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A - INTRODUCTION
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B - ADVOCACY

Sunday, April 1, 2012
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Sec B2 -Youth Rights & Responsibilities
Sunday, April 1, 2012

Burnaby Youth Custody Services
Mandate

Provincial Policy Reference: B2.02 - B2.07 pg.6-9

Definition
Youth in custody continue to have rights, some of which are based in law, others
in policy.

Authority
Youth in custody have rights as outlined in the United Nations Convention on the
Rights of the Child.

Legislative Rights

To be informed of their rights

Have their physical needs met

Consent to their own healthcare provided the youth understands the
consequences

Be free from physical punishment

Be treated equally

Be free from discrimination or harassment based on age, gender, ethnicity or
sexual orientation

Participate in the religious and spiritual activities of their choice

Be represented in court by a lawyer

Have their legal guardian notified if they are arrested or placed in custody
Have their personal information kept confidential and only released in
accordance with the law

Request access to their personal information

To apply to appeal their case

Apply for a review of their sentence for a transfer to open custody or early
release

Receive a review of their bail status after 30 or 90 days depending on the offence
Apply for a reintegration leave from custody

Be restrained or separately confined for the minimum amount of time to ensure
the safety of the youth or others

Have their separate confinement status reviewed every 4 hours

Be informed of the reasons for being searched and to be searched in a way that
respects privacy to the greatest degree possible

Be strip searched by someone the same gender, unless there is an urgent safety
issue

Make an internal or external complaint

Contact the Representative for Children and Youth or the Ombudsman

Have private discussions with and to send and receive mail from a lawyer, a
judge, the Representative for Children and Youth, the Ombudsman, the Youth
Custody Complaints Manager, MLA or MP.
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Policy Rights

Have the least possible restrictions on their freedoms necessary to ensure public
safety

Receive guidance and encouragement to maintain their cultural identity
Participate in social and recreational activities according to their abilities and
interests

Be provided a minimum of one hour per day of recreational activities

Be offered programs that will assist with their rehabilitation, training and
education

Be provided an interpreter if required

Have visitors subject to the rules of the centre

Have privacy during family visits subject to the rules of the centre

Be given an opportunity to contact approved persons via telephone

Have input into their service plan, to participate in decisions that affect them and
to ask for a review of the plan

To have their personal possessions stored safely and to receive a written receipt
for valuables stored at the custody centre.

Responsibilities of Youth

To keep his/her person, clothing and sleeping area clean and orderly

To comply with any reasonable directions given by a youth supervisor, which
includes attending programs

To treat staff and other youth with respect including not engaging in any physical,
sexual or abusive behaviour towards staff or other youth

To follow the rules of the centre and to respect the property

To ensure the safety of themselves and others

To let others know if assistance is required

To actively participate in planning for their time in custody and for their release
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Sec B3 - Youth Advocacy
Sunday, April 1, 2012

Burnaby Youth Custody Services

Mandate

Provincial Policy Reference: B3.01 - B3.02 Pg. 10-11

Definition

Youth advocacy refers to oral or written representations by youth or others to
advance or recommend the rights, interests and viewpoints of youth in all
matters that affect them. Youth have the right to advocate on their own behalf
or have another person present their position when a decision is being made
that significantly affects them.

Types of Advocates

Lawyers — youth have the right to be represented by a lawyer when appearing
in court.

Natural Advocates — responsible adults connected to youth (family, volunteers,
and members of a community service group)

Peer Advocacy — youth advocating for themselves or on behalf of another youth (Youth
Advisory Committee)

Youth Justice Staff — can include staff assisting with a complaint, key workers.
This role as an advocate is limited in certain situations (conflict of interest) and
another advocate (as listed here) may be preferable.

Representative for Children and Youth — to provide support to youth in
obtaining relevant services, and to monitor services to youth.

Citizens’ Advisory Board — community volunteers, who may advocate for youth,
changes to centre policy or assist with soliciting feedback from youth in
custody.
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Sec B4 - Complaint Process
Sunday, April 1, 2012

Burnaby Youth Custody Services

Mandate

Provincial Policy Reference: B4.01- B4.19 pg. 12-21

General

Every young person admitted to a youth custody centre and all parents/guardians
of youth in custody have the right to file a written complaint to the Director of
Operations without fear of adverse action from any staff member, contractor,
volunteer or peer at the centre.

The complaint process will be explained to each youth and their parents/guardians
in a language they are able to understand. This information will be available
through orientation material provided in writing, and reviewed in person with Case
Management staff.

Reporting of Complaints

All staff have the duty to discuss concerns raised by the youth and attempt to
resolve those concerns at the earliest stage possible. At any time, the youth has
the right to file a written complaint directly to the (1) Director of Operations, (2)
Ombudsman or (3) Inspector, Youth Justice Programs.

Internal Complaint Process

Youth are encouraged initially to resolve their complaints informally by speaking to
a Youth Supervisor or Senior Youth Supervisor.

If they are not satisfied, Resident Complaint Forms (YCP32) (Refer to Appendix)
are readily available on all living units, in Health Care, at the school and from any
staff member.

Staff will ensure each resident is provided with a Complaint form without delay,
when requested.

Staff will assist the young person in completing the Complaint Form if required.
The completed form can be handed directly to a Youth Supervisor or Senior Youth
Supervisor, or can be deposited in “drop boxes” (located in the rotunda, Health
Care, secure lobby, open lobby) to ensure confidentiality. Drop boxes will be
emptied daily Monday to Friday, complaint forms forwarded directly to the Director
of Operations.

The second section on the Complaint form requires the Youth Supervisor to
complete, date and sign, detailing all actions taken toward resolving the complaint.
The third section requires the Senior Youth Supervisor to complete, date and sign,
detailing all actions taken toward resolving the complaint.

The final section requires the Director or ADO to complete the investigation and
detail all actions taken toward resolving the complaint.

Each youth has the right to submit a written complaint form directly to the Director
of Operations.

The Director of Operations must respond to each written complaint within 5
business days.

Any report of a serious nature which falls under Mandatory reporting obligation
under Section 14 of the Child, Family and Community Service Act are to be
reported directly and immediately to the Director, BYCS.
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Unresolved Complaints

Should the young person remain dissatisfied with the steps taken above, the
young person has the right to continue his appeal with the Youth Justice
Complaints Manager or the Ombudsman.

Advocacy agencies can support youth through the appeal process. Advocates for
youth in custody include:

John Howard Society 604-872-5471 ext. 228

Elizabeth Fry Society 604-520-1166 Ext 239

The Representative for Children and Youth 1-800-476-3933

Ombudsperson 1-800-567-3247 or 250-387-5855

Youth Custody Complaints Manager, Investigations and Standards office
250-387-5948

Citizen’s Advisory Board members — written requests placed in drop boxes

A written complaint to the Ombudsman or Complaints Manager must be
considered confidential and be sent without delay.

Where a young person chooses to submit a written complaint to the Complaints
Manager, it must be addressed by the Complaints manager within 30 days from
the date the request was received.

Phase 1 Page 13
CFD-2012-01409

BYCS Procedures Manual 2012 Page 2



SAE A

Sec B5 - Child Abuse Protocol
Sunday, April 1, 2012

Burnaby Youth Custody Services

Case Management Procedures

Provincial Policy Reference: B 4.14 pg. 20, H10 pg. 23-25
Child Abuse Handbook

Child Abuse Protocol

The Child, Family and Community Service Act requires every person who has reason
to believe that a child has been or is likely to be abused or neglected, or may need
protection, to promptly report the matter to a child protection social worker. Only
those persons who are party to a solicitor-client privilege are exempt from the duty to
report.

Where an employee or other adult person providing services at a Youth
Custody Centre has reason to believe a child has been or is likely to be abused
or neglected, that person must report the matter immediately to:

The ADO/SYS

On-duty medical staff

The Director of Operations

The Case Management Team

A Child Protection Social Worker (BYCS — Case Management) Burnaby Integrated
Office and/or MCFD After Hours, or the Helpline for Children.

**Notification of the appropriate police agency shall be coordinated by Case
Management and the Director of Operations.

In order to avoid a loss of information, the staff member who received the initial report
from the resident should be the person to make the report directly to the Child
Protection Social Worker. BYCS has a Child Protection Social Worker as part of the
Case Management team. Any matters of abuse or neglect should be forwarded
directly to the BYCS Social Worker by phone or e-mail for follow-up. If the matter
represents an urgent safety issue for the youth (ex. the youth is being released and
returning to reside with an allegedly abusive parent), and the Centre’s Child
Protection Social Worker is not on site, the Burnaby Integrated office (604-660-5900)
or MCFD After Hours (604-660-4927) or the Helpline for Children (604-310-1234)
should be contacted for appropriate follow-up.

The ADO/SYS is responsible for ensuring the following information is collected

and forwarded to the appropriate agency:

Names, ages and addresses of those youth and staff involved

Names and addresses of parents/guardians of the involved youth

Details of the incident

Type and location of any evidence recovered

Witness statements, photographs, and any other pertinent information.

Evidence is preserved and protected (refer to Protection of Evidence

procedures)

Consult with Health Care, as necessary, regarding appropriate follow-up

medical care.

8. Ensure the subject of the assault or youth making allegation has no further
contact with person(s) suspected or accused of committing the assault, pending
completion of the investigation.
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The Director is responsible for ensuring the following steps are taken with
respect to any investigation of child abuse or neglect:

Ensure the child in the custody centre is safe from harm during the investigation
Assist investigators (SW, police) in clarifying their respective roles in responding to
the reports of abuse or neglect.

Ensure the investigation is not compromised by person’s under the Director’'s
authority.

Ensure parents/guardians are kept informed regarding the investigation.

Ensure results of investigation are documented.

Collaborate with other professional to develop appropriate follow-up plans to support
the alleged victim and others who may be affected by the abuse or the investigation.

Contact Information:

BYCS Social Worker — 778-452-2103

MCED District Offices:  http://www.mcf.gov.bc.ca/regions/regionaloffices.htm
Delegated Aboriginal Child and Family Services Agencies:
http://www.mcf.gov.bc.ca/aboutus/aboriginal/delegated/pdf/agencylist.pdf

e Burnaby Integrated Office — 604-660-5900 (in the absence of BYCS SW during
business hours — request duty SW)
MCFD After Hours — 604-660-8180 or 604-660-4927 (North Shore, Vancouver &
Richmond)
Helpline for Children — 604-310-1234
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Sec C1 - Behaviour Support & Management
Sunday, April 1, 2012

Burnaby Youth Custody Services

Security & Supervision of Residents Procedures

Provincial Policy Reference: D8 - D13 pg. 28-53

Behaviour Support & Management

Basic rules of conduct and responsibilities of youth in custody are posted on all
living unit common areas. When there are breaches to the rules of conduct, there
are a variety of internal management consequences in place to address the
behaviour.

In all situations where youth have breached the rules of conduct, the youth must
be advised of the nature of the allegations, have an opportunity to be heard, and a
process to grieve any consequences. The consequences shall be tailored to the
individual youth.

When determining an appropriate consequence, the minimum level of intervention
required to correct the behaviour of the youth is paramount. The SYS must also
take into consideration maintaining order, discipline and security, as well as
ensuring the safety of staff and residents. The consequences should be
meaningful to the youth, fair and proportionate.

Internal Management Consequences

If the behavioural infraction is minor in nature, the YS should start with addressing
the behaviour in an attempt to stop it from occurring, give the youth an opportunity
to cease or correct behaviour and ensure the youth is aware what behavioural
infraction has occurred, and potential consequences for future infractions. If
appropriate, the YS can seek authorization from the SYS for a period of room time
(not exceeding 2 hours) to allow the youth time and space to process the incident.
If room time is deemed appropriate (alternate methods have been tried and are
unsuccessful), the maximum is 2 hours. Youth should be released from room time
at the earliest possible opportunity.

If a youth is in open custody and either escapes or attempts to escape, or it is
necessary for the safety of the youth or others, he/she can be transferred to
secure custody for a maximum of 15 days. The youth’s progress should be
reviewed periodically by the secure custody SYS, in conjunction with the open
custody SYS to determine the earliest possible time to transfer the youth back to
open custody.

For more serious breaches of conduct, separate confinement is an available
consequence utilized to isolate youth from contact with other youth. Any
confinement beyond 2 hours is considered separate confinement. Unless there are
consecutive orders of confinement (and with the approval of the Director), a youth
shall not be placed in separate confinement for a period exceeding 72 hours.
Youth serving separate confinement orders shall be reviewed every 4 hours by the
SYS, and every effort should be made to remove the youth from separate
confinement at the earliest possible opportunity.

In the most serious incidents, including escape, attempted escape, assault, sexual
assault, uttering threats, significant damage to property or theft of property,
inciting, causing or participating in a riot, or use or attempted use of a weapon, the
Burnaby RCMP shall be involved, and external charges should be considered.
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Behaviour Management Tools

Individual Crisis Management Plan (ICMP): An ICMP is a formalized plan
developed by staff (Case Management, Youth Supervisors and/or Senior Youth
Supervisors) for staff, which aims to prevent, monitor and manage a youth’s
aggressive and inappropriate responses to crisis situations.

The ICMP is a brief outline of individual, specific, developmentally appropriate, and
medically safe intervention strategies to use on the youth in crisis response
situations.

The ICMP process also identifies problems before they occur, addresses
intervention strategies for “patterned behaviour”, builds support and accountability
among staff, guides program structure and staff action, and supports critical
thinking about young people’s behaviour and staff actions.

Formal ICMP template in Appendix.

Life Space Interviews (LSI): An LSl is a powerful tool for teaching self-regulation
skills and values. It is based on using a young person’s reactions to difficult
situations as a way to help youth gain insight and understanding into their own
feelings and behaviours.

The goals of the LSI are to return the youth to baseline and rational thinking; to
clarify the events; repair and restore the relationship with the staff member or other
person involved in the event; to teach new coping skills / examine new behaviours
that might result in a more positive outcome; and, to reintegrate the youth back
into regular living units.

Ideally, the LSI should be conducted with the staff member involved in the
incident. If this is not possible, another staff member can conduct the interview.
The occurrence of the LS| must be recorded in the LS| Log Book stationed in the
ADO'’s office and noted at the bottom of the shirt report on a daily basis.

LSl template in Appendix.
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Sec C2 - Counts
Sunday, April 1, 2012

Burnaby Youth Custody Services

Security and Supervision of Residents
Provincial Policy Reference: D3 pg. 8-9

Formal Counts

A formal count refers to the number of youth accounted for as physically present,
by the Youth Supervisor (verified by the actual physical sight of the resident, warm
body count).

When providing their Formal Count, a Youth Supervisor would report having 4
youths on unit, and as a courtesy, indicate 2 are off unit, in Health Care, for
example (this assists Control or A & D in rectifying the count if all youth are not
accounted for).

All staff supervising residents in the facility, regardless of their location, are
responsible for calling in their warm body count.

Depending on the time of day, either Control or Admissions & Discharge
record formal counts.

. At si15 Control will call for a Formal Count via portable radio. Youth Supervisors

will be expected to report their counts to Control.
At s.15 Control will call for a Formal Count, via the
paging system and portable radio, to be called in to Admissions & Discharge.

- On weekends and holidays, Control will conduct and confirm the s.s

and s15 counts.

Once the count is reconciled, Control will clear the count, via portable radio, and
regular building movements will resume.
At s.15 Control will call for Formal Counts via portable radio, and will
be responsible for ensuring counts balance.
When counts are called in, they should match the building count as reflected on
the Internal Location screens on CORNET.
In the event of a count discrepancy, Admissions & Discharge/Control should make
attempts to rectify the situation. If unable to balance counts, the ADO shall be
notified by either Control or Admissions & Discharge, and an identification count
shall be conducted. If the count is still not reconciled, a thorough search of the
grounds shall be carried out.

When recording Formal Counts, the results shall be in writing and must
include:

Date and time of count

Area or location in which the count was conducted

Number of youth assigned to the area or location

Number of youth accounted for as physically present, and the number of youth in
another area of the facility.

Admissions & Discharge Count Procedure:
Prior to counts being called, A & D staff will access CORNET, navigate to the
s.15
and log each unit’s count in the CORNET section of the count sheet (Refer to
Appendix).
Control is contacted and asked to announce, via portable radio, and the overhead
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Page system, counts are to be called to A & D. All radio traffic and movement are
to cease.

Youth Supervisors will do a warm body count, and call their countto A & D at
either local s.15 or by portable radio. Youth Supervisors are to identify
themselves, state their area or location and provide the count.

A & D staff log the counts on the BYCS Daily Formal Count Sheet.

In the event of a count discrepancy, records staff should attempt to correct any
errors by re-checking CORNET and requesting the staff with conflicting counts
conduct a second count.

- If the error cannot be resolved, the A & D Supervisor should be notified. In
the absence of the A & D supervisor, the ADO shall be called and an
identification count shall be conducted.

- If the count is still not reconciled, a thorough search of the grounds and
centre shall be carried out.

- Failure to resolve the count discrepancy following the search shall result in
the implementation of procedures for escape as provided in Emergency
Contingency Plans.

Once the count is reconciled, Control will be notified by A & D, and regular building
movements will resume.
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Sec C3-a - Allowable Items
Sunday, April 1, 2012

Burnaby Youth Custody Services

Security & Supervision of Residents

Provincial Policy Reference: Sec E

Allowable Items for Personal Effects of Residents

Allowable items refer specifically to the personal effect items each youth is allowed
to have in their room.

Please refer to Allowable Items list in Appendix.
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Sec C3-b - Unit Rules
Sunday, April 1, 2012

Burnaby Youth Custody Services

Security & Supervision of Residents
Provincial Policy Reference: Sec E

Basic Unit Rules

The following rules are posted in the dayroom area of every living unit.
Youth Supervisors are expected to review these rules and responsibilities at
unit meetings, and hold youth accountable.

Need to follow staff direction

Respect others by not going in to other residents’ rooms. Room doors will be kept
closed.

Keep yourself and your room clean at all times. Complete your assigned daily
chore.

Horseplay of any kind is not allowed. There will be no physical or sexual contact
between residents.

There is a zero tolerance for swearing, verbal insults, racial slurs or any other type
of victimization.

Gambling, borrowing or trading of personal items including food and canteen items
is not allowed.

Staff permission is required to open the fridge or to use the telephone.

The television is to remain off during school hours, meal times, and scheduled
program times.

Meals are to be eaten at the dining room tables.

Respect your living environment by not “tagging” with graffiti or damaging
government property.

Programs are developed for your benefit. You will attend all programs unless
excused by your SYS.

Staff Offices are ‘Off Limits’

The following rules are not posted, but are deemed “best practice” and
should be built into the daily routines of all Youth Supervisors:

All room doors closed at all times, except during morning routine (clean-up,
shower) and bedtime routine. When doors are open, all YS are to remain in the
living unit area, providing proactive dynamic supervision, at all times.

In Open Custody, youth can open their own room doors by pushing the room
button, but may not leave their room during staff break/shift change.

Residents are only allowed to attend the tier their room is on — there is no visiting
on other tiers.

Residents are only permitted to go into their own rooms — youth are not permitted
to enter other youth’s rooms.

Laundry room must be locked at all times. If it is open to allow the scheduled youth
access, direct supervision by YS must occur until the door is locked.

No sharing of food or snacks. If youth does not wish to consume own meal, it must
be discarded.

Youth must not enter the staff office at any time.

Youth must not go past staff office, down hallway to peer out door into rotunda.

All lights (dayroom and youth’s rooms) are to be left on at all times during the day.
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Food items are to be consumed in the dining area — no food is permitted in the
dayroom.

Shoes are not permitted on the furniture.

Youth are to be appropriately clothed at all times. Youth are not permitted to walk
around the unit without t-shirts on.

Hygiene and canteen items are not to be shared.

YS should make every effort to keep residents away from unit windows when other
units are using outdoor program areas. Ensure all furniture is moved away from
the window in the dayroom, and do not allow communication from the outdoor
areas to residents who are in their rooms.

YS are expected to ensure all items are removed from the windows of each
youth’s room, with the exception of their curtain. Blankets are not permitted to be
used as curtains.

YS are expected to ensure residents use the corkboard ONLY to place calendars,
photos, drawings, etc. This should be checked each morning during room
inspection. Residents are NOT allowed to hang magazine pictures anywhere in
their room or unit.
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Sec C3-c - Canteen
Sunday, April 1, 2012

Burnaby Youth Custody Services
Programs

Provincial Policy Reference: Sec E

Canteen

On Tuesday nights, when token economy is calculated, as part of the process, the
Youth Supervisor will fill in the Canteen Request Form (Refer to Appendix)
including the youth’s name, CS#, unit and allowable spending.

On Wednesday morning, the Youth Supervisor will hand out the Canteen Request
forms to all youth for them to complete. Once completed, the youth will hand the
form back into the YS, who will check the number of items purchased (10
maximum) and the amount spent (to ensure they are spending within their
allowable amount for the week).

Special Request Forms are also made available to level 3 and 4 youth to order
enhanced canteen items, pizza.

Once the YS confirms the Canteen Request form and ensures the youth has
purchased an allowable number of items within their allowed spending for the
week, they sign the bottom of the form.

All forms are gathered up, and forwarded to the Supervisor, who will forward them
to the Trust Accounts Clerk (who once entered) forwards to the Stores Officer.
During the Thursday night shift, the Youth Supervisor assigned to a given area will
write the residents’ name on each canteen item they ordered, with a permanent
marker.

The canteen items are delivered by Youth Supervisors on Friday morning, to the
residents. The residents check the items against their request form, and sign the
canteen form acknowledging accuracy. If an item is missing, the Youth Supervisor
will notify the pod Supervisor for follow-up. All signed forms must be forwarded to
the pod SYS, who will forward the completed forms to the Trust Accounts clerk, by
noon Thursday.

Enhanced canteen/special request items are delivered to each unit by Friday
evening. Try and write the youth’s name on each item

If a resident is serving a Separate Confinement order on Wednesday morning,
they are not entitled to submit a canteen form for any items.

If a resident serving a separate confinement order on Wednesday owes a damage
assessment, 100% of their weekly earnings will be put towards the debt.

Each Tuesday, the Compensation Chart is mailed out by the Trust Accounts clerk.
If a resident on any level makes money but has a damage assessment (as
detailed on the Compensation Chart), they will be entitled to spend 50% of their
earnings on canteen items. The remaining 50% will be put toward the debt. It is
the responsibility of the Youth Supervisor (completing the form on Tuesday night)
to ensure only 50% of the earnings are marked on the canteen form for allowed
spending.

Any remaining monies not spent on canteen will be put towards the remaining
damage assessment.

- For example a resident makes $ 12 total with $ 6 to damage assessment, $ 6
to canteen but only spends $ 4 on chips and soap; the remaining $ 2 will be
added to his remaining damage assessment.

- Residents are not permitted to save their 50% for release as Cornet does not
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allow for this.

- Residents are not permitted to spend their canteen items on pizza night,
enhanced canteen or special programming. (again all remaining monies not
spent on canteen will be directed to their debt)

e Any resident who orders canteen items on Wednesday, but finds him/herself
serving a separate confinement order at the time of delivery, the canteen items will
be returned to Stores and the money credited to his/her account. It is the Youth
Supervisor’s responsibility to ensure the canteen items are returned to the Stores
Officer, and the paperwork is returned to the resident Trust Account clerk. YS
should ask for assistance from the SYS to ensure this occurs.
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Sec C3-d - Evening Snack Distribution
Sunday, April 1, 2012

Burnaby Youth Custody Services

Operational Procedures

Provincial Policy Reference: Sec E

Evening Snack Distribution

Snack is to be delivered by staff each evening at bedtime, when the youth are
locked in their rooms.

Snack is to be eaten prior to lights out — not saved.

Staff will go room to room prior to lights out to collect garbage.

If youth do not wish to eat their snack, it will be returned to staff, and sent to
Programs.

Any food items (other than those marked canteen) are not to be saved, and will be
removed from youths’ rooms and considered contraband (and consequenced as
such).
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Sec C3-e - Gambling
Sunday, April 1, 2012

Burnaby Youth Custody Services
Security & Supervision of Residents

Provincial Policy Reference: Sec E

Gambling

The gambling of canteen or other items of value is strictly prohibited in our Centre.
Gambling leads to debts; which leads to victimization, and often results in
assaults/physical altercations.

Staff are encouraged to discuss gambling policy with youth, and support one
another by practicing a “zero tolerance” approach in dealing with this activity.

Any suspicion of youth gambling and/or trying to collect debts (“paying rent”)
should immediately be reported to the SYS for follow-up action.
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Sec C3-f - Laundry Procedure
Sunday, April 1, 2012

Burnaby Youth Custody Services
Security & Supervision of Residents

Provincial Policy Reference: Sec E

Laundry Procedure

Allowable Clothing Items (issued to each youth):
3 sweat shirts
3 sweat pants
5 t-shirts
5 pairs of socks
5 pairs of underwear
2 pairs of shorts
2 pairs of running shoes
2 towels (+ 1 extra brown towel for open custody)
pair of pajamas (upon request)
*Youth Supervisors, during room inspections, are to ensure all clothing in excess
of the list above are removed from the youth’s room, and placed in either the open
or secure laundry collection area.
Upon admission, each youth will be changed into:
- sweat shirt

1 t-shirt

1 pair of sweat pants

1 pair of socks

1 pair of underwear

1 pair of running shoes

- 1 towel.

All other items will be stocked in vacant rooms by Youth Supervisors, and provided
to the youth upon admission to the living unit.
Each youth will be expected to launder their own clothes, according to the unit
laundry schedule (Refer to Appendix). Each youth will have three opportunities
per week to do their laundry. Youth are expected to wash their sheets and
blankets on their scheduled laundry day, as well (minimally once per week).
Laundry room doors on unit are to be opened only for allowing access to the
machines, for youth whose turn it is on the Laundry Schedule. All other youth on
unit are restricted from access to the laundry room unless it is their day to do
laundry. The laundry room door is to be kept locked at all times. Youth Supervisors
are to supervise the laundry room when it is being used by a youth.
All laundry left behind by a youth recently released or moved to another unit needs
to be gathered up, and cleaned by the youth responsible for the daily laundry
chore.
No laundry is to leave the units to be laundered downstairs (except what the
resident is wearing to admissions for court/release).
All sheets and blankets in vacant rooms (youth recently released) will be
laundered in the main laundry room, by the open custody laundry representative.
Open Custody Youth Supervisors and Senior Youth Supervisors will be
responsible for ensuring the designated laundry rep is working in the laundry room
at various times throughout the day, on a daily basis.
Each night, the Youth Supervisor on night shift will ensure empty rooms are
stocked with allowable laundry items. Stock may need to be gathered from the
main laundry room. Staff may be required to wash, dry and sort laundry.
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Sec C3-g - Living Unit Procedures
Sunday, April 1, 2012

Burnaby Youth Custody Services
Security & Supervision of Residents
Provincial Policy Reference: Sec E

Living Unit Procedures

While the details may vary between units, the daily routine may be generally
summarized as follows:

0645-0815
Lights on, youth woken (Saturday 0830, Sunday 1000 — Permits on at 0900).
> Showers — first priority given to youth scheduled to attend court or first block of
school in the am.
> Breakfast — Youth Supervisor to organize and distribute meal and cutlery (as
necessary) prior to getting youth up. Cutlery to be logged in and out in the unit log
book. All youth are to be served their meal together. Youth are expected to be fully
dressed during meal times. Chores do not commence until all youth have finished
eating. Meals are not to be shared — any unconsumed food is to be thrown in the
garbage.
> Chores - rotational chart to be followed assigning youth to the various chores. All
chores to be completed prior to room inspection.
> Room Inspection — 0745 all youth to attend rooms awaiting inspection. YS and
designated second staff to conduct room inspection. (Refer to Appendix for
Designated Staff list and Room and Unit Inspection sheet)
0815-1130
Youth will attend school and daytime programs.
1130-1200
All youth return to living unit for lunch. YS to organize/distribute meals prior to all youth
being seated at tables. Cutlery logged in and out. Clean up does not begin until all youth
have finished eating. No sharing of meals.
1200-1230
All youth to rooms.
1230 - 1245
All youth unlocked awaiting afternoon school/programs.
1245-1410
Youth attend school and daytime programs.
1410-1445
Youth return to living units — leisure time.
Afternoon Snack distributed at 1430 by Unit Staff.
1445-1630
Youth participate in educational, leisure, recreational or work programs.
1630-1800
Youth return to living units for dinner. YS organize/distribute meals prior to youth seating
at tables. Cutlery logged in and out. Clean-up commences after all youth are finished
eating. No meal sharing.
1800-1845
Youth to rooms.
1845-2030
Youth participate in a variety of optional and mandatory evening programs. If youth

Phase 1 Page 29
CFD-2012-01409

BYCS Procedures Manual 2012 Page 1



sign-up for optional programs and choose not to attend, or choose not to attend
mandatory programs, they are locked for the duration of the program.
2030-2200

e Youth begin bedtime routine, personal hygiene, unit clean-up. Bed times are determined
by level on the Youth Incentive Program and by current behaviour. Snacks distributed to
youth once in their rooms. Prior to lights out, YS will attend each youth’s room to
remove garbage and all other food items.
2200

e All youth room lights turned off.
2300

e All radios in rooms must be turned off (0100 on weekends).

