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Detention Resident Handbook 
 RONALD C MULHOLLAND JUVENILE CENTER 

 
Welcome 
 
Welcome to Ronald C. Mulholland Juvenile Center.  We will do our best to make 
your stay as comfortable and beneficial as possible. 
 
The staff and I will ensure you receive services and care to meet your individual 
needs.  Throughout this handbook, you will learn about our program and what is 
expected of you.  Also, what you can expect from us. 
 
Complaint/Grievances 
 
If you have been assaulted, report the attack to a staff member immediately. 
 
Request to see the nurse for immediate medical attention.  
 
Do not shower, brush your teeth, use the restroom or change your clothes.   
 
If you have been assaulted or witness an assault, but you are unwilling to report 
it to DJS staff, you may fill out a grievance form, write a note, request to see the 
nurse or counselor; or you may use the Confidential PREA box that is only 
accessed by Central Office staff (checked every 14 days); or see your Counselor 
to call the DJS Hotline at 1-800-368-2780 ext. 2020. 
 
The PREA (Prison Rape Elimination Act) locked box is in the dayroom of the 
detention center.   
 
Details about PREA are located on pages 33 and 34 of this handbook. 
 
Satisfaction Surveys 
 
You will be asked to complete two satisfaction surveys during your stay at 
detention. 
 
One survey is for Youth Services System, Inc. and one is for the WV Division of 
Juvenile Services. 
 
Confidentiality 
 
All information regarding your stay is confidential unless records are court 
ordered. 
 
Only specific persons will have authorization to request information. 
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Introduction 
 
The Ronald C. Mulholland Juvenile Center (RMJC) is both a hardware secure 
and staff secured juvenile facility.  You have been admitted to this facility 
because you have been alleged to have committed an offense that would be a 
crime punishable by confinement in jail if it were committed by an adult; or your 
court of jurisdiction has decided that your best interest or the best interest of 
society would not be served by placing you in a less restrictive placement.  It is 
the purpose of this handbook to let you know what the day-to-day activities are 
and what is and is not expected of you during your stay at this facility.  The 
decisions that you make while here will help to determine whether or not your 
stay is a positive one. 
 
Mission Statement 
 
Ronald C. Mulholland Juvenile Center is a secure pre-dispositional setting for 
youth with special circumstances and needs.  It is the goal of the staff and 
programming of Ronald C. Mulholland Juvenile Center to treat each of the youth 
with the individual care and planning necessary to meet their special and basic 
needs while at the same time ensuring a safe environment free from abuse. 
 
Vision Statement 
 
It is our Vision that each juvenile in our care is released and have success in 
their lives, with families and their communities as offense free members of 
society.  The vision is guided by the fact that juveniles receive an education in a 
high structured learning environment, appropriate counseling in conjunction with 
instruction to develop self-control and positive behaviors through positive social 
and academic skills.  
 
Philosophy:  
 
While meeting each resident’s needs, providing a workable program, and a 
safe/secure environment, we must be willing to add a genuine human touch to 
everything we do for each and every resident.  We must remember that our 
residents are children that have made bad choices.  We as childcare workers 
cannot judge them but we can make an honest effort to help each and every one 
of them.  Our role is not to judge but rather to extend every possible opportunity 
for our youth to realize his/her positive potential.  
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Mutual Respect 
 
While a resident at the RMJC you will be expected to demonstrate respectful 
behavior toward all other residents and staff.  In turn, you will be treated the 
same way.  You will be addressed as Mr. or Ms. by all facility Officers and 
Support Staff.   
 
Residents must address all officers as Officer (their last name) and all non-
uniformed staff as Mr. or Ms. (their last name).  Residents may address each 
other by their first name.  Nicknames and/or pet names are not allowed. 
 
 
USDA Nondiscrimination Statement 
 
The U.S. Department of Agriculture (USDA) prohibits discrimination in all its 
programs and activities on the basis of race, color, national origin, age, disability, 
and where applicable, sex, marital status, familial status, parental status, religion, 
sexual orientation, genetic information, political beliefs, reprisal, or because all or 
part of an individual’s income is derived from any public assistance program.  
(Not all prohibited bases apply to all programs.)  Persons with disabilities who 
require alternative means for communication of program information (Braille, 
large print, audiotape, etc.) should contact USDA’s TARGET Center at (202) 
720-2600 (voice and TDD). 
 
To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, 
1400 Independence Avenue, SW, Washington, DC 20250-9410 or call (800) 795-
3272 or (202) 720-6382 (TDD). 
 
USDA is an equal opportunity provider and employer. 
 
 
Resident Handbook 
 
The RMJC will make available to all residents a RMJC Resident Handbook, 
hereinafter referred to as the RMJC handbook, which defines rules of conduct for 
all RMJC residents.  The handbook contains a listing of all classifications of 
offenses.  In addition to the listing of offenses, the handbook clearly states the 
sanctions that may be imposed on any resident that is found to be in violation of 
a rule of conduct while at the RMJC.  Offenses are classified as follows: 
 

A. Category I – these are generally the most serious offenses.  
Category I offenses may include criminal acts that could result in 
charges being brought against a resident by a court of jurisdiction in 
the county in which the facility is located. 
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B. Category II – these offenses are usually less serious in nature than 
Category I offenses, but may be similar in nature.  Category II 
offenses may include criminal acts that could result in charges 
being brought against a resident by a court of jurisdiction in the 
county in which the facility is located. 

 
During the RMJC intake procedure, any resident being admitted to the RMJC 
must sign an acknowledgement form indicating that a handbook has been made 
available to him/her.  This acknowledgement form will be completed in duplicate.  
A copy of the handbook is available to the residents in both classrooms and in 
the dayroom of our center.  RMJC Staff must offer assistance to any resident 
who has a problem reading or understanding any portion of the handbook. 
The handbook acknowledgement sheet is part of the standard RMJC Intake 
Packet. 
 
Upon intake, a resident may be subject to cross-gender supervision at any time. 
 
Legal Rights 
 
While at this facility you are provided with certain specific legal rights as 
mandated by West Virginia Code Chapter §49-5-16a and §49-5e-3.  Your rights 
are as follows: 
 

1. Not to be punished by physical force, corporal punishment, 
deprivation of nutritious meals, deprivation of family visits or 
imposition of solitary confinement; 

2. To participate in physical exercise each day; 
3. Except for sleeping hours, to not be locked alone in a room unless 

he/she is not amenable to reasonable direction and control; 
4. Provided with clean institutional-individualized clothing and basic 

hygiene items at no cost; items not prescribed by a medical doctor 
shall be at the expense of the juvenile; 

5. Daily access to showers and toileting, as well as other hygiene; 
6. Mail and telephone access and privileges as specified in Division 

Policy Directive 3.02: Mail and Telephone Privileges; 
7. To not be discriminated against based on race, religion, national 

origin, gender, or physical handicap; 
8. To be adequately protected from personal abuse, personal injury, 

disease, property damage, and harassment; 
9. To receive visitors as scheduled, so long as visitation does not 

impede the operation and security of the facility; 
10. Have immediate access to medical and dental care as needed; 
11. Have access to education, including teaching, educational material 

and books as prescribed by the policies of the West Virginia 
Department of Education – Office of Institutional Education; 

12. Have access to religious materials and services; and 
13. Afforded a grievance procedure, including an appeal mechanism. 
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Daily Orientation 
 
A daily orientation will be read to you.  It is important that you listen and 
understand this orientation.  If you do not understand any part of the Daily 
Orientation you are encouraged to ask questions.   
The purpose of the orientation is to remind you of the most frequently 
violated rules at the facility and will serve as your warning not to violate 
those rules. 
 
