	CHAPTER 10 – MONROE CIRCUIT COURT ALCOHOL AND DRUG PROGRAM

	Citations/Authority: IC 12-23-14

(adopted 12-11-97, revised June 12, 2009, revised June 16, 2011)

	10.1   INTRODUCTION AND HISTORY
	Adoption Date:  November 1999

Revision Dates:  December 14, 2010


INTRODUCTION AND HISTORY
The Monroe Circuit Court Alcohol and Drug Program was established in 1980 by the Monroe County Unified Courts.  The program was originally known as MADS (Monroe Alcohol and Drug Services) and was operated from the Monroe County Courthouse, under the auspices of the Unified Court system, separate from the Probation Department.  In the early 1980's, the Unified Courts determined that the MADS clientele would be better served by a probation-based alcohol and drug program.  Therefore, the former MADS became a division of the Monroe County Probation Department, known as the Substance Abuse Division Services (SADS).  

In the early years, the SADS provided assessment, referral and education services to misdemeanants convicted of an alcohol or drug related offense.  Over the years, the SADS began providing increased assessment services to felons convicted of substance related offenses.  
In 1990, the Adult Division of the Probation Department and the Substance Abuse Division of the Department combined into one unit because the vast majority of all offenders placed on Adult Probation supervision had committed substance related offenses.  From that point forward, the court-administered alcohol and drug program has been known as the Monroe Circuit Court Alcohol and Drug Program.  
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POLICY

Court Alcohol and Drug Programs in Indiana are governed by statute (IC 12-23-14) and Judicial Conference of Indiana Rules.  Statutes and rules authorize the Indiana Judicial Center (IJC) to establish procedures to certify court alcohol and drug programs.

The Indiana Judicial Center had adopted “Rules for Court-Administered Alcohol and Drug Programs” which provides definitions of the following terms.  
DEFINITIONS










     [Section 4]
When used in these Rules, the following words shall have the meanings below unless the context clearly indicates a different meaning:
The following terms, when used in these Rules, shall have the meanings below unless the context clearly indicates a different meaning:

"Addiction treatment services " means a broad range of planned and continuing care, treatment, and rehabilitation, including, but not limited to, counseling, psychological, medical, and social service care designed to influence the behavior of individual alcohol abusers or drug abusers, based on an individual treatment plan.

"Alcohol abuse" means use of alcohol which impairs an individual’s health or interferes with the individual’s effectiveness on the job, at home, in the community, or in operating a motor vehicle.

"Alcohol and drug services program" means a service for persons charged with or convicted of an infraction, a misdemeanor, or, a felony and which provides substance abuse intervention, education, referral, treatment, or rehabilitation under the operation of a court or under a private contract between a court and a contractor.

"Assessment" means a process of evaluation and determining an appropriate level of intervention bases on information obtained from the client in a personal interview and from other sources, which may include substance abuse screening instruments.

"Assessment staff person" means a member of the assessment staff who is working towards but has not yet obtained assessment staff status.
"Assessment staff status" means a program staff member has completed the initial requirements, as well as any continuing education requirements if applicable, as set forth in the rules, that make the staff member eligible to conduct assessments on an ongoing basis.

"Case management" means goal oriented activities that facilitate, coordinate, or monitor the full range of basic human needs, treatment, and service resources and delivery for individual alcohol and drug program clients.
"Case termination" means following the procedure for terminating a client’s court imposed obligation to participate in the services of an alcohol and drug services program. 

“Certification areas” means the areas of compliance with the statutes and rules that are evaluated during a certification review.  They include administration, program management, clinical standards, facilities, fiscal management, and personnel management.
"Certified organization" means an applicant that has successfully applied for and has received a certification of approval from the Indiana Judicial Center.

"Client" means any person who has applied for and has received services in the program. This term does not include persons whose only contact with the program has been through telephone.

"Client intake" means the administrative process for admission to a program.

"Cognitive-based" means an approach to substance abuse education that attempts to reduce the desire to use alcohol or drugs by weakening the beliefs that promote risky use and teaching ways to modify behavior.

"Court-administered alcohol and drug service" means the same as alcohol and drug services program.