**For a complete Night Shift Staff Duties Check list Refer to Appendix**

Phase 1 Page 30
CFD-2012-01409

BYCS Procedures Manual 2012 Page 2



Sec C3-h - Log Book Entries
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control

Provincial Policy Reference: Sec E

Log Book Entries
Log books are assigned to each unit, and various program areas, and are
necessary to facilitate the exchange of information between all BYCS personnel.
Log books are legal documents, and represent a tool to record normal and critical
pieces of information, as they occur in the specific unit/program area. They are
maintained by Youth Supervisors.
Unit log book entries follow a standardized format and include routine information,
as well as a detailed documentation of critical events.
When Youth Supervisors assume responsibility for a unit at the beginning of a
shift, the following information must be noted:

- Today’s date
Shift times
Name of the ADO
Name of the SYS
Name of the YS

- s.15
Immediately below this entry, the shift start time should appear in the margin, and
a comment indicating the unit has been accepted, all residents and accessories
are present and accounted for, and the unit appears secure. The s.15
should also be detailed (ex.
From this point on, throughout the shift, the log should have a running time line of
movements including the

s.15

Confirmation of s.15 following each s.15 should be documented.

Youth Supervisors will record all visitors on unit, incidents and formal counts at
designated times. At the close of the shift, the bed plan will be detailed, and
closing comments noted (concerns, issues, and general observations). The final
Youth Supervisor entry should reflect a “logout” of the off-going staff, initialed by
that staff member.

There are to be no spaces or breaks in the log. If a page has only a few lines at
the bottom, it must be crossed off, before a new shift can be started at the top of
the following page.

When continuation is required to the next page, the date and name of the Youth
Supervisor must be recorded at the top of the page.

Log books are a legal document and an important communication tool for staff.
Clear, concise and accurate information is essential. All entries are to be legible
and printed.

Any errors are to be crossed through with a single line, and initialed by the writer.
Pages are never to be removed from any log book for any reason.
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Sec C3-i - Peaceful Sit-Ins
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Procedures

Provincial Policy Reference: Sec E

Peaceful Sit-Ins
A peaceful sit-in, or passive protest, occurs when a youth, or group of youth,
refuse to comply with staff directives.

When this happens, youth supervisors should:

Attempt to address residents’ concerns and issues where practical.

Contact the SYS/ADO and advise of the situation.

SYS/ADO will notify the Director when a sit-in occurs.

Youth Supervisors will determine cause of protest, and document activities and
behaviours of group.

Unless sit-in is creating issues with safety and security, staff are encouraged to
wait out the demonstration, continue to observe, monitor, document and attempt
to resolve the concerns of the residents.

The SYS/ADO will attend the area and attempt to positively resolve the issue.

s.15

The SYS will advise residents their concerns will be taken to the appropriate level
of authority if they disband and resume participation in regular programming. The
SYS should give a timeline of 1 to 2 days for response from a Director.

If sit-in persists, extra staff should be deployed to the unit to provide additional
staff presence, and assist in documentation (chronologically), noting primary
instigators and identified issues. Control should be advised to closely monitor the
unit on camera.

The Director is to be notified as soon as practical and provided regular updates.
If dynamics change and behaviours escalate, the SYS/ADO will determine if sit-in
has now become a disturbance, and refer to appropriate procedural policy.
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Sec C3-j - Unit File
Sunday, April 1, 2012

Burnaby Youth Custody Services
Case Management Procedures

Provincial Policy Reference: Sec E, Sec J7.05-7.06 pg. 30, Sec J7.12 -
7.13 pg. 35, Sec J8.10, pg. 41

Resident Unit File

Upon admission to custody, the Admissions & Discharge department will compile
the following documents into each youth’s unit file:

Face Sheets

Youth Incentive Program (Progress Logs) — Refer to Appendix

BYCS Professional & Personal Log form — Refer to Appendix

Incident Report Log form — Refer to Appendix

Room Occupancy Sheet — Refer to Appendix

Youth Supervisors: are to ensure each youth’s Progress Log tombstone
information is complete with a name, CS# date range and current level. Youth
Supervisors are also to make legible written entries on each Progress Log form at
the end of each shift. This entry should be a detailed summary of the youth’s
behaviour, any staff observations and any issues or concerns for that shift. Youth
Supervisors shall ensure youth are aware of their behaviour on a daily basis.
Senior Youth Supervisors: are required to review and sign all resident unit files
to ensure complete and appropriate entries at least once each block.

Youth Transfers: when youth are transferred to different units, their unit file is to
move with them. The youth are not to have possession of theirs or any other
resident unit file. Youth Supervisors are to ensure the files are moved.

When youth are transferred to a different Centre, their unit file should be delivered
by a staff member to Admissions and Discharge.

Youth Release: unit files are to remain in the living unit until the following
Tuesday, for weekly incentive calculations. Once completed, the unit file should be
delivered to the basket in Case Management for filing.

Youth Access to Files: residents may request access to their unit or master file
by contacting the Case Management Department. CM personnel will formally
follow-up with each youth request.
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Sec C3-k - Shift Exchange Procedure
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control Procedures

Provincial Policy Reference: Sec E, Sec D2.16 pg. 7

Shift Exchange Procedure

Shift Exchange

A formal shift exchange occurs each day at s.i15 (in the BYCS school library),
s.15 (both in the ADO office). This information exchange is lead by the

SYS or ADO, and is a formal verbal update to oncoming staff covering, but not

limited to, the following topics:

Recent events / concerns / incidents
Concerns regarding specific residents
Upcoming events

Programs

Assignment to units

Youth Supervisors should ensure they obtain a copy of the school/program
schedule and Internal Classification List s15 shift exchange), and an updated
copy of the High Risk List (every formal shift exchange).

Shift Exchange on Units

When oncoming Youth Supervisors arrive on their assigned living unit, a second
shift exchange will take place between the off-going staff and the oncoming staff.
Off-going staff may not leave the unit until the oncoming staff have:

Directly identified and accounted for each resident assigned to the unit.

s.15

The off-going Youth Supervisor will provide a verbal update of recent events,

issues of concern and resident behaviour as they pertain to the living unit.

Oncoming staff will complete radio check with Control.

Oncoming staff will notify Control of the number of residents in the living unit, their
s.15

Oncoming staff will review written documentation including unit log notes, progress

log updates, High Risk list, ICMP’s and e-mail, as appropriate.
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Sec C3-I - Unit Meeting Procedure
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control

Provincial Policy Reference: Sec E

Unit Meeting Procedure

Unit meetings are to be held by Youth Supervisors on a bi-weekly basis (every
payday weekend).

The Unit Meeting template is to be followed (Refer to Appendix), and discussions
should include, but are not limited to, unit dynamics, unit cleanliness, programs,
how we can improve things, YAM minutes, changes in procedures, upcoming
events, etc.

If issues arise that require supervisory expertise, call an SYS to attend the
meeting. Senior Youth Supervisors are responsible for providing feedback and
assisting in resolving issues, as appropriate.

Youth Supervisors leading the meetings should maintain a positive approach,
should work towards resolving real daily unit issues in creative, realistic ways, in
an effort to build positive relationships with residents.

Minutes from the meeting should be documented on the Unit Meeting template
and forwarded to all Senior Youth Supervisors (via e-mail MCF BYCS
Supervisors) and Giovanna Gentile, for placement on S drive.

The information on the Unit Meeting template must include the unit name and
date, the name of the Youth Supervisor that hosted the meeting, and the last
names of the residents that attended the meeting.

The minutes can be found on S drive by following the path below:

s.15
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Sec C3-m - Venture & Separate Confinement Procedures
Sunday, April 1, 2012

Burnaby Youth Custody Services
Security & Supervision of Residents

Provincial Policy Reference: Sec E

Venture & Separate Confinement Procedures

The Venture unit/Separate Confinement area/Medical Observation Unit may
house residents for a variety of reasons including, but not limited to, youth serving
separate confinement orders, youth requiring additional supervision for
medical/mental health reasons, youth transitioning from separate confinement
back to a regular living unit, overnight admissions and/or difficult to classify youth.

For youth serving a separate confinement order in the Venture/Separate
Confinement Units, the following procedures apply:

Lights on/wake-up times Monday to Friday — 0800, Saturday — 0830 and

Sunday — 1000. This includes lights in the dayroom area, as well as all individual
room lights.

Youth are to be checked at irregular intervals not to exceed 15 minutes while in
their rooms. All checks must be documented on the Separate Confinement
Running Log and in the unit log book, detailing specific observations (e.g. youth
acting out, nurse on unit to see youth, etc.). Youth must be checked visually by
the Youth Supervisor — not just observed on camera.

Prior to a Youth Supervisor entering a youth’s room, the youth must be seated on
the bed, with their hands visible.

All meals will be served to youth in their rooms. All meals provided by the kitchen
are served on paper plates, and plastic cutlery is supplied.

Upon completion of meals, youth are to place all plates, cutlery, beverage
containers, etc. on their counter top. Once the youth are seated on their bed with
their hands visible, the Youth Supervisor will enter the room and count and
retrieve all items.

For youth serving a Separate Confinement Order that require medications from
Health Care, the nurse will attend the unit to disperse the medication. Upon arrival
at Venture, the nurse will leave the locked medication cart in s.15

and attend the youth’s room, with the escorting Youth Supervisor. If the youth is
on 2-1 status, the Venture SYS will also attend the youth’s room. If the youth is
not following staff direction, the medication will not be dispersed until the youth is
settled.

Youth will be allowed out of their room one at a time, a minimum of one hour per
day — times to be determined in consultation with the SYS depending on the
number of youth housed in Venture and Separate Confinement, the dynamics,
daily circumstances, incidents, etc.

During the time out of their room, youth will be expected to have their shower,
may make a phone call and spend the remaining time completing appropriate
learning packages. Learning Packages are available on S drive, and are generally
provided by the Senior Youth Supervisor, and logged and recorded on the youth’s
behaviour plan. Youth Supervisors are expected to provide direct, dynamic
supervision of the youth while out of their room, and assist the youth with
completion/understanding of the learning packages. Youth will also be expected
to complete a chore while out of their room including cleaning their room, and may
be assigned an additional chore (ex. sweep dayroom, clean shower, etc.).
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The Behaviour Management Form makes up part of the original Separate
Confinement Order package. The Senior Youth Supervisor is responsible for
setting up this form, in terms of selecting appropriate Learning Packages for the
youth, ensuring the LS| is completed, coordinating a mediation (if necessary), etc.
While serving a separate confinement order, youth will be expected to complete a
Life Space Interview as soon after the original incident as appropriate, to address
behaviours resulting in the separate confinement order. The Youth Supervisor will
document the LSI on glass, and forward to the Senior Youth Supervisor. Ideally,
the LSI should be completed with the staff member involved in the original
incident.
Youth serving separate confinement orders are allowed the following items in their
room:

- one pillow

- sheets

- blankets

- one hard or soft cover book

- NO PENS OR PENCILS ARE ALLOWED IN ROOMS AT ANY TIME.
Mattresses must remain on the designated platform at all times. If the youth puts
the mattress on the floor, it will be removed from the room.
Youth are not permitted to put pictures on their room walls, and will receive a
consequence for any graffiti or tagging.
Toiletries are to be stored in the staff office, and provided to the youth when they
come out of their room for their shower. Toothpaste is not permitted in the shower
area.
While serving a separate confinement order, youth will be reviewed by the Senior
Youth Supervisor every 4 hours, and advised whether or not they will be removed
from the separate confinement order. The YS will complete the room inspection
every 4 hours, and document findings in the unit log.
If reviewed and removed early from the separate confinement order, the SYS
must document the reasons for removal on the Separate Confinement package.
The completed Separate Confinement Package should be forwarded to the ADO
by the SYS as soon as possible upon completion. Youth will be transferred to
Venture unit (if not already housed there), to commence transition back to a
regular living unit. The Youth Supervisor will work with the youth to develop a
behaviour management plan, to facilitate the transition from separate confinement
to a regular living unit.
Lights out at 2130 hours, 7 days per week.

s.15

Just prior to 2130 lights out, all rooms are to be cleared of all items (book, juice
cartons, etc.). The youth may keep their running shoes in their room. If the youth
is not cooperative, a second staff member should be present (ex. Control/Prowl
Officer, Float, etc.). The Senior Youth Supervisor will complete the room
inspection at this time, if available.

For youth residing in Venture Unit NOT serving a separate confinement
order, the following procedures apply:

Lights on / wake-up times are 0830 (at the latest) Monday to Friday. If youth
housed in Venture are scheduled for school, court or a specific program in the
morning, they will need to be awakened earlier. Youth are to be showered, fed
and rooms cleaned prior to leaving for their scheduled appointment. Lights on /
wake-up time on Saturday is 0830 and 1000 on Sundays and holidays.

Youth must be seated on their bed, with their hands visible before the Youth
Supervisors unlocks or enters the room.

Depending on the reason the youth is housed in Venture, the level of supervision
required may vary. If youth recently completed a Separate Confinement Order
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and are transitioning back to a regular living unit, are overnight admissions or
youth difficult to classify to regular units, they may be checked at irregular
intervals not to exceed 30 minutes. If the youth are housed in Venture for medical
and/or mental health reasons, the level of observation may be increased based
on consultation with the BYCS Health Care and/or Mental Health team.

Youth will be served all meals in their rooms.

Youth are allowed the following items in their rooms: mattress (must remain on
platform at all times), pillow, sheets, blankets, BYCS issued clothing, one book
and one each hygiene items.

In general, youth will be allowed out of their room one at a time, for a minimum of
one hour per day — schedule of time out of room to be determined in consultation
with the SYS based on number of youth in unit, whether or not any of the youth
are serving separate confinements, unit dynamics, etc. The SYS will also
determine whether or not it's appropriate to have more than one youth out of their
room at a time. If the youth can be out of their room(s) for more than one hour (ex.
if only one youth is residing in Venture, or if dynamics between youth are
positive), they should be allowed out of rooms as much as possible, depending on
behaviour.

If youth residing in Venture are coming off a separate confinement order, and
transitioning back to a regular living unit, they must complete a Life Space
Interview (if they haven’t already completed one), with the staff member involved
in the original incident (if possible). The Youth Supervisor is to document the LSI
on the LS| template (on glass), and forward to the SYS upon completion.

Youth Supervisor and youth will be expected to develop a Behaviour
Management Plan (BMP) outlining youth’s plan to transition back to a regular
living unit. This could include attending school from Venture, attending limited
programming with a prospective living unit and/or completing specific/appropriate
Learning Packages.

Learning Packages are to be completed with the assistance of the Youth
Supervisor, to demonstrate an understanding of the behaviour that resulted in
separate confinement, and explore appropriate behavioural options to practice in
future similar situations.

If the youth has been provided homework as part of their BMP, the Youth
Supervisor may provide the youth a pencil, which will be documented in the unit
log book. When the youth is done with the pencil and/or the YS is nearing the end
of his/her shift, the pencil will be returned to the YS and documented as such in
the unit log book (Youth Supervisors must be accountable for all pencils issued).
Lights out at 2200 hours, 7 days per week. Just prior to lights out, Youth
Supervisors will clear each room of items (book, hygiene items, juice containers,
etc.). Youth may keep their running shoes in their room overnight.
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Sec C3-n - Room Inspection Protocol
Sunday, April 1, 2012

Burnaby Youth Custody Services

Security & Supervision of Residents

Provincial Policy Reference: Sec E

Room Inspection Designated Staff Duties

Weekdays

Control will announce 5 minutes to Room Inspection at 0745 hours)
Following Designated Staff report to units at 0750 hours

- Emerald

- Elkhorn

- Golden Ears

- Glacier

- Harrison s.15
- Hollyburn

- Asperity

- Cypress

- Columbia

Weekends and Holidays

Report to Unit at 1230 hours (Control will announce Room Inspection)

- Emerald

- Elkhorn

- Golden Ears

- Glacier

- Harrison s.15
- Hollyburn

- Asperity

- Cypress

- Columbia
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Sec C4-a - Assaults in Custody
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control

Provincial Policy Reference: D10 pg. 32, D13 pg. 52

Assaults in Custody

All known or suspected assaults in custody shall be addressed by Youth
Supervisors. The ADO/SYS should be notified as soon as possible regarding the
incident.

Where an assault involves a cooperative victim, the ADO/SYS shall ensure:
The subject of the assault, or suspected assault, has no further contact with the
person(s) suspected or accused of committing the assault.
Make medical assistance available to injured persons.
Ensure all persons are safe from intimidation (including other potential witnesses
in the area that may be threatened or intimidated by the accused youth).
Preserve evidence and take photographs as necessary.
Contact the Burnaby RCMP at 604-294-7922 and provide the following
information:

- Details of the assault

- Extent of injuries

- Names of those involved

- Whether or not victim is cooperative & if there are any witnesses

- Immediacy of the response required
Make referrals to the Mental Health Team as appropriate.
Collect Incident Reports and written statements from witnesses and written
statement from the victim.
Coordinate and forward assault packages for RCMP, Director and Case
Management team.
The ADO/SYS is responsible for ensuring the parent or guardian of the
injured/assaulted youth is notified.

The Assault Package compiled for the RCMP should include the following
documents:

Police Referral Package Checklist (copy) — Refer to Appendix

Face Sheets for all youth involved in incident

Witness Statement List (Original) — Refer to Appendix

Photographs of injury and other pertinent details

Youth Injury Report (copy) — Refer to Appendix

Incident Report (copy)

Consent to Disclosure of Information (copy) — Refer to Appendix

Other evidence, as applicable.

Assault packages should be forwarded to Burnaby RCMP, the Director and Case
Management (place in basket on CM boardroom table).

Where the victim is uncooperative, the ADO/SYS shall ensure:

Youth Supervisor statements and Incident Reports are as detailed and
comprehensive as possible.

A cover letter is included in the Assault Package detailing the circumstances of the
assault, and the lack of cooperation from the victim and/or witnesses.
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o A letter is prepared clearly indicating the police file number and note the victim has
6 months from the offence date to pursue the assault charge.

e The letter shall be placed in the victim’s personal effects so it is available upon
their release.

Phase 1 Page 41
CFD-2012-01409

BYCS Procedures Manual 2012 Page 2



Sec C4-b - Sexual Assaults
Sunday, April 1, 2012

Burnaby Youth Custody Services

Emergency Contingency Procedures

Provincial Policy Reference: D10 pg. 32, D13 pg. 52, Child Abuse
Handbook

Sexual Assaults

In all cases where a youth reports they have been sexually assaulted, or where a
staff member suspects a youth may have been sexually assaulted (either prior to
admission to custody or afterward), the Youth Supervisor must report the
information to the on-site Child Protection Social Worker or a community Child
Protection Social Worker and the ADO.

Where a youth reports they have been sexually assaulted within the past 72
hours, the ADO shall:
Ensure the subject of the sexual assault (or suspected sexual assault) has no
further contact with the person suspected or accused of committing the assault (if
the alleged sexual assault occurred in the youth custody centre).
Make medical assistance available to injured persons. Liaise with Health Care to
determine whether or not hospital transport is appropriate, and if so, designate
the most suitable staff to escort.
Remain neutral and behave in a manner which affords the victim the greatest
possible amount of dignity, respect and physical and emotional safety.
Preserve evidence and take photographs as necessary (limited to closing off
and/or photographing a location where the assault may have occurred, or
preserving a piece of torn clothing — RCMP will be responsible for gathering all
other forms of evidence).
Contact the Burnaby RCMP and Director, and provide the following information:

- Details of the assault

- Extent of injuries

- Names of those involved

- Whether or not the victim is cooperative, and if there are any witnesses
Make referrals to the Mental Health team as appropriate.
Collect Incident Reports and written statements from witnesses (including the
staff member to whom the allegation was first disclosed), and a written statement
from the victim.
Coordinate and forward a detailed sexual assault package to the RCMP, the
Director and Case Management (Refer to Appendix for Assault Package
forms). Case Management will ensure appropriate notifications are made to
parents/guardians and the community.
Take steps to prevent subsequent assaults and victimization.

Where the youth reports they have been sexually assaulted historically, the
ADO shall ensure:

The disclosure is forwarded to the BYCS Child Protection Social Worker If the on-
site SW is unavailable, the ADO shall ensure the disclosure is forwarded to the
duty officer at the Burnaby Integrated office (604-660-5900) or MCFD After Hours
(604-660-4927) for appropriate follow-up.

The ADQO, in consultation with the Centre SW, the SW with the Burnaby

Integrated team or MCFD After Hours, will be responsible for determining who will
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contact the police for appropriate follow-up.

Please see Child Abuse Protocol, Sec B5, for further detail.
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Sec C5 - Searches of Persons and Property of Youth
Sunday, April 1, 2012

Burnaby Youth Custody Services

Security & Supervision of Residents

Provincial Policy Reference: D4 pg 10-15

Searches of Persons & Property of Youth
Youth Supervisors are authorized to conduct searches of youth, their
possessions, clothing or their rooms:

s.15

For the purpose of detecting contraband
Where there are reasonable grounds to believe the youth may be in
possession of contraband or evidence relating to an offense.

Types of Searches:

Frisk Search (or pat search) — means a hand search or search by use of a
hand held screening device, of a clothed person from head to toe, down the
front and rear of the body, around the arms and legs and inside clothing
folds, pockets and footwear. This type of search must be conducted by a
staff member of the same gender. If urgent (for health reasons, safety or
security), the frisk search may be conducted by a staff member of the
opposite gender, but only in the presence of a second staff member.
Screening Search — means a search of a clothed person and any personal
possessions, including clothing, that the person may be carrying or wearing,
that is conducted visually or with the use of a screening device (ex. hand-
held metal detector). This type of search may be conducted by a male or
female staff irrespective of the gender of the youth being searched.

Strip Search — means a visual inspection of an unclothed person (including
the person undressing completely, open mouth, hands or arms, soles of feet,
inside of ears, person running fingers through their hair, person bending
over). This type of search must be conducted by a person of the same sex as
the youth.

- The YS conducting the strip search must inform the youth of the
reasons for the strip search, and explain how it is to be conducted. It
must be carried out in a private area, and as quickly as circumstances
allow. Youths can disrobe the top half their body first, then redress
before they disrobe the bottom half of their body. All strip searches must
be documented and signed on a Strip Search Log (Refer to Appendix).

All searches are to be conducted so as to preserve the integrity and dignity of
the youth.
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Sec C6-a - Continuous Monitoring
Sunday, April 1, 2012

Burnaby Youth Custody Services

Emergency Contingency Procedures

Provincial Policy Reference: Sec D2.10 - 2.13, pg. 5-7

Continuous Monitoring
At any time a person in charge determines the need for elevated and
continuous monitoring, 15 minute and %2 hour checks may be exceeded. The
person in charge shall communicate the continuous monitoring requirements
to the youth supervisor in the unit and control area who shall make a written
record in the living unit log and control log. Continuous monitoring can be
provided in a number of ways which may include any or all of the following
measures as determined by the person in charge:
Placement of young person in a room that provides for continuous visual
observation which may utilize an electronic video monitoring device.
In person visual inspections at enhanced intervals.
Direct face to face supervision provided through placement of staff to provide
for clear line of sight supervision.
Other measures as appropriate (e.g. increased staffing levels)
Regardless of the type of consequence imposed (e.g. room time or separate
confinement), enhanced monitoring may be authorized by the person in
charge at any time a youth is assessed to be in a state of crisis or an
elevated level of risk exists. A state of crisis which poses additional safety
concerns includes, but is not limited to, 5.15

s.15
The role of the youth supervisor and person in charge are defined as the
following:
Monitoring and documentation is conducted by youth supervisors and
involves visual inspections and documentation as required by policy and
supervisory direction, ensuring access to food, water, and bathroom facilities.
At BYCS, the youth supervisor will document all visual inspections in the unit
log book and the Separate Confinement running log (if applicable).
Assessment and initial authorization is conducted by the Senior Youth
Supervisor responsible for the area and involves evaluation of the need to
continue or discontinue the level of monitoring and restrictive intervention
initially authorized. The Senior Youth Supervisor will inform the youth
supervisor of any need to begin or continue continuous monitoring.
The role of the control officer is as follows:
Monitoring and documentation - Upon receiving a request from the person
in charge to put a young person currently in a state of agitation/crisis/risk on
camera, he/she shall monitor and report any behaviour concerns to the
person in charge immediately.
The control officer shall document in his/her log book the request to monitor,
any reportable behaviour and the advice to stand down video monitoring.

Phase 1 Page 45
CFD-2012-01409

BYCS Procedures Manual 2012 Page 1



Sec C6-b - Staff Supervision
Sunday, April 1, 2012

Burnaby Youth Custody Services
Security & Supervision of Residents

Provincial Policy Reference: Sec D1.05 - D2.15, pg. 2-7

Staff Supervision

Security is maintained at BYCS using a combination of static measures
(physical plant — ex. locks, cameras) and dynamic measures (interaction
between staff and residents). Dynamic supervision is the preferred method to
control youths’ behaviour.

Youth Supervisors are expected to utilize a dynamic and proactive approach
in supervising youth in custody.

In secure and open custody, a visual inspection of each youth in their room
shall be conducted by a Youth Supervisor at intervals not to exceed a half-
hour (or more often if required). This check must be logged in the unit log
book as soon after the check as is practically possible.

Where a youth is serving a separate confinement order, a visual inspection of
the youth shall be conducted by a Youth Supervisor at intervals not to
exceed 15 minutes (or more often if required). This check must also be
logged in the unit log book and Separate Confinement Running Log as soon
after the check as is practically possible. Comments should include a
description of the youth’s activities, demeanor and/or physical condition.

s.15

Where a youth is deemed “high risk” and identified as such on the daily High
Risk List, Youth Supervisors shall be aware of each youth in their care on
this status, and shall be checked at irregular intervals not exceeding 15
minutes. If the “high risk” youth is confined to a room, the checks must be
recorded.
Electronic surveillance can only be used to monitor youth in hallways,
corridors, dayrooms, etc. It does not replace visual supervision and one-to-
one interaction between staff and youth.
Youth Supervisors are expected to supervise youth in the living units by
being present in the living unit area.

s.15

It is particularly important for Youth Supervisors to be
present and actively managing unit dynamics at meal times, clean up times
and bedtime. Youth Supervisors are not permitted to read novels,
magazines, newspapers, etc. while supervising their unit (these activities are
restricted to break periods).

Youth Supervisors may use the office to conduct necessary business (place
a phone call, update log book, etc.) then shall return to the living unit area to
maintain close supervision of the youth. Ideally, staff should only enter the
office when risk is minimized (ex. when a second staff is on unit).

In order to protect the privacy and dignity of female residents, female youth
will be supervised exclusively by female staff while on living units. If same
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gender staffing is not possible, same gender staffing shall be provided during
wakeful hours (particularly during the supervision of changing, shower, and
toilet areas). Male staff members are permitted to work in female living units
only to the degree that human dignity and privacy are not compromised, and
only for brief periods (ex. to cover breaks).
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Sec C7 - Use of Physical Restraint & Mechanical Restraint Devices
Sunday, April 1, 2012

Burnaby Youth Custody Services
Security & Control of Residents

Provincial Policy Reference: Sec D5 pg 16 - 22

Use of Physical Restraint & Mechanical Restraint Devices

If all other means of dealing with a youth have been exhausted, or are not reasonable in the
circumstances, a staff member may use reasonable and necessary force to:

Prevent or discontinue harm to another person, or

Prevent the commission or continuation of an offence including the apprehension of an
escaped youth, or

Overcome resistance or compel compliance necessary for the security of the youth custody
centre.