Facility Programming 
 
While you are here you will be provided with several programming elements, 
which include, but are not limited to the following: 
 

1. Medical Services 
2. Mental Health Services 
3. Substance Abuse Assessments and Counseling 
4. Voluntary Religious Services 
5. Library Services 
6. Recreational Participation 
7. Additional activities as scheduled 
8. Educational Services 
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RMJC Daily Schedule 
 
12:00 a.m. -  
1:00 a.m. - Head count 
2:00 a.m. -  
3:00 a.m. -  
4:00 a.m. - 
5:00 a.m. -  
6:00 a.m. - Wake up time 
7:00 a.m. - Head count – Breakfast – Personal Hygiene – 7:30 a.m. 
8:00 a.m. - School 
9:00 a.m. - School 
10:00 a.m. - School Break – 15 minutes 
10:15 a.m. - School 
12:00 p.m. - Head count – Lunch  
12:30 p.m. - Personal hygiene  
12:45 p.m. - School 
2:00 p.m. - School dismissed 2:25  
2:30 p.m. - Exercise 
3:00 p.m. - Head count – Exercise 
3:00 p.m. - Group 
3:30 p.m.  - Group 
3:30 p.m. - Recreation 
4:30 p.m.  Recreation 
4:00 p.m. - Recreation ends 4:30 p.m. – Head count – 4:30 p.m. 
4:30 p.m. - Dinner  
5:00 p.m. - Personal Hygiene – 5:15 p.m.   
6:00 p.m.  - Planned Activity – 5:30 p.m. 
7:00 p.m. - Snack –  
7:30 p.m. - Personal hygiene  
Bedtime:    Varies because of Phase Levels 
 
Counseling Periods – Daily – Case Manager and Counselor 
Free Time – After Recreation in the Evening – Visitation Times – Per Request 
Medication Distribution – Every Morning and Evening  
Doctor’s Call – Every Tuesday and Thursday – Religious Services – Sun to Wed 
Legal Services – Daily – Planned Activities - Daily 
 
 
 
 
 
 
 
 
 
 



7 
 

RMJC Weekend Schedule –Saturday 
 
12:00 a.m. -  
1:00 a.m. - Head count 
2:00 a.m. -  
3:00 a.m. - 
4:00 a.m. - 
5:00 a.m. - 
6:00 a.m. - Wake up time 
7:00 a.m. - Head count – Breakfast – Personal Hygiene – 7:30 a.m. 
8:00 a.m. - Room Maintenance  
    Supervisor’s Choice -  
    Planned Activity 
TO   Free Time 
    Recreation 
    Groups 
12:00 p.m. - Head Count – Lunch –  
12:30 p.m. - Personal Hygiene  
1:00 p.m. - Dayroom – Visits – 1:30 – 3:30 –p.m. 
2:00 p.m. - Visits – 1:30 p.m. – 3:30 p.m. 
3:00 p.m. - Head count – Visits – Free Time 
4:00 p.m. -  Free Time – Head count – 4:30 p.m. – Dinner – 4:30 p.m. 
5:00 p.m.  - Personal Hygiene – 5:15 p.m. 
6:00 p.m. - Planned Activity – 5:30 p.m. – 7:30 p.m. 
7:00 p.m. - Planned Activity- 
7:30 pm. - Snack/Personal Hygiene 
    Varies because of Phase Levels 
 
Counseling Periods – Daily – Case Manager and Counselor 
Free Time – After Recreation in the Evening – Visitation Times – Per Request 
Medication Distribution – Every Morning and Evening  
Doctor’s Call – Every Tuesday and Thursday – Religious Services – Sun to Wed 
Legal Services – Daily – Planned Activities - Daily 
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RMJC Weekend Schedule – Sunday 
 
12:00 a.m. - 
1:00 a.m. - Head count 
2:00 a.m. -  
3:00 a.m. - 
4:00 a.m. - 
5:00 a.m. - 
6:00 a.m. - Wake up Time 
7:00 a.m. - Head count – Breakfast – Personal Hygiene – 7:30 a.m. 
8:00 a.m. - Chores  
    Supervisor’s Choice- 
TO   Planned Activity 
    Recreation 
    Free time 
    Groups 
12:00 p.m. - Head count – Lunch –  
12:30 p.m. - Personal Hygiene  
12:00 p.m. - Dayroom – 12:45 p.m. 
1:00 p.m. - Dayroom – Visits – 1:30 p.m. – 3:30 p.m. 
2:00 p.m. - Visits – 1:30 p.m. – 3:30 p.m. 
4:00 p.m. - Free Time – Head count – 4:30 p.m. – Dinner – 4:30 p.m. 
5:00 p.m. - Personal Hygiene – 5:15 p.m. 
6:00 p.m. - Planned Activity – 5:30 p.m. – 7:30 p.m. 
7:00 p.m. - Planned Activity  
7:30 p.m. -  Snack/Personal Hygiene 
    Varies because of Phase Levels 
 
Counseling Periods – Daily – Case Manager and Counselor 
Free Time – After Recreation in the Evening – Visitation Times – Per Request 
Medication Distribution – Every Morning and Evening  
Doctor’s Call – Every Tuesday and Thursday – Religious Services – Sun to Wed 
Legal Services – Daily – Planned Activities - Daily 
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TELEPHONE CALLS: PROFESSIONAL TELEPHONE CALLS - 
    RESIDENT HAVE ACCESS TO INCOMING  
    PROFESSIONAL TELEPHONE CALLS AT   
    ALL TIMES. 
    PERSONAL TELEPHONE CALLS –  
    THESE ARE BASED ON A RESIDENT’S   
    PHASE LEVEL 
 
PERSONAL HYGIENE: 7:30 A.M. 
    12:30 P.M. 
    5:15 P.M. 
    7:30 P.M. 
 
RELIGIOUS SERVICES: MONDAY THROUGH WEDNESDAY 
 
LEGAL SERVICES: DAILY 
 
PLANNED ACTIVITIES: DAILY 
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Educational Programming 
 
In addition to the above listed programming, the RMJC offers a fully accredited 
educational program.  The educational program is operated by the WV State 
Department of Education through the Office of Institutional Education.  We 
consider the educational program to be one of our most important services. 
 
As part of a school incentive, RMJC gives a soda for a 4.0 G.P.A.  Also, a pizza 
party is given for residents who maintain a 2.0 and perfect attendance every 
week. 
 
Note:  Your participation in the educational program is mandatory.  Failure 
to do so will result in a loss of other privileges and assignment to a 
restricted behavioral level.  The educational program will provide you with 
an opportunity to learn both traditional and life skills educational 
components.  Educational assessment, classification and counseling 
services are available, in addition to the learning opportunities. 
 
Residents will not be removed from class unless it is necessary or a legal 
representative calls for them.  All outgoing legal calls will be made after 
2:30 p.m. by treatment staff. 
 
Food, Clothing and Basic Care 
 
Food Service 
 
The food service program is designed to meet federal child nutrition standards.  
You will receive a minimum of three meals and two snacks daily.  Meals are 
based on prepared menus.  You may suggest items to be added to the menu.  
Meals are served at scheduled times.  You will be expected to eat your meal 
when it is served, unless you are out for court or other scheduled appointments.   
 
The following rules will be observed during meal periods: 
 

1. Residents will be given the opportunity to say grace prior to the 
start of each meal.  This is a voluntary activity and no one will be 
required to participate.  Residents not participating in this activity 
will not be allowed to interfere or disrupt the activity. 

2. Residents may be asked to help distribute napkins. This will be 
done on a voluntary basis, if possible.  If there are no volunteers, 
appropriate staff will be assigned. 

3. Upon entering the dining area, residents are expected to sit in 
assigned seats until called.   

4. Do not give food or take food from other residents.   A thank you to 
the cook is appreciated.  Your complaints are not. 

5. Residents are responsible for their utensils.  No resident will be 
allowed to leave the dining area until all utensils are accounted for. 
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6. Residents will be allowed to converse with the other residents  
seated at their table.  All conversation must be kept to a normal 
speaking level.  Loud or disruptive conversation and/or noise will 
not be allowed. 

7. At the conclusion of the meal, an officer will collect utensils.  You 
will be called to empty your tray and beverage container. 
After doing so, you are to return to your seat. 

8. Residents will be asked to clean the tables.  You will rotate with 
other residents at your table in helping to clean up after meals. 