“CSAMS” means court substance abuse management specialist.  It is a designation and a credential awarded to staff members of alcohol and drug services programs that meet established professional standards and testing requirements.

"Documentation" means a written record acceptable as evidence to demonstrate compliance with these rules.

"Drug" means any controlled substance as defined in IC 35-48-1-9.

"Drug abuse" means the use of drugs or harmful substances in a way that harms the individual or society.

"Education, alcohol and drug" means cognitive and affective presentation of topics relevant to alcohol and drug abuse, the nature of alcoholism and drug addiction, the role of self help groups in recovery, personal support systems, and relapse prevention.

"Eligibility determination" means, in the case of an alcohol and drug services program, a procedure for determining a prospective client's eligibility for admission to the program, including a review of the prospective client's legal eligibility under IC 12-23-5-7, a review of eligibility under court-imposed rules, and recorded entries of the court's finding in each case.

"Evaluation" means a systematic process used to assess program outcomes in light of identified goals and objectives.

"Governing body" means an individual, board, or other entity that has ultimate responsibility for the management, operation and control of the program.

"Harmful substance" means any substance used by an individual to produce the effect of a controlled substance, although the substance is not classified as a controlled substance under IC 35-48.

"Individual service contract" means a written contract between a client and an alcohol and drug services program, appropriate to meet the identified needs of the client, which specifies goals, activities and services required as determined through a process of assessment.

“IRAS” means the Indiana Risk Assessment System. The IRAS is made up of five separate instruments to be used at specific points in the criminal justice process to identify a client’s risk to reoffend and criminogenic needs, and assist with developing individual service contracts. 

"Policy" means a statement of the principles that guide and govern the activities, procedures and operations of a program.


"Procedure" means a series of activities designed to implement program goals or policy.

“Professional staff member” means a person hired as an employee, contractor, or volunteer, to perform program management, client assessment, or case management.

"Program" means any person, firm, corporation, partnership, association, foundation, governmental unit, or agency, whether public or private, that provides or intends to provide court-administered alcohol or drug services to persons who are ordered by the court to participate in the program.

"Program director" means the administrative head or person responsible for the technical and programmatic aspects of the program. This person should provide direct supervision of the day-to-day aspects of program operation.

"Service" means the broad range of planned care, including intervention, diagnostic evaluation, referral, case management and monitoring, which may be extended to program clients and which influences the behavior of such individuals toward identified goals and objectives.

"Substance" means any drug, controlled substance, or alcohol.

"Substance abuse" means the use of alcohol or other drugs to an extent that harms the individual or society.

"Volunteer" means a person who, without direct financial remuneration, provides ongoing services to the program. 
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POLICY

The Monroe Circuit Court Probation Department’s Court Alcohol and Drug Program shall have a written statement of goals and objectives that clearly reflects the program's philosophy and guides the operation of the program and the delivery of services.  This statement shall be reviewed annually and revised as necessary by the Program Director and the Monroe Circuit Court Executive Management Team.
MISSION AND PURPOSE OF COURT ALCOHOL AND DRUG PROGRAM
The Monroe Circuit Court Probation Department’s Court Alcohol and Drug Program is a probation- based court-administered alcohol and drug program.  
The mission of the Monroe Circuit Court Probation Department is to promote a safer community by intervening in the lives of offenders, holding them accountable, and serving as a catalyst for positive change.
The Monroe Circuit Court Alcohol and Drug Program (CADP) was established to address the high number of substance related criminal cases filed in the Monroe Circuit Court.  The Monroe Circuit Court Board of Judges, which is the governing body of the CADP, supports court ordered substance abuse treatment as a means to rehabilitate offenders and reduce recidivism, thereby improving community safety.    

In addition to the mission of the Probation Department as a whole, the purpose of the Court Alcohol and Drug Program (CADP) is to identify problems through early intervention into the substance abusing behavior of alcohol/drug offenders and to provide referrals for these persons to the appropriate rehabilitative resources. 