The following behaviour management techniques are not to be used by Youth Custody staff:
All weapons (firearms, tasers, capstun)

Chemical restraints

Excessive or inappropriate use of force, restraints or confinement including corporal
punishment

Withholding food or water

Use of aversive stimuli to compel compliance

Group punishment

Forced physical exercise to eliminate behaviours

Punitive work assignments

Use of demeaning, shaming or degrading language or activities

Application of force, physical restraint, mechanical restraint or confinement by a person not
authorized, qualified and trained.

Requirements for using physical and mechanical restraints:

All other means of dealing with the youth have been exhausted or are not reasonable in the
circumstances.

Where appropriate, the youth is advised restraint may be used, and action required to avoid
the use of restraint.

The ADO/SYS must be advised of the intention to use restraint

A second staff member must be present before restraint is used.

The form of restraint used must be the minimum, safest and most effective as the
circumstances allow.

Must not involve the use of pain unless required to prevent harm to the youth or other
persons.

Regarding mechanical restraint devices, at no time shall the device be attached to a
stationary object unless circumstances are of an extraordinary nature, and it is necessary to
prevent extreme violence or self harm, in riot situations or during hospitalization of a youth
deemed to be a high risk and/or escape risk.

While mechanically restrained, the youth shall be subject to continuous face-to-face
monitoring by the YS. Where continued use of physical or mechanical restraint is necessary,
the youth must be assessed every 15 minutes for any harmful effects and a continuing log
must be documented detailing the reasons for restraint, length of restraint and verifying
continuous face-to-face monitoring, and the results of the required 15 minute assessments.
Where physical or mechanical restraints are used, they shall be discontinued as soon as
possible.

Physical restraint shall not exceed 30 minutes unless it's necessary to manage the
continuing escalated behaviour of a youth that threatens the safety of the youth or others,
and is authorized by the Director or Deputy Director.

Where physical restraint continues for more than one hour; the Director or Deputy Director
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must be notified and authorize the restraint to provide for the safety of the youth or others.
Where mechanical restraint devices are necessary for the safety of the youth or another
person, and other means of dealing with the youth have been exhausted or are not
reasonable, the ADO/SYS must assess the necessity of the continued use of the device
every 15 minutes. The youth shall be provided reasonable access to food and water to
minimize the adverse effects of being restrained.

Where the use of mechanical restraints continues beyond one hour and up to 8 hours, the
ADO/SYS must notify and get the approval of the Director or Deputy Director.

Where mechanical restraints are used beyond 8 hours, there must be approval from the
Provincial Director (Executive Director, YCS). In this situation, the Director of BYCS must
review the situation every 30 minutes, and the Provincial Director must review the situation
every 4 hours.

In all cases where physical or mechanical restraints have been used, an electronic incident
report shall be completed detailing all actions taken prior to using restraints, the reason for
using restraints, the type of restraint device necessary, any harm experienced by the youth,
the names of all staff and/or youth involved, and the date, time name and signature of the
reporting staff member.
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The following chart summarizes the grounds and legislative authority for the use of
restrictive behaviour management interventions.

Continuous face to face monitoring can occur via a combination of staff presence and camera
monitoring to ensure direct supervision of the youth.

YCS
Intervention and
terminology

No incident or
restrictive
Intervention.
General supervision
levels.

Room Time as a
result of
consequence

» Physical Restraint

v Mechanical
Restraint

Separate
Confinement

. Any infraction

Grounds Time Limits

. Up to 2 hours
as authorized
by a supervisor

listed in YCR
sec. 10

Prevent harm, | Up to 60
prevent minutes unless
escape, approved by
overcome the Director.
resistance

Prevent Up to 1 hour
escape, unless
maintain approved by
control of Directorto a
youth, or max. of 8

hours, unless
approved by

prevent harm
to self or others

Provincial
Directorto a
max. of 72
hours. Reviews
every 15
minutes.

Prevent harm, |Up to 72 hours

maintain per incident.

custody centre

security,

possession

contraband,

taking

intoxicants.

Other means of
dealing with the
youth are not
appropriate.

'Monitoring/

‘ Monitoring - every 15

| Legislative

Reautharizations* | Authority

. All youth in custody

are subject to 30
minute visual checks
by unit youth

supervisor.

Monitoring - every 15 ‘ Sec. 12 YCR
minutes by unit youth

supervisor

Reauthorization - n/a

Monitoring - ongoing | Sec. 14 YCR
continuous face to

face by supervisor

Reauthorization -

every 60 minutes by

Director

Monitoring - ongoing | Sec. 15(2) YCR
continuous monitoring

every 15 minutes and

every 15 minutes by a

supervisor

Reauthorization after

60 minutes - every 30

minutes by the

Director

Sec. 13 YCR
minutes by unit youth
supervisor while on
Separate Confinement
Order

Youth requiring
additional
supervision due to
level of current
agitation are placed
in rooms with
cameras for
continuous
monitoring.

Reauthorization -
every 4 hours by a
supervisor

Health Care -
Assessment within 12

hours
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Sec C8 - Use of Hand Held Video Equipment
Sunday, April 1, 2012

Burnaby Youth Custody Services
Security & Control of Residents

Provincial Policy Reference: Sec D6 pg. 22 - 23

Use of Hand Held Video Equipment

At the direction of the Director / ADO, hand held video equipment may be
used to tape emergencies and critical incidents involving youth who pose a
danger to themselves or others and/or which may involve the use of force or
physical restraint.

The person in charge shall assign a youth supervisor competent in the use of
the hand held video camera to record the incident. Only that person shall
operate the camera.

In incidents where it is possible to foresee the need to videotape an incident,
taping should start when an intervention plan has been established and upon
the direction of the person in charge. Taping shall continue until the situation
is under full control. Taping should cease upon direction by the person in
charge.

Due to the seriousness of these types of incidents, recording should be
continuous and uninterrupted.

Once the incident is over, the person in charge shall remove the tape from
the camera and place it in a secure area identified by the Director.

The person in charge shall ensure a written report detailing the incident and
the use of the hand held video equipment is submitted to the Director in a
timely manner.

The hand held video equipment shall be stored in an area identified by the
Director.

**\Video Equipment is to be used solely for emergency situations and
critical incidents. **
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PROCEDURES

Sunday, April 1, 2012
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Sec D1-a - Assistant Director of Operations Responsibilities
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control

Provincial Policy Reference:

Assistant Director of Operations Responsibilities & Duties
The ADO is the on-site Manager 7 days per week. The ADO is responsible for
overseeing the daily operations of the Centre.

The following duties are examples and guidelines of ADO responsibilities. The
ADO performs these duties in conjunction and partnership with the Senior
Youth Supervisors on shift, and has overall responsibility for the residents,
staff, contractors, visitors and the community.

Daily
Ensure verbal exchange of information with off-going ADO/SYS, and

s.15
Responsible for overall staff deployment, in conjunction with SYS.
In conjunction with SYS, work with Administrative Coordinator to ensure
appropriate staffing complement. Where necessary, ensure Leave
Management and /or Special Leave Request forms are completed and follow-
up e-mail communications to the Administrative Coordinator and/or Director of
Staffing and Support Services are completed.
Be familiar with BCGEU Master Agreement (ex. call-out protocols, overtime,
WCB, etc.).
Review shift report and ADO Log Book, IR Log and other pertinent
information.
Log onto Outlook, review e-mail information, respond as appropriate.
Oversee SYS’s on shift, and ensure they are informed and up to date.
Record clear, articulate entries in the ADO log book.
Log onto CORNET to keep access current.
Prepare notes for shift change, in conjunction with SYS.
Co-deliver shift exchange, in conjunction with SYS, identifying all SYS’s and
their area of responsibility.
As Manager, ensure staff are informed regarding current policy changes,
expectations, operating procedures and current plan.
Oversee SYS'’s, to ensure they are physically on units, and supporting YS.
Conduct s15 Supervisor's meeting to gather pertinent information from all
departments, identify potential concerns, resolve issues and delegate tasks as
appropriate.
Attend s15 meeting and brief Directors and other service providers regarding
recent events, areas of concern, and any other relevant updates.
Tour living units at least once each shift.
Sign unit log books during tour.
Support SYS in their response to all calls for assistance and codes.
In conjunction with the Administrative Coordinator, liaise with WSI for all
maintenance and repair needs.
Compile information from all SYS on duty to include in the shift report, which
must be submitted and forwarded to the night shift SYS prior to going off shift.
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WCB Protocol / OSH

Ensure safety and security of staff and residents following an incident.
Regarding staff injury, ensure SYS has staff see Health Care, complete form
7, and if required provide escort to hospital.

Forward completed forms to Director of Staffing and Support Services for
follow-up.

As the on-site Manager, complete the Joint Accident Investigation Form with a
member of the OSH committee.

Complete Operational or Critical Incident reviews as appropriate or as
directed.

Ensure CIRT is contacted if required, and provide the opportunity for a staff
debrief.

Complaints

All resident complaints must be responded to within 5 working days of being
submitted by a resident.

Review all resident complaints and attempt to resolve at the lowest level.

If resolved, complete the form and have the resident sign and date it.

If not resolved, add ADO comments and submit to Director of Operations.
All complaint forms must be completed and submitted to the Director of
Operations for final sign-off and tracking.

Incident Reports

Discuss all incidents with SYS to determine appropriate consequence.
Approve all IR’s on ICON as required, and ensure documented in ADO IR
Log.

Separate Confinement

Oversee the administering of Separate Confinement when necessary
according to policy and procedures.

Approve all Separate Confinement orders on ICON and document in ADO IR
Log.

Ensure all documentation (LS|, Learning Packages, apology letters, etc.) is
present.

Ensure the Separate Confinement Order form is fully completed by the SYS.
Ensure completed Separate Confinement package is delivered to the file clerk
for placement in the youth’s Master File.

Team Meetings
In conjunction with the Director of Operations, ensure all SYS complete
quarterly team meetings with their YS.

Fire Drills
The ADO is responsible for coordinating a fire drill s.15

Monitor staff and resident response and reaction to Fire Drills.
Report all infractions and areas that need repair.
Document Fire Drill results in Fire Drill Log in ADO office.

Emergency Procedures

Be familiar with all emergency response protocols.

In emergency situations, ensure staff and youth safety.
Ensure all required documentation is completed as necessary.
Ensure required community notifications are completed.
Contact on-call Director to notify, and follow-up as directed.
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Building Maintenance

Ensure Saturday morning Weekly Unit Security Checklists are completed (YS
to complete for each unit and submit to SYS, who compiles all forms and
sends glass copy of the Weekly Supervisors Checklist to ADO and
Administrative Coordinator. The Administrative Coordinator will forward all
items for repair to WSI.

Authorize after hours repair requests as necessary.

Warrants of Suspension

Facilitate after hours requests for Warrants of Suspension. Ensure on-call
Manager is contacted for approval of warrant.

Execute Warrants of Suspensions on youth who turn themselves in directly to
the custody centre.

Other
Prepare written reports, discussion papers and others as requested by a
Director.
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Sec D1-b - How to burn a CD for evidence from the ADO office
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Procedures

Provincial Policy Reference:

To burn a CD for evidence, follow the steps below:

s.15
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Sec D1-c-Use of DVR and Surveillance Cameras
Wednesday, May 23, 2012

2:38 PM

Burnaby Youth Custody Services
Operational Procedures
Provincial Policy Reference:

Use of DVR and Surveillance Cameras at BYCS

Supervision of staff

Reviewing the recorded events from the DVR for the purposes of staff supervision or staff “education” is
strictly prohibited.

Active watching of the live camera feeds for the purpose of staff supervision is also strictly prohibited.

Video recordings as evidence

In the event of a serious incident that would include, a bona fide Code Yellow response, any use of force
or control technique on a resident, the suicide or attempted suicide (slashing, hanging etc.), resident
engaged in self harm, the escape or attempted escape of a resident, a Code Blue or other medical issue,
or any other incident that in the judgment of the Person in Charge may be of a serious nature, all DVR
recordings of the incident, including recordings leading up to the incident and upon conclusion of the
incident are to be saved. This will be authorized and arranged by the Director or Deputy Director only.

Emergent need to review DVR recordings following an incident

If there is deemed to be an emergent need to review the recorded events following an incident, the
Person in Charge must seek the express permission of the Director or, in his/her absence, the Deputy
Director to do so. This reviewing must be done privately and not in the presence of other staff members
or supervisors. A full report in writing to the Director is to follow the viewing of any recorded footage.
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Sec D2 - Control Manual
Sunday, April 1, 2012

Provincial Policy Reference: Sec E1 pg. 1, Sec E2pg.4-5

BYCS
Control Manual

s.15

Updated 2011.02.09

Phase 1 Page 58
CFD-2012-01409

BYCS Procedures Manual 2012 Page 1



TABLE OF CONTENTS

1.

GENERAL
DUTIES AND POST DESCRIPTION
CONTROL OFFICER SURVIVAL

OPERATIONAL PROCEDURES
COMMUNICATION SYSTEMS
RADIO NETWORK
MOVEMENTS
COUNTS
VISITS
CONTRACTORS/VOLUNTEERS
ISSP CONTACT PROTOCOLS
KEY / EQUIPEMENT SIGNOUT
VEHICLE SIGN OUT
CONTROL LOG BOOKS
EMERGENCY PROTOCOLS

e COMPUTER FAILURE

e FIRE EVACUATION

e BOMB THREAT

3. BUILDING CONTROL AND SECURITY SYSTEM

BYCS Procedures Manual 2012 Page 2

Phase 1 Page 59
CFD-2012-01409



GENERAL

DUTIES AND POST DESCRIPTION

Work Location:
Operations

Immediate Supervisor:
On shift ADO

JOB SUMMARY

Under the direct supervision of the Assistant Director, Operations, this
position is responsible for s.15

s.15
Only those staff
directly working in and out of Control, or supervising the Control staff are
allowed into the area.

s.15

members posted to Control must have completed the relevant training and
been tested for knowledge and suitability (written and practical). The staff
members posted in the area are expected to work as a team when
facilitating movements, communications and emergencies.

Supervision of the area, on a daily basis during wakeful hours, is the
responsibility of the s.15 During non-wakeful
hours, the s.15 assumes this responsibility.

s.15 staff is responsible for Control break coverage and
immediate response to emergency situations. s.15 perform
scheduled perimeter/ security checks and other duties as assigned.
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CONTROL OFFICER DUTIES INCLUDE BUT ARE NOT LIMITED TO:

Processing radio and telephone communications.

Processing requests for general announcements as requested.

Controlling movements into and within the centre.

Managing emergent situations in a calm manner.

Testing s.15 system, distribution, tracking and inventory control of
all

Monitoring, verifying and acknowledging s15 alarms.

Reviewing changes to and maintaining familiarization with the BSCS system.
Logging and reporting BSCS deficiencies.

Ensuring visitor tags are clearly displayed on persons within the facility.

s.15

Facilitating the formal counts in conjunction with the Admissions department,
and conducting formal counts after hours.

Ensuring awareness of no-contacts in the building, by reviewing daily High
Risk List.

Logging on and off CORNET daily.

PROWL OFFICER DUTIES AND RESPONSIBILITIES INCLUDE, BUT ARE
NOT LIMITED TO:

Provide a visual presence in common areas, visits, hallways, courtyards,
outdoor program areas as well as the living units.
The Prowl Officer is expected to maintain a high vigilance in these areas at
all times and be available to respond to escalating situations and
emergencies.

s.15
The Prowl Officer will be required to assist with resident movements, visits,
and Control breaks/respite.

s.15

Assist operationally as needed (escorts, transports, searches, etc.).
NOTE:

s.15

ROOM TIME:
Control will announce all ROOM TIMES via the paging system.
- Five minutes prior to a scheduled ROOM TIME, Control will announce a
five-minute warning to all areas.
s.15

FORMAL COUNTS:
Control will announce all Formal Counts via the paging system and radio.
- At a scheduled Formal Count, Control will announce,
s.15

Admissions and Discharge is responsible for facilitating and reconciling all
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formal counts during their hours of operation. This function will be assumed
by Control on evenings, weekends and statutory holidays.
Control will announce when the count is clear.

**If there is a problem reconciling the count, Control will contact the
ADO. **

FUNCTIONAL DESCRIPTION

Control: hours of work - 12hrs
Control: hours of work - 8 hrs. s.15
Prowl: hours of work — 10 hrs.

DAYSHIFT s.15

s15 Control 12hr and 8hr Shift Exchange
Control officer reports to ADO.
On-coming Control officer ensures they receive a verbal shift summary from
the off-going Control officer before going off shift.
Ensure si15 are accounted for.
Log onto the BSCS.
Sign out all s.15 for day shift.
Prepares Daily Count Sheet, log onto CORNET.

s.15
Control facilitates court movements from living units to Admissions and
Discharge.
Control facilitates Sheriff and transport movements in and out of the Centre.

s.15
Formal Count s.15

Living Unit staff report counts to Control staff. Control staff will confirm
counts with Admissions.

5.15 (approximately)
Facilitate the movement for meal cart distribution to units.
Facilitate Nurse rounds to living units for medication distribution.
Security/Perimeter check.

s.15
Conducts appropriate portable radio checks.

s.15
Facilitates the movement of residents between units and Admissions or
other areas of the centre.

s.15

Announces 5 minute warning to room inspections via the paging system, on
school weekdays only.

s.15
Announces all youth to their rooms for room inspections via the paging
system.
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s.15
Announces five-minute to count time.

s.15
Announces Count Time

s.15
Facilitate school and program movements.
Facilitate movements of staff, visitors and contractors etc.
Facilitate resident movements for Health Care Services.

s.15
Facilitates the movement of meal cart distribution to living units.

s.15
Announce 5 minute warning to count time.

s.15
Announces Count Time.
Living Unit staff report counts to Admissions and Discharge during business
hours and to Control on evenings, weekends and stats.

s.15
Announce 5 minute warning to staff meal break.

s.15
Announce staff meal break / room time.

s.15
8 hr Control staff meal break.
All residents in rooms for staff meal break.
Secure custody residents locked, open custody residents door permits
enabled.

s.15
Prowl Officer relieves 12 hour Control Officer for meal break.

s.15
Youth Supervisors return to Living Units and program areas.

s.15
Facilitates school and program movements.
Facilitates movements of staff, visitors, contractors etc.
Facilitates resident movements for Health Care and Mental Health.

s1s  Control 8 hr Afternoon Shift Change
On-coming Control staff ensures a verbal shift summary is exchanged before
off-going Control staff departs. Off-going Control staff logs off BSCS.
On-coming Control staff Logs onto BSCS.

s.15
Announce five minute warning to count time.

s.15
Announce count time.
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s.15
Announce five-minute warning to room time via the paging system.

s.15
Announce room time and formal count via the paging system.

s15 — Control 12 hr Afternoon Shift Exchange
On-coming Control staff ensures a verbal shift summary is exchanged before
off-going Control staff departs. Of-going Control staff logs off BSCS.
On-coming Control staff logs onto the BSCS.

s.15 — Living unit staff meal breaks
Living Units are locked down for staff meal break.
Prowl Officer relieves Control Officer for meal break.
Prowl Officer may take meal break either before or after the scheduled time,
or as time permits.

s.15

Shift Exchange Unit Staff.

s.15
Announce 5 minute warning to counts.

s.15
Announce count time.

s.15
Staff returns to Living Units.

s.15
Prowl Officer to facilitate visits.

s.15
Facilitate resident movements for visits.

s.15
Announce 5 minute to level one room time warning via the paging system.

s.15
Announce room time for level 1 Residents.

s.15
Announce 5 minute warning for counts.

s.15
Announce count time.

s.15
Announce 5 minute to level 2 room time via the paging system.

s.15
Announce room time for level 2 Residents.

s.15
Announce 5 minute to level 3 room time via the paging system.
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s.15
Announce room time for level 3 Residents

s.15
Announces 5 minute warning for building room time via the paging system.

s.15
Announce building lockup and formal count.
Living Units are secured for the night.
s.15

Ensure Control room is clean, tidy and organized.

s.15
Call for unit counts via portable radio.

s.15

Prepare Daily Count Sheet as CORNET indicates and s.15 for
oncoming control staff.

Control Staff Survival:

What is important? What is your focus?

Remember - we are all striving for the same thing...A SAFE and SECURE
work environment.

It is important Control staff understand door control, intercoms and cameras
are TOOLS we use to assist Operations, Records, and Programs staff in
performing their duties safely and securely.

Control staff must use discretion and diplomacy when dealing with all staff,
contractors and visitors. All communication should be courteous and
professional.

Any concerns with regard to staff, contractors or visitors should be directed
to a supervisor for follow up.

Control Staff Skills and Abilities:
Calm demeanour
- Must be able to remain calm and in control during high stress situations
(codes, fire, high volume movement times).
Multi-tasking
- Ability to competently perform more than one task at a time (ex:
observing cameras, controlling movement, and answering radio and
telephone calls often occur simultaneously).
Authorize Movements
- Ability to coordinate, in consultation with SYS, safe, secure movements
during emergency situations.
Diligent
- Follow through with duties.
Communication Skills
- Respectful, professional, clear and concise.
Quick Learner
- Ability to adapt
Able to deal with STRESS
- Control can often become overwhelming, especially if you are uncertain
of what to do in a given situation.
ASK FOR ASSISTANCE WHEN NEEDED.
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Emergency situations are much easier to handle if you KNOW WHAT
TO DO

Learning Curves:

s.15 . It will however, take time to
learn the emergency indicators, warnings and responses.
Control staff are expected to be familiar with all of these systems to ensure
timely responses are initiated in all emergencies. You should constantly be
updating or refreshing yourself with respect to these procedures and
protocols. An emergency situation is not the time to be searching your notes
for answers.

BE PREPARED!

OPERATIONAL PROCEDURES

COMMUNICATION SYSTEMS

There are several ways for Control to communicate with the staff,
contractors, residents and visitors in the centre. All communication should be
clear, concise, professional and courteous. Control is responsible for the
overall communications in the building and, should problems arise, they are
to advise a supervisor immediately and/or make the appropriate service call.

The general principal of keeping all communication traffic to a
minimum will be continually reinforced to all staff.

The methods of communication at the centre are:

s.15

s.15
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POST Radio Call Sign
Supervisors -
ADO

Secure Supervisor E and F Units
Secure Supervisor G and H Units
Open Supervisor

Venture Supervisor

Programs Supervisor

Shift Scheduler

Control Prowl

Secure Living Unit Call Signs
Emerald

Elkhorn

Fairweather

Fernie

Glacier

Golden Ears

Harrison

Hollyburn

Venture staff

Deltaform (overflow)

Open Living Unit Call Signs
Asperity

Columbia

Cypress

Whistler

Programs

Programs Supervisor

Open Programs

Secure Programs

SCHOOL

Other

Admissions

Case Management

Stores

Health Care

BYCS Procedures Manual 2012 Page 11
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Pages 69 through 82 redacted for the following reasons:



s.15

4. Emergency Call List;

SAFE LINK: 604-454-1085 code  s15
WSI: 1-877-222-3112

BBY FIRE DEPARTMENT: 604-294-7190
BBY RCMP: 604-294-7922

EHS: 604-872-5151
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Sec D3 - Principles of Communication at BYCS
Sunday, April 1, 2012

Burnaby Youth Custody Services

Operational Security & Control
Provincial Policy Reference: Sec E5, pg. 10

Principles of Communication at BYCS
1. Telephone
* Incoming calls to be managed by reception during business hours, and
Control after hours.
Calls to be handled in a professional and courteous manner.
Internal calls to be answered by location, followed by staff members’ name.

Any technical problems with phone system to be recorded in the log book
and reported to a supervisor.

s.15
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Post Radio Call Signs
Supervisors -
ADO

Secure Supervisor E, G & H Units

Clinical Service Supervisor F & V Units
Open Supervisor A & C Units

Programs Supervisor

Shift Scheduler

Control Prowl

Secure Living Unit Call Signs

Emerald

Elkhorn

Fairweather

Fernie

Glacier

Golden Ears

Harrison

Hollyburn

Venture staff
s.15

Deltaform

Open Living Unit Call Signs
Asperity

Columbia

Cypress

Whistler

Programs

Programs Supervisor
Open Programs
Secure Programs
SCHOOL

Other

Admissions

Case Management
Stores

Health Care
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Page 86 redacted for the following reason:



Sec D4-a - Resident Telephone Calls
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control

Provincial Policy Reference: Sec E6.32 - E6.38, pg. 23 -24

How to Place a Resident Phone Call
The Visits Officer will maintain/record approved telephone contact numbers
on CORNET.
Unit staff must FIRST check CORNET to verify the telephone number being
called to ensure it is an approved contact number.
Unit staff initiates the call from the Unit Staff phone and transfer the call to
the Resident Unit Phone (Toughboy).
There is a BYCS Professional and Personal Calls Log for each youth kept in
their Unit File. This form will be maintained on a weekly basis, and the week
will run from WEDNESDAY to TUESDAY, and a new form will be replaced
every Tuesday night (Incentive calculation night). These will be collected on a
monthly basis by Case Management, with the Progress Logs.
Personal Calls include immediate family members, extended family and, on
occasion, family friends. Professional calls include PO’s, SW’s, lawyers,
community D & A workers, ISSP, etc. All contacts deemed professional are
identified as “Professional” on CORNET.
Unit staff manually record telephone calls on the BYCS Professional and
Personal Calls Log. Personal calls will be a maximum of 4 calls per week, 10
minutes per call.
Professional calls are to be noted in their section of the Professional and
Personal Calls Log, but NOT to be monitored, as per policy. Professional
calls requiring privacy (privileged calls) and/or professional calls that may be
lengthy (interview calls) can be facilitated in the visits area by coordinating a
time with the Visits Officer, Case Management staff or in the phone booth in
the rotunda.
Unit Staff are permitted to monitor personal calls, only after consultation and
approval by the SYS. For calls to be monitored, there must be reasonable
grounds to believe the youth is:
- Involved in illegal activities
- Harassing or causing harm to others
- Participating in an activity that may threaten the management, operation
or security of the Youth Custody Centre, or the safety of any other
person
- *If personal calls are monitored, it must be noted in their section of the
Professional and Personal Calls Log, and reasonable grounds noted in
the youth’s Progress Log.
Unit staff will be able to terminate phone calls at the source based on the
following criteria:
- If there is a belief a breach of security is occurring
- If the resident persists in the call after having been notified the ten
minute time limit has expired
- If the youth is speaking to a girl or boy friend; or if any unauthorized
person comes onto the line after initial contact is made
- If the youth or the caller is abusive or if the Unit Staff deems the content
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of the conversation to be inappropriate.
- *If personal calls are terminated, an Electronic Incident Report must be
completed.
¢ Unit staff will need to have each youth complete a Visits/Phone List Request
Form to add or delete visitors and/or telephone calls to be approved. These
are maintained by the Visits Officer.
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Sec D4-b - Privileged Persons Telephone Policy
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control

Provincial Policy Reference: Sec E6.02 pg 12, Sec E6.14 - E6.17
pg.15-17

Privileged Persons Telephone Policy

“Privileged persons” are:

BYCS Director; Executive Director, Youth Custody Services; or Senior
Executive Director.

The Director under the CFCSA.

The Ombudsperson, Youth Custody Complaints Manager or Representative
for Children & Youth.

A Member of the Legislative Assembly of the Province or of the Parliament of
Canada.

A justice or peace officer on duty.

A barrister/solicitor representing the concerned youth.

A person conducting an inspection or investigation under the YJA.

Where a person is detained pursuant to the Immigration Act (Canada), an
immigration officer as defined in that Act or a person designated as an officer
under the Immigration and Refugee Protection Act (Canada).

All privileged persons telephone calls should be processed as follows:
Must be carried out in a separate and private room or area. The Visits area
has private booths and should be utilized, via the Visits Officer, Monday to
Friday, 0830 — 1630. Privileged calls can also be facilitated in the rotunda
and open custody phone booths and the admissions area.

Staff are to ensure confidentiality and privacy are guaranteed with respect to
facilitating privileged calls.

Requests by youth for privileged calls are to be given priority and should be
accommodated as soon as practically possible.

All requests should be verified prior to the placement of the call.

All calls must be documented including date, time, number and privileged
person called, and whether the call was successfully completed.

All calls to privileged persons shall NOT be monitored.
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Sec D4-c - Privileged Phone Calls — Visit Room Procedure
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control

Provincial Policy Reference: Sec E6.02 pg 12, Sec E6.14 - E6.17
pg. 15-17

Privileged Phone Calls — Visits Room Procedure

There are two private phone booths in the visits area delegated to the
facilitation of privileged phone calls for youth. There is also a private phone
booth in the rotunda.