 
Personal Hygiene Period 
 
All meals, including first snack, will be followed by a personal hygiene period.  
Hygiene period will give you an opportunity to brush your teeth and take care of 
any other personal needs.  You will be instructed to line up to report to your 
sleeping area.  When everyone is lined up, you will be instructed to walk down 
the hall and go directly to your room.  Your cooperation will shorten the amount 
of time you are on the wing.  An officer or other staff member may come to your 
room door and provide you with oral hygiene items.  Remember, your 
cooperation will shorten the time that you are in your room.  At the conclusion of 
the hygiene period, you will return to school or another scheduled activity. 
 
Showering 
 
Residents are required to shower on a daily basis. 
 
Shaving 
 
One day a week is designated for shaving for male and female residents, more 
often if needed. 
 
Hair Care/Cuts 
 
Residents are expected to shampoo their hair to keep it clean.  Hair must be 
brushed and or combed on a daily basis. 
 
If a resident wants to have his or her cut, the resident has to make his or her 
request known to staff.  Residents are not permitted to cut their own hair.   
 
 
Feminine Hygiene 
 
When a female resident is on her monthly menstrual cycle, feminine hygiene 
products will be provided. 
 
 
 
 



12 
 

 
 
 
Personal Care Items 
 
You will be provided with minimally the following items: 
 

1. Toothbrush 
2. Hairbrush 
3. Toothpaste 
4. Storage basket 
5. Soap 
6. Deodorant 
7. Soap dish 
8.   Shampoo 
 

All personal care items will be stored in the storage basket/bag and kept on the 
hygiene carts except during periods of use.  Abuse or misuse or any item will 
result in that item being removed from your possession. 
 
Storage of Personal Property 
 
Upon intake, clothing, cell phones, I-pods, MP3 players, compact disc players, 
jewelry, and any other item is stored.  All personal belongings are kept in a 
locked storage unit.  An inventory is completed to ensure that all personal 
property is returned. 
 
Facility Clothing Issue 
 
You will be required to wear clothing and shoes that are the property of the 
RMJC.  You will be issued items from the following list: 

1. Shoes 
2. Socks 
3. T-shirt 
4. Pants 
5. Outer shirt 
6. Sweatshirt 
7. Underclothing 
 

You will be expected to maintain the articles of clothing issued and wear them as 
instructed by the duty officers. 
 
Examples: 

1. If your pants are too long, you will be instructed to roll them 
up.  Staff should be able to see the heels of your feet.  You will 
not be allowed to walk on the bottom of the legs. 

2. Shirt sleeves are designed for your arms to go through, not to 
be balled up into. 
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3. Pants must be pulled up to the waist. 
4. No clothing article will be worn in a style indicative of gang 

affiliation or membership. 
5. Any other extra clothing must be folded and placed on the foot 

of the bed when you come out of your room. 
 

Misuse, abuse, intentional damage or destruction of any article of clothing may 
result in the loss of use of that article.  Example:  If you intentionally damage 
your uniform, you will be required to wear an orange jumpsuit while you 
are at the RMJC. 
 
Linen Issue 
 
You will be issued the following linens: 
 

1. Bottom sheet 
2. Pillow 
3. Top sheet 
4. Towel 
5. Pillow case 
6. Wash cloth 
7. 2 blankets 
 

You will be expected to keep up with your linen issue and use it for its intended 
purpose.  Clean towels will be issued daily.  Washcloths will be issued daily.  You 
must turn one in to get one.  Your bed must be neatly made and your room 
straightened up each morning. 
Sheets and blankets will be washed as scheduled.                                
 
           
 
 
 
 



 
 

                                             Laundry Schedule 
 

 
 
 
Communication 
 
Telephone Usage 
 
You will have access to a telephone according to your phase level.   

 
Personal calls – These calls are to family listed on your approved call list.  The number of 
calls you may earn is outlined in the Phase System.  It will be explained to you by an officer.  
You should review the Phase System frequently and ask for clarification on any issues you 
don’t understand.  Abuse of your telephone privileges may result in the loss of telephone 
privileges as well as the loss of other privileges.  Remember that the number of calls you can 
make is based on your behavior.  You are encouraged to be very selective in the calls you 
make. 
 
Legal calls – Legal calls are to attorneys, social workers, and probation officers.  Legal calls 
are on placed on the dayshift. When a call is made to an attorney, social worker, probation 
officer, etc. and a message is left for them to call you back, you can receive the return call at 
any time. 
 
 
 
 
 
 

 FRI. SAT. SUN. MON. TUES. WED. THURS. 

 
DAY 

 
 

 
Uniforms 
Underwear 
Socks 
 

 
Sheets 
Uniforms 
Underwear 
Socks 

 
Blankets 
Uniforms 
Underwear 
Socks 

 
Uniforms 
Underwear
Socks 

 
Uniforms 
Underwear 
Socks 

 
Uniforms 
Underwear 
Socks 

 
Uniforms 
Underwear 
Socks 

 
AFTERNOON 

 
 

 
 
 
 
 

 
Sheets 

 
Blankets 

    

 
MIDNIGHT 

 
 

 
Uniforms 
Underwear 
Socks 
Towels 

 
Uniforms 
Underwear 
Socks 
Towels 

 
Uniforms 
Underwear 
Socks 
Towels 

 
Uniforms 
Underwear 
Socks 
Towels 

 
Uniforms 
Underwear 
Socks 
Towels 

 
Uniforms 
Underwear 
Socks 
Towels 

 
Uniforms 
Underwear 
Socks 
Towels 
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Visitation 
 
While a resident of this facility, you are entitled to both personal and professional visitation. 
You will not be denied these visits unless you are demonstrating threatening or out of control 
behavior during visitation periods.  All requests for visitation must be made at least 24 hours in 
advance to the facility.  All visitors must have a background check completed before 
visiting the facility.  You will be notified when you are approved or denied for visitation. Your 
personal visits may be supervised or monitored.  Professional visits will not be supervised or 
monitored unless your visitor requests it.  All of your visitors will be searched prior to visiting by 
using the clothed body search and/or by the use of a hand-held scanning device.  Any visitor 
violating a visitation rule may be banned from future visits.  Any visitor bringing contraband into 
this facility will be subject to prosecution.  No person under the age of eighteen, excluding 
lawful spouses, shall be permitted to visit a juvenile in a detention facility unless accompanied 
by a parent or legal guardian.  All visitors must have positive identification.  Visitors 16 years 
and older must have 2 pieces of identification with at least one being picture identification.  
Social security cards cannot be used as a form of identification.   

 
1. Personal visits – Visiting days are every Sunday from  1:30 p.m. to 
3:30 p.m. and Monday – Friday - 
 between 8:00 a.m. – 4:00 p.m.- One (1) hour visit. 
  

 2. Professional visits – These visits are from social workers,   
 probation officers, attorneys, members of the clergy, etc.     These 
visits are by appointment and may be scheduled on    any day. 

 
Correspondence 
 
While at the Ronald C. Mulholland Juvenile Center, you will be provided access to writing 
materials.  You may send and receive mail subject to the following conditions: 
 

1. Personal mail – While at the RMJC, you will be able to send personal mail 
without limitation.  The facility will provide postage for legal correspondence 
and all personal mail.  You will not be allowed to send contest entries, order 
forms, etc.  There will be no correspondence permitted either to or from 
another detention or correctional center or individuals at said centers.  
Incoming mail may not be read or censored unless there is a substantial 
reason to believe it to be a security risk. 

 
Your mail may be opened in your presence and scanned for contraband.  You 
can receive mail from anyone.  Once mail is received, up to 2 letters can be 
kept in your room and all postage stamps will be removed.  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 photocopies 
of personal/family photographs in your room.   
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2. Professional mail – This type of mail is from and to attorneys, social 
workers, probation officers, members of the clergy, etc.  Professional mail will 
also be opened in your presence and may  

      be scanned for contraband. Letters from attorneys can be kept                           
      in your room. 
 

Medical Services 
 
While at the RMJC you are entitled to receive medical services as needed.  As needed means 
that you are to receive the service indicated for the chronic or acute illness or injury that you 
may be experiencing.  It does not mean that you will necessarily receive the service you want.  
Example:  A scraped knee on the basketball court requires cleaning and perhaps an 
antibiotic ointment.  It does not require an ambulance ride.  Our health care provider 
provides these services. 
 