A. PROGRAM GOALS









   [Section 18]
1. To reduce the impact of alcohol and drug related criminal activity in the community.
2. To reduce the severity of substance abuse, as well as its related personal and social problems among those substance abuse offenders in the Program.
B. PROGRAM OBJECTIVES
1. To provide eligible offenders with a timely and thorough alcohol/drug assessment for the purpose of developing a clinical plan for behavioral change.
2. To provide appropriate referral of offenders to substance abuse education programs and treatment agencies that will provide effective rehabilitative services to the offenders.
3. To maintain an effective network of education/treatment services and contractors to whom clients may be referred.
4. To maintain a continuum of care and management of an offender’s case that focuses on the compliance of the offender with their court-ordered requirements.
	CHAPTER 10 – MONROE CIRCUIT COURT ALCOHOL AND DRUG PROGRAM


	Citations/Authority: IC 12-23-14

Section 19 of the Rules (adopted 12-11-97, revised June 12, 2009, revised June 16, 2011)

	10.4  PROGRAM  ELIGIBILITY 
	Adoption Date:  November 1999

Revision Dates:  December 14, 2010, revised 

July 12, 1011


POLICY











   [Section 19]
The Monroe Circuit Court Alcohol and Drug Program shall maintain a written description of the criteria for the acceptance of substance use-involved offenders as clients who are eligible to receive one (1) or more services provided by the program.

PROCEDURE

A. ALCOHOL/DRUG OFFENSES - Persons charged with an alcohol or drug related offenses are eligible to receive one (1) or more services provided by the Court Alcohol and Drug Program (CADP).  
B. ALCOHOL/DRUGS AS CONTRIBUTING FACTOR - Eligibility is also extended to persons charged with a non-alcohol or non-drug offense and whose use or abuse of substances is considered by the sentencing Judge to be a contributing factor in the commission of the offense.  
C. DETERMINATION OF ELIGIBILITY - For offenders referred by the Monroe Circuit Court, the sentencing Judge has final determination as to the eligibility of a Defendant when each appears before the Court.  The Judge also has the authority to refer an offender to the Program as a condition of probation, as part of a Community Corrections program, as a condition of pre-trial release, and/or as a condition of deferred prosecution.  
D. TRANSFERRED-IN CASES - The Program will also provide services to those persons referred from Courts outside of Monroe County, including probation departments, court-administered alcohol and drug programs, prosecutor’s diversion programs, and Community Corrections programs.  
E. ELIGIBILITY POLICY AND EXCEPTIONS - The Monroe Circuit Court Board of Judges sets policies regarding eligibility of persons referred by out-of-county courts.  Exceptions to the Monroe Circuit Court Discretionary Transfer Guidelines will be considered on a case by case basis by the Court in which the miscellaneous criminal case has been filed.  If questions arise regarding program eligibility of persons referred by out-of-county courts, Probation Officers shall consult with the Program Director to screen for eligibility criteria, however, the Chief Probation Officer will make the final determination of program eligibility. 
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POLICY











   [Section 19]
Pursuant to Indiana Judicial Center rules, each certified court-administered alcohol and drug program shall have a written policy of nondiscrimination that is posted in a conspicuous place and is provided to the client.  
It is the policy of the Monroe Circuit Court Alcohol and Drug Program that no person will be discriminated against on the basis of:

(1) race;

(2) sex;

(3) religion;

(4) gender;

(5) national origin;

(6) ethnicity;

(7) sexual orientation;

(8) age;

(9) disabilities;

(10) marital status;

(11) socioeconomic status; or,

(12) political affiliation.
PROCEDURE
A. POSTING OF NON-DISCRIMINATION POLICY - The Probation Department posts the non-discrimination policy in the lobby/reception area of the department, which is a conspicuous place. 
B. PROVIDING CLIENTS WITH NON-DISCRIMINATION POLICY - Clients of the Program shall be provided a copy of the non-discrimination policy which is contained in the Intake and Orientation Form <<LINK>>.  The Program staff shall place the signed signature page of the Intake and Orientation Form in the client’s record.  The Intake and Orientation Form: 
1. Outlines the client’s rights, including the program’s non-discrimination policy, in written form;
2. Is provided to the client at time of intake;
3. Contains a signature line for clients to indicate that they:

a. Have been informed the non-discrimination policy and understand the information described in the form; and
b. have been provided a written copy of the form 
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POLICY
The Court Alcohol and Drug Program maintains written policies and procedures that ensure all clients are provided with a written statement and explanation of their rights.  Complaints regarding Program staff or Program Director will not influence in any way the services provided to the client.