The following protocol should be followed in facilitating privileged calls for
youth:

Youth makes request to Youth Supervisor to make privileged phone call.
Youth Supervisor contacts Visit Officer (for calls in visit area) or Youth

Supervisor (for calls in rotunda/open custody) to confirm an appropriate time.

Youth Supervisor provides the name and phone number of the person the
youth wishes to speak with.

Control will facilitate movement through the building to the visit area, if
necessary.

The Visit Officer will place the call and document in the phone log in the visit
area. The Youth Supervisor in the rotunda will document the call in the
phone log located on the School Coordinator’s desk. Open Custody calls will
be documented in the Open Custody Supervisors log.

BYCS Procedures Manual 2012 Page 1
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Sec D4-d - Suspicious Mail Items
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control
Provincial Policy Reference: Sec E6.39 pg. 25, Sec F4 pg. 13

Suspicious Mail Items
Suspicious mail items refer to mail that has devices designed to detonate

only when the letter or parcel is opened and the contents are being removed.

The following information may assist in identifying a suspicious mail item:

s.15

If you are suspicious of a mail item:

s.15

BYCS Procedures Manual 2012 Page 1
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Sec D4-e - Visit Officer Procedure
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control

Provincial Policy Reference:

Visit Officer Procedures
The Visit Officer shift is Monday to Friday, 0815-1630.

0815-0900

s.15

0900-1200

Commence scheduled professional visits.

When visits arrive, reception will notify via telephone.

The Visit Officer attends reception, ensures the visitor has signed in and
locked any personal items in a locker, and escorts the visitor into the visit
area, and seats in the pre-arranged location (booth, if available).

Once visitor arrives, Visit Officer calls for youth via portable radio.

The Visit Officer may supervise the visit area from the office.

Once the visit is over, the Visit Officer will let the visitor out the door, and
Control will guide the visitor back to reception to sign out.

The Visit Officer will pat search the youth in the visit area and call the youth
back to his unit or program area.

1200-1300
Lunch break — no visits scheduled

1300-1600
Re-commence scheduled professional visits.

Visit Officer Duties
The following duties are to be managed by the Visit Officer, as appropriate,
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throughout the shift, as visits are being facilitated:

Privileged Calls

When a youth requests a privileged telephone call (through their unit staff),
the Visit Officer will verify the contact information either on CORNET, or by
checking the Law Society BC web page (Lawyer Lookup).

Prior to calling the youth to the visit area, the Visit Officer will contact the
recipient of the privileged call, to schedule a time that is mutually agreed
upon.

At the agreed upon time, the Visit Officer will call the youth to the visit area,
via portable radio, and direct the youth to one of two booths (located at the
end of the hallway youth enter the visit area from — 2 booths closest to the

Visits Officer office)
The Visit Officer will dial the number from the office, and transfer the call to
s.15 , press “link”, then when the youth picks up,

press “link” again, and hang up.
All privileged calls must be logged in the Lawyer log book in the Visit Office.

Schedule Personal Visits

When parents/family members leave a message to schedule a visit, the Visit
Officer must confirm the contacts on CORNET, and call back and leave a
message confirming the visit (recorded in the log book kept in bottom left
hand drawer).

If the requested visit time is full, therefore unable to facilitate the request, this
information should be forwarded to the parent/family member so they can re-
schedule.

Secure Custody visit times are Monday, Wednesday, Friday and Sunday
1900-2000. Saturday visits are from 1500-1600.

Open Custody visit times are Tuesday, Thursday and Saturday at
1900-2000, and Sundays 1500-1600.

All visitors are encouraged to arrive 15 minutes prior to their scheduled visit
time, with picture identification, to check in and secure personal items.

The visits will be scheduled on CORNET by accessing the Visit Slate —
Schedule Visit (must have appropriate CORNET access). Once the visits
have occurred, the Control/Prow! officer will make the entry on CORNET
(Visit Slate — check off confirm arrival). If officer does not have appropriate
CORNET access, all visit scheduling and confirmations should be
documented manually.

For security reasons, BYCS can facilitate a maximum of 28 people in the visit
area at one time. This consists of 7 youth and a maximum of 4 visitors each.
If some of the scheduled visits only have 3 or less visitors, the Visit Officer
may schedule 8 youths in this area for that particular visit time.

Schedule Professional Visits

Professional visits are defined as any contacts on the approved contact list
on CORNET that are NOT friends or family. This might include PO’s, SW’s,
ISSP workers, 1 to 1 workers, D & A counsellors, etc.

When professionals call in to schedule a visit, the request must first be
checked on CORNET to ensure approval status.

The visit must be scheduled on S drive (Youth Custody, Shared Information,
Centres, Burnaby, Case Management, BYCS Visits, and Professional Visits).
The professional visit is also scheduled on CORNET (must have appropriate
access — if not, done manually).

Professional visits can be scheduled Tuesday to Friday, 0900-1200 and
1300-1600. Ensure scheduling residents for visits is checked on the High
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Risk List to ensure no-contacts are not scheduled simultaneously.
Given the layout of the visit area, and the need for privacy during
professional visits, 4 professional visits can be set up at one time.

Updating Contact Lists

When the Visit Officer gets Contact Request Sheets forwarded to them
(usually retrieved from Case Management or the cubby holes in reception),
the requests must be followed up with the Community Probation Officer.

The Visit Officer e-mails the contact request to the community PO, detailing
the name, relationship, phone number of the person requested.

When the PO responds with information regarding the appropriateness of the
contact, the Visit Officer will add the person to CORNET with appropriate
comments, as necessary. The e-mail response is printed and attached to the
visitor contact, and dropped in the Case Management basket (middle of the
table in CM) for filing.

The general guidelines for personal visits are: all visit requests are screened
for feedback with the community PO. Unless there’s information to the
contrary from the community PO, parents and immediate family members are
approved for contact. The addition of any family friends or extended family
members is addressed on a case-by-case basis. All professional contacts
are confirmed through the community Probation Officer and/or Social
Worker.

Parent Notification Letters

When a youth is admitted to custody, a Parent Notification Letter must be
mailed out within 5 working days.

This letter is found on S drive (Youth Custody, Shared Information, Centres,
Burnaby, Case Management, CM Templates, BYCS Visits, BYCS
Professional, BYCS Visits, BYCS Visits, BYCS Visits, 2011 P. Notification)
and must be completed using the contact information for the parent or
guardian as entered in CORNET.

Once completed, the letter is printed and placed in an envelope with a copy
of Visit Regulations and a new centre site map.

Address the envelope and take to reception and place in “out” basket.

Two copies are printed: one goes in the mail to the parent/guardian, and one
goes to Case Management (basket on table in CM) for placement on the
youth’s master file.

Other Duties

When answering the phone in the visit area, always greet with “Visits Office,
(your name), How may | help you?” Ensure all calls are documented in the
log book, detailing the name of the caller, the nature of the request, the
date/time and a call-back number.

Periodically throughout the day, check the visit area to ensure all garbage,
pop cans, etc. are picked up, and the room is neat and orderly. Also check
for any security breaches or damage, and report as appropriate. At the end
of the day, a check of the entire area is conducted by the Visit Officer to tidy
up the area, address security breaches and ensure tagging/graffiti is
promptly addressed.

The person that manages the vending machine comes in twice weekly and
may need to be updated about any vending machine related issues. There is
a log book in the Visit Office (top left hand drawer labeled “Vending Log
Book”) where visitors’ names are written down that have lost money or items
from the machine. Funds will be collected from the vending machine person,
entered in the log book, placed in an envelope with the visitor's name on it.
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The envelopes are kept in the log book and returned to the visitors upon their
next visit.

At the end of each month, all visit printouts are forwarded to the receptionist,
who organizes the information, and forwards it to Case Management for
inclusion in the monthly Service Delivery Plans for each youth.

On occasion, the Visit Officer is required to set up Special Visits outside the
regular visit times. This may be to accommodate out-of-town visitors,
behavioural concerns and/or no-contacts. This must be coordinated through
the ADO, to determine an appropriate time, based on operational needs.

If visitors attend BYCS and the youth they came to visit has been transferred
to IAU, these visitors are not to be walked over to IAU for the visit. The visitor
should be provided the phone number for IAU (778-452-2200) to schedule
their visit based on IAU visit times.
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Sec D4-f - Visits Policy
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control Procedures
Provincial Policy Reference: Sec E6 pg. 12 - 22

Visits Policy

All visit areas shall permit privacy for conversation between youth and
visitors.

All visitors shall produce proper identification before being admitted to a
youth custody centre.

All visitors will sign in to a visitor’s registry, documenting their name,
signature, nature of visit, date and duration of visit.

The Director or ADO may prohibit a person from visiting; suspend, terminate
or cancel a visit; order a visit be supervised; or place restrictions on the
nature, timing, frequency, length or location of the visit.

For the Director or ADO to deny, terminate, suspend or restrict visits, there
must be reasonable grounds to believe:

The visit will negatively affect the safety of youth or others at the centre
and/or

The visit will interfere with the management, operation or security of the
centre.

Whenever a visit is denied, suspended, restricted or terminated, an IR shall
be completed and submitted to the Director.

Whenever a visit is denied, suspended, restricted or terminated, the resident
and visitor shall be informed of the reason for the decision, and the
procedure to have the decision reviewed (request a review of the decision by
the Director, and if still unresolved, request a review of the decision by the
Executive Director).

The Director or ADO can authorize the random search of visitors (frisk or
screening search) in order to prevent and control incoming drugs, weapons,
or any other contraband which may pose a threat to the safety and security
of the centre.

All searches must be conducted with the signed consent of the person being
searched and be conducted by a staff member of the same gender, where
possible. Where not possible, a frisk search may be conducted by a member
of the opposite gender, in the presence of a second staff member.

If the visitor refuses to consent to the search, the Director or ADO may allow
the visit but authorize a visit where no contact will occur, or deny the visit and
ask the visitor to leave the centre.

If the Director or ADO believes a visitor is in possession of contraband, a
frisk or screening search may be authorized, with the consent of the visitor,
of the visitor's personal possessions, including clothing. The Director or ADO
may also authorize the detention of the person in order to obtain the
assistance of the police.

Where the Director has reason to believe a visitor may be in possession of
contraband, the visitor may be asked to submit to a strip search prior to being
admitted to the custody centre. With respect to strip searches of visitors, the
Director or designate ONLY can authorize the search; the visitor must be
informed in writing of the grounds for the search (Search of Persons Entering
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a Custody Centre — Consent to Strip Search form - Refer to Appendix); the
visitor must consent to the search and sign the appropriate form.

Where, as a result of a search, the visitor is found to be in possession of
drugs, weapons or other items prohibited by law, the item shall be seized, the
person detained, and the Burnaby RCMP requested. The visitor must
immediately be informed of the reason for detention and provided an
opportunity to contact a lawyer.

Where the item found is not prohibited by law, but represents contraband
within the Centre, the item shall be seized and either the visitor shall be given
a receipt identifying the item(s), and the item(s) returned to the visitor upon
their departure from the Centre, or the item(s) shall be placed in safekeeping
for the youth, who will be given a receipt identifying the item(s) (likely stored
with personal effects and itemized on their Inventory of Resident’s Personal
Property sheet).
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Sec D4-g - Youth Telephone Calls
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control Procedures

Provincial Policy Reference: Sec E6.32 - E6.38, pg. 23 - 24

Youth Telephone Calls

In general, youth are approved to have telephone contact with their
immediate family and any professionals working with the youth (lawyer, PO,
SW, counsellors, etc.). The appropriateness of all contacts are screened in
conjunction with the community Probation Officer and/or Social Worker.

For a youth to have contacts added to their approved call list, or have current
contact information amended, they must complete and submit a Contact
Request form to the Visits Officer.
The Visits Officer will liaise with the community PO to confirm information
and appropriately screen the request. If approved, the contact will be added
to CORNET with updated information for staff to access. If not approved, a
copy of the Contact Request form will be returned to the youth indicating
which contacts have been approved or not approved.
If youth have questions or concerns regarding their approved/not approved
contacts, they can pursue the matter with a member of the Case
Management team, or their community Probation Officer, as appropriate.
Youth are permitted 4 personal phone calls per week, of 10 minute duration.
Youth should not be making personal phone calls through the school day
unless there are exceptional circumstances. All phone calls are to be
checked on CORNET by Youth Supervisors (confirming name, phone
number and approval) and logged on the Youth Phone Log sheet (Refer to
Appendix).
Other than privileged persons, telephone conversations may be monitored if
there are reasonable grounds to believe the youth is

a) Involved in illegal activities,

b) Harassing or causing harm to others or,

c) Participating in an activity that may threaten the management, operation

or security of the youth custody centre, or the safety of any person.

Telephone calls monitored may be terminated if the YS believes it is
necessary based on the reasons above. When a call is terminated, an IR
must be completed and submitted detailing the circumstances.
All monitored calls must be recorded in the phone log, and documented in
the youth’s unit file.

(A number of the points are a repeat of above section on Resident
Telephone calls)
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Sec D4-h - Youth Written Correspondence
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control Procedures

Provincial Policy Reference: Sec E6.39 pg. 25

Youth Written Correspondence

Youth are permitted to correspond with the following persons:
Unrestricted correspondence with “privileged persons”.
Parents/guardians, siblings or other relatives.
Friends (unless there is a no-contact with that person — including ex-residents).
Such other persons specified by the Director.
Youth are not permitted to correspond with:
¢ Any youth currently in another youth custody centre.
¢ Any adult currently in a Provincial or Federal correctional centre.
**Exchanging written correspondence with a parent, sibling or any other
person in a correctional centre or custody centre will be addressed on a
case-by-case basis for appropriateness.

The routine examination of correspondence is prohibited. Correspondence
to and from a resident, other than a “privileged person” may be read where the
resident has first been advised that mail may be examined and where the
Director or person in charge has reasonable and probable. Reasons for
examining correspondence should be noted on the youth’s master file and the
communication monitoring form CF0214 shall be completed (Refer to
Appendix).

When resident mail is being opened by staff, two staff must be present.

All outgoing mail will be logged in the unit Mail log book by Youth Supervisors.
All mail should be checked on CORNET to indicate the addressee is not a no-
contact. Youth Supervisors should also ensure the mail is not addressed to a
youth custody centre or adult correctional centre (list of addresses located inside
the front cover of the unit Mail log book).

All incoming mail will be screened for contraband by Control Officers, and
logged in the Mail log book in Control. All incoming mail should be checked on
CORNET to ensure the sender is not a no-contact, or sending mail from another
youth or adult centre.

If the mail contains contraband (drugs, weapon or other item prohibited by law),
it should be held in a safe and secure place, and the Burnaby RCMP notified for
follow-up investigation.

If the mail contains contraband not prohibited by law, the item should be
returned to sender with an explanation as to why it wasn’t forwarded, or placed
in the youth’s personal effects locker and itemized on the youth’s Inventory of
Resident’s Personal Property.
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Sec D5 - Contraband
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control Procedures

Provincial Policy Reference: Sec E 6.40 & 7 pg. 25 - 27

Contraband

In instances where contraband items not prohibited by law are seized, the youth
associated with the item will be consequence for possession, as appropriate OR
the item will be seized and stored in the youth’s personal effects locker, and
itemized on their Inventory of Resident’s Personal Property form. In exceptional
circumstances, on the authority of the Director, the item seized may be returned
to the rightful owner.

Where the item seized is a weapon, drugs or other item(s) prohibited by law, or
may constitute evidence in an investigation, the evidence must be protected, and
the appropriate law enforcement agency notified.

All unauthorized monies seized for which rightful ownership cannot be
determined, and are not required for a criminal investigation, shall be remitted to
the Comptroller General, Ministry of Finance, Parliament Buildings within 60 days
of the seizure.

When a youth is found to be in possession of contraband, an electronic Incident
Report shall be completed and submitted to the Director.
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Sec D6 - Duties of Control/Prowl Officer
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control

Provincial Policy Reference: Sec E

Duties of the Control/Prow! Officer

Procedure

—fence
checks

s.15

Procedure
—field and
grounds
checks

BYCS Procedures Manual 2012 Page 1
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Other Control / Prowl Duties

Procedure - o As directed by a supervisor, provide
Common area assistance in common area searches
searches (i.e. and paperwork

Mosaic, library, e Conduct Weekly Security

laundry room, Checks(backfill will need to check prowl
class rooms, log to see what areas need to be

units common finished.

areas)

s.15

o If other staff are involved in the search
ensure you communicate with them as
to what areas have been completed.

¢ Utilize gloves and metal detectors in
your search.

e Move around and be visible in as many
units as possible in order to support the
unit staff.

Procedure — ¢ Obtain visits list from visits office
facilitate visits ¢ Check high risk list for non-associations
¢ Start processing visitors 15 minutes
prior to visit start time
¢ Check identification to match with cornet
approval {visit list}
o Notify visitors to store all valuables, cell
phones, and lighters etc.
e Walk visitors through the magtometer
{metal detector} use the hand wand to
pin point activation from magtometer
and investigate what caused the
activation
¢ Residents are not to mingle with other
visits
¢ Actively monitor the visits room

s.15

¢ Disperse residents in safe and orderly
fashion to their units.

Procedure - e Prearrange start time and starting
Distribution of location with nursing staff (generally
medications with 2100 hours).

nurse ¢ Obtain medication list from the nurse.

¢ Attend all units needing medication and
have the residents attend one at a time
outside the unit door. Close the door to

BYCS Procedures Manual 2012 Page 2
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allow the nursing staff privacy to consult
with resident.

o Monitor the youth; ensure youth does
not touch the medication cart; ensure
youth swallows the medication {allow
nurse to check}

Assist in Venture e By being a backup staff if required

/ Sep Con area
with supervision
residents

Escorting
contractors to
worksites
Attending to
exterior doors
for after hours
deliveries

Procedure -
Security
Orientation tours
of new
contractors and
volunteers

Speaking with
various
residents about
safety/security
issues

Breaks for
control staff
stationed in
control area - 15
min and 30 min

s.15

o Meet with volunteers or new contractors
at reception and ensure they have been
cleared to enter the building and then
sign in.

o Have them wear their identification tag.
o Inform them of the locker area and have
them store all valuables especially cell

phones

s.15

e Instruct them on how to use the door
communication system and have them
identify themselves to control when
passing through doors.

s.15

¢ Give a tour of the areas they will need to
be familiar with.

e Ensure they are aware of when the
residents are in the area to be mindful of
their safety and any supplies in their
possession.

e Ensure they report any negative
interactions or loss of supplies
immediately to control.
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Breaks for unit
staff as

required — report
to PIC

Respond to
codes and other
calls for
assistance

Do emergency
escorts

Communicate .
with fellow

control prowl
officer in log

book and/or

email

Assist in .
Admissions
Provide extra °

coverage on
difficult units as
required
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Sec D7 - FOB Usage Procedure
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control

Provincial Policy Reference: Sec E

FOB Usage Procedure

s.15

¢ When using call buttons, Youth Supervisors should identify the unit name,
and their program destination to Control.
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Sec D8-a - Police Firearms - Security
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control Procedures

Provincial Policy Reference: Sec E8.08 - E8.09 pg. 31

Police Firearms — Security

When an armed police officer attends the youth custody centre for
investigation purposes, Case Management should be notified to confirm
pre-scheduling of meeting. s.15

s.15
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Sec D8-b - Police Investigations
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control Procedures

Provincial Policy Reference: jSec E8 pg.28 - 30

Police Investigations

Police Interviews

If the police wish to interview a youth in custody who is alleged to have
committed an offence:

The police should call the custody centre in advance, and arrange a
scheduled time for the interview via a member of the Case Management
team.

The youth will be forewarned of the pending interview by a member of the
Case Management team.

A member of the Case Management team will ensure the youth’s
parent/guardian is informed and the parent/guardian or other adult selected
by the youth and/or their lawyer, are afforded a reasonable opportunity to
attend (an employee of the custody centre or PO should not act as the “other
adult” selected by the youth).

If the police want to interview a youth in custody who is not a suspect in an
offence (ex. an informant, witness, victim), it is not necessary to forewarn the
youth, but the parent/guardian must still be notified.

If the police wish to arrest a youth or serve a document, they shall be
provided ready access to the youth.

Investigation Absences

If the police need to remove a youth from the custody centre for the purposes
of identifying property, locations or persons, they may be released on a leave
escorted by the police:

The police must call in advance and arrange the escorted leave with a
member of the Case Management team (in consultation with a Director).

The youth must be informed of the arrangement and his/her parent/guardian
notified and provided reasonable opportunity to attend.

The Director must be informed of the police request and approve of the
escorted leave.

The police must assure the Director the youth will be under continuous police
supervision and returned at a scheduled time.

Fingerprinting/Photography

The police have the authority to fingerprint and photograph youth who are
charged or convicted of an indictable or hybrid offence. The Director of the
custody centre shall permit on-site fingerprinting and photographing if:

The youth has been charged or convicted of an indictable or hybrid offence.
The police provide at least 24 hours notice (as arranged by a member of the
Case Management Team).

Where possible and appropriate, the youth’s parents and/or counsel are
informed.

If it is not possible for the fingerprinting or photographing to occur on-site, the
Director can authorize a police escorted leave for this purpose. A member of
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the Case Management team will make all arrangements with the police, and
ensure appropriate notifications are completed and documented.

Obtaining DNA Evidence

The police have the right to obtain samples of hair, saliva or blood from a
youth, under the authority of a warrant issued by a judge.

As a courtesy, the police should call in advance to schedule a time to
execute the warrant, as facilitated by a member of the Case Management
team.

The youth has the right to a reasonable opportunity to consult with and have
present their lawyer, a parent/guardian or an appropriate adult selected by
the youth.

The police are responsible for ensuring the youth is informed of the contents
of the warrant, the method the DNA will be obtained, the purpose for
obtaining the sample, that the sample could be used in evidence against the
youth, and that they have the authority to use whatever force is necessary to
obtain the sample.

The youth does not have the right to refuse, only the right to contact and
have their lawyer, etc. present when the sample is taken.

A member of the Case Management team is responsible for arranging the
time and location of the DNA warrant execution, will ensure the youth is
forewarned of the nature of the meeting and is afforded an opportunity to
contact their lawyer and/or parent/guardian.
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Sec D8-c - Police Seizure of Personal Effects
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control

Provincial Policy Reference: Sec E8.10 pg. 31 - 32

Police Seizure of Personal Effects

MCFD staff must ensure a youth’s privacy is maintained, including the
privacy of personal effects that accompany them upon admission to the
custody centre.

There is no authority for allowing the police to view a youth’s personal effects
without a warrant.

If the police wish to access the personal effects of a youth, they must obtain
a warrant. If, in the course of executing that warrant, the police find other
items that have been used in the commission of an offence or that will afford
evidence of an offence, they may seize those items.

If the youth consents to show the police their personal effects, or consents to
give the police item(s) from their personal effects, they may do so via Case
Management. Case Management staff will ensure the youth is making an
informed decision, and will make parent/guardian notifications as
appropriate.
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Sec D9 - Protection of Evidence
Monday, April 2, 2012

Burnaby Youth Custody Services
Operational Security & Control Procedures

Provincial Policy Reference: Sec E9 pg. 33 - 34

Protection of Evidence

In all cases where evidence may be related to an investigation, the first staff
member to arrive at the scene is responsible for the protection of all evidence
related to the incident.

The staff member first on scene is responsible for minimizing the number of
other personnel entering the immediate area.

The staff member must ensure other personnel do not unnecessarily move,
touch or alter existing site conditions.

Where it's necessary to remove evidence from its original location, the
evidence shall be collected by one staff member (where possible) and placed

s.15

The continuity of possession commences when a staff member discovers the
evidence and continues until the time the evidence is presented to the court,
board or authorized investigating agency. All staff members collecting

The staff member relinquishing possession of the evidence shall obtain a
receipt from the person receiving the evidence.
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Sec D10 - SFU Researchers’ Interview Procedure
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control

Provincial Policy Reference:

SFU Researchers’ Interview Procedure

SFU researchers are on site at various times throughout the week both to
gather file data (in the Case Management area) and interview youth. The
researchers are to follow the protocol detailed below in accessing and
interviewing youth:

All researchers are to wear issued picture identification and a PAT (if
interviewing youth) while in the centre.

The researchers will pick up an afternoon program sheet from either the ADO
office or the Program office upon arrival.

The researchers are to avoid accessing youth already involved in programs.
The researchers are permitted to enter the living unit of the youth they wish
to interview. Control is notified and moves the researcher to the appropriate
venue.

Upon entering the living unit, the researcher will connect with the Youth
Supervisor, identify themselves, and advise which youth they would like to
speak with.

The Youth Supervisor will introduce the researcher to the youth, and provide
an interview area, if the youth wishes to participate (generally the unit
interview room, if available). If the living unit does not have an interview
room, or it is being used, the visit area can also be accessed by the
researchers. Youth Supervisors will contact the Visits Officer / Prowl Officer
to assist with necessary arrangements.

If the remainder of the unit is leaving the unit to attend a program, the
interview will be terminated, and the youth will join the rest of the unit.

Upon completion of the interview, the SFU researcher will advise the Youth
Supervisor, and leave the living unit.
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Sec D11-a - Saturday Morning Security Checks
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control

Provincial Policy Reference: Sec E1.03 pg. 2

s.15
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Sec D11-b - Daily Security Checks
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security and Control Procedures

Provincial Policy Reference: Sec E1 pg. 1-3

Security Checks

s.15
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Sec D12-a - SYS Duties - Completing the Weekend HRL
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control

Provincial Policy Reference: Sec G8 pg. 19 - 23

Completing the Weekend High Risk List

There are two sides to the institutional High Risk List: the Case Management
side (which addresses program restrictions, non-associations and special
handling) and the Health Care/Mental Health side (which addresses
psychological high risk and medical restrictions).

The Case Management side of the HRL is updated 6 days per week by Case
Management staff and saved on S drive under Case Management templates.
The Health Care/Mental Health side of the form is updated on S drive 7 days
per week by Health Care and Mental Health staff. In the absence of Mental
Health staff, Health Care (on site 24/7) will update the entire side of the form.
On business days (Monday to Friday), the High Risk List is amalgamated by
the person in reception at noon, photocopied and distributed.

On weekends, when Case Management and/or Mental Health staff may
or may not be on site (days off, training, holidays), the following
procedure will apply:

When Case Management staff are on site on the weekend, they will be
responsible for updating the CM side of the HRL, saving it on S drive, and
amalgamating the updated copy with the updated Health Care/Mental Health
side.

When Case Management staff are not on site (scheduled days off, training,
etc.), the ADO will be responsible for ensuring the CM side of the HRL is
updated, saved on S drive and amalgamated with the updated Health
Care/Mental Health side of the HRL.

Health Care will be responsible for updating the back section of the form
specific to their service. Mental Health will be responsible for updating the
psychological risk list portion of the form.

In the absence of Mental Health staff (scheduled days off, training, etc.),
Health Care will be responsible for updating any psychological risk concerns
(as Health Care staff are on site 24/7).

Once both sides are updated, the ADO will be responsible for ensuring both
updated sides are printed from S drive, photocopied and distributed
appropriately at shift exchange.
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Sec D12-b - Incident Reporting Requirements for Senior Youth Supervisor
Sunday, April 1, 2012

Burnaby Youth Custody Services
Emergency Contingency Procedures

Provincial Policy Reference: Sec D 8-13 pg. 28-53, Sec E 6.14 - E 6.18 pg. 15-18,
Sec F1-4 pg. 1-16, Sec G4/8 pg. 9, 19-23, Sec H8/9/11 pg. 18-29
**See References for more details.

Incident Reporting Requirements for Senior Youth Supervisor

In the absence of an On-site Director, the Senior Youth Supervisor assumes
responsibility for the Centre and the overall security of the Centre with the
support of the on-call Manager.

“Director On—Call” will be contacted to provide direction & approval for:
Significant Staff/Scheduling issues

Approval of Warrants of Suspension

Provincial Director 48 hour review of supervision in the community/conditional
supervision order (consult BYCS Probation Officer)

High profile emergency reintegration leaves

Youth restraints over 60 minutes

Staff misconduct

Inadvertent release

Media enquiries

Leave approval (call during reasonable hours)

Serious complaints from youth re: staff abuse, physical or sexual assault,
excessive use of force, improper use of Separate Confinement.

**An on-call Director is available for advice and consultation but should only be
contacted during non-wakeful hours unless the situation requires immediate
response or is a critical incident.**

The Following Incidents must be reported to the “Director On-Call”:

A fatality or critical/serious injury to a youth, staff member, contractor, visitor or
any other person at the worksite. A serious injury or condition that may lead to
death or serious or permanent impairment of health is considered a critical
incident. (Health and Safety Services H8/11)

Serious Physical Abuse — alleged physical abuse requiring medical treatment
(these are considered critical incidents).