On-Site Medical Services 
 
While a resident of the RMJC, you will receive the following medical services: 
 

1. Initial health screening – During the intake process you will be asked 
questions about your health and health history.  This will help us determine if 
you are in need of any immediate care.  It is important that you provide 
accurate information.  If you think of something later, let one of the officers 
know.  After your intake, a request for medical information will be mailed to 
your parent or guardian.  In many cases we have been provided with some 
health history prior to your admission.  This combination of information will be 
of valuable assistance to our health care provider. 

2. Physical exam – Following your admission, you will be scheduled for a 
physical exam.   
a. General health history and systems check 
b. Dental screening  
c. Tuberculosis test 
d. Mental health screening if needed. 
e. HIV testing (available upon request) 
f. STD testing (available upon request) 

 
You may receive on-site treatment for any chronic or acute problems discovered during your 
exam or referrals may be made to other health care providers. 
 

3. Sick call – Sick call is held twice a week.  It is important that you make it 
clear what your ailment is.  If it is something you are uncomfortable 
discussing with the officer, tell them so and ask to speak the Registered 
Nurse or ask for a request for medical services form, complete it and turn it in 
to medical staff. On days that sick call is not held, it is your responsibility to let 
an officer know that you are sick. 
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4. Prescribed medications and treatment – You will be expected to follow the 
treatment plan prescribed for you.  Your 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. 

5. Referral follow-up and outside medical care – When referrals for additional 
medical care are made by our health care provider, or another agency, a 
determination will be made as to the need for immediate follow-up or referral 
after your discharge from this facility. Residents from this facility are 
transferred to Ohio Valley Medical Center in Wheeling, WV for emergency 
cases. 

 
Dental Care 
 
If you are experiencing dental problems, you are to notify staff.  Staff will then notify the Nurse 
who will schedule an appointment with a dentist.  
 

 
Mental Health Services 
 
The following mental health services are available to residents at the RMJC. 
 

1. Screening and intake evaluation – Based on information you provide during 
your admission and information obtained from other sources, you may be 
referred for a mental health or behavioral health assessment.  During this 
assessment, you will have an opportunity to request services.  Services may 
be offered even though you do not request them.  Services will be provided if 
you agree to accept them or request them. 

2. Individual counseling and treatment – These services may be offered or 
requested as a result of information obtained during the intake evaluation. 

3. Psychological evaluations – Psychological evaluations are provided on an 
as needed basis. 

4. Psychiatric exams and medication therapy – These services are usually 
provided as a continuation of pre-existing conditions or service plans. 

5. Crisis Intervention – This service is available on an as needed basis. 
6. Substance abuse services – Assessments, individual counseling, group 

counseling, referral and education services are available through this 
program. 
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Religious Programming 
 
Participation in religious activities is always voluntary.  This facility maintains a continuing 
religious program and residents are permitted visits from authorized religious representatives 
of their chosen faith. 
 
Recreational Activities 
 
The RMJC offers a variety of indoor and outdoor recreational activities.  Indoor activities 
include, but are not limited to the following: 
 

1. Board games and cards 
2. Video games 
3. Scheduled group activities 
4. Basketball/volleyball 
5. Exercise Gym 
6. Planned Special Activities 

 
Fire and Other Emergency Drills 
 
During a fire or emergency drill, you are to follow the instructions given to you by the duty 
officer or other staff member.  You will be instructed as to which unit or exit to use.  You will be 
expected to line up and follow staff directives in an orderly manner. 
 
Fire Drill Instruction for RMJC Residents 
 
1. Residents will line up.  Residents are to remain calm, quiet, and follow staff directives. 
 
2. Residents will exit out of the south end of the building and proceed to the 
 south end of the recreation area. 
 
3. Residents will remain standing in line. A head count is taken to determine that all 
 residents are present. 
 
4. Once the head count is cleared and the building has been deemed safe, the residents 
 will remain in their line and re-enter the building. 
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Taking Care of Your Room and Other Property 
 
You are expected to take care of your own room and property.  Your bed must be neatly made 
up and your room straightened up every time you leave it.  Your room will be inspected daily.  
In addition to expecting your room to be neat and clean, it is expected to remain damage free.  
When you are assigned a room you should inspect it for damage and point out the damage to 
an officer.  There is a weekly clean room award given to residents  

 
 

Body Searches 
 
i. Pat Down Searches – Fully clothed body searches 
 
ii. Strip Searches – Visual inspection of juvenile body cavities is conducted  based on a 
reasonable belief that the juvenile is carrying contraband or 
 other prohibited material.  The inspection is conducted by trained staff in 
 private and conducted by members of same sex.  Strip searches will be  conducted: 
 
 1. Based on reasonable belief. 
 2. At intake 
 3. Upon placement on behavior management/security status. 
 4. After contact visitation 
 5. Upon return from any activity that is outside the secure area of the 
  facility. 
 
Room Searches 
 
Room searches are conducted randomly. However, room searches will not be conducted 
during sleeping hours.  After a room search your linens will be folded and placed on the foot of 
your bed.  Any unauthorized item is possession of contraband.  This can result in a loss of 
privileges and/or behavioral level reduction. 
 
Allowable Items 
 
You will be allowed to have one Bible, two soft cover library books, or one hardcover library 
book, one deck of cards purchased out of commissary, and photocopies of personal/family 
photographs.  You can keep a list of addresses.  Do not tear pages from books to post in your 
room.  If you do, they will be removed.  
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K-9 Searches 
 
K-9 searches occur monthly at the RMJC family dinner.  Trained staff and dogs will search the 
visitors.  K-9 searches are also unannounced and occur twice a month at each DJS facility. 
 
Aftercare Services 
 
Residents in the northern panhandle: Brooke, Hancock, Wetzel, Tyler, Ohio, and Marshall 
Counties are referred to Youth Services System for aftercare services. 

  
PHASE SYSTEM 
 
ADMISSION AND ORIENTATION PHASE 
New admissions are automatically placed on Phase 2 upon entrance to this facility.  This is to 
allow you to demonstrate your willingness and ability to put forth the effort necessary to 
maintain this higher behavioral phase.  It is our belief that all residents possess the ability to 
behave properly and we do not pre-suppose failure by bringing residents in at a lower behavior 
phase with reduced privileges.  Residents transferring from another DJS facility will be placed 
on Phase 2.  If you are transferred due to behavior, you will be placed on Phase 1.  Your 
behavior will determine if you go back to the same phase from the previous facility. 
     Phases 
After the mandatory admission phase, the facility allows all resident to select a behavior phase.  
You make your selection by the behavior you demonstrate.  Phase 5 is the highest phase and 
carries with it the most privileges.  You may maintain and/or obtain Phase 5 or Phase 4 by 
demonstrating good behavior (following the rules and directives).  You may select Phase 1 or 
somewhere between Phase 1 and Phase 3 by displaying an uncooperative attitude and 
negative behaviors.  You and you alone make this decision.  If you have any doubts about a 
specific action or behavior, you only have to ask a staff member for guidance.  Acquaint 
yourself with these phases and the behavior that is expected since they will dictate what 
privileges you will be allowed. 
If a resident assaults an officer- they will automatically drop to Phase I. 
 
Residents who have multiple telephone calls can combine minutes to have longer 
telephone calls.  If a combination occurs, staff will document as more than one call.  For 
Example – Phase 3 wants to make one call and talk 30 minutes.  Documentation will 
identify three (3) telephone calls. 
 