Each client has the following rights: 



`



   [Section 20 (b) 1-5]
(1) the right to confidentiality under federal and state laws relating to the receipt of services;

(2) the right to be informed of the various steps and activities involved in receiving services;

(3) the right to humane care and protection from harm, abuse and neglect;
(4) the right to contact and consult with an attorney of the client's choice at the client's expense; and
(5) the right to make an informed decision whether to participate in the program or refuse participation and be sent back to the referring court.  The client’s consent to receive program services must be in writing and included in the client's record.
PROCEDURE









     [Section 20 (d)]

All clients referred to the Court Alcohol and Drug Program (CADP) shall be provided with a written explanation of client rights which are contained in the Intake and Orientation Form <<LINK>>.  The form contains a signature line for the client to indicate that the client has been provided a copy of the form and understands the information described in the form.  A copy of the signed signature page is retained in the client’s record.

A. WRITTEN EXPLANATION OF CLIENT RIGHTS
1. Form –The Intake and Orientation Form: 
a. Is provided to the client at time of intake; 

b. Outlines and explains the client’s rights, including the non-discrimination policy, in written form; and

c. Contains a signature line for clients to indicate that they have been provided a written copy of the form, understand the information described in the form and agree to comply with the nondiscrimination policy.
2. Support Staff Duty - When the client reports to the Probation office for the initial Intake appointment, the Support Staff shall provide each client with an Intake and Orientation Form <<LINK>>.  

3. Intake Probation Officer Duty - During the Intake and Orientation process, the Intake Probation Officer (IPO) further explains the client rights.  If the client does not fully understand his/her rights, he/she should not sign the forms until after discussing these rights with the Probation Officer or an attorney.  

4. Signature Page Retention - After the client signs the signature page of the Intake and Orientation Form, the IPO shall place the signed signature page in the client’s record.  
B. ALLEGED VIOLATION OF CLIENT RIGHTS  




          [Section 20 (c)]
In the event that a client believes his/hers rights have been violated, the following procedure shall be followed. 

1. Reporting of Alleged Violation – If the client reports the alleged violation to a probation officer or other Program staff, the staff member must immediately inform the Court Alcohol and Drug Program Director of said allegation.  The client may also choose to report said allegation directly to the Program Director.  If the violation allegation concerns the Program Director, the client must report the allegation in writing and deliver the complaint to the Chief Probation Officer or Presiding Judge of the Monroe Circuit Court at the following address: 301 North College Avenue, Bloomington, Indiana 47404.  

2. Investigation of Alleged Violation – All alleged violations of a client's rights are investigated through the use of the following established grievance procedure.
a. Primary Investigator - The Chief Probation Officer or designee shall be the primary investigator of allegations of violation of client rights.  Immediately upon being advised of an allegation of violation of client rights, the Program Director must inform the Chief Probation Officer of said allegation.  The Chief may conduct the investigation personally, or may delegate the investigation to a Deputy Chief Probation Officer.  The Program Director shall participate in the investigation unless the Director is alleged to have violated the client’s rights.   
b. Client Complaint- The Chief Probation Officer (or designee) shall schedule an in-person meeting with the complainant client as soon as possible upon being advised of said complaint.  The Chief may request the client to put the complaint in writing before or after the in-person meeting; however a written complaint is not required.  The Program Director shall participate in the in-person meeting with the client unless the Director is alleged to have violated the client’s rights.  During the in-person meeting with the client, the Chief (or designee) shall:
(1) Advise the complainant client that the meeting is part of the investigation regarding the client’s allegation that his/her rights were violated by Program staff.  

(2) Advise the complainant client that complaints regarding Program staff or Program Director will not influence in any way the services provided to the client.

