff members, family 
members, attorneys, and outside advocates, shall be permitted to assist residents in 
filing requests for administrative remedies relating to allegations of sexual abuse, 
and shall also be permitted to file such requests on behalf of residents. 

xiii. Or See your Counselor to call the DJS Hotline @ 1-855-366-0015; emailing at 
DJSPREACoordinator@wv.gov or visiting http://www.djs.wv.gov . 

If you are the victim, request immediate medical attention. Do not shower, brush your teeth, use the 
restroom or change your clothing. You may destroy valuable physical evidence. 
 
DJS will ensure that an administrative or criminal investigation is completed on ALL allegations of sexual 
abuse and sexual harassment. Information gathered during the internal inquiry and investigation will be 
limited to those individuals on a need to know basis. 
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Retaliation against offenders who participate in PREA investigations can take many forms, including 
threats, harassment, infractions, loss of privileges, or asking others to harass or intimidate the offender. 
Retaliation by staff or other offenders due to reporting an allegation or participating in an investigation is 
prohibited and will also be investigated. 
 
Those individuals who fail or refuse to cooperate (except victim) or those who otherwise takes action to 
obstruct an investigation, including providing false or misleading information may be subject to 
disciplinary actions. Making false allegations hurts the process and those offenders who have been 
victimized. Also lying during an investigation doesn’t allow the investigators to get to the truth, 
minimizing our ability to hold people who have engaged in misconduct accountable or provide services to 
those who have been victimized. 
 
What to expect: We will work with you to keep you safe. If the allegation is substantiated, we will keep 
you separated from the perpetrator throughout your stay, either by unit or facility separation. 
 
All staff are required to report the allegation / incident to the superintendent, which will start the 
investigation proves. This includes the medical and mental health providers 
 
An investigation may include: a medical exam, a mental health referral and evidence collection. We will 
do our best to keep the information you report as confidential as we can while conducting the 
investigation. We expect the same of all juvenile offenders involved in the investigation (alleged victim, 
suspects and witnesses). We will also ensure that victims receive a referral to mental health services for 
treatment and counseling. It is common for victims of sexual abuse to have feelings of embarrassment, 
anger, guilt, panic, depression, and fear for several months or years after the incident. Other common 
reactions include loss of appetite, nausea or stomach aches, headaches, loss of memory and/or trouble 
concentrating and changes in sleep patterns. Seek medical support or support from a counselor or other 
staff person if you need help managing any of these or other reactions. 

Summary: 
 
Did you know? 

• Sexual assault usually does not happen spontaneously. 
• Sex assault is a deliberate action against the victim. 
• Sexual assault has nothing to do with the victim’s present or future sexual orientation. 
 

We want this facility to be a safe environment for staff and juvenile offenders. Correctional staff are 
trained in what to do if you report a sexual threat or assault. Each report is taken seriously. We will make 
every attempt to protect sexual assault victims from further harm. We will do everything we can to make 
sure all sexual aggressors are prosecuted. 
 
Remember, we have zero tolerance regarding sexual abuse / sexual harassment within our facilities. This 
means that we do not tolerate any level of sexual harassment, sexual misconduct, or sexual assault. Every 
effort will be made to prevent sexual abuse / harassment from occurring. Every allegation will be 
investigated. Every perpetrator prosecuted and every victim will be provided services. 

PREA COUNSELORS 
1. William Reed (Compliance Manager) 
2. Jana Calhoun 
3. Timothy Fitzpatrick  
4. Jerry Lowery 
5. Rebecca Gonzalez 