BEDTIME:  Phase I bedtime is 9:00 p.m. Phase 2 bedtime is 9:00 p.m. Phase 3 bedtime is 
9:00 p.m.  Phase 4 bedtime is 9:00 p.m., Phase 5 bedtime is 10:00 p.m.  Opportunities 
may arise for later bedtimes. For example, special programming, holiday programs, etc. 
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Phase 5 
 
(Must be on Phase 4 for one consecutive week and have not had any 
behavioral issues, multiple warnings, write-ups, etc….) 
 Personal phone calls: Five (5) 10-minute telephone calls – Friday  thru Thursday 
 Commissary:  Six items from commissary on Friday. 
 Four pictures OR 4 Drawings (Not both) to hang on your wall 
 Five photos in room - Five letters in room 
 1 Radio 
 One chore daily 
 Only Phase 5 residents may have approved hygiene products brought in by 

parents/guardians.  No other phase can have this privilege. 
 Residents can earn a radio that has to be purchased from commissary. 
 RMJC will not replace radios, headphones, or batteries.  If any items need replaced, 

you are expected to purchase them from commissary. 
 

Phase 4 (Phase 4 will last for a minimum of one week before going to 
Phase 5.) 
 
On Phase 4, you are eligible for the following: 
 Personal phone calls: Four (4) 10-minute telephone calls - 

One (1) on Friday – One (1) on Monday – One (1) on Wednesday – One (1) on 
Sunday 

 Commissary:  Five items from commissary on Friday. 
 Four letters in room – Four photos in room 
 Two pictures OR two drawings (Not both) to hang on wall 
 One chore daily 

 
Phase 3 (Phase 3 will last for a minimum of one week plus disciplinary 
sanctions.) 
 
On Phase 3, you are eligible for the following: 
 Personal phone calls: Three (3) 10-minute telephone calls - 

One (1) on Friday – One (1) on Monday – One (1) on Wednesday 
 Commissary:  Four items from commissary on Friday. 
 Three letters in room 
 Three photos in room 
 One chore daily 
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Phase 2 (Entry Level)  (Phase 2 will last for a minimum of one week 
plus disciplinary sanctions.) 
 
On Phase 2, you are eligible for the following: 
 Personal phone calls: Two (2) 10-minute telephone calls - 

One (1) on Tuesday and One (1) on Thursday. 
 Commissary:  Three items from commissary on Friday. 
 Two letters in room 
 Two photos in room 
 One chore daily 
 
Phase 1 (Phase 1 will last for a minimum of one week plus disciplinary 
sanctions.) 
 
On Phase 1, you are eligible for the following: 
 Personal phone call: One (1) 15-minute call on Fri 
 Commissary:  Two items from commissary on Friday. 
 One letter in room 
 One photo in room 
 One chore daily 
 
Phase 1 is the lowest phase at RMJC.  If you are placed on this phase it is because your 
behavior has become completely inappropriate and possibly out of control. 
 
If you are placed on Phase 1, you are required to meet with treatment staff to discuss 
your behavior. 
 
If you are placed on Phase 1 a second time you will meet again with treatment staff and 
develop a Written Resident Contract.  In this contract you and treatment staff will agree 
on what needs to occur for you to move beyond Phase 1.  You will be responsible for 
seeing that the contract is carried out.  You must earn the privilege of being placed back 
on the regular phase system. 
 
If you reach Phase 1 a third time or if you violate your contract, then the Case Manager, 
S.O. IV, and the Director will meet with you and may discuss other disciplinary or 
placement options.   
 
Residents are required to line up according to their phases.  Phase 5 first and 
Phase 1 last. 
 
Phase 5 will be the first to eat while other phases are in line getting their trays.  If 
seconds are available, Phase 5 will have the first option to seconds.   
 

Any behavioral issues, multiple warnings, write-ups, etc…. will result in a level drop 
and disciplinary sanctions. 
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All phase reviews are held on Fridays. 
 
 Having an exceptionally clean and neat room. 
 Positive participation in groups. 
 Improved behavior. 
 Peer counseling. 
 Being a positive role model. 
 Extra cleaning details (volunteer). 
 Volunteering for extra participation or duties in general. 

 
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 residents(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: 
 
NOTE:   Any resident who commits a Category I offense who is physically 
aggressive with other staff and/or residents and is not amenable to reasonable direction and 
control may be placed in room confinement/isolation prior to a hearing; this can only be 
approved by the Facility Director or designee, with immediate notification to the Division 
Director. 
 
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(a) Assault on Resident/Cadet or 1.3 (b) Assault on Staff:  Any instance 
in which a resident is involved in physical contact with the intent to cause injury to another 
individual(s) even is no one is injured.  This includes  unprovoked or provoked attacks. 
 
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.   
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1.7 Possession, Manufacturing, or Use of Controlled Substances:   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. 
 
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 may not 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 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 any disciplinary hearing. 
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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 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. 
 
2.11 Gambling:  A resident may not bet or wager in any way, at any time, 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, 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, or 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). 
 
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.  This includes 
possession of inappropriate Phase level  items. 
 
2.15 Misuse of Correspondence:  Sending mail or other items from 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. 
(This does not include injury from suicide attempts as determined by treatment staff.) 
 
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. 
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2.18 Gang-related Activities:  A group or association of three or more  persons who may 
have a common identifying sign, symbol, or name and who individually or collectively engage 
in activities that create an atmosphere of fear or intimidation. 
 
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 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:  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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INFORMAL RESOLUTION: 
 
Staff and resident may agree on a penalty for minor infractions of rules that bypasses the 
formal hearing process. If staff and resident are unable to agree on an adequate resolution, or 
if the resident fails to meet his or her obligation under the agreed upon informal resolution, the 
staff will submit and incident report of the original Category II violation.  Informal resolutions will 
be documented in the shift log and are only in effect for the present day and will only include: 
 
 a. Loss of access to arts, crafts, and music rooms, video games, or    
  television, but may not exceed one eight-hour period. 
 
 b. Loss of any facility-specific privileges (not to include rights afforded    
  by law) not to exceed one eight-hour period. 
  
 c. Loss of any facility-specific privileges (not to include rights afforded    
  by law) not to exceed one eight-hour period. 
 
 d. Extra writing assignment 
 
 e. Extra duty assignments shall not be imposed past the resident’s    
  regular bedtime and shall not interfere with programs or education.    
  Extra duty should be supervised by the staff who imposed it and    
  may not exceed two hours. 
 
 f. Early bed time, not to exceed one (1) hour.  This sanction can be    
  divided up between two days if the time cannot be served in a    
  single evening but must be completed within twenty-four (24) hours.    
  (No bedtime will occur before 8:00 p.m.) 
 
REPORTING STAFF RESPONSIBILITIES: 
 
 a. Employees are required to document his or her observations in an    
  Incident Report on the Offender Information System (OIS) when  
  he/she has a reasonable belief that a resident has committed a  
  major violation of division or facility rules or reportable minor  
  violations and those violations that are not resolvable through 
  informal counseling or discussion.  This report must be written as  
  soon as possible, but no later than the end of the reporting staff’s 
  shift. 
 
 b. The following shall be documented within the report, including: 
 
  i. A formal statement of the incident, to include the date, time    
   and facility ; 
 
  ii. Any staff or resident (confidential or non-confidential     
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   witness(es), including their OIS number; 
 
  iii. Any injury to anyone and whether medical personnel were    
   notified; and 
 
  iv. Any immediate action taken, including the use of force. 
 
 c. Staff shall secure any physical evidence and document its     
  disposition.  Staff are to follow their specific facility operation     
  procedure as it relates to Policy 324.00 – Crime Scene and     
  Physical Evidence Preservation. 
 
SHIFT SUPERVISOR RESPONSIBILITIES: 
 
 a. Review incident reports and details in OIS and ensure any     
  employee who witnesses or notices the incident shall complete an  
  Incident Report with no omissions. 
 
  i. If necessary, notify reporting staff member(s) for corrections 
   to be made. 
 
  ii. Confirm review of incident report in OIS. 
 
  iii. Deactivate category reports in OIS if it is determined the    
   report has no merit, and no charge will be accessed.  
 
  iv. In OIS, open the disciplinary hearing form and assign the    
   violations to the offender for that incident. 
 
  v. Ensure that resident receives a copy of the Notice of     
   Charges/Receipt of Incident Report/Waivers within twenty-   
   four (24) hours of knowledge/discovery of the incident.  This 
   document will be signed by the resident, uploaded to the  
   Offender Information System (OIS), and returned to the  
   resident. 
 
 b. If resident refuses to sign the form, it is noted on the form and the    
  shift supervisor will sign along with another staff member. 
 