(3) Request the complaint client to describe details of the alleged violation of rights, including: the names of all persons involved in the alleged occurrence; dates of the incident(s); what transpired that resulted in the client filing the complaint; descriptions of specific Program staff actions which lead to the complaint (whether omission or commission).
(4) Allow the complainant client the opportunity to discuss that complaint and be assured that an investigation is taking place.  

(5) Assure the client that he/she will be apprised of the results of the investigation by the Chief (or designee).  
c. Additional Investigation Steps – After the Chief Probation Officer (or designee) interviews the complainant client, the Chief/designee shall conduct interviews with all Program staff involved in the allegation and with any other witnesses.  Program staff involved in the complaint and other witnesses may be asked to submit written statements as part of the investigation,  
3. Investigation Results - The Chief Probation Officer (or designee) will determine through a thorough and timely investigation of the facts if action should be taken.

a. Written Findings - The Chief Probation Officer/designee shall compile written findings of the investigation.  A copy of these written findings shall be entered into the client record by the Chief/designee.  If the allegation is substantiated, the Chief/designee shall place the written findings in the personnel file of the staff member(s) involved, and the staff member(s) shall be subject to the Department’s Progressive Discipline policy/procedures. 
b. Advising Client of Investigation Results – The Chief Probation Officer (or designee) shall apprise the complainant client of the results of the investigation.  If the allegation is substantiated, the client will be advised that the written findings will be placed in the personnel file of the staff member(s) involved, and the staff member(s) will be subject to the Department’s Progressive Discipline policy/procedures (the client will not be provided with details regarding the specific disciplinary measures taken due to confidentiality of personnel records).  
c. Appeal of Investigation Outcome - If the complainant client does not agree with the findings and/or outcome of the investigation, the Chief/designee shall advise the client how he/she may appeal such findings with the Presiding Judge of the Monroe Circuit Court.  
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POLICY










[Section 21, (a) (b)]
The Court Alcohol and Drug Program (CADP) maintains and observes a written policy and procedure for client intake and orientation that inform the client in writing of:
(1) Rules governing the client's conduct and behavior that could result in disciplinary action or discharge;
(2) Hours during which services are provided;
(3) Financial arrangements including services to be provided, the rate for the services, a reasonable projection of the time for which services will be provided and the conditions of payment; and
(4) Program’s grievance procedures, including the procedure for the review, determination, and amelioration of alleged violations of a client’s rights.
The CADP documents compliance with the above conditions in the client’s record via the Intake and Orientation Form <<LINK.>>.
PROCEDURE

A. CLIENT INTAKE AND ORIENTATION PROCEDURES - All clients of the Monroe Circuit Court Probation Department shall be provided with an Intake and Orientation to departmental services, including Court Alcohol and Drug Program services, either individually or in a group where appropriate.  Client Orientation is outlined and explained in the Intake and Orientation Form.  A copy of the signature page of the Intake and Orientation Form is retained in the client’s record.
B. FORM –The Intake and Orientation Form: 
1. Is provided to the client at time of intake; 

2. Outlines and explains the client’s rights, including the non-discrimination policy, in written form; 

3. Provides a written Orientation to departmental services, including Court Alcohol and Drug Program services, and describes:

a. the rules governing the client's conduct and behavior that could result in disciplinary action or discharge;
b. the hours during which services are provided;
c. the financial arrangements including services to be provided, the rate for the services, a reasonable projection of the time for which services will be provided and the conditions of payment; and
d. the Program’s grievance procedures, including the procedure for the review, determination, and amelioration of alleged violations of a client’s rights.
4. Contains a signature line for clients to indicate that they have been provided a written copy of the form, understand the information described in the form and agree to comply with the nondiscrimination policy.
C. PROGRAM STAFF DUTIES 
1. Support Staff Duty - When the client reports to the Probation office for the initial Intake appointment, the Support Staff shall provide each client with an Intake and Orientation Form.  