A serious attempt of self harm and/or suicide by a client, staff or contractor
(Health and Safety Services H8/General Health and Safety G8)

Receipt of a bomb threat (Operational Security and Control F4)

A disturbance, riot or hostage taking (Operational Security and Control F2/3)

A disaster or event which poses a serious threat to or actually seriously
damages a facility, e.g. serious fire, earthquake, explosion, spillage of
hazardous materials, outbreak of a serious infectious/contagious diseases
(beyond the ordinary flu, for example) (Operational Security and Control
E3/General Health and Safety G4)

Allegations of staff or contractor misconduct involving sexual abuse or serious
physical abuse of clients or other persons (Health and Safety Services H9)
Staff misconduct that could result in immediate suspension;

Criminal investigations initiated or charges laid against staff or contractors,
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including non-work related criminal matters

Serious Breach, escape or abscondment of a youth from a residential
program/custody centre. (Director will need to know immediately if youth
presents risk to him/herself or the community and number of residents involved)
(Security and Control in Emergencies F1)

Mass arrival of illegal migrants;

Serious violent offence committed by a client while in residence/custody, under
treatment/supervision, or on leave or escape/abscondment status (Security and
Control of Residents D8-13)

Any situation regarding staff, residents or the centre that may require immediate
attention or as per policy are to contact the Director.

The denial or termination of a visit by a “privileged person” in a custody centre,
as defined in the regulations (Operational Security and Control E6)
Anticipated or actual work stoppage (i.e. labour relations, health and safety
issues)

Any other serious matter that may lead to intense public and media scrutiny due
to the high profile of the incident
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Sec D12-c - Senior Youth Supervisor Duties and Responsibilities
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control

Provincial Policy Reference:

Senior Youth Supervisor Duties & Responsibilities

Each Senior Youth Supervisor (SYS) is responsible for a particular Pod, and
the residents and staff in their designated Pod. Senior Youth Supervisors
work as a team to deal with the day to day functions of the centre.

The SYS reports directly to the ADO. In the absence of the ADO, the SYS
reports to the respective manager or manager on-call. In conjunction with the
ADO, the SYS supports staff and residents, and ensures adherence to
current policies and practices.

Daily Duties:

Conduct verbal shift exchange with off-going SYS.

Check staff roster for appropriate staffing levels and deployment. SYS can
authorize call in if additional staff are required, and can send junior auxiliary
home if over-booked.

Review notes in the ADO Log book.

Review previous shift reports.

Attend Supervisor's meeting in ADO’s office Monday to Friday at 0730.
Attend the 9:00 am meeting if the ADO is not available.

Strategize with other SYS on shift re: day’s events, potential issues,
managing movement, dynamic concerns, etc.

Check e-mails and respond accordingly.

Ensure Youth Supervisors receive support on unit, as necessary.

Log onto CORNET daily.

Respond to all Codes in all areas.

Review all Separate Confinements in your designated area and update
paperwork as appropriate.

Regularly tour units in assigned Pod, sign unit log books and ensure log
book entries are current.

Ensures all rooms and common areas are inspected daily for allowable
items, cleanliness and damage. Ensures all damages are logged in the unit
log book, and forwarded to the ADO and Administrative Coordinator for
follow-up.

Address youth and staff concerns and/or suggestions.

Assist staff with unit needs (laundry, cleaning supplies, etc.).

Ensures presence on living units during mealtime and bedtime routines.
Ensure YS’s check vacant rooms in the living units to make sure all rooms
are appropriately stocked with clothing for the next youth occupying the
room.

Ensure early morning courts are woken, provided an opportunity to shower,
and receive breakfast prior to departure for court.

Complete and send shift report to all staff at the end of the shift. Print a copy
of the shift report, and place on the clipboard in the ADO office.

General Duties:

Assist in removing and securing residents who are ejected from school or
program, and document in unit log.

Monitor and assist with rotunda movement during daytime and evening
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programming.

When groups are off-unit attending programs/activities, conduct checks of
any youth remaining behind locked in rooms, and log in unit log book.

Assist all other SYS with daily needs.

Process Warrants of Suspension after hours, when requests for warrants are
telephoned in via police.

Daily Routine — Venture / Separate Confinement

Depending on number of youth housed in this area, and dynamics/behaviour
of youth, provide as much support as possible to the YS managing this area.
Consult with YS regarding managing minimum one hour of time out of room
each day — take into consideration number of youth in unit, dynamics, daily
circumstances, incidents, etc. Wherever possible, youth not serving separate
confinement orders should be getting as much time out of rooms as possible.
The SYS is responsible for setting up the Behaviour Management form for all
youth serving a separate confinement order. The SYS will also be
responsible for selecting appropriate Learning Packages for youth serving
Separate Confinement Orders. The Learning Packages selected will be
logged onto the youth’s behaviour plan. The SYS must also ensure the LSl is
completed (ideally, with the staff member involved in the original incident).
Youth serving separate confinement orders will be reviewed by the SYS
every 4 hours, and advised whether or not they will be removed from the
separate confinement order.

If reviewed and removed early, the SYS must document the reasons for
removal on the Separate Confinement package. The SYS is responsible for
ensuring the completed Separate Confinement package be forwarded to the
ADO as soon as possible, after completion.

At bedtime/lights out, the SYS will complete the final room inspection of the
day (if available).

Incident Reports

The SYS will discuss the incident with the YS prior to the IR being written.
The SYS is responsible for initiating the IR on ICON.

If required, provide a break away from the unit to the YS involved in the
incident.

Once the YS has submitted the IR, the SYS is responsible for reviewing the
IR on ICON, and assigning an appropriate consequence. The SYS must
document the reasons why they are giving a particular consequence (outline
the progressive discipline). This will then be documented in the ADO Incident
Report Log book.

The SYS must ensure all relevant documentation is completed and attached
(mechanical restraint information, youth injury form, separate confinement
order, etc.).

Review Separate Confinements each shift towards a review of the sanctions.
Submit completed copy of the IR to the ADO.

Separate Confinement

The SYS must first discuss the incident with the involved YS, and initiate the
IR on ICON if appropriate.

The SYS must discuss the potential separate confinement with the ADO.
The SYS must ensure the IR and Separate Confinement Order form are
accurately completed.

The SYS must develop an agreed to reintegration plan with the youth being
placed on separate confinement.

The SYS will assign appropriate Learning Packages to the youth, and
document the packages selected on the Behaviour Management form
attached to the Sep Con package.

The SYS must review the youth’s progress every 4 hours to discuss potential
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for removal from separate confinement, and to ensure all assigned learning
packages are completed appropriately.

Sign and date all appropriate paperwork.

Ensure YS is documenting 15 minute checks in running log and the unit log
book.

Ensure the resident receives appropriate time out of room (minimum of 1
hour per day).

Discuss with the ADO any potential early removals from separate
confinement.

Document removal from separate confinementin ADO log, the unit log the
resident’s unit file and on the Separate Confinement package.

Ensure all paper work is completed and signed off, and forwarded to the
ADO for final approval.

Assault Packages

Ensure resident and Youth Supervisor safety immediately following the
incident.

Initiate lock down following a Code.

Provide a debrief opportunity for the involved YS.

Ensure involved YS complete an IR on ICON detailing the incident.

The SYS is responsible for ensuring the assault package is completed, and 2
copies are made (one for Case Management, one for the Director of
Operations).

- If the assault is on a staff member, the write-up in the assault package
must use the terms “Assault on Peace Officer” (to differentiate from a
common assault).

The SYS contacts the Burnaby RCMP for a file # and pick-up of the assault
package.

Contact the victim’s parent or guardian and notify of the incident. If contact is
not made, ensure this is communicated to the oncoming shift for follow-up.
Case Management is responsible for notification to the community PO’s and
SW’s.

Youth Incentive Program

On Tuesday afternoons/evenings, the SYS will prepare necessary paperwork
for calculation of the Youth Incentive Program, and distribute to each unit in
their respective pod. This will include the Compensation Chart (published by
the Trust Clerk every Tuesday), the Master Calculation Sheet, Youth
Incentive Logs, Canteen Request forms and school bursary information
every second week.

Once the calculations are completed (by YS), the SYS will collect the
completed package, ensure the calculations are correct, and ensure the
Master Calculation sheet is completed (youth names alphabetical, CS#
included, legible).

The SYS will sign the Master Calculation sheet and make 2 copies (1 for the
Trust Clerk, 1 for the ADO).

On Wednesday mornings, the SYS will follow-up regarding any complaints or
issues arising from residents regarding the Youth Incentive Program.
Weekly Unit Deficiency Check

Each Saturday morning, during the weekly clean-up, the Youth Supervisors
will be responsible for completing the Weekly Unit Security Checklist, and
submitting it to the pod SYS. The SYS for each pod will compile all
completed checklists, and send a glass copy of the Weekly Supervisors
checklist to the ADO and the Administrative Coordinator.

WCB Protocol

Ensure safety and security of staff and residents in emergency situations.

Ensure medical attention is received, as appropriate.
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Ensure IR and all reports are completed, if appropriate.

Assist Youth Supervisors to see Health Care, and assist with completion of
required Form 7.

EPDP

Coach and mentor Youth Supervisors daily.

Document all behaviours that exceed expectations.

Document all behaviours that do not meet expectations.

Have a conversation with staff about behaviours and expectations
concerning the issues documented.

Remain up to date on the Learning Management System, and the connection
between EPDP and future available training. Coach YS in navigating LMS.
Be proficient in the use of S drive to assist YS to find information.

Be proficient in the use of H drive to file all electronic information for EPDP
and future use.

Complete annual EPDP on Youth Supervisors.

Team Meetings

Senior Youth Supervisors must hold quarterly team meetings to discuss all
issues arising from the Leadership Team meetings, new directives, policies.
These team meetings are intended to provide an opportunity for information
to flow and a discussion to occur.

The team meeting template, detailing all topics to be addressed in meetings,
is located in the Appendix. Minutes must be taken during the meeting, and
forwarded to the Director’s Secretary for placement on S drive.
Follow-through on issues raised at team meetings is essential. The SYS
must bring team issues forward to the Leadership Team meetings for
resolutions, discussions and direction.

Emergency Procedures

Senior Youth Supervisors will follow current policies/procedures regarding
specific emergency situations.

The SYS must take all steps to ensure staff and resident safety and security.
The SYS must ensure all documents, reports and checklists are completed
accurately, and forwarded/distributed appropriately, following an emergency.
The SYS must also ensure any video or photographic evidence is collected
and appropriately processed following an emergency situation.

The SYS must ensure the appropriate notifications are made, and document
accordingly.
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Sec D12-d - Night shift SYS Duties
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Procedures

Provincial Policy Reference:

Night Shift Senior Youth Supervisor Duties (Refer to Appendix)

Sunday

Stores request sheets handed in from all units.

Radios off at 23:30

Front gates locked at s.15

Update and verify counts with cornet, and resident names with overnight
supervisor at  s.15

Shift report, Program log, medication log, court list, and shift summary sent to
all staff

Print hard copy of shift report for ADO clip board

Ensure all garbage and re-cycling from the secure rotunda and Open custody
has been removed from the building.

Ensure staff have been reminded of the duties on the night shift document,
empty room laundry, supply lists etc.

Ensure court breakfasts are delivered to appropriate units.

Monday

Radios off at 23:30

Front gates locked at s.15

Update and verify counts with cornet, and resident names with overnight
supervisor at  s.15

Shift report, Program log, medication log, court list, and shift summary sent to
all staff

Print hard copy of shift report for ADO clip board

Ensure all garbage and re-cycling from the secure rotunda and Open custody
has been removed from the building.

Ensure staff have been reminded of the duties on the night shift document,
empty room laundry, supply lists etc.

Ensure court breakfasts are delivered to appropriate unit

Tuesday

Incentive program packages including master sheets, canteen sheets, new
progress logs completed. Photocopy master sheets for Trust accounts and
classification. Put originals on clipboard in ADO's office.

Ensure staff add bursaries and paid chores.

Stores sheet handed in from all units

Radios off at 23:30

Front gates locked at  s.15

Update and verify counts with cornet, and resident names with overnight
supervisor at  s.15

Shift report, Program log, medication log, court list, and shift summary sent to
all staff

Print hard copy of shift report for ADO clip board

Ensure all garbage and re-cycling from the secure rotunda and Open custody
has been removed from the building.

Ensure staff have been reminded of the duties on the night shift document,

empty room laundry, supply lists etc.
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Ensure court breakfasts are delivered to appropriate units.

Wednesday

Radios off at 23:30

Front gates locked at  s.15

Update and verify counts with cornet, and resident names with overnight
supervisor at  s.1s

Shift report, Program log, medication log, court list, and shift summary sent to
all staff

Print hard copy of shift report for ADO clip board

Ensure all garbage and re-cycling from the secure rotunda and Open custody
has been removed from the building.

Ensure staff have been reminded of the duties on the night shift document,
empty room laundry, supply lists etc.

Ensure court breakfasts are delivered to appropriate units.

PAT inventory checklist to be completed.

Thursday

Radios off at 23:30

Front gates locked at s.15

Update and verify counts with cornet, and resident names with overnight
supervisor at s.15

Shift report, Program log, medication log, court list, and shift summary sent to
all staff

Print hard copy of shift report for ADO clip board

Ensure all garbage and re-cycling from the secure rotunda and Open custody
has been removed from the building.

Ensure staff have been reminded of the duties on the night shift document,
empty room laundry, supply lists etc.

Ensure court breakfasts are delivered to appropriate units.

Canteen to be picked up from Jimmy's area and delivered to Units. Staff to
label all canteen items with residents name in black marker.

Collect unit supply sheets.

Friday

Radios off at 01:00

Front gates locked at  s.15

Update and verify counts with cornet, and resident names with overnight
supervisor at s.15

Shift report, Program log, medication log, court list, and shift summary sent to
all staff

Print hard copy of shift report for ADO clip board

Ensure all garbage and re-cycling from the secure rotunda and Open custody
has been removed from the building.

Ensure staff have been reminded of the duties on the night shift document,
empty room laundry, supply lists etc.

Ensure court breakfasts are delivered to appropriate units.
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Sec D13-a - Concurrent Separate Confinement Orders
Sunday, April 1, 2012

Burnaby Youth Custody Services
Security & Supervision of Residents

Provincial Policy Reference: Sec D12.09 - 12.12 pg. 48-49

Concurrent Separate Confinement Orders
Youth are not permitted to serve more than 72 hours separate confinement
without prior approval from the Executive Director.
For example:
A youth has a major outburst and receives an Incident Report

- The behaviour is serious enough to earn the youth a 72 hour separate

confinement. As per regular procedure with separate confinements -
running logs, learning packages and LSI are all completed.

While serving the original separate confinement, the youth acts out again, a
new Incident Report is submitted, and the incident is serious enough to earn
a NEW / CONCURRENT separate confinement order.
The original separate confinement package (IR, running logs, etc.) must be
completed and submitted to the ADO. The NEW separate confinement
package must be generated including the running logs, learning packages,
etc.
The SYS must report to the ADO if it is expected a youth will be serving
more than 72 hours separate confinement.
The ADO (or SYS in their absence) will prepare and submit a summary of
events for the Director of Operations or On Call Manager.
The Director of Operations or On Call Manager will forward the information to
the Executive Director for approval.
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Sec D13-b - Continuous Monitoring
Sunday, April 1, 2012

Burnaby Youth Custody Services
Emergency Contingency Procedures

Provincial Policy Reference: Sec D 2.10 - 2.13 pg. 5-7

Continuous Monitoring

At any time a person in charge determines the need for elevated and
continuous monitoring, 15 minute and %2 hour checks may be exceeded. The
person in charge shall communicate the continuous monitoring requirements
to the youth supervisor in the unit and control area who shall make a written
record in the living unit log and control log. (Refer to Section C6 of this
manual for further information)

Discontinuation of Continuous Monitoring

The SYS will reassess the need for continuous monitoring every 15 minutes
and will document the reassessment in the living unit log. Consultation with
mental health and/or health services will occur as required. Factors to be
assessed to determine the need to continue/discontinue monitoring include:
Observed affect of the youth

Observed behaviour

Stabilization

Return to baseline behaviour

When the SYS has determined the youth is no longer in crisis, he/she will
notify the living unit and control staff of the visual inspection frequency to be
conducted.
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Sec D14 - Security of Tools
Sunday, April 1, 2012

Burnaby Youth Custody Services
Operational Security & Control Procedures

Provincial Policy Reference: Sec E4 pg. 8-9

Security of Tools

Tools are defined as any portable, manufactured instrument which could be
used in an escape, cause property damage or be used to threaten or harm
other residents or staff.

All tools in every area (living units, woodwork shop, arts & crafts, kitchens,
etc.) shall be registered and marked for inventory purposes. Accessory
checklists should detail every tool in a given area, and all should be stored in
a secure location.

s.15

Any youth using tools for the purpose of a program shall be provided an
orientation with regards to appropriate use of the tool, safety measures and
safety equipment to be worn when using the tool.

s.15

Tools brought on site by contractors are the responsibility of the contractor.

s.15
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Sec E1 - Earthquake, Disaster & Site Evacuation Plan
Sunday, April 1,2012

Burnaby Youth Custody Services

Emergency Situations
Provincial Policy Reference: Sec F
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Preamble

While the possibility of having to vacate the buildings and lose access to all
services (electrical, cooking, shelter) has been considered and provided for
in the following EARTHQUAKE STANDING ORDERS for the Centre, the
underlying premise derived from a professional mechanical assessment, is
that even in a major earthquake which cuts off contact with the community,
the Centre will have:

Emergency power

Drinkable water supplies

Capacity to cook within one day

Telephones and/or radio communication facilities

s.15

The Centre will be able to continue operations perhaps limited by structural
considerations, but most assuredly with staffing issues either on the short or
long term (i.e. end of shift to 72 hours and beyond). A cornerstone of this
plan has to be a well-informed staff family preparedness program, in order for
duty staff to avoid being distracted by concern for family. How well this
Centre “survives” in a worst case scenario will be, as these things always
are, up to the dedication, skills, experience and professionalism of all staff on
duty at the time.

Planning Assumptions

Earthquake Scenario

The assumptions below are made to define the provisions of this plan to a
scenario which requires an extraordinary response effort:

e The earthquake will occur without warning and pre-event response
activity will not be possible.

e Aftershocks will occur and cause additional damage, interfere with
response efforts, and cause severe unease among the populace.

e The earthquake will cause severe damage and a very large number of
casualties over a wide area. A more detailed statement of the expected
effects requires vulnerability analysis to be conducted at the local level.
In the absence of vulnerability analyses for British Columbia, some of
the data forecast for an 8.3 Richter quake in Southern California have
been extrapolated below.

e Commercial electrical, telephone, and many transportation services will
be inoperable for at least 24 hours.

¢ Ground failure (settlement/liquefaction) can be expected in areas of
high ground water.

e Landslides will be triggered in areas with a tendency to produce slides
under other circumstances.

e Seismic sea waves (tsunamis) may be generated. A tsunami generated
by a major earthquake off the coast of British Columbia would provide
little or no warning to the coastal areas of the province and would result
in major damage to vulnerable locations.

e The principal cause of deaths and injury will be the collapse of buildings
and other manmade structures, particularly older, multistory, and
unreinforced masonry buildings. Pre-1940 schools and hospitals are
expected to suffer at least 50% un-inhabitability due to partial or
complete collapse. While some modern buildings have been
constructed to building codes with a degree of seismic protection
incorporated, they do not meet the degree of seismic resistance for an
earthquake of this magnitude, and some failure is to be expected. Most
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residential housing is not built to any seismic resistance standard at all
(one and two story houses are exempt from building code provisions)
and will sustain damage, but usually of a moderate nature if of fairly
recent construction.

¢ Fire of major proportion, as seen in some previous earthquakes, is not
likely to materialize due to the incorporation of fire-resistant materials in
modern buildings and improved fire-fighting techniques. Smaller fires
may be numerous, however, and a combination of dry weather
conditions, failure of water pressure, and the inability of firefighters to
respond due to casualties or transportation system breakdown could
lead to a conflagration.

e Casualty estimates vary with the time of day of the event, from a low
while most people are at home in bed, to about three times higher while
people are at work or in school and four times higher while people are
between home and work or school where they are out in the open,
unprotected, and unable to orient themselves. Injuries requiring medical
treatment exceed fatalities by a ratio of at least 30:1. Injuries requiring
hospitalization exceed fatalities by at least 4:1.

b. Emergency Preparedness

e The preparedness of agencies to deal with “routine” emergencies within
their realm, and possibly disasters, is the key to the evolution of an
effective plan covering a coordinating level of government. While this
plan does not constitute an audit of all local government plans or
capabilities, itis assumed that:

o Emergency Operations Centres can be activated on very short notice
and be effective in their response management role under the stated
earthquake conditions.

o “First Responders” will be on duty (normal shift) and will have a plan to
automatically augment duty personnel in the event of an earthquake.

¢ Provincial Ministries are able to carry out their mandated emergency
response functions and have plans which can be adapted to the
requirements of this plan.

e The Provincial Emergency Program can activate, on short notice, a
Provincial Government Emergency Co-ordination Centre with the
capability to communicate with the other response management
components required for effective earthquake response. That centre
would be in Victoria unless the earthquake conditions required
government to operate from an alternative location.

General Operational Concept
The suddenness of a major earthquake will lead to a sequence of response
actions which must be structured to overcome the difficulties of damage
assessment, determination of resource capabilities to deal with the needed
response, and the time needed to escalate the level of command and control
as the seriousness becomes apparent.
a. Local Response
o Atthe local level, response actions must be virtually automatic and
based on municipal and regional capabilities to deal with emergencies,
pre-arranged mutual aid with other municipalities, and pre-arranged
direct assistance provided by provincial and federal agencies. Under
such circumstances, the responsibility for all response actions rests with
the local government and certain provincial and federal resources are
provided directly.
¢ Alocal level emergency operations centre (EOC) should be quickly
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established, and initial liaison from resource agencies made to that
EOC. A provincial emergency co-ordination capability operates under
these circumstances under “normal” arrangements, at the headquarters
of the Provincial Emergency Program in Victoria. (The responsibility to
provide the initial contact and liaison between the local EOC and the
provincial government is a function of the Provincial Emergency
Program zone manager, in the event that telephone communication
directly to Provincial Emergency Program Headquarters, Victoria is
impossible.)

e Extraordinary measures will become necessary if the damage is
assessed as being beyond the capability of local government
response. This assessment will certainly result in arequest for
provincial response assistance in the first instance, and may result
in arequest to the Lieutenant Governor in Council to declare a
state of emergency. (The existence of a state of emergency does
not necessarily imply any change to the local command and
control arrangements which are already in force.)

e The conditions associated with a major earthquake, particularly the
disruption of telecommunications, necessitate a plan to effect a
coordinating government presence in or near the disaster area, which
may not be immediately defined and which may include several local
governments competing for available resources and assistance. This
will require a provincial level communications and co-ordination
structure with a skeletal immediate response capability, in the area at all
times, and which can be quickly expanded to suit the requirements of
the emergency. The requirement for a local-area provincial presence
should be met by the Provincial Emergency Program zone management
system.

b. Provincial Government Response

e This plan is primarily concerned with the provincial level response
required in situations beyond those described above as Local
Response. Many provincial agencies have plans to respond to local
governments in case of an emergency without the invocation of a state
of emergency or other extraordinary measures, except possibly for
emergency long-range radio communications and a level of provincial
government co-ordination in Victoria (both of which are usually provided
by the Provincial Emergency Program Headquarters).

This is categorized as a Level | response.

e The special considerations required by a severe earthquake probably
will, however, require provincial actions that may only be possible under
the legislated provisions which accompany a state of emergency
declared by the Lieutenant Governor in Council. Whereas a state of
emergency is usually envisaged as having been declared on request of
alocal government, the possibility also exists that it may be declared by
the Lieutenant Governor in Council without a request having been made
when the catastrophe damage is self-apparent and/or extraordinary
powers to provide an effective response are needed.

This Level Il responseis characterized by the mobilization of all
necessary effort and the implementation of provincial command
and control facilities in the disaster area.

e When it becomes apparent to the Lieutenant Governor in Council that
the disaster conditions exceed the capabilities of the province to
respond effectively, the Government of Canada may be requested,
through the Regional Director of Emergency Preparedness Canada or
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directly to the Ottawa headquarters of Emergency Preparedness
Canada, to implement the National Earthquake Support Plan and/or
declare a public welfare emergency under the federal Emergencies Act.
The continuance of provincial command and control under such
circumstances is assured provided that the capability remains. The
organization required at the provincial level is the same as is required
fora Level Il response, but it must additionally provide an interface
with the Disaster Field Centre structure described in the National
Earthquake Support Plan.
c. Federal Government Response

e Some federal departments and crown corporations have provisions for
direct assistance to any level of government, on request, without the
necessity for co-ordination or passage of the request to the Government
of Canada. For example, to save human life, the Canadian Forces
Commander Pacific Region may use any resources under his command
to provide assistance to any civilian agency. He may likewise obtain
national level Canadian Forces assistance through a request to Ottawa,
or on his own authority, if he is unable to communicate with Ottawa. The
federal level support of this type should be considered in provincial
ministry and local plans, as a part of local government response and
provincial Level | response, and it is so identified in the functional
annexes in Part 3 of this plan.

o AsLevel Il response becomes effective the province will assume co-
ordination of available federal level resources as needed. In time, the
implementation of the National Earthquake

1. Command Structure / Command Post

Supervisor or (ADO) / Director Responsibilities
Command

e The most senior Shift Supervisor or Assistant Director of Operations (ADO) is
responsible to take all immediate action to secure the Centre, provide
instruction to protect persons in the likelihood of an aftershock, attend to the
injured, rescue trapped persons, ensure safety by having all gas, electricity,
and water shut off, etc.
Authority

e Basedon the Plan scenario, there may not be specific assistance to site for
up to 72 hours.

¢ Unless Management is on site, the most senior Shift Supervisor shall take all
action necessary to ensure feeding, housing, health and first aid, hygiene
and release of residents is accomplished during the entire period until
assistance is obtained or the Shift Supervisor/ADO (ADO is a manager) is
relieved.

e The Shift Supervisor shall have authority to carry out the necessary decisions
in the absence of management presence or direction.
Substitutions

¢ In the event the most senior Shift Supervisor is out of action; the substitution
chain-of-command shall be the next most senior or ranked institutional
member.
Command Post

e The Shift Supervisor shall establish a Command Post and Crisis
Management Team.
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CRISIS MANAGEMENT TEAM STRUCTURE

Crisis Manager

|
Deputy Crisis Manager

| - - Information Officer

Medical / ----—--- Communications ------ WSI ----Food ------ Security
Health Officer Control Officer Services Officers
I

I
Asst. Medic / Nurse

Crisis Management Team Responsibilities

Crisis Manager

Is Firstin command

Is the SYS/ADO or most senior staff available to manage crisis. Crisis
Manager remains in charge until a manager arrives on site to take command.
Deputy Crisis Manager

Assists Crisis Manager in managing crisis. Is Second in command.

The next most experienced officer to the Shift Supervisor, on site at the time.
Functions as a “rover”, assessing needs, briefing staff, residents, and the
Shift Supervisor on developments / issues / progress etc.

In the first instance, this officer will direct search and rescue. Coordinates on-
site “Critical Shock De-briefing”.

Medical Staff

The senior most qualified person (doctor, or nurse or IFA or OFA trained
officer) to have full authority to direct the delivery of emergency health care
on site.

If a doctor or nurse is on site, they will be the Health Officer.

The Health Officer will be assigned best qualified persons to assist.
Communications Officer

To remain the heart of communications.

A Control Officer is suited and situated to perform this function, and will have
some knowledge to trouble-shoot systems.

WSI

Responsible to assess the physical plant, and as directed or as necessary, to
shut down or start up, service functions, as outlined in SITE SAFETY
sections of this manual. T

The person selected should be the most knowledgeable of physical plant on
site.

Food Services

This would normally be the cook, if there is no cook on site, the most senior
qualified or knowledgeable person should be assigned.

Information Officer

An officer selected by the Shift Supervisor for ability to apprise those visitors
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to site as to the status of the operation.