HEARING OFFICER RESPONSIBILITIES: 
 
 a. The Hearing Officer shall schedule a hearing for residents as soon    
  as practical.  Residents held in Specialized Housing due to     
  aggressive behavior must have their hearing within twenty-four (24)   
  hours after being placed in Specialized Housing. 
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 b. The Hearing Officer will review the report and may:   
 
  i. change the charge but will not have the ability to revise the 
   report, 
 
  ii. dismiss the charge, or 
 
  iii. continue with the hearing 
 
 c. Requirements of Resident Hearings:  The initial hearing shall be  
  held no sooner than twenty-four (24) hours and no later than seven    
  (7) calendar days after notification is given to the resident.  Every    
  attempt should be made to conduct hearings at times which will not    
  be detracted from a juvenile’s educational or treatment plan     
  activities or compromise facility staff requirements to ensure the    
  safe secure operation of the facility. 
 
 d. The Facility Hearing Assistant will escort the resident before,    
  during, and after each hearing and assist the Hearing Officer with any paperwork  
  as needed.  
 
 e. All hearings shall be recorded. 
 
 
 f. The hearing may be continued by the Hearing Officer but the    
  reason for said continuance must be documented in OIS.  A  
  new Notice of Charges must be printed out with the new hearing    
  date and time and given to the resident. 
 
 g. No hearing shall be continued beyond the 15th business day after    
  the initial hearing date unless there is a pending criminal court    
  prosecution or an ongoing emergency situation in the facility. 
 
 h. Residents charged with rule violations have the right to plead guilty    
  and waive the hearing.  The resident will sign his or her waiver on  
  the Notice of Charges/Receipt of Incident Report/Waivers     
  generated from OIS. 
 
 i. Residents also have the right to waive his or her right to be present 
  prior to the hearing or at any point during the hearing.  This waiver 
  is also verified on the Notice of Charges/Receipt of Incident     
  Report/Waivers generated from OIS.  The hearing officer reserves    
  the right to restrict a resident’s presence at his or her hearing if: 
 
  i. the resident is displaying negative or violent behavior 
 



30 
 

  ii. Testimony from a witnessing resident must be given in  
   confidence. 
 
 j. Resident must have an opportunity to make a statement and    
  present documentary evidence at the hearings and can request    
  witnesses on their behalf.  The reasons for denying such request    
  must be documented in the Offender Information System (OIS) by    
  the Hearing Officer. 
 
 k. A staff representative will be appointed by the Facility Director 
  who shall designate staff members to assist residents in disciplinary 
  hearings, as needed.  A resident may waive his right to a staff 
  representative by signing the Notice of Charges/Receipt of Incident 
  Report/Waivers generated from OIS but the Hearing Officer will    
  assign a staff representative when it is determined that a resident is not capable  
  of effectively collecting and presenting evidence on his/her own behalf. 
 
 l. The Hearing Officer’s decision and the supporting reasons on the    
  Disciplinary Hearing Report generated by OIS shall be given to the   
  resident immediately after completion of the hearing, which the    
  resident will sign.  This signed report and any supporting     
  documents will be uploaded into OIS and the signed report is  
  immediately given to the resident.  Any credit for time served will 
  be noted. 
 
 m. Formal Hearing Procedures:  
 
  i. The Hearing Officer will read the charges against the 
   resident. 
 
  ii. The Hearing Officer will advise the resident that, if charged    
   with a Category I offense, anything he/she says in the    
   hearing could be used against the resident in subsequent    
   criminal proceedings. 
 
  iii. Residents shall be informed of their right to plead guilty to 
   charges and that sanctions will be imposed. 
 
  iv. If the plea is guilty, the Hearing Officer: 
 
   1) will accept the plea and ask the resident if he/she has    
    anything to add before sentence is imposed. 
 
   2) is not compelled to accept the plea if other evidence    
    is presented that indicates otherwise. 
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  v. If a resident pleads not guilty, the Hearing Officer will     
   continue with the hearing. 
 
  vi. Testimony and Evidence: 
 
   1) The resident may, but shall not be compelled to,    
    testify on his/her own behalf.  
 
   2) The resident or representative may present witnesses 
    on the resident’s behalf as long as such an     
    appearance would not be unduly hazardous on facility   
    safety and security.  Any other resident called as a    
    witness may refuse to testify. 
 
   3) Any contraband item or photograph of the contraband 
    item used as evidence will be presented at the     
    hearing.      
 
   4) The Hearing Officer may exclude any evidence or 
    testimony he/she deem to be irrelevant to the matter 
    at hand. 
 
   5) Disruption of Hearings:  Any disruptive resident may    
    be removed from the hearing and may be charged    
    with contempt in accordance with the disciplinary    
    rules.  The Hearing Officer may continue the hearing    
    in the absence of a resident who persists in disorderly   
    behavior. 
 
 n. Findings and Dispositions:  The finding should be either guilty or    
  not guilty based on the preponderance of evidence.  

 
  i. All Category I guilty findings will result in the treatment team    
   developing a Behavioral Management Plan. This plan will    
   include:  

 
  1) specific goals which target the inappropriate behavior 

 
  2) timeframe to complete the goals 

 
  3) list of incentives that can be earned 

 
  4) who is responsible for implementing and monitoring    
   the plan 
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 ii. All not guilty or dismissed charges will result in the incident    
  report being deactivated from the resident’s file. 

 
CATEGORY I SANCTIONS: Multiple sanctions may be imposed. 

 
 a. Room confinement/Isolation: 
 
  i.  For not more than three (3) days per offense  

 
  ii. A violent offense can incur up to (10) days room 
   confinement/isolation.  However, at no time will a    
   resident serve more than ten (10) consecutive days. 
 
  iii. Notification to the Division Director must occur for any 
   sanction imposed that exceeds three (3) days. 
 
  iv. Automatic drop to Phase Level I.  
 
 b. Transfer to another DJS facility. 
 
 c. Restitution, to include repair or replacement costs, related    
  extra staff expenses, and other identifiable costs related to    
  the offense. May be ordered to compensate another person,    
  business, or the state. 
 
  i. Restitutions may be made by deductions from the    
   guilty resident’s account. 
    
   RMJC residents do not have an account. 
 
  ii. The Hearing Officer may make changes to a     
   restitution plan as seen fit to expedite payment. 
 
  iii. In no event shall restitution be ordered beyond     
   replacement or repair costs. 
 
 d. Loss of Phase Level(s). 
 
 e. Loss of some or all of the following privileges for not more    
  than thirty (30) days. 
 
  i. Loss of telephone privileges provided the resident    
   shall be permitted to make or receive one call per    
   week to family members.  This does not apply to calls    
   to and from professional contacts. 
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  ii. Loss of reading library privileges. 
 
  iii. Loss of organized recreation, not to include those    
   rights afforded by law. 
 
  iv. Loss of commissary privileges. 
 
  v. Loss of access to arts, crafts, and music rooms, video   
   games, or television. 
 
  vi. Modification or reduction in length of time, but no less 
   than thirty (30) minutes per day, of visitation     
   privileges. 
 
  vii. Early bed time, not to exceed one (1) hour.  (No  
   bedtime will occur before 8:00 p.m.) 
 
  viii. Loss of any facility-specific privileges or events. 
 
 f. Imposition of warning. 
 
  i. Writing assignment 
 
  ii. Additional programming/treatment to include a     
   behavioral modification plan.  
 
CATEGORY II SANCTIONS (per charge): 
 
 a. Reduction of one Phase level. 
 
 b. Restitution, to include repair or replacement costs, related extra    
  staff expenses, and other identifiable costs related to the offense.   
  May be ordered to compensate another person, business, or the    
  state.  
 
  i. Restitutions may be made by deductions from the guilty    
   resident’s account. 
 
   RMJC residents do not have a bank account. 
 
  ii. The Hearing Officer may make changes to a restitution plan 
   as seen fit to expedite payment. 
 
  iii. In no event shall restitution be ordered beyond replacement  
   or repair costs. 
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 c. Loss of up to three (3) privileges for not more than thirty (30) days e   
  each. 
   
  i. Extra duty for residents performing tasks around the facility.   
 
  ii. Loss of telephone privileges provided the resident shall be    
   permitted to make or receive one call per week to family    
   members. This does not apply to calls to and from  
   professional contacts. 
 
  iii. Loss of free time. 
 
  iv. Loss of reading library privileges. 
 
  v. Loss of organized recreation, not to include those rights 
   afforded by law. 
 
  vi. Loss of commissary privileges. 
 
  vii. Loss of access to arts, crafts, and music rooms, video    
   games, or television 
 
  viii. Modification or reduction in length of time (but not less than    
   thirty (30) minutes), of visitation privileges. 
 
  ix. Early bed time, not to exceed one (1) hour.  (No bedtime will    
   occur before 8:00 p.m.) 
 
  x. Loss of any facility-specific privileges or events. 
 
 d. Imposition of: 
 
  ii. Writing assignment 
 
  iii. Additional programming/treatment 
 
  
REDUCTION OF SANCTIONS: Only the Facility Director has the authority to reduce sanctions 
imposed by the hearing officer based on programming or facility needs.  This reduction in 
sanction will be documented in a memo which lists the resident’s name, charge, original 
sanctions, reduction in sanction and justification for the reduction.  A copy of this memo will be 
given to the Hearing Officer/all involved parties with a copy being uploaded into OIS. 
 
PROBATION PERIOD: In cases where a resident has been found guilty of a Category 
offense, a hearing officer may impose suspension of the sanctions, which will be documented 
in OIS. 
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i. As long as the resident maintains good behavior, he/she shall continue on the 

probation period until the term of the period expires.   
 

ii. If the resident is found guilty of any Category offenses while on probation, the 
original sanction will be imposed. 

 
iii. When a probation period is granted, it shall be for no more than thirty (30) days. 

 
 
APPEALS PROCESS:  Residents have the right to appeal decisions of the Hearing Officer.  
  
 a. The initial appeal is made to the Facility Superintendent/Director within   
 fifteen (15) days of the receipt of the decision.  The resident may request   
 from any staff member than Offender Appeal Submission Form be printed   
 from OIS.  Resident will complete the form, sign and either place in    
 Grievance Box or return to staff member for forwarding to Facility Director   
 for review.  The Facility Director (or designee) will enter this information 
 in the Offender Information System (OIS) and upload the form for the   
 Facility Director to initiate the appeals process. 

 
 b. The Facility Director will review the resident’s appeal statement, any   
 incident reports relating to the charge and any statements from the    
 hearing.  Additionally, he or she may speak with the resident and the   
 hearing officer and if warranted, the reporting staff member, any witness   
 pertinent to the appeal and listen to the audio tape recording of the    
 hearing. 

 
 c. The Facility Director must respond to the appeal in OIS within ten (10)   
 days and will ensure that all due process rights were adhered to.  The 
 Facility Director will print the Offender Appeal Decision Form and ensure   
 the resident receives a copy. 
 
 d. If resident has been transferred to another DJS facility prior to any appeal   
 decision being rendered, the Facility Director will notify the receiving   
 Facility Director that an appeal decision is complete in OIS for the resident to  receive. The 
 receiving Facility Director or designee will then print the appeal decision to give the 
 resident, which the resident will sign.  This signed report will be uploaded into OIS and 
 immediately returned to the resident. 
 
 e. Category II appeals cannot be appealed beyond the facility level. 
 
 f. A resident who is unsatisfied with the appellate decision of the Facility   
 Director may appeal to the Division Director or designee.  This applies to   
 Category I decisions only.  The resident has up to fifteen (15) days to submit the appeal via 
 the facility Grievance Box or regular US mail.  The  appeal to the Division Director or 
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 designee shall be answered within ten 10) days of receipt of the appeal.  The Division 
 Director’s decision will be entered into OIS, the Facility Director where the resident is  
 housed will be notified, who will then print the decision and give to the resident. 
 
 g. Upon consideration of an appeal, the Facility Director or Division Director 
  or designee may: 
 
  i. Affirm the guilty verdict 
 
  ii. Reverse the verdict and order the record deactivated from the    
   resident’s permanent file.  The resident could not be retried if this    
   order is given. 
 
  iii. Order the Hearing Officer to conduct a new hearing or correct    
   technical errors found within the hearing report. 
 
  iv. Reduce the sanction. 
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Rights of Juveniles 
  
1. The Division of Juvenile Services will ensure that all juveniles under its jurisdiction receive a copy  of the 
 following rights upon intake as provided by West Virginia Code §49-5-16a: 

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

family visits or imposition of solitary confinement; 
 

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

c. 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; 

 
d. 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; 
 

e. 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; 

 
f. 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; 

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

 
h. A juvenile in a juvenile detention facility or juvenile corrections facility shall be provided access to 

education, including teaching, educational materials and books; 
 

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

j. A juvenile shall be afforded a grievance procedure, including an appeal mechanism. 
 

2. The Division has also assured the following rights are provided to residents under its jurisdiction: 
 

a. Basic hygiene items at no cost; 
 

b. To not be discriminated against based on race, religion, national origin, gender, or physical 
handicap; 

 
c. To be adequately protected from personal abuse, personal injury, disease, property damage, and 

harassment; 
 

d. Immediate access to emergency dental care; 
 

e. Have access to religious material and service; 
 

f. To be provided due process safeguards as outlined in Division Policy 330.00 – Resident Discipline. 
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Privileges – Privileges are not guaranteed by law, they must be earned by you.  You will earn 
privileges at the RMJC by conducting yourself in an appropriate manner at all times.  The 
RMJC, your attorney, and your family will help you protect your rights.  You and you 
alone must protect your privileges. 
 
Resident Transports 
 
Officers from the RMJC may be required to transport you for medical appointments, court 
appearances, etc. RMJC transports are secure transports.  Residents are required to wear 
orange jump suits and mechanical restraints during these transports.  This is the policy of the 
Division of Juvenile Services and is not open to review. 
 
Conclusion 
 
The information contained in this handbook is intended to make your stay at this facility as 
successful and positive as possible.  You should take every opportunity to study its contents.  
Remember that privileges can and will be earned by you and only you.  You are responsible 
for your actions.  If you have questions about anything in the handbook, or any subject matter 
not covered by the handbook, you should feel free to ask any staff person to assist you. 
 
Disclaimer 
 
Nothing herein shall be intended or construed as giving the resident any additional 
substantive rights.  This Handbook is subject to change at any time, without notice.  
This Handbook is being provided to you solely as a guideline as to your conduct while a 
resident at this facility.



 
 

GIRL’S DORM HANDBOOK 
 
WAKE-UP 
 
Both lights on at 6:00 a.m. 
 
MEDICATION 
 
 A. Residents to be dressed when going out for medication.  This includes shoes,  
  pants, shirts, and undergarments. 
 
 B. Residents are not to take blankets or stuffed animals when going out for   
  medication. 
 
DRESSING & BREAKFAST 
 
 A. Residents need to be dressed for breakfast. 
 
  i. Residents are not to double dress (Wearing shirts under pants) 
  
  ii. Residents are to use bathroom to dress and undress. 
 
  iii. Residents are to wear proper underwear and bra at all times. 
  iv. Pants must be cuffed if heels can’t be seen. 
  v. All residents need to eat breakfast.  It is part of the programming. 
 
HYGIENE 
 
 A. Only one person is permitted in the bathroom at a time. 
 
 B. Only one person is permitted in the closet at a time. 
  i. Staff is to hand out hygiene. 
 
 C. Do not share hygiene products 
 
 D. Hygiene must be used directly after a meal or it will not be given. 
 
DORM MAINTENANCE 
 
 A. Beds are to be made daily. 
 
  i. Sheets have to be tucked under the mattress.  Comforters are to be either 
    tucked in or to be hanging neatly and straight. 
 
  ii. Residents are not permitted to hang blankets or clothes from springs or  
   beds. 
 
  iii. Extra blankets are to be folded at the foot of the bed. 
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 B. Clothes are to be kept inside of the dresser. 
 
  i. Baskets are to be used for dirty clothes and showers. 
 
  ii. Baskets are to be kept under your bed or in the closet. 
 