Emergency Contacts
Emergency Contact numbers for all staff are kept in a binder in Director of
Staffing Office at BYCS

Managers Work Phone Home Phone Cell Phone
Alan Markwart 250-387-0985 | |
Barry Lynden 250-365-1970

Rick Faoro 778-452-2065

Nin Mand 778-452-2066

Youth Custody

Anita McDonnell 778-452-2054

Doug Carmichael 778-452-2101

Andrew Cronkhite 778-452-2056

Pam Drew 778-452-2057

Sheryl Hudspeth 778-452-2077

Matt Annan 778-452-2077

Marcia Marchenski 250-708-2206

Mike MacPhee 250-708-2225

Jeff Haas 250-708-2225 .22 s.17
Blade Tickner 250-708-2219

Kim Fogtmann 250-649-3854

Jim Arnold 250-562-5393

Shawn Young 250-562-5393

Youth Justice Policy

Phil Hawley 250-387-1335

Charisse Giarraputo 250-356-3018

Anne Kimmitt 250-717-2023

Nerina Holderness 250-953-3836

Chris Zatylny 250-356-1588

Youth Forensic

Andre Picard 250-387-2830

Gerry Nelson 604-660-2152

Teresen Gas: 888-224-2710/ EMERGENCY: 1-800-663-9911
BC Hydro: 1-888-769-3766 / 1-888-POWERON
TELUS: Business Service: 250-387-7000

SAFE LINK: 604-454-1085 code  s15
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Emergency

Non-Emergency —

0800 - 1645 After Hours
Police (RCMP) 911 911 604.294.7922
Fire Department 911 911 604.294.7190
Ambulance 911 911 -
Burnaby Emergency |604.294.7097 - getprepared@burn
Program Office aby.ca
Emergency Social 604.570.ESSB |604.570.ESSB |604.570.ESSB
Services (ESS) (3772) (3772) (3772)
-recorded ess@burnaby.ca
information
Environmental 604.294.7200 604.294.7200 604.294.7460
Emergencies
Ministry of 604.660.8300 - 604.660.8300
Transportation (Hwy
1)
Parks, Recreation & |604.294.7450 604.294.7200 604.294.7450

Cultural Services

Roads 604.294.7200 604.294.7200 604.294.7460
Sewer 604.294.7200 604.294.7200 604.294.7460
Speeders 604.294.7922 - 604.294.7922
Water 604.294.7200 604.294.7200 604.294.7460

PROVINCIAL EMERGENCY PROGRAM: #1-800-663-3456

SHERIFFS: Vancouver Sheriffs - 604-660-8870

BYCS CIRT TEAM:

Tuck, Archie (primary contact) -

Birchmore, Dave -
Dalzell, Shonna -
Ewasew, Katy -
Pretzer, Daryl -
Van Eyk, Chris
Willems, Paulina -

Fraser Regional Correctional Centre

13777 256th Street

Maple Ridge, British Columbia V2X OL7

s.22

Phone: (604) 462-9313
Visits: (604) 462-8865

North Fraser Pre-trial Centre
1451 Kingsway Avenue
Port Coquitlam, British Columbia V3C 1S2
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Phone: (604) 468-3500
Visits: (604) 468-3566

Alouette Correctional Centre for Women

24800 Alouette Road

Maple Ridge, British Columbia

Phone: (604) 476-2660

Burnaby General Hospital: 604-434-4211 Ext. 3389

PASTOR: Helen Winter: 778-452-2115 or Sam Lee: 778-452-2099

Senior Youth Supervisors:

Name ' Number ' Name 'Number
Scott Amesbury Jacquie Harris
Randall Stuart Stephanie Lord
Mark Striefel Vernon Groetchen
Vee Stromgren Carolanne Miller
Paul Tiffin e Andre Stafford >
Darryl Wallace Bill Shokar
Mark Burchak
Jill Gardner Dean White

WSI CALL CENTRE # 1-877-222-3112

WSI Local Contact: John Tyler: 604-315-3853

Director of Health Services: Dr. Diane Rothon (consults with Directors on
Pandemic Issues) #250-995-0009

Contacts for Finance & Purchasing
Carla Devita, Business Manager - 778 452-2058
Jim D’Alfonso, Stores Clerk - 778 452-2085
Colleen Turnley, Nursing Supervisor:  778-452-2116
Catherine Hubbard, Food Services Supervisor: 778-452-2089
Monitor Local Radio / Media:
As soon as feasible, the Shift Supervisor/ADO shall monitor local radio
stations still on the air in an attempt to assess the degree of damage in the
geographical area, in order to assess the likelihood of outside assistance,
service repairs, etc.
Assessment Report:
(Includes: STRUCTURAL / SITE DAMAGE, Service & Necessities
Disruptions, Staff & Resident Injury status):
In a concise form, provide to the Director and/or Police the following:
1. Extent of physical damage, services available, and security
assessment.
2. Extent of injury to staff and residents.
3. Assessment of ability to manage without external assistance.
4. Ability to provide assistance on request to the community as directed by
the Disaster Co-ordination Centre.
5. Seek permission to advise concerned family of staff or residents of
health and injury status in response to inquiries.
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6. Seek permission to place general request through any broadcast facility
for staff to report for duty according to the usual schedule or as
available.

5. Vacating Control Room
a. Decisionto Vacate Control
¢ In the case of a very severe earthquake and in anticipation of
serious aftershocks, the decision may be taken to vacate the main
building, and that includes Central Control.
o Staff shall not vacate Control except by direct order of the Shift
Supervisor unless unavoidable to escape life threatening injury.
o ltis likely that in the event of the necessity to vacate the Control
Room, most security and communications systems will be non-
functioning.
b. When evacuating control (where practical) the officer should take the
following items:

s.15

c. The Information Officer should also arrange for the following items to be
brought to control:

s.15

d. Portable Generators & Communications Support
e The Shift Supervisor/ADO will have to assess where the Control
Centre is best re-established, on the basis of a site assessment.

Radio support can be maintained through the use of the portable
generator, and charging units.

e. Relocation to Secondary Command / Control Post
e Should the main building be uninhabitable, and some of the
communications equipment still functioning, Whistler Unit may be
an optional secondary command / control post.
e Itisimportant that the visitor/contractor signin and out
documentation, staff roster, program schedules, etc are kept and

consulted to ensure every person in the building is accounted for
and secure.

f. Keys
¢ In vacating Central Control, staff must ensure that the keys are
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removed to the new Control Centre, command post, along with the
Control Log Book, Radios, placement Sheets, and Battery
Chargers.
g. Radios
e When vacating Control, take as many portable radios as can be
carried, including chargers if possible.
h. Electronic Systems - Off
e When vacating Central Control, operators should ensure all
electronic systems are off.
6. Site Damage Assessment — Habitability
a. General
¢ In case of an Earthquake, contact on call WSI to assess the
structure for habitability.
b. Services
e The professional judgment notes that while the physical structure
will survive, except in a holocaust, the services such as electricity,
water, gas may not.
c. On-Call Engineer
e Unless in the event of a catastrophic event DO NOT EVACUATE
the buildings before calling in WSI. If telephone lines are down, he
will automatically attempt to attend within 2 hours.
7. Gas, Electrical, Water & Fire System Shut- Offs
a. General
¢ In the case of a major earthquake and the likely aftershock, the
Shift Supervisor shall consider a full main shut-off for all electricity,
gas and water (domestic only), until a site damage assessment is

completed.
b. Gas
[ ]
s.15
c. Electricity
[ ]
s.15
d. Water

[ ]
s.15

e. Generator

e The generator will cut in when the power goes down. Generator

s.15

f. Sprinklers

e The sprinkler system stores thousands of gallons of water in the

overhead pipes.
s.15

e Fire Evacuation - Refer To Local Fire Safety Plan
8. Earthquake Evacuation
a. General

e During the earthquake, staff and residents are instructed to “duck,
cover, and hold” under tables, desks, or other objects that will offer
protection against flying glass or debris.

e Persons should keep 15 feet away from windows to avoid flying
glass. Step under a doorway or into a hallway. Do not stand under
light fixtures.
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b. Evacuation Decision

e After a major shock, additional shocks or tremors may occur. Do
not evacuate unless itis required due to damage and collapses. If
telephone lines are intact contact the Director and WSI.

¢ In the event of an evacuation decision, the Shift Supervisor shall
ensure that the route is clear and the evacuation holding area is
clear from falling debris and electrical wires.

o If the secure field is the evacuation destination, a thorough security
check shall be completed prior to movement if time and safety
allow.

¢ Anyone with mobility challenges or other special needs should be
assisted first after situation is assessed by person in charge.

c. Jammed Doors

e Jammed doors are likely a result of a major earthquake. For that
reason, all fire doors must:

- Be checked immediately

- Freed and re-secured (having regard for necessary security
considerations)

d. Staff Deployment & Count

¢ If we have an evacuation of staff and residents to specific areas of
the centre, in all cases the Unit Officer will stay with their charges.

e They will also take charge of any resident brought to this area by
persons working under contract for the centre.

e In all cases a count will be maintained and forwarded to Control
stating:

- Number of resident under the staff's supervision

- Which location in the building the residents came from

- Staff will gather names of any residents and staff in their area
should Control request this information

e. Evacuation Routes Staff/Residents

e Choice of route may be dictated by damage sustained. Usual fire

routes are posted for general information.
f. Partial Evacuation

¢ In the event of a fire which requires partial evacuation, the Units
will exit from the building in accordance with the LOCAL FIRE
SAFETY PLAN wherever possible.

g. Full Evacuation

e Should a complete evacuation of the centre take place, every
attempt should be made to move the residents to the secure field
or program field.

¢ In some instances it will require the residents to move out of a
secure area for an escorted move to the field. Safety must come
first in this instance.

e Atthis stage, Sheriffs or RCMP may need to be notified to re-
locate high security individuals.

e Secure & Remand residents should be placed at FRCS or NFRCS,
Sheriffs/Court Cells / RCMP cells where ever practical and held
separate and apart from adult offenders.

¢ Sheriff and RCMP cells may also be considered, BYCS staff will be
expected to provide supervision of residents.

e Transfers to Prince George or Victoria Youth Custody Centres may
also be an option.

¢ Another option for full evacuation would be to the gym at North

Fraser Pretrial until more suitable arrangements can be made as
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preservation of life is the first consideration.

e Every effort will be made to ensure safety and security of
residents, staff and the community is maintained.

e Once at NFPC open and secure residents, male and female
should be held separately.

e Consult with a Director regarding Re-integration Leave options.

Note: Handicapped residents may require special assistance
during evacuation.
h. Primary Full Evacuation site:

North Fraser Pre-Trial Centre

Location:

1451 Kingsway Avenue

Port Coquitlam, British Columbia V3C 1S2
Phone: (604) 468-3500 Visits: (604) 468-3566

Contactthe director John Pasterok (604) 468-3500

Note: Kitchen has 3 days supply of food and contractors can relocate to
kitchen facilities at NFPC. Also, further food and water (3 days supply)
is housed in the two secure emergency cabinets located in the Sally
Port off Admissions and Discharge area and the service loading bay at

BYCS.
9. Re-Integration Leave
a. General

e Only to be considered in extreme crisis — last resort — imminent
peril where relocation or transportation to other centre, or suitable
evacuation site is not available. Decision rests with a Director.

e Consult Policy. Considerations: Open Custody preferred over
Secure Custody, Sentenced preferred before Remand and Federal
youth & serious offences (risk to community) should be considered
last as a best practice.

e Consideration must also be given to youth needs as priority i.e.:
are they safer to remain with group i.e. no other living
arrangements, access food, water, shelter, medical care etc.

10. Emergency Power
a. General

e This site is provided with power back-up systems in the case of
power failure to this complex. In the case of a major earthquake,
power to the complex may be off for a considerable period of time.

e [f the power fails, a generator s.15

e [f damage to the building is extensive, whether there is regular
power, or emergency power, there may be areas not serviced.

e The Shift Supervisor should assess damage relative to fire and
safety hazard.

b. Power Faults

e Although power may be available, internal disruptions may occur
due to broken lines. Caution must be observed and any use
preceded by testing.

c. Emergency Power Availability

e The emergency generator will supply approximately one half of the

Centre’s needs. This includes:
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Emergency lighting
Dooroperation
BSCS systems
Telephones
- Cameras
d. Emergency Power Unavailable
e Building heat and hot domestic water, most electrical outlets are
not on emergency power. Telephones are on emergency power.

s.15

e. Perimeter Lighting

e Private cars and Centre vehicles with engines running could be

used to provide perimeter lighting.
11. Uninhabitable Building
a. General

¢ In the case of an extreme earthquake the buildings must be fully
evacuated.

e The Shift Supervisor will be responding to the most extreme
situation.

e Latrines may have to be prepared in the Yard away from covered
areas.

b. Site Security

e Protection of life is the first priority in the event of a major
earthquake.

e Ensuring the security of the Centre is the second priority.

12. Habitable Building
a. General

¢ In the situation where living spaces are habitable, and may have
services, the Supervisor/ADO shall cancel all programs and
minimize resident movement until a full damage and service
assessment can be conducted.

e Recreation should be limited to gymnasium on the premise that in
the event of a mass escape attempt from the yard, we would
receive no external assistance.

b. Unit Lock Ups

¢ In order to generate staffing to manage small unit movements, the
Shift Supervisor may consider rotational unit lock-down to free up
staff for operational and program consideration.

c. Regular Program
e Efforts should be made to resume inside programming and
recreation as soon as safely and operationally practical.
13. Re-Enter Building
¢ At no time will staff re-enter building which has collapsed or which
structural integrity may have been compromised by fire or earthquake
until such time a cleared to do so by the Fire Department and WSI.
¢ Re-Entry after such an event may require the use of respirators to
prevent inhalation of toxins or noxious debris.
o Staff are not to re-enter an evacuated building without direction of the
Shift Supervisor.
14. First Aid Supplies And Care
¢ Immediate priorities for the Shift Supervisor/ADO after an earthquake

are rescue, application of first aid where necessary, evacuation if
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appropriate, and if required, extrication and removal of bodiesto a
temporary morgue. Sorting medical priorities are as follows:

1. Do not attend or move those dead.

2. Do not apply probably scarce medical resources or materials to the
seriously or fatally injured in the first instance. Apply first aid to
those persons who are injured but most likely to survive.

3. Regular first aid supplies are located in medical area.

a. Temporary Triage / Infirmary Location

e The Shift Supervisor/ADO may consider using the visits room, the
gym, an empty living unit or a multi- purpose room / classroom etc.
for residents and staff if habitable. The Supervisor/ADO should
consult with the Health Officer, and shall consider such
requirements as:

- Space needs,

- Number and degree of seriousness of the injuries,

- Proximity of medical supplies and communications equipment, and
ease of access.

e The Supervisor/ADO shall also consider whether less seriously
injured staff or residents should be situated in a different location
from seriously injured parties. Included in this category may be
staff or residents in shock, psychotic, or otherwise not able to
function in population due to disaster trauma.

b. Hospitalization

e The Healthcare Nurse and Shift Supervisor/ADO shall determine
necessity to transport to a local hospital (and which one would be
most appropriate).

e Transport shall occur having regard to need, security, hospital bed
space and staff availability.

c. Medications

e Improper use of medications in this case of injuries, in the hands of
unqualified persons can induce shock or death.

e The only pain medication which may be utilized at the direction of
the Shift Supervisor in the absence of the nurse or physician is
Tylenol.

e Itisimperative that access to the pharmacy only be at the direction
of the Shift Supervisor/ADO in consultation with the designated
Health Officer.

e Regular medications provided to residents are not critical in most
cases.

e Nurses will authorize required medications as they deem
necessary. Resident names along with any medication types,
doses/ times etc. will be recorded.

d. First Aid Kit And Emergency Supply Locations

e First Aid Kits and oxygen can be located in the following areas:

- Small First Aid Kits are located in each unit

- There are 3 Primary responder bags with Oxygen located one in
each of the following areas:

s.15

- Emergency Supply Cabinets

15. Search And Rescue Deployment
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a. Count

e Afundamental requirement after an earthquake is to assess the
status of persons in the complex.

e The Shift Supervisor/ADO shall immediately call for a formal count
and injury assessment of residents, staff, contractors, volunteers,
and any other visitors within the centre.

e Captains of each area will report to muster areas with the lists of
people who are currently inthe buildings.

e The public signin log is located at the receptionist’s desk.

e The volunteer coordinator and Contractor supervisors have
schedule of all staff and volunteers currently on site at any time.

e Staff and contractors are also wearing Personal Alarm
Transmitters for ease of tracking and safety.

e The Shift Supervisor/ADO will then call for an injury assessment of
all people.

e The Shift Supervisor/ADO will appoint the Deputy Crisis Manager
to take charge of all search and rescue operations.

e The Deputy Crisis manager will work in concert with WSI.

e This will only be initiated once residents are safe and secure,
necessary gas, water electrical power etc. has been shut off, and
the building safety has been assessed as safe to do so.

e They will also be advised not to initiate rescues which will incur
further injury to themselves or others.

¢ In carrying out the search and rescue, the Shift Supervisor shall
designate a hospital area, duty first aid trained staff and a
temporary morgue.

¢ Note: Death shall not be presumed unless by the most qualified
staff, or where damage/dismemberment is so severe as to
preclude life. DO NOT REMOVE THE DEAD UNLESS
REQUIRED.

b. Record Keeping
e Healthcare staff shall attempt to keep necessary records.
c. Communications

e The radio station base is on the emergency generator.

e Battery charging facility is on the emergency generator.

¢ If the generator is functioning, and there is no line damage, radio
system will continue to function.

d. Telephone Network

e Telephones internal to the building will not work without power,
either from outside or on internal generator.

o If external power goes down, or if the power lines are physically
damaged, the telephone system will not work, even if community
phones are working, except for power fail locals.

e. No Power Priorities

o If there is no power available in the building, all usual methods of
communications: radios (after batteries exhausted), intercom, and
telephones will not work. The Shift Supervisor will have to consider
identifying staff member(s) designated for doing on-going rounds
and carrying messages.

f. Satellite Phones

e Portable radio communications may be effected. Use cell and
satellite telephones if this occurs.

e These phones, chargers and instruction cards are located in the
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Control office.
g. RCMP
e Portable telephone should have contact with police. RCMP wiill
have communications with the Regional Provincial Emergency
Program Plan.

16. Water Sources
a. General
¢ In a major earthquake, it is likely that all water services to the
complex will be interrupted.
This interruption will affect:
i. Fire protection systems,
ii. Domestic hot and cold running water,
iii. Irrigation.
b. Water is required for: food preparation, drinking, cleansing injured,
building hygiene, and laundry.
c. Authority

e The Shift Supervisor /ADO shall allocate priorities for the use of
water, and no water shall be used without the express permission
or direction of the Shift Supervisor.

e The Shift Supervisor/ADO shall consider a 24-hour postin
protection of this important resource, which must remain for the
sole use of the Correctional Centre.

d. Location Of Fresh Water Supplies

e Pipeline from City of Burnaby

e Bottled water in the Emergency supply cabinets

e Bottled water in the kitchen area

e. Contaminated Sources

¢ Unless structural damage causes seepage from broken lines, there
are additional supplies of water.

o Water from the following sources may be useable for low-grade
priorities, but shall not be used for drinking, food preparation, or
first aid. These sources are toilet bowls, sprinkler systems and
heating systems, field irrigation system.

17. Food
a. General
e Itis not possible to anticipate whether after a major earthquake
and subsequent aftershocks, the gas will continue to supply the
stove and ovens, or the building will be habitable for cooking
purposes.
e DONOT TAKE RISKS. IF IN DOUBT ABOUT DAMAGE TO GAS
LINES WITHIN THE BUILDING, SHUT OFF AT SOURCE
e Trust Clerk and Business Manager have purchasing cards which
they can use to purchase supplies / meals in the community.
b. Regular Menu
e Itis anticipated that a (modified) regular menu could be provided if
cooking facilities are available.
¢ If cooking facilities are not available, cold meals, sandwiches etc.
at minimum shall be prepared locally or purchased in the
community where this is not practical.
e Allfood is to be served on disposable flatware with plastic cutlery.
18. Municipal / Provincial Emergency Program
a. General

e The Provincial Emergency Program, Ministry of Solicitor General,
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is a primary focus of the Provincial Government to co-ordinate
disaster planning with Municipalities, the Federal Government, the
Military and Provincial Crown Corporations.
b. Provincial Emergency Program
e Ministry of Solicitor General, contact: 1-800-663-3456

c. Local Coordinator

¢ In the geographical area in which this Centre resides, contact is
with the Burnaby Emergency Program Office, (604) 294-7097

Some other local emergency numbers are as follows:
Please see p. 58.10 of this section.
d. Priorities
e Itis unlikely this Centre will be a priority for attention in a major
disaster, and there will be the correct assumption that we have
planned for an event, and have trained staff on site, with the
necessary resources.
e The police will be notified in case assistance is required.
e Directcontact with Fire and Ambulance Services, if possible,
should still be made if needed.
19. Control Of Visitors To Site
a. General
e Visitors to site may have several purposes:

i. Resident visitors.

ii. Staff families.

iii. Local citizens seeking shelter or assistance.

iv. Official personnel, assessing assistance as required.

v. People scavenging /looting.

b. Discretion
e The Shift Supervisor will be required to exercise discretion in all
these matters, using the following guidelines:

i. Visitorsto residents shall not stay on-site, but should be
permitted to visit in order to calm resident or visitors
themselves.

ii. Staff families may remain on-site as provided for in this
manual.

iii. Local citizens shall not stay on-site. However, if staff
assistance can be provided, it should be.

iv. Persons on-site for the purposes of scavenging shall be
removed from the property. Request police assistance as
required.

c. Information Officer
¢ An officer posted to the front of the main building for the purposes
of contact with the community.
20. Assistance To The Neighbourhood
a. General
e |t may be that the Custody Centre remains with habitable buildings,
emergency power sufficient for ongoing operations, full cooking
facilities, etc.
e [f the building is safe and secure the facility can run until direction
is received from Management, staff are relieved, etc.
b. Residents Are The Priority
¢ If the neighborhood is in serious condition, the Shift Supervisor
must consider the provision of food and services in order to protect
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and sustain life, however, the Shift Supervisor shall not forget that
the first priority and legal requirement is to the residents and staff
of this Centre.

c. Neighbours

e Requests may be considered to assist local neighbors to rescue
trapped and/or injured persons.

e Once the site is secure, and if in the opinion of the Crisis Manager,
resources can be utilized, every effort should be made to assist.

e Seriously injured persons may benefit from the Health Services
provided at the Centre, but persons should be directed to the
Regional Hospital's (Burnaby General Hospital, Royal Columbian
Hospital, etc).

21. Waste Handling, Laundry And Linens
a. General

e |tis imperative that every attempt is made to maintain a
reasonable level of site hygiene by ensuring that general refuse is
removed from the living areas as itis under normal circumstances.

¢ Since there will be no service to remove garbage from the whole
property, the Shift Supervisor shall consider, depending on the
local fire hazard and availability of water, burning all combustible
garbage.

b. Food Waste

e Food waste should be bagged, and if possible, burned. If not, diga
trench on the grounds and bury this garbage, covering with at least
two feet of top cover.

e The surrounding area is likely to have a lot of animal scavengers
and it is imperative that hygiene be maintained.

c. Dirty Linens, Clothes

e |tis anticipated that there will be no washing or laundering
services. However, the Centre should be able to manage by
issuing fresh laundry if or as required.

e Since laundry facilities restoration may be subject to lengthy delays
due to water and power service interruptions, use clean laundry
conservatively.

e Soiledlinens, clothes, etc. should be bagged and stored in an
unused unit if available. DO NOT leave soiled linens, clothing
stockpiling in living areas.

d. Human Relief - Ablution

o If the sewage drainage system is not working, the Supervisor shall
instruct the residents not to use unit toilets, as this will ultimately
constitute a health and environment hazard. Consideration may be
given to construction of latrines within and without the secure field
as security dictates.

e Where community services are available it may be possible to rent
porta-potties in the interim. Consult WSI.

e. Biomedical Waste

¢ Allbiomedical wastes and body parts shall be removed to the
temporary morgue as described in that Section.

o If there is no need for a morgue, place the waste in a secure area
away from living areas.

22. Temporary Morgue
a. General

¢ In a severe earthquake, which creates significant structural

damage, itis likely there will be deaths, either in the first instance,
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or from injuries suffered and before appropriate medical care in a
community hospital can be provided.
b. Secure Location
e The Shift Supervisor shall identify a secure part of the facility for
the placement of the dead and biomedical waste.
e The location needs to be well ventilated to the outside of the
facility.
e The locations must be impenetrable by animal scavengers, and
should be locked at all times.
e The dog kennel area is secure and well ventilated.
e Bestoption is to use an outbuilding/shed and provide vehicle
surveillance.
e Staff can honk and rev engines at predators to deter as required.
c. Human Remains Log
e Unless constituting a health hazard, or interfering in necessary
operation of the Centre, DO NOT MOVE THE DEAD.
e Every entry to the temporary morgue shall be logged, and all
remains noted as to the date, time, name and suspected reason

for death.
23. Resident Family Communications
a. General

¢ Residents will be as concerned about families as staff. However,
since the resident is in custody, there is not the same opportunity
as staff, as relieved, to leave the site to gather information or
assistance related to their families.

e Accessto cellular or satellite phones should be provided as able
for brief calls to resident families once crisis is in manageable
state.

e During an extended evacuation or after an extended isolation;
Youth Supervisors will attempt to facilitate calls from the residents
to parents / guardians at the earliest possible time.

e Procedure for these calls will be similar to an “initial contact call”;
numbers supplied by residents may be used if an approved contact
listis unavailable. Calls will be monitored.

L4 s.15

b. Visiting Family

e The Shift Supervisor will have to exercise discretion relative to

resident visiting. Where possible, family contact should be

maintained.
24. Staff Expectations
a. General

e Earthquakes will occur at any time of the day or night. It would be
particularly unfortunate if a major quake struck during the night
shift, when the Centre is at reduced staffing.

b. Night Shift

o [f disaster strikes during night shift, and itis the Shift Supervisor’'s
assessment from any possible external sources (i.e. staff
observations, use of portable telephones for contacting P.D.) that
no external assistance will be available for some time, they shall
attempt to keep the Centre locked down. This stratagem is
predicated on the buildings remaining largely intact.

¢ If the buildings are not intact and must be vacated, the Shift
Supervisor shall evacuate to the secure field, program field other

identified evacuation site off grounds.
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e Due to the nature of shift schedules, itis likely that on the night
shift there will be staff with dependent families who may wish to
leave and help their families. STAFF WHO LEAVE WITHOUT
PROPER RELIEF MUST BE DEEMED TO HAVE VACATED
THEIR POST.

o However, if staff feel compelled to leave, then negotiate the
following:

- Staff with young children leave in favour of those whose families
are more independent.

- Attempt to have those staff who leave, once their families are safe
and cared for, return and/or contact other staff who may be able to
report for duty.

- Advise that if families need food and shelter, they may return to the
centre for the duration.

c. Staff and Family Residency

e Staff remaining on duty for the duration until relieved and/or
external assistance is provided, require a designated area for rest,
meals, and sleep.

e Much will depend on the shape of the physical structure.

s.15

e Youth Forensic / IAU can be used as residency.

e Visitorarea may also be utilized provided it is not already being
used as an infirmary and is intact.

¢ [f the buildings are not habitable, the invitation to families may
remain, but designated areas must be left to the discretion of the
Shift Supervisor.

d. Duty Roster

o After the earthquake and aftershocks are over, and orderis
restored, the Shift Supervisor shall prepare a duty roster for a 72
hour period which accounts for those staff on-site, and provides
the rest, meals and sleep periods.

e. External Communications Staff Families

e On the presumption that all WITH external telephone lines are
down and/or jammed with emergency calls, staff contact with
families to assess their safety may be highly problematic.

e Emergency services will be stretched to the limit, and this kind of
contact may be very low priority. However, lack of knowledge may
cause duty staff to leave the facility.

e Where possible, free up one or more staff in order to contact
families of staff on duty, and to take messages to families, and
return with messages.

f. Staff Home Preparations

e Itis anticipated that staff will have provided for their family’s well-
being in the case of a major earthquake, by taking the necessary
precautions and making the necessary preparation for such a
possibility.

g. Notification To Employer

e The employee is expected to notify the employer if (s)he will not be
able to attend for duty.

e [f telephones are down, this will be problematic.

h. Report For Duty
o Itis expected that staff who have made immediate provision for

their families will forthwith attempt to report for duty in order to
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relieve those staff already on duty.
i. Bring Information
e Where an off-duty staff member is aware that a duty staff
member’s family is out of danger, (s)he should consider the
importance of advising the staff member on duty.

j. De-Briefing
e The Shift Supervisor shall de-brief all staff reporting for duty in
order to assess potential community resources, the likelihood of
outside assistance, and the feasibility of staff regularly attending

for duty.
25. Critical Incident De-Briefing
a. General

e Itis usual that individuals will experience one, several, or most of a
range of symptoms called together Post Traumatic Syndrome.
These may be:
- Physical (fatigue, nausea, muscle tremors, chest pain, difficulty
breathing, sweating, etc.)
- Cognitive (memory loss, decrease in ability to make decisions or
problem-solve, confusion, limited attention span, etc.)
- Emotional anxiety, irrational fear, grief, depression, helplessness,
etc.).
e The onset of these symptoms varies but is often after the initial
response to disaster (i.e. after search and rescue).
b. Take Action
e The Shift Supervisor must recognize the onset of trauma and
provide intervention in order to ensure that staff (or residents)
remain on task throughout this difficult period.
e Healthcare should be able to provide some assistance in
identifying individuals experiencing shock/trauma .
e Consider:
i. Rotation “time out” in a quiet place.
ii. Drinking lots of juice, water.
iii. Explaining that symptoms are normal and will go away.
iv. Never leave the person alone, encourage light exercise.
V. (s)he is valued, necessary.
vi. Give small, specific tasks after a breather.
vii. Do not “baby”.
viii. Try to limit both smoking and coffee — both make the physical
symptoms worse.
26. Home Preparation Recommendation
a. General
¢ It has been said that the most frightening thing about an
earthquake is not knowing what to do.
e The next two most frightening things are:
i. Believing there is nothing one can do, and
ii. Having to deal with real concern about family and loved ones
when on duty and an earthquake strikes.
b. Family Preparedness
e Family preparedness. If these orders are required to be in effect it
may be too late to do or think anything about it unless one is
relieved from duty. However, such information must be part of this
plan.
c. Training And Dirills
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e The single, most important pre-earthquake preparation is
evacuation drills. As responsible professionals on duty, staff must
ensure their families are protected.

27. Earthguake Response Guidelines
a. If Indoors
e Stayinside. Move away from windows, shelves, heavy objects and
furniture that may fall.
e Take cover under a table or desk, in a corner, or in a strong inside
doorway if there is time.
e Face away from all glass areas and protect your vital organs by
rolling into a ball.
e Stay clear of fireplaces and brick or stone veneer walls. In halls,
stairways, or other areas where no cover is available,
¢ Move to the interior wall; kneel with back to wall; place head close
to knees; cover sides of head with elbows and clasp hands firmly
behind neck.
e Wait60 seconds after the shaking stops and then evacuate as
quickly as possible.
Ensure all gas, electricity and water is shut off.
Be prepared to extinguish any fire which may occur.
Wait at least 10 minutes for the aftershock before re-occupying.
If building is unsafe, proceed with caution to your pre-arranged
meeting spot.
b. If Outdoors
e Stayoutdoors. Move to an open space away from buildings, trees,
and overhead power lines.
e Liedown or crouch on the ground (legs will not be steady).
e Keep looking around to be aware of dangers that may demand
movement.
o Waitat least 10 minutes for the aftershock, and then proceed with
caution.
c. IfIn A Mall Or High-Rise Building
e [fin a mall or other place of business, duck below the level of the
furniture (preferably under something) cover your vital organs,
keep your back to glass areas and wait for 60 seconds after the
shaking has stopped.
e Do not panic. Seek assistance from staff to evacuate the building.
e Do not rush for main exits.

Indoors or outdoors, when an earthquake occurs:

e Take action at the first indication of ground shaking.

e Always duck and cover no matter where you are.

¢ Never enter, leave or stand beside the exterior of a building while the
ground is shaking.

e Ensure your loved ones know what to do and where to go if you are not
with them. Show them how to shut off furnace, water, power and gas if

they are at home alone and tell them where your meeting place is
located.

28. Family Earthquake Drill
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¢ Where will you go for protection when your house starts to shake and
you're in the living room, the bedroom, the bath, or the kitchen?

- What if you're in one part of the house and other family members
are in another?

- During a violent earthquake, you won’'t have time or steady legs to
reach them.

- Will'they know what to do to protect themselves? Will you?

e Because earthquakes occur without warning, it's important that you and
your family learn to take appropriate actions at the first sign of ground
shaking. You won’t have time to think you’ll only have time to
REACT.

¢ In a major earthquake, you may experience a shaking that starts out to
be gentle and within a second or two grows violent and knocks you off
your feet.

- Or, you may be jarred first by a violent jolt — similar to a sonic
boom.

- Or, you may hear a low (and perhaps very loud) rumbling noise.

- Asecond or two later you'll feel the shaking, and, as in the first
example, you'll find it very difficult (if not impossible) to move from
one room to another.

e These examples should give you a clue that you and your family may
have only one or two seconds to take safe shelter INSIDE your home.

¢ EARTHQUAKE DRILLS will help you and your family plan and
remember where to seek shelter and how to protect yourselves.

a. Identify Safe Spots In Each Room

e The first step is to acquaint each family member with a safe place
in each room of your home.

- Under a sturdy table, desk, kitchen counter, or wood-framed
doorway

- Against an inside corner or wall.

- Take extra protection measures in these locations by
covering your head with your arms or with whatever is handy
(e.g. pillow, sofa cushion)

¢ Reinforce this knowledge by physically placing yourselves in these

locations.
- This is a very important step for your children.
- Acting out what they are taught will help them remember what
to do in case you're not beside them at the critical time.
b. Beware Of Danger Zones

e Next, identify danger zones in each room.

e During an earthquake, each family member should: STAY CLEAR
OF:

- windows that may shatter
- Heating units, stove, fireplace, and areas where bricks from
the chimney may fall; and
- Bookcases, cabinets, and furnishings that may topple
c. Practice Quake-Safe Actions

e Hold surprise earthquake drills inthe days that follow this initial
exercise.

- Callout ‘Earthquake’ from wherever you may be in your
home.

- Each family member should respond by moving to the
nearest safe place.

e Once a month (for a few months, as least) let a child call a surprise

Phase 1 Page 152
CFD-2012-01409

BYCS Procedures Manual 2012 Page 26



earthquake drill and follow through with what you've learned.

- Test each other. Was David’s choice the safest? Did Sally
realize that the closet door could be sealed shut? Did the
person in the kitchen remember to turn off the stove?

d. Discuss What To Expect Following A Damaging Earthquake

e Be prepared to take care of injuries. Emergency personnel may not
be able to

¢ Respond to individual calls for assistance for several hours, or
even days.

e Be prepared to check for gas leaks and learn where and how to
turn off gas, water and power at main valves and switches.

e Be prepared for aftershocks which may be nearly as strong as the
initial Earthquake.

e Donot remain in or near a building that might be further damaged
by aftershocks.

e Be prepared to deal with the emotional needs of family members.

e Remember to stay close enough to touch and comfort each other;
remember to talk about what happened and be sure to encourage
one another.
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Sec E2 - Computer Systems and BSCS Failure
Sunday, April 1,2012

Burnaby Youth Custody Services
Emergency Contingency Procedures
Provincial Policy Reference:

Computer System Failure
¢ In the event of a single desktop computer systems failure:
- Contact the HELP DESK at 1-604-775-4357.
- Be prepared to enter your computer ID logon information
- Have the ID of the terminal you are working on ready (located
under the “Desktop” computer icon — also on the side of the PC).
¢ In the event of a multi-desktop computer systems failure:
- Contact the HELP DESK (above) and advise as to number of
computers effected.
- Business admin staff will need to manually record/document staff
pay and expenses.
- If systems failure is beyond a few days, Business admin staff will
consult PSA and PGRCC to access terminal for data entry.
- Admissions & Discharge will need to manually track and record
counts and movements.

BYSC BSCS Failure

Power failures within the centre will not affect Control. The uninterrupted
power source (UPS) will automatically engage and provide a seamless
transition from the loss of power to the start of the generator.

e Inthe event of asingle station computer failure in Control:

s.15

- Control will contact WSI and advise of computer failure.

- Once system is restored, Control will notify ADO and resume
s.15

e Inthe event both stations in Control fail and require service:
- Control will follow same procedure and notifications as above.
- s.15

- Once stations are restored, Control will notify ADO, resume normal
practices and s.15
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Sec E3-a - Critical Incident Review
Sunday, April 1,2012

Burnaby Youth Custody Services
Security and Control in Emergency Situations

Provincial Policy Reference: Sec F8 pg. 24-28

Critical Incident Review
Following a critical incident, a formal review process will be initiated by the
Executive Director.
This review examines:

- The facts surrounding the incident,

- Reviews the documents,

- Conducts interviews of those involved in the incident,

- And reviews the relevant history and contributing factors.
The goal of this review is to develop recommendations that will assist in
avoiding or reducing the likelihood of a similar incident in the future.

Once a critical incident is controlled, the person in charge must immediately

beqin to gather and safequard relevant information.

Thisincludes:
Gathering and safeguarding all logs, files and/or electronic media related to
the incident

Gathering reports and/or written statements from all involved staff members

or witnesses.

Taking photographs or videotape evidence

Providing the Director with an oral report and a brief written summary within
24 hours of the incident

Securing the scene, where reasonable and appropriate, and restricting entry

to the area

For further information on subsequent procedures as they relate to a Critical

Incident Review, refer to the Youth Custody Programs Manual of operations,

Section F8.
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Sec E3-b - Post Critical Incident Procedures
Sunday, April 1,2012

Burnaby Youth Custody Services
Security and Control in Emergency Situations

Provincial Policy Reference: Sec F7 pg. 21-23

Post Critical Incident Procedures
Any of the following events within a youth custody centre may constitute a
Critical Incident which may warrant a review:

s.15

The following procedures address immediate action to be taken following a
critical incident:

- Address medical attention required in relation to injuries

- Ensure security of centre is maintained

- Ensure evidence is collected and protected (written reports/statements,

physical evidence, etc.)
- Attend to emotional and physical needs of youth, staff or others
affected by incident (CIRT intervention)
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Sec E4-a - 30 & 60 Minute Staff Emergency Responders List and Emergency Contacts for Managers
Sunday, April 1,2012

Burnaby Youth Custody Services
Operational Security & Control
Provincial Policy Reference:

The following staff members have volunteered to be contacted inthe event
of an emergency, to provide assistance as needed.

s.22

1. Angel | 11. Gardner 21. Stromgren
2. Basi 12. Groetchen | 22. Stafford
3. Basra, J. 13. Hurst 23. Stuart, R.
.4. Bunker | 14. Lauriente '24. Unrau
'5. Burchak 15. Tang ' 25. Unsworth
'6. Campbell, R. '16. Maan, B. '26. Van Eyk
:7. Cooper 17. Maslove :27. Walrond
8. Ross, C. 18. Watson 28. D’Alfonso
9. Sidhu, N. 19. Woo, B 29. Stevenson
10. Fritz 120. Stewart, B.
s.22

1. Aimeida 6. Lock 11. Shokar

:2. Caros 7 McKinney :12. Ewasew

3. Forbes 8. Scott-Davies 13. Sandher

4. Hopkins 9. Steffich 14. Wallace

5. Laberge ' 10. Whiteside, D.
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Contact Numbers for Youth Custody Managers

Managers  Work Phone 'Home Phone  Cell Phone
Alan Markwart 250-387-0985

Barry Lynden 250-365-1970

Rick Faoro 778-452-2065

Burnaby Youth

Custody

Doug Carmichael 778-452-2101

Andrew Cronkhite 778-452-2056

Anita McDonnell

Sheryl Hudspeth

778-452-2055

778-452-2077

Matt Annan 778-452-2077
Pam Drew 778-452-2077
Victoria Youth

Custody

Phil Hawley 250-708-2206
Mike MacPhee 250-708-2225
Jeff Haas 250-708-2218
Blade Tickner 250-708-2219 522 4
Prince George Youth

Custody

Kim Fogtmann 250-649-3854
Jim Arnold 250-649-3852

Shawn Young

Youth Justice Policy

Marcia Marchenski

Charisse Giarraputo

Anne Kimmitt
Nerina Holderness
Chris Zatylny

Nin Mand

Youth Forensic
Andre Picard
Agnes Tao
Andrea Yee

250-649-3853

250-356-1588
250-356-3018
250-717-2023
250-356-1962
250-387-1335
778-452-2066

250-387-2830
778-452-2221
778-452-2204
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Sec E5 - Emergency Response Codes
Sunday, April 1,2012

Burnaby Youth Custody Services
Emergency Contingency Procedures

Provincial Policy Reference: Sec F5 pg. 20

Emergency Response Codes

Colour Codes: To ensure an effective and efficient response to emergency
situations, Burnaby Youth Custody Centre uses the following emergency
response codes:

Code Red

¢ Immediate staff assistance required due to imminent or serious personal
harm/danger to a staff member, youth, or other person, or in response to an
escape.

o Staff are to initiate a complete lockdown in preparation for a full scale
deployment.

CodeBlue

¢ Immediate medical attention required due to serious injury, iliness, or incident
of self-harm.

e Available staff are to provide nursing staff with assistance in relation to
medical equipment.

e Jump bags are located in the Administrative Coordinator’s office, and in the
event of a Code Blue, the ADO/SYS must ensure a responding staff member
takes two jump bags to the emergency.

Code Yellow

¢ Immediate staff assistance required in relation to centre security including

security breaches and escalating incidents.

Codes are responded to in a timely mannerwhich specifically addresses:
e Reporting the emergency

- Codeis to be called by radio by the attending staff member as soon as
possible. If, for example, there is an escape in progress, the staff calling
a code red should say, “Code Red — escape in progress — North end of
track and field.”

- Where a PAT has been activated the Control staff will attempt to contact
the person by radio to determine the status of code. If contact is not
made, “Code Red (location)” will be repeated twice over the radio
system. Control staff will direct responding staff accordingly in
response to the alarm.

e Designating responders

- SYS responsible for the area the incident is occurring shall respond and
designate other responders as they arrive to the scene.

- Ifitis a code red, then all staff are to immediately lock up the youth in
their care and respond if possible.

- If code yellow or blue, immediate area staff without direct youth care
responsibility can respond and be deployed by attending SYS.

- Control officers will stand by for direction from a SYS regarding any
additional deployment or action which may be required.

- All staff are to ensure resident movement is suspended and radio traffic
kept to an absolute minimum until direction is given to stand down the
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code.
¢ Maintaining adequate coverage
- Staff should ensure there is adequate coverage of the youth in their
care that are not involved in the incident.
e How situations are stood down
- SYS to assess the situation and inform Control by radio when incident is
under control and regular movement can resume.
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Sec E6-a - Bomb Threats
Sunday, April 1,2012

Burnaby Youth Custody Services

Emergency Contingency Procedures

Provincial Policy Reference: Sec F4 pg. 13-16

Continagency Plan for Bomb Threats

s.15

Emergency Contact List

SAFE LINK | 604-454-1085 code 515
‘WS | 1-877-222-3112
BURNABY FIRE | 604-294-7190
'BURNABY RCMP | 604-294-7922

EHS | 604-872-5151
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Sec E6-b - Escapes
Sunday, April 1,2012

Burnaby Youth Custody Services
Emergency Contingency Procedures
Provincial Policy Reference:

Contingency Plan for Escapes
Identify and secure any possible escape routes.
Take measures to prevent further escapes.
Make medical assistance available to anyone injured during the escape.
Conduct an institutional count.
Conduct a search of buildings and/or the immediate area.
Contact the Burnaby RCMP, using 911 where applicable, to report the
escape and request assistance in conducting a search.
- Provide them with the following information for each escaped youth:
a) Name of the youth
b) Age and DOB of youth
c) Descriptions of physical appearance and clothing
d) Briefaccount of the escape
e) The degree of danger the youth presents to the community,
him/herself or others
f) Home address and/or likely destination of the youth
g) Any action taken or planned by staff of BYCS
h) Any other relevant information
Make note of RCMP file number.
Protect any evidence related to the escape.
The person in charge is responsible for ensuring the completion of an
Escape Package, to be prepared for the Burnaby RCMP.
- This package shall include:
a) Police Referral Package Checklist (original)
b) Police Referral Form (original)
c) Warrant of Committal/Remand (copy)
d) Escape notification Form (copy)
e) Client History (copy)
f) Face Sheet with Photo (copy)
In cases of a failure to return from a reintegration leave, a copy of the
Authorization for Reintegration Leave (located in the warrant file in records)
must also be included in the escape package.
Notify the Director or on-call manager immediately. Notify the
parents/guardians of the youth wherever possible.
- The package forwarded to the Director shall include:
a) Copy of Escape Package (above)
b) Incident Report (original)
c) Escape Notification (original)

- The package forwarded to Case Management shall include:
a) Copy of Escape Package
Collect and store the effects of all escaped residents.
Initiate a critical incident stress defusing and debriefing if necessary.
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Sec E6-c - Disasters
Sunday, April 1,2012

Burnaby Youth Custody Services
Emergency Contingency Procedures

Provincial Policy Reference: Sec G4 pg. 9-10

Disasters

In the event of a disaster (earthquake, flood, etc.) the ADO will ensure the
following action is taken:

All persons are accounted for, and necessary assistance is provided to
injured or trapped persons.

- [f appropriate, the ADO may direct staff members to search for and
removed injured persons (provided it does not endanger the safety of
the searchers).

Evacuate residents and all personnel to a safe area, if necessary.

Contact the Burnaby RCMP, Fire Department, and Ambulance at 911.
Contact the Director of BYCS.

Take steps to minimize injury and/or damages, if necessary, including turning
off the supply of water, electricity and gas (refer to the BYCS Earthquake,
Disaster & Site Evacuation Plan — Sec E1).

Establish a central command and communication post which is safe and
secure, to coordinate disaster response.

e Take necessary steps to maintain security.

Designate a staff member to maintain a running log of events and actions
taken.

Designate a staff to establish and maintain the operation of essential
services (including health care, building operations, food services and
laundry).

Prevent or minimize the loss of or damage to legal and medical records.
Prepare and forward a written report to the Director of BYCS.

Initiate a critical incident stress defusing and debriefing if necessary and
practical.

**FOR DETAILED INFORMATION REGARDING DISASTER RESPONSE,
REFERTOTHE BYCS EARTUQUAKE, DISASTER & SITE EVACUATION
PLAN IN SECTION E1***
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Sec E6-d - Fire Procedure
Sunday, April 1,2012

Burnaby Youth Custody Services
Emergency Contingency Procedures

Provincial Policy Reference: Sec G3 pg. 7-8

Emergency Contingency Plan for Fire

Procedure for Staff:

If there is a confirmed fire, but the alarm has not been triggered by the
detectors, the staff discovering the fire must active the alarm at the nearest
alarm station, s.15

When alarm sounds, staff are to assemble youth at nearest safe fire exit
leading from the living unit or program area and wait for direction from the
person in charge or Control.

Staff are to account for all youth in their care.

Staff should take the unit log book with them when evacuating.

Staff not immediately responsible for the supervision of youth should assist
with the evacuation of the building.

Burnaby RCMP should be contacted to assist with perimeter security if
required.

Procedures for Senior Youth Supervisor/ADO:

Confirm existence of fire.

Initiate evacuation of youth and staff from involved area.

Isolate area involved by closing but not locking all doors and windows.
Establisha command and communication post which is safe and secure from
which to direct a coordinated response.

Make medical assistance available to those needing it.

Designate a staff to meet the Fire Department and provide assistance with
access to all necessary areas. Ensure the staff has an appropriate set of
keys.

Designate a staff to keep a written account of events.

Request perimeter assistance from the Burnaby RCMP — call 911.

Notify the Director of Operations or On Call Manager.

Contact additional staff as necessary, s.15

Control Officers are to silence the fire alarm only after the Fire Department
has arrived and the building has been evacuated.

Do not release information to the media or public.

Submit a written report to the Director of Operations as soon as is practical.
Initiate a critical incident stress defusing and a debriefing if necessary.

SAFE LINK is a company that monitors BYCS alarms, and will automatically
contact the Burnaby Fire Department to respond with lights and sirens.

When confirmed the fire alarm is false Control must contact the number
below to advise. Safe Link will contact the Fire Department, who may attend

anyway.
SAFE LINK 604-454-1085 code 515
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Arson
Where itis known or suspected a fire was started intentionally, all available
evidence shall be preserved.
The person in charge will ensure a package is prepared for the Burnaby
RCMP and includes the following documentation:

- Client ID sheet (face sheet)

- Statements of all witnesses

- Photographs of injury, damage and other pertinent details

- Youth Injury Report (copy)

- Incident Report

- Consent to Disclosure for residents during the fire

- Police Referral Package Checklist (Refer to Appendix)
*copies must also be forwarded to the Director of Operations and the Case
Management department.
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Sec E6-e - Hostile Visitor Protocol
Sunday, April 1,2012

Burnaby Youth Custody Services
Operational Procedures

Provincial Policy Reference:

Hostile Visitor Protocol
s.15

The visitor will be advised the police have been contacted and directed to
leave the property immediately.

Control will note description of the visitor and vehicle, if possible. The camera
will be focused on the front entrance and parking lot.

Doorto the Administration offices will be secured.

Movement will be halted through the affected area of the building until
secure.
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Sec E6-f - Fire Panel Procedures
Sunday, April 1,2012

Burnaby Youth Custody Services
Emergency Contingency Procedures
Provincial Policy Reference:

BYCS Fire Panel Procedures

s.15
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Sec E6-g - Utility or Food & Water Supply Disruption
Sunday, April 1,2012

Burnaby Youth Custody Services
Emergency Contingency Procedures
Provincial Policy Reference:

Food & Water Supply Disruption

In the event of an earthquake or other disaster:

The Food Services Contractor is obligated to maintain a 72 hour emergency
supply of food & drink on site.

If the kitchen is out of service, a caterer from the community will need to be
coordinated to provide interim service.

If the water supply is disrupted, BCBC shall be contacted and have water
trucked in.

If the power fails, a generator s.15 should automatically
start up to provide emergency power. Generator (emergency) power will only
maintain:

s.15

**In a complete power failure, in non-winter months, the building should
retain core temperature for 48 hours.

Power / Gas Emergencies (perform any necessary SHUT-OFFS and

call:

_WSI Call Centre 1-877-222-3112
'John Tyler (building issues) 1604-315-3853 |
. BC Hydro | 1-888-POWERON
Terasen Gas | 1-800-663-9911

Phase 1 Page 168
CFD-2012-01409

BYCS Procedures Manual 2012 Page 1



Sec E6-h - Hostage Taking
Sunday, April 1,2012

Burnaby Youth Custody Services
Emergency Contingency Procedures

Provincial Policy Reference: Sec F3 pg. 10-12

Contingency Plan for Hostage Taking

s.15
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Sec E6-i - Media
Sunday, April 1,2012

Burnaby Youth Custody Services
Legislation
Provincial Policy Reference:

Media
**If media attend the centre or call on the telephone, staff ARE NOT to
communicate with the media without prior authorization of a Director.

Refer ALL Media inquires to Christine Ash at 250-356-1639
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Sec E6-j - Riots & Disturbances
Sunday, April 1,2012

Burnaby Youth Custody Services
Emergency Contingency Procedures
Provincial Policy Reference: Sec F2 pg. 6-9

Contingency Plan for Riots & Disturbances

Assess the situation and determine whether it can be controlled using
existing resources.

Designate a staff member to maintain a running log of events and the actions
taken.

s.15
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Sec E6-k - Workplace Violence Prevention & Response
Sunday, April 1,2012

Burnaby Youth Custody Services

Emergency Contingency Procedures

Provincial Policy Reference:

Workplace Violence Prevention & Response

Workplace violence means the attempted of an actual act of physical force so
asto cause injury to an employee (including contractors and volunteers) and
includes verbal threats or behaviour which gives an employee reasonable
cause to believe the employee is at risk of injury.

**Employees are required to immediately report to a manager/supervisor any
work related violent act or threat or potentially violent actions against
themselves, co-workers or members of their family.

Managers or Persons in Charge at the Custody Centre are responsible to:
Ensure the immediate safety and security of people who are affected.
Contact police, fire, or ambulance if required.

Protect potential victims (e.g. warn, evacuate or secure the affected area).
Contact the Executive Director, Youth Custody Service.

In consultation with the Executive Director, contact the emergency
Occupational Safety and Health Representative.

Complete an incident report and accident investigation form.

Ensure that an employee reporting an injury or adverse condition as a result
of an incident of violence is advised to consult a physician.
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Sec E7 - Use of the Protective Shield
Sunday, April 1,2012

Burnaby Youth Custody Services
Emergency Contingency Procedures
Provincial Policy Reference: Sec F5 pg. 17-19

Contingency Plan for use of the Protective Shield
Use of the shield must be authorized by the person in charge, and only used

by a staff member trained to respond to situations where a shield is required.

Use of the shield is restricted to situations where all other means of dealing
with the situation have been exhausted or are not reasonable.

The protective shield should be removed from the area as soon as risk of
injury to staff or youth is no longer an issue.

The person in charge must ensure the use of the shield is documented in an
electronic incident report.
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F - HEALTH CARE - MENTAL
HEALTH

Sunday, April 1,2012
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Sec F1-a - Allergic Reactions
Sunday, April 1,2012

Burnaby Youth Custody Services
Emergency Health Care Procedures
Provincial Policy Reference:

Allergic Reactions

s.15
Staff must notify Health Care (via portable radio or phone) and the Senior
Youth Supervisor/ADO immediately if a suspected allergic reaction is taking
place.
When a staff believes a youth is having airway distress due to allergic
reaction, a Code Blue will be called over the radio and staff must take the
Emergency Bag and Oxygen to the site of the Code Blue.
The Nurse will do an assessment and provide care as per Health Care
protocols.
If the Nurse requests an ambulance, The Senior Youth Supervisor will advise
Control with an update and request the paramedics be called at 911 for a
serious allergic reaction.
All allergies are documented on the High Risk List, and should be reviewed
by Youth Supervisors at the start of their shift.
If youth are susceptible to severe allergic reactions, they may wear Medic
Alert bracelets or necklaces.
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Sec F1-b - Head Injury Protocol
Sunday, April 1,2012

Burnaby Youth Custody Services
Emergency Health Care Procedures
Provincial Policy Reference:

Head Injury Protocol

When it is suspected a youth may have sustained a head injury, he/she will
be assessed by a member of the Health Care team, and placed on Head
Injury Protocol. The youth will also be added to the High Risk List under
District Medical Restrictions.

Foryouth on Head Injury Protocol, Youth Supervisors will be notified, and the
following process will be adhered to:

A Head Injury Checklist (in Appendix) will be posted on the resident’s door
during the assessment period determined by the nurse.

The resident is to be checked at least every 15 minutes, and woken every
two hours.

Youth Supervisors are to ensure the checklist is completed for each check,
and include comments detailing observations — ex. woken easily, up to use
washroom, etc.

Youth Supervisors will also be required to document checks and
observations in the unit log book.

Health Care should be notified immediately if the Youth Supervisor suspects
any of the following signs and/or symptoms:

s.15
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Sec F1-c - Influenza Pandemic Health Care Contingency
Sunday, April 1,2012

Youth Custody Services
INFLUENZA PANDEMIC

Health Care Contingency
Plan

Dr. Diane A. Rothon MD

Medical Director, Youth Custody Services

October 13, 2009
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Influenza Pandemic Health Care Contingency Plan
Youth Custody Services

Preamble

Influenza pandemics occur when a new influenza virus evolves and the human
population has limited or no immunity to the virus. A pandemic can occur at any
time and carries with it the potential to cause serious iliness, death and
substantial social and economic disruption throughout the world. Historically,
pandemics occur over an extended period of time (12 — 18 months) and include
two or more waves of iliness.

Experts agree that future influenza pandemics are inevitable; however, the timing
of the arrival, severity and impact of a pandemic cannot be predicted. Since
there may be little warning, contingency planning is required to minimize the
devastating effects of a global pandemic.

By virtue of its ease of transmission, the pandemic flu will likely be a respiratory
infection with fever. It will not be a gastro-intestinal (Gl) flu, though it may involve
some concurrent Gl symptoms. Influenza surveillance data, when reporting on
the number of cases in the general population, will refer to the current symptom
complex generally as an influenza-like illness (ILI), except in cases where
laboratory confirmation of the virus has been obtained and diagnosis is known.
The current case definition for ILI includes fever, cough and at least one of the
following: sore throat, muscle and/or joint pains, weakness. Gl symptoms, while
they may be present, are not included in the ILI case definition.