 C. Shoes should be lined up under bed. 
 
 D. Residents are not permitted to put stickers, tape, or sticky tack on dressers. 
 
 E. No one should leave or put their clothes on anyone else’s bed or on an empty  
  bed. 
 
8. DORM RULES 
 
 A. Residents are not permitted to touch the air conditioners or heaters. 
 
 B. Residents are not permitted to touch light switches. 
 
 C. Residents are not permitted to touch the television or the remote. 
 
 D. Residents must wear shoes and socks when not in bed. 
 
 E. Residents are not permitted to sit on each other’s beds or empty beds or next 
  to beds in chairs. 
 
 F. Residents are not permitted to sit on the windowsills. 
 
 G. Residents are not permitted to leave the dorm without permission. 
 
 H. Residents are not to have food or drink in dorm, except for water in a pitcher or 
  special occasions. 
 
 I. Residents are not to touch each other or staff. 
 
 J. Bras are not to be used as storage for anything. 
 
 K. Residents are not permitted to call staff “pet names.” 
 
 L. Residents are not to share pens, pencils, crochet needles, or radios. 
 
  i. Only Phase 5 residents can have a radio. 
   
 M. Residents are not permitted to double staff. 
 
 N. Residents are not permitted to take journal from dorm except for journaling  
  group. 
 
 O. Residents are not permitted to lean on or be on another resident’s bed. 
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 P. Residents are not permitted to have pictures of other residents, or other   
  residents’ families. 
 
 Q. Residents are not permitted to trade personal items, i.e., blankets, shoes, stuffed, 
   animals, pillows or hygiene. 
 
 R. Residents are not permitted to have inappropriate pictures. 
 
  i. For example, nothing with foul language, no sexual connotations,  
   (Girls cannot be kissing girls, Boys cannot be kissing boys and  
   Girls cannot be kissing boys) 
  
 S. Residents are permitted to have two (2) pictures per phase to hang on their wall.  
 
 T. Residents are not permitted to sit or stand next to the beds.  Residents are to sit  
  at a table, across from each other, with hands in sight. 
 
 U. Residents can be given a “time out.”  Residents are to be on their own bed with  
  no pens, pencils or crochet needles.  Residents are not to be talking or yelling to  
  other residents when they are in a time out. 
 
  The Hart Room will be used for time-outs if resident is non-compliant. 
 
 V. Only Phase 4’s and 5’s are to have “yarn bracelets.”  Each resident is limited 
  to one bracelet. 
 
 W. Residents are not permitted to have sticky-tack. 
 
9. SCHOOL 
 
 A. All residents will be ready for school by 7:30 a.m.  Hygiene will not be offered  
  after 7:30 a.m. 
 
 B. All residents will line up quietly and leave together, to go to assigned classes. 
 
 C. Break after lunch 
 
  i. Residents will return to the dorm for break. 
 
  ii. Resident cannot have pens, pencils, crochet needles, or television on  
   during this time. 
 
 D. Residents will complete hygiene after lunch. 
 
10. EXERCISE 
 
 A. Residents will prepare for exercise at 2:30 p.m. 
 
  i. This is to include changing in the bathroom into your sweats or shorts. 
 
  ii. Sweats or shorts can only be worn for exercise, recreation, and bedtime. 
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  iii. All residents need to participate in exercise and recreation. 
 
11. SHOWER TIME 
 
 A. Residents must use their assigned stall. 
 
 B. The length of time in a shower is 12 minutes. 
 
 C. Loud talking, singing, or yelling is not permitted in the showers. 
 
 D. Residents are not permitted to touch each other. 
 
 E. Residents are not permitted to share hygiene products. 
 
 F. Residents cannot enter where mirror and sink are unless dressed. 
 
 G. Each shower stall is to be cleaned after every use. 
 
 H. Upon leaving, residents must be fully dressed.  This includes:  Sweats or pants, 
  t-shirts, underwear, bra, socks, and shoes. 
 
12. TELEVISION 
 
 A. The television can be utilized when a group or activity is not being offered. 
 
 B. Staff chooses what channel is selected on the television.  If there are any 
  arguments over a channel, the television will be turned off. 
 
13. BEDTIME – LIGHTS OUT 
 
 A. All pens, pencils, crochet hooks, cards, games, and video games must be 
  turned in by phase level bed times, but no later than 10:30 p.m. for Phase 5. 
 
 B. Clothes are not to be thrown on the floor at bedtime. 
 
 C. Each resident is to be in bed by Phase level bedtime. 
  i. Phase 1 – 9:00 p.m.  Phase 2 – 9:00 pm   Phase 3 – 9:00 p.m. 
   Phase 4 – 9:00 p.m. Phase 5 – 10:00 p.m.  
 
 D. Lights off –  First light is turned off by 10:30 p.m. 
         Second light off by 11:00 p.m. 
 
14. ITEMS PERMITTED IN GIRL’S DORM 
 
 A. 2 notebooks (This includes your journal) 
 
 B. 1 scrapbook 
 
 C. 15 letters and this includes cards 
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 D. 10 drawings 
 
 E. 10 pictures 
 
 F. 1 folder for letters, drawings, and pictures 
 
 G. 1 item made in crafts  
 
 H. 3 books 
 
 I. 1 Bible 
 
 Female Detention residents in girls’ dorm need to follow detention rules. 
 
15. EXTRA THINGS GIRLS DORM RESIDENTS CAN HAVE FOR THEIR BED 
 
 A. One handmade pillow, no bigger than 24”. 
   
 B. One handmade blanket – any phase can have a handmade blanket 
 
  i. Resident must be a Phase 5 to have a blanket from home. 
 
 C. One stuffed animal. 
 
  i. The stuffed animal cannot be bigger than 12”. 
 
  ii. Must be a Phase 5 resident to have a stuffed animal. 
 
  iii. When a hole is found in an animal, it will go into a resident’s personals. 
 
16. WALKING OR APPROACHING AN OFFICE 
 
 A. Residents must walk with hands in front. 
 
 B. Residents must be quiet. 
 
17. WALKING IN LINE OR WAITING IN HALL 
 
 A. Resident must be quiet while walking in halls. 
 
 B. Resident must remain quiet if waiting in hall. 
 
18. PHASE CALLS 
  
 A. An officer must be sitting with resident for all phase calls. 
 
  i. Residents are not permitted to dial their telephone numbers or ask for a  
   person. 
  ii. Staff or residents are not permitted to add numbers to the call lists. 
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19. NURSE CALLS 
 
  i. Residents are to fill out a request form for all needs. 
 
20. VISITS 
 
 Visitation days are:  Sunday - 1:30 p.m. to 3:30 p.m. 
 Monday – Friday – 8:00 a.m. – 4:00 p.m. – A one (1) hour 
 visit can be scheduled Monday through Friday. 
 Parents/Guardians must call Monday – Friday from 8:00 a.m. to 4:00 p.m.  
 to schedule visits. 
 If a visit is not scheduled ahead of time, family will not be permitted to visit. 
 
21. ASSAULTS 
 
 If a resident assaults an officer, he or she will automatically drop to a Phase 1. 
 
 
22. COMMITMENT PHASE SYSTEM 
 
 Upon entering RMJC, you will be on Phase II.  If you are admitted from another DJS 
 facility on a different phase, you will remain on that phase once verification is received. 
 
 To move up the phase level system, you will be required to follow your treatment plan 
 and participate in the RMJC program. 
 
 You will receive points for everything you do.  (See Point Sheet) 
 
 You must be on Phase II for two (2) weeks before moving up to a Phase III level. 
 
 You will remain on Phase III level for three (3) weeks before moving to a Phase IV level. 
 
 You will remain on Phase IV for four (4) weeks before moving to Phase V. 
 
 When you are on Phase V for five (5) weeks, you will be eligible for special privileges.



     

 



 

 