Objectives

Youth Custody Services must meet the following objectives in the event of a
pandemic:

1) To protect the health and safety of staff, residents and the general public
by implementing effective infection prevention and control measures.

2) To maintain essential services while experiencing workforce shortages
due to staff being infected with the influenza virus.

3) To protect the general public by maintaining the security of youth custody
facilities.
4) To assess, treat and provide care for residents infected with the flu.

5) To maintain accurate and timely communication with partners in the
Justice and Health systems including courts, medical officers of health
and community hospitals.

6) To design and carry out a cohesive, integrated system recovery plan that
addresses the full return to functioning of Youth Custody Services and
collateral ministries.

7) After the pandemic has ended, to provide a thorough analysis and
evaluation of how the system performed, what lessons were learned and
how to prepare for possible future events.
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Influenza Pandemic
Youth Custody Services

Pandemic Plan Development

This document provides recommendations to the Youth Custody Management
Committee and staff. Health care personnel at each centre will develop a plan
based on the requirements outlined in this document and in consideration of the
needs of the local youth custody centre.

It is the expectation that local health care staff will work in collaboration with the
leadership teams at each centre to develop a centre-specific, individual custody
centre plan that includes detailed and specific instructions on how to manage
the custody centre with reduced staffing numbers; on the stockpiling of food,
medications, personal protective equipment (PPE), medical supplies and all other
supplies; on how to prevent spread during an institutional outbreak of influenza;
and on how to identify, manage and treat the infection in affected individuals.

The Medical Director, Youth Custody Services, reviews and approves each
individual youth custody centre plan. This provincial contingency health care plan
document, as well as each individual youth custody centre plan, will be reviewed
and revised as new information becomes available.

Pandemic Committee Participation

Youth Custody Services is represented on the following Provincial Pandemic
Project committees:

1) The Provincial Influenza Management Committee
2) The Public Health Measures Advisory Group

3) The Medication Logistics Advisory Group

4) The Supplies Logistics Advisory Group

5) The Clinical Care Committee

Communication

The Medical Director, Youth Custody Services, manages all communicable
disease outbreaks and all outbreak prevention efforts in BC youth custody
centres, in consultation with the Medical Health Officer of the local health
authority, the BC Centre for Disease Control (BCCDC) and/or the Provincial
Health Officer, as required.

During an outbreak, communication to and from the Provincial laboratory; the
BCCDC; the Office of the Provincial Health Officer and regional medical health
officers; environmental health officers; health authorities and hospitals is the
responsibility of the Medical Director, Youth Custody Services. All test results are
sent only to the office of the Medical Director who coordinates outbreak strategy
and distributed results along with necessary patient management information.
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Influenza Pandemic Health Care Contingency Plan

Youth Custody Services

The Medical Director, Youth Custody Services, is responsible for declaring when
an outbreak in a youth custody centre begins and ends based on all available
patient information and approved criteria and guidelines from the Public Health
Agency of Canada (PHAC) and the BCCDC. This declaration follows a formal
process of communication that begins with the Medical Director notifying the
appropriate regional medical health officer, Youth Custody Service's
management, the custody Directors, followed by health care staff.

Once the Medical Director has officially declared an outbreak, or whenever an
outbreak is suspected, the health care staff at the affected centre(s) participate in
regular conference calls with the Medical Director. These conference calls are
conducted by the Medical Director.

To manage and contain an outbreak and bring it to a safe and rapid resolution,
the Medical Director instructs the local health care staff regarding proper
precautions, patient assessment, care and isolation, information gathering and
data collection, and all other strategies.

Up-to-date surveillance data on the numbers of residents and staff contracting
and recovering from the flu, and various other clinical parameters on each
affected individual, are provided to the Medical Director by the health care
supervisors at least once a day. The objectives of ILI surveillance reporting are:

1) to track and manage the outbreak as it evolves and assess the
effectiveness of each strategy;

2) to better understand the impact of influenza on the youth custody
population; and

3) tolearn how to provide better prevention and treatment in the future.

The Medical Director will attend regular Medical Health Officers’ Council, BCCDC
and health authority briefing meetings. Using this information, youth custody
surveillance data and information gathered from the World Health Organization
(WHO), PHAC, BCCDC websites and other sources, the Medical Director and
the Chair, Youth Custody Services Health Care Committee, prepare and
distribute comprehensive daily outbreak reports and updates to Youth Custody
Services via teleconferences, email communication and ministry websites.

Workplace Health and Safety Services provides recommendations for addressing
staff questions and cases of influenza among youth custody staff and
communicate directly with sick staff.

Local custody centre outbreak plans incorporate a communication strategy for all
stakeholders. Stakeholders include staff, youth and their families; our Criminal
Justice partners; deputy sheriffs; court officials; lawyers, contractors and
volunteers; suppliers and visitors. Local centre communication options to be
considered include pre-recorded telephone messages, signage, and the
development of an e-mail distribution list.
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Influenza Pandemic Health Care Contingency Plan
Youth Custody Services

Planning Assumptions

1)
2)

3)

4)

5)
6)

7)

8)

A pandemic flu is expected to occur worldwide at some point in the future.

Certain properties of the flu virus will not be known at the beginning of the
pandemic and during the pandemic, the influenza virus is likely to mutate
to change its virulence, severity, symptom complex and susceptibility to
various antiviral medications.

It is assumed that antiviral medication will be effective against this flu;
however, antiviral medication may be in short or variable supply.

Youth Custody Services, via the Product Distribution Centre, purchases
and stocks its own antiviral medication supply for use in the prophylaxis
and treatment of residents. Access to the provincial antiviral stockpiles
occurs only after a pandemic is declared by the WHO.

There will not be an effective vaccine to prevent catching the flu until six
to eight months after the beginning of the outbreak.

A pandemic flu outbreak will create great anxiety among staff, residents
and their families, contractors, volunteers and visitors.

Once an individual recovers from this flu, the individual has immunity to
this flu strain and is not at risk and does not need to be vaccinated or
given influenza exposure prophylaxis.

Best clinical predictions about the virus include:

a) The virus will be spread mainly by droplet rather than airborne
transmission.

b) 25-30% of the general population and 35% or greater of the
resident population will be affected by the pandemic flu over two
waves of influenza, the first wave lasting approximately eight
weeks.

c) Peak infection is expected to occur at approximately the five to six
week mark of the first wave when approximately 20-25% staff
absenteeism is projected.

d) Primary methods to prevent influenza will be effective hand
washing and disinfection with approved hand sanitizers, along with
proper cough and sneeze etiquette: Cough/sneeze into folded arm,
not hands; cover mouth and nose; use tissues only once and
dispose of appropriately; wash hands frequently.

e) Surgical masks, disposable gowns, goggles or safety glasses and
universal/standard precautions/practices (hand washing and
latex/non-latex gloves) will be the methods used to prevent the
spread of the flu from an infected individual.

f) There will be a period of 24-48 hours or more where infected
individuals do not have any symptoms of flu, but are infectious and
capable of transmitting the disease to others. This is called the
incubation period.
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Influenza Pandemic
Youth Custody Services

g) The flu virus can survive for 24-48 hours on some surfaces outside
the body. All surfaces will require systematic disinfection with
approved cleansers.

9) Only those residents infected with the pandemic flu requiring ventilation or
respiratory support will be hospitalized since there will be a shortage of
hospital beds and youth custody staff to provide supervision.

10) Residents requiring 24 hour nursing care may be transferred to a hospital
if space is available, or an individual health care plan may be developed
locally. Local youth custody centre plans will be dynamic and be revised
regularly to reflect accurate, current information.

11) In the event of an outbreak, the youth custody Director, nurse supervisor
and Medical Director, Youth Custody Services will develop a plan to
provide mental health services to staff and residents as required.

Prevention/Protection

Each outbreak prevention/protection/control plan includes:

1) Provisions for the administration of specific pandemic flu vaccine and
booster, if necessary, when they become available

2) Arrangements for the administration of seasonal flu vaccine to residents
and pneumococcal vaccine, when indicated, by local health care
personnel at each centre. Guidelines for vaccine sequencing as well as
supplies of both seasonal and pandemic vaccine will be provided by the
BCCDC.

3) Health screening of residents prior to or upon admission so that residents
with flu like symptoms are isolated from those residents without flu
symptoms. The initial screening tool will be a temperature measurement
and the respiratory screen section of the Initial Health Assessment (IHA).

4) Once symptoms specific to the pandemic virus are established, a more
refined, pandemic-specific screening tool is developed by the Medical
Director. This replaces the initial screening tool for all admissions.

5) Health screening of residents scheduled for transfer to another youth
custody centre, to hospital or to the Youth Forensic In-patient
Assessment Unit is done immediately prior to transfer. Health care staff
will delay the transfer of any resident with flu-like symptoms from a centre
or living unit where an outbreak has been declared. In facility-wide
outbreaks it may be necessary to restrict all transfers.

6) Instructions for staff, volunteers and visitors to self-screen for influenza
symptoms. Youth custody staff may deny visits to members of the public

who display flu-like symptoms. In severe outbreaks all visits may be
suspended.
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Influenza Pandemic Health Care Contingency Plan
Youth Custody Services

7)

8)

9)

10)

11)

12)
13)

14)

15)

16)
17)
18)

19)

20)

Instructions for residents to self-screen while in custody and to self-
screen before all in-person court appearances.

Signage posted in all resident living areas indicating the symptoms of the
pandemic flu and prevention measures to be followed. Any residents
displaying flu symptoms are isolated. Health care staff are notified and a
health care assessment is completed immediately.

Instructions for staff to stay home when they have signs and symptoms of
influenza. The Ministry will make the decision if and when medical
certificates are required. A shortage of health care professionals to
complete these certificates is anticipated.

Provision of adequate numbers of sinks, soap dispensers, paper towels
and waterless hand disinfectant for staff and residents. If using their own
personal re-usable towel, residents are instructed to exchange it for a
clean one every two days.

Instruction for all staff and residents in effective hand washing methods,
cough/sneeze etiquette, use and disposal of used tissues and towels.

The closure and capping of any communal drinking fountains.

Disinfection of each mattress with accelerated hydrogen peroxide after
use by an infected person.

Monitoring of air exchanges in sealed facilities: The standard for
prevention of airborne transmission is six exchanges per hour in an
Admission and Discharge area and four to five air exchanges in all other
areas.

Staff use of personal protective equipment (PPE), including surgical
masks, latex/non-latex gloves, approved goggles and gowns, when
having a two-meter or less proximity contact with an infected individual, or
a newly admitted individual until screening is completed.

Instruction for staff in the correct application, removal, use and
replacement of personal protective equipment.

Provision of accelerated hydrogen peroxide (or equivalent) disinfectant
wipes at every desk and workstation.

Access to accelerated hydrogen peroxide solution or disinfectant wipes in
all resident living areas.

At minimum every 24 hours, cleaning of inanimate surfaces where
droplet-borne flu viruses may land, for example: Door knobs, radios, hand
cuffs, desks, staff and resident telephones, key boards, sink and shower
taps, tables, chairs, counters and ministry transport vehicles. Cleaning is
done using accelerated hydrogen peroxide.

Instructions to staff to disinfect items used by other staff prior to their own
use, for example, when receiving a radio or other piece of equipment staff
should disinfect it before use, using accelerated hydrogen peroxide.
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21)

22)

23)

24)

25)

Cleaning of resident visiting areas (both resident and visitor sections)
before each visit/use. The resident and/or the visitor may be requested to
do this. Accelerated hydrogen peroxide is used for this purpose.

If necessary in a particular outbreak, instructions for handling and
cleaning of dishes used by infected persons, or the use of disposable
dishes and a protocol for their disposal.

The reduction of resident movement to health care for minor reasons and
to areas where the spread of the flu may occur, e.g., visits, programs.

The public and staff access to the custody centre will be limited to one
entrance with clear outbreak signage and posted procedures in place for
mandatory hand disinfection prior to entering the building.

Receiving areas for couriers and other deliveries should be limited and
direct person-to-person contact restricted.

26) Video court may need to be used for court appearances.

27)

28)

29)

Programs may be cancelled as prevalence of the pandemic flu increases
at a particular facility.

Lawyers requesting visits will be encouraged to use alternate methods for
communication with their clients, for example, telephone calls for
interviewing clients and use of non-contact visit areas.

Volunteers and community in-reach workers may be temporarily
suspended.

Management of the Health Care Centre (HCC)

The local youth custody centre HCC outbreak management plan is
prepared by health care supervisors and includes the following elements:

1)

2)

3)

4)

5)

Takes into account a scale of operation ranging from full health care
staffing to operating with greatly reduced staffing levels.

Identifies critical suppliers and confirms delivery priorities, e.g., for medical
supplies, cleaning supplies and medications, including antiviral
medications.

Secures temporary storage capability for stockpiling medications,
equipment and supplies. Storage areas may be on-site, provincial or
leased local sites.

A method for safely managing the supply of surgical masks having a small
metal bar at the top of the mask. This bar is necessary to provide a better
seal. The plan, for example, could be for a one-for-one mask exchange
for staff and residents.

Strategies to ensure health care services, medications and meals are
delivered as required.
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Influenza Pandemic Health Care Contingency Plan
Youth Custody Services
6) Procedures for transporting antiviral pandemic flu medications from the
product distribution centre to the custody centre for administration to
patients.

7) A twelve-week supply of medical supplies, personal protective equipment,
cleaning and disinfecting chemicals, operational supplies, etc. on site.
This must include a process to rotate and use medical supplies before
expiry date and to replenish supplies as they become depleted.

NOTE: Twelve weeks has been chosen to correspond with the assumption
that the first pandemic wave will last eight weeks, plus a 50% safety margin
(see Planning Assumptions, section 8b, above).

8) Provisions to cancel all non-urgent medical specialist consultations.

9) A process for designated staff other than nurses and physicians to receive
and respond to family/lawyer calls regarding a resident’s health. The plan
should include provision for this designate to review calls received and
answers to be given with a health care professional at least once daily.

10) Daily meetings between the Health Care Supervisor and Director of
Programs to communicate on institutional issues related to the outbreak.

11) A process to enable health care staff at each centre to receive regular
support, up-to-date information and assistance with problem solving
directly from the Medical Director, Youth Custody Services.

12) Provisions for health care staff to access employee assistance programs
(EAP) or critical stress debriefing professionals to help deal with
psychological issues arising from pandemic flu.

13) A process for regular communication with the Occupational Health and
Safety Committee regarding details of the local youth custody centre plan.

14) A communication strategy with the youth’s legal guardian and/or family,
including advising the guardian/family of visiting protocols during an
outbreak and alternate methods of communicating with the resident if in
person visits are not possible for a period of time.

Treatment of Patients

Assessment and treatment plans are site-specific and include:

1) A strategy for providing health care to the 35% or more of the resident
population who are expected to contract the flu over the course of an
outbreak. Residents in youth custody generally have poor health status
and are more likely to be susceptible than healthier people. Pregnant
women are also at greater risk of developing severe iliness.

2) Use of universal/standard precautions/routine practices, latex/non-latex
gloves and hand-washing, surgical masks, disposable gowns and
goggles when providing health care or, for youth custody staff, performing
security searches that bring any staff member within two meters of an
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Influenza Pandemic Health Care Contingency Plan
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3)

4)

5)

6)

7)
8)

9)

10)

11)

12)

13)

infected person. Gowns, masks and gloves are changed between each
contact and disposed of according to a protocol developed on site.

The requirement for residents with flu-like symptoms to wear surgical
masks when in contact with staff, other residents, and visitors.

Detailed instructions on how to correctly obtain a valid nasopharyngeal
specimen for viral testing. Instructions on how to label and convey the
specimen with the appropriate requisition to the provincial laboratory.

In consultation with the Medical Director, Youth Custody Services, a
protocol regarding criteria to be used in deciding whether to provide
treatment on site or send a patient to hospital. In addition, the Medical
Director is consulted in advance of all transfers to hospital that are
contemplated during an outbreak.

A strategy to isolate in single cells, in negative pressure cells or to cohort
in specified living units, patients with flu-like symptoms. This will depend
on the physical layout of each facility.

A strategy to assign the same youth custody staff to a specified living unit
if that unit houses a resident or residents with the pandemic flu.

Provision of tissues for patients with the flu and a procedure for the safe
disposal of contaminated tissues.

An alternate process for distributing essential medications that are time
sensitive in their dosing schedule, for example, use of enhanced lists of
medications for self-administration. In emergency situations, some health
care services may have to be delegated to non-health care personnel, for
example, delivery of medications to patients. All medications, with the
exception of narcotic and controlled medications, may be subject to
provision by non-medical staff.

Frequent monitoring of patients with influenza: Minimum daily
temperature, pulse, oxygen saturation measures and health care
assessments of all patients with ILI by the nurse or physician. Depending
on the level of acuity found in daily assessments, there will be a plan for
additional monitoring during a 24-hour period.

Provision of extra fluids and over-the-counter medication such as Tylenol,
cough syrup and oral rehydration for all patients with ILI. The plan must
allow for the daily administration of antiviral medications and medication
by nebulizers, if ordered by a physician.

Provisions to excuse a resident from attending court, school or programs
for medical reasons when he/she has the flu.

A protocol to withhold methadone or other opioids from patients having a
decreased level of consciousness, depressed respiratory rate, oxygen
saturation of less than 90% or patients receiving a medication that has an
interaction with methadone or opioids until an assessment is done to
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14)

15)

16)

17)

18)

19)

20)

21)

ensure safe administration. A physician must be notified any time a
methadone dose is withheld.

Referral of all patients with an oxygen saturation level of less than 90%
for assessment by a physician. This assessment may take the form of an
in-person visit or a telephone consultation between the nurse and the
centre or on-call physician.

Transfer to hospital is limited to severely ill patients infected with the
pandemic flu and requiring ventilation or respiratory support will be
hospitalized since there will be a shortage of hospital beds and youth
custody staff to provide supervision.

Patients requiring 24-hour nursing care may be transferred to a hospital if
space is available.

Only protocols that have received the approval of the Medical Director
may be used by youth custody medical and nursing staff in the
management of infected patients.

Protocols for patient isolation and release from isolation are developed by
the health services supervisor in consultation with the Medical Director
and provided for implementation and consistency at each centre.

Protocols that address the release from custody of patients who are in
isolation or have active symptoms of flu on their date of discharge. If a
symptomatic or isolated patient is released into family, ministry care
home, or full-time attendance program, then family and staff are notified
that the individual requires droplet precautions and appropriate ongoing
care.

All deaths of persons in custody remain the Coroner’s cases, per current
protocols. The Coroner will continue to provide for removal of the body
from the facility.

Recommendations for antiviral treatment or prophylaxis of staff will be
provided by physicians working in Workplace Health and Safety Services.

Organizations Consulted in the Preparation of this
Document

The Provincial Influenza Management Committee
The Public Health Measures Advisory Group

The Medication Logistics Advisory Group

The Supplies Logistics Advisory Group

The Pandemic Clinical Care Committee

The BC Centre for Disease Prevention and Control
The Provincial Health Officer of BC

The College of Physicians and Surgeons of BC
The Health Officers’ Council of BC

The Health Authorities of BC

The Environmental Health Officers of BC
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12) The Public Health Agency of Canada
13) The US Federal Bureau of Prisons

14) The World Health Organization website
15) Other federal, provincial and territorial correctional jurisdictions in Canada
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Sec F1-d - Refusal to Eat
Sunday, April 1,2012

Burnaby Youth Custody Services
Emergency Health Care Procedures
Provincial Policy Reference:

Refusalto Eat

When a youth is refusing to eat, the Youth Supervisor should check in with
the youth to determine why they are not eating. If possible, school and
program staff should be consulted to determine whether or not the youth is
eating during Home Ec class or Healthy Eating program. Any observations
should be documented in both the unit log book and the youth’s progress
logs. The Senior Youth Supervisor should be notified.

If a youth refuses s.15 Health Care is to be notified.
Health Care will interview the youth to determine the nature of the refusal to
eat, and refer as appropriate (to Mental Health and/or the Centre Physician).
If appropriate, Health Care will send an eating record sheet (Refer to
Appendix) to the unit, advise the ADO and note on the High Risk List.

The role of staff while the resident continues to refuse to eat :

Make food and water available to the youth at all times. Document on the
Eating Record Sheet what is consumed both on unit and during off-unit
programs (if possible).

Document missed or refused meals, as well as any fluids consumed.
Keep the youth under close supervision, maintain frequent communication
and encourage eating.

Support frequent visits and communication with close family members or
persons who may persuade the youth to eat.

Document general appearance and condition.

Inform medical staff immediately of any deterioration in the youth’s health.
Document the purpose for refusing to eat (if known).

Document the youth’s response/reaction to encouragement by staff and
other individuals in contact with youth.

The role of Health Care while the resident continues to refuse to eat:
Continue to monitor vital signs, and liaise with the Mental Health Team and
the Centre Physician as appropriate.

Continue to work with Youth Supervisors around monitoring eating/drinking
and keep the ADO informed and up to date.

Health Care may notify the guardian depending on advice from the
Director/Centre Physician.
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Sec F1-e - Self Medication
Sunday, April 1,2012

Burnaby Youth Custody Services
Emergency Health Care Procedures
Provincial Policy Reference:

Self Medication

On occasion, Health Care may give a youth medication to keep in their
room. The youth is expected to be responsible for the medication, and
is made aware the medication is not to be shared with other youth.
Acne cream is an example of a medication a youth might be permitted
to keep in his/her room.

Health Care staff are responsible for reviewing the situation on a
regular basis.

Youth Supervisors will be provided with a Self Medication form (in
Appendix), notifying the youth has the medication in their possession.
If the youth is moved to a different unit or changes rooms, Youth
Supervisors must ensure the self-medication is taken with them.

Ifthe youth goes to court and is released, the medication should be
placed in the youth’s personal effects, and returned to the youth upon
retrieving his/her personal items.

Youth Supervisors may prohibit self admin medication at the review of
anurse, if there is evidence of non-compliance or abuse (ex. sharing
with other residents).
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Sec F1-f - Special Diets
Sunday, April 1,2012

Burnaby Youth Custody Services
Emergency Health Care Procedures
Provincial Policy Reference:

Medical

When a youth requires a special diet for medical reasons, as determined by
the Health Care team, a Special Diet form (Refer to Appendix) will be
submitted to the Kitchen.

A member of the Health Care team is responsible for completing the Special
Dietform, in detail, signing, dating and forwarding a copy to the Kitchen.
The nature of the special diet request will be noted on the High Risk list
under Dietary Restrictions/Food Allergies. Youth Supervisors are expected to
familiarize themselves with all youth with special diet concerns.

Vegetarian

Residents requesting a vegetarian diet must request it from the Director.
Religious Diet

Residents requesting a special dist for religious reasons must do so through
the Chaplain.
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Sec G1-a - Fitness Room Protocols
Sunday, April 1,2012

Burnaby Youth Custody Services
Program Procedures

Provincial Policy Reference: Sec I5 pg. 16-18

Fithness Room Protocols

When Youth Supervisors escort a group of residents to the Fitness Room,
conduct a good visual inspection of the area, to ensure all equipment is in
order. Check for all accessories and complete the Fithess Room Accessory
Checklist.

Youth Supervisors are to maintain dynamic supervision while in this program
area. Mentoring, coaching and demonstrating proper technique is
encouraged. Youth Supervisors are NOT permitted to be working out while
supervising residents in the Fitness Room.

Residents are to remain within the confines of the Fitness Room. Any
resident non-compliant with this directive may be removed and locked (as
appropriate) and may be banned from this program area for a period of time.
Residents are to wear their t-shirts at all times while in the Fithess Room.
No food or juice items are permitted in the Fitness Room. Water is allowed in
this program area.

Radio should be set at a reasonable level — the Youth Supervisor must be
able to hear the paging system.

Attending residents are expected to participate in this program — not play
cards, horseplay, etc.
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Sec G1-b - Gym Protocols
Sunday, April 1,2012

Burnaby Youth Custody Services
Program Procedures

Provincial Policy Reference: Sec I5 pg. 16-18

Gym Protocols
When attending the gym, the following protocols with respect to Youth
Supervisor safety equipment and staffing levels must be followed:

8 residents orless in the gym — minimum one Youth Supervisor inthe gym.

The YS must s.15

if participating in the activity. If the YS chooses to participate in
the activity, they must do so in such a way they are able to maintain
supervision of the group.
9residents or more in the gym — minimum two staff. All YS must

s.15

Youth are not permitted to engage in any form of martial arts/ultimate fighting
workouts or training either with volunteers or on their own.

**Youth Supervisors are never permitted to leave their safety and/or security
equipment unattended inthe gym.

BYCS Procedures Manual 2012 Page 1

Phase 1 Page 194
CFD-2012-01409



Sec G1-c - Haircut Program
Sunday, April 1,2012

Burnaby Youth Custody Services
Program Procedures

Provincial Policy Reference: Sec |

Haircut Program

The haircut program is run twice per month, and the Program Officer is
responsible for signing up a minimum of 10 and maximum of 25 residents (50
per month maximum).

To be eligible to get a haircut, residents must have been at the centre a
minimum of 4 weeks (exceptional circumstances will be considered).
Residents serving assessments or on disciplinary transfer are not eligible to
receive a haircut (no exceptions).

Residents that recently completed an assessment must wait one week from
the day their assessment ended before being eligible to receive a haircut (no
exceptions).

The haircut program will take place inthe Arts & Crafts room and is set up by
the Program Officer. The Program Officer will ensure the haircutting chair is
set up in the open area by the desk, and the barber tools are provided by the
contracted barber.

Residents requesting a brushcut are permitted to level #1 (the barber is
aware). Residents are not permitted to shave their head bald, or razor
designs, etc. into their hair.

Residents are not to cut their own hair on unit.

This program is supervised by the Program Officer.

Residents do not pay for the first haircut of the month, however, if they
receive a second haircut in the same month, they must pay $9.
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Sec G1-d - Healthy Eating Program
Sunday, April 1,2012

Burnaby Youth Custody Services
Program Procedures
Provincial Policy Reference: Sec |

Healthy Eating Program

The Healthy Eating program occurs in both the open custody program
kitchen, and the secure custody kitchen.

A maximum of 8 residents may attend this program. All levels are
permitted to attend. A meal will be made up and placed on a paper
plate for those on unit who cannot attend (ex. Residents serving
separate confinement).

The recipe and necessary food items for the scheduled program will be
located on the counter. Menus will be planned in advance - residents
may not ask for food items not on the recipe.

The unit Youth Supervisor will supervise the program.

Cutlery and cooking utensils are located in the back room of the
kitchen, and will be counted and documented before and after each
class. The accessory sheet and log book are located on the desk,
when you enter the program kitchen.

At the end of the program, the residents will be expected to clean the
kitchen, wash the dishes and put all dishes and pots/pans away. The
kitchen floor shall be swept. If the clean-up is deemed unacceptable,
the unit could lose the privilege of attending future cooking programs.
Volunteers helping with the facilitation of the program shall not be
involved in the clean-up.

The dishwasher is not to be used by the residents. Using the
dishwasher could result in the loss of future cooking programs.

The garbage must be emptied at the end of the program.
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Sec Gl-e - Library Program
Sunday, April 1,2012

Burnaby Youth Custody Services

Program Procedures

Provincial Policy Reference: Sec |

Library Program

Each unit will be scheduled weekly access to the library. Residents may
attend no matter what level they are on in the incentive system.

Residents are expected to keep the library neat and tidy at all times. Any
residents failing to comply in this regard, may lose their privilege to access
the library.

Residents are allowed to sign out 2 books only (no magazines).

Food and/or drinks are not allowed in the library.

Residents are to abide by all BYCS rules posted in the living units while in
the library.

Residents may utilize the library to read quietly or finish homework (as
scheduled).

The Librarian / Youth Supervisors are in charge of the library at all times.
Residents may return books to the library during any scheduled visit.

Only Youth Supervisors/Program Officers trained to sign infout books may do

so. All volunteers working in the library have been trained in the sign in/out
process.
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Sec G1-f - Model Building Program
Sunday, April 1,2012

Burnaby Youth Custody Services
Program Procedures

Provincial Policy Reference: Sec |

Model Building Program
The Model Building program takes place in the arts and crafts room.

e The Program Officer will ensure all necessary tools and supplies are set up

priorto the program. All model club models, tools and supplies are in a
labeled box, with an accessory sheet on top, located in the back Art room
storage. All items will be counted and documented prior to and following the
program

Residents must sign up for the program with the Program Officer. Residents
must be on level 4 to be eligible to participate in this program.

The model program can include a maximum of 7 residents from various units
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