2. Intake Probation Officer Duty - During the Intake appointment, the Intake Probation Officer (IPO) shall: 

a. Further explain the client rights and provide a verbal orientation to Probation Department services, including Court Alcohol and Drug Program services;  

b. For any referral service, explain the rules governing the client’s conduct, including what behavior could result in disciplinary action or discharge; 

c. Inform the client of Probation Department hours of operation; 

d. Explain payment options for court costs, fines, and other Probation Department fees; 

e. Provide general information regarding fees for services that will be provided by outside agencies (more detailed and specific financial arrangements for services provided by outside agencies will be provided to the client by those agencies at time of intake at the referral agency); and

f. Inform the client of service hours for any substance abuse education or treatment programs. 

3. Signature Page Retention - After the client signs the signature page of the Intake and Orientation Form, the IPO shall place the signed signature page in the client’s record which serves as proof that the client has been provided an intake and orientation to the Program.  
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	10.8   CLIENT ASSESSMENTS
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POLICY
The Court Alcohol and Drug Program (CADP) shall have and observe written policies/procedures for scheduling/conducting the Indiana Risk Assessment System (IRAS), client substance abuse assessments, and any complimentary assessments deemed appropriate for determining client referrals to treatment or substance abuse education courses, and for the development and implementation of a written individual service contract (“ISC”) for each Program client.  

Such policies/procedures shall stipulate all elements required pursuant to the Rules for Court-administered Alcohol and Drug Programs and the Indiana Risk Assessment System policy as adopted by the Judicial Conference of Indiana, Section 22.  
It is the policy of the CADP that Program personnel will conduct client intake substance abuse assessments and risk and needs assessment using the Indiana Risk Assessment System (IRAS) at the point of admission.  All assessments are to be administered by appropriately trained and supervised probation officer staff.  Certification includes mandatory training and testing sponsored by the Indiana Judicial Center.  Any probation officer trained or certified to conduct and complete assessments using the IRAS must follow any re-certification or ongoing training requirements to continue administering the tool.

 Evidence obtained during the personal interview with the client and subsequent investigation, will be used to support the client’s referral to treatment or substance abuse education courses based on the standard established by the CADP.  
The confidentiality of client risk assessment information shall be maintained in accordance with the policy adopted by the Judicial Conference of Indiana Board of Directors.  Confidential risk assessment information includes the risk assessment score, the assessment document, the assessment summary and any case plan based on risk assessment results.  The confidentiality of the risk assessment information shall be maintained by the person, agency, program, or service provider receiving this information in accordance with this policy.  Confidential risk assessment information in a particular case may be released to the court, client, the defense attorney of record, prosecuting attorney assigned to the case, the Indiana Department of Correction, an agency providing court-ordered services to the client and a person or agency authorized in writing by the offender.
PROCEDURE
A. ASSESSMENT TIME FRAMES 

1. Assessment as Part of Presentence Investigation - For Program clients who are court-ordered to participate in a Presentence Investigation, the substance abuse assessment and the Indiana Risk Assessment System (IRAS) will be completed as part of the Presentence Investigation (PSI) process.  The assessment will be completed by the Court-specified deadline for filing of the PSI.  This time frame is typically 10 or fewer business days between the Court Order for a PSI and the date of the intake appointment.   

2. Post-sentence Assessment - For defendants who are not ordered to complete a Presentence Investigation, the sentencing Court will direct the client to report to the Probation Department, usually the same day as the sentencing hearing, to schedule a substance abuse assessment intake appointment. When the client reports to the Probation Department office, Support Staff will schedule the next available intake assessment appointment, which typically will be within 10 business days of the sentencing hearing.  Per departmental guidelines, the time frame between the date the Court orders the person to participate in the Program and the date the Program conducts the substance abuse assessment and the Indiana Risk Assessment System (IRAS) should not be longer than three (3) weeks.  

3. Transferred-in Cases - Clients transferred to the Program from Courts outside of Monroe County will be scheduled for an intake appointment no later than three (3) weeks from the date the completed transferred case request is received by the Program. 

4. Intake Assessment Appointment – Substance abuse intake assessments and initial risk and needs assessment using the IRAS are conducted by Intake Probation Officers (IPOs).  The IPO assigned to the case will set aside two (2) hours for the intake assessment appointment.  
5.
Risk and Needs Reassessment - Only the IRAS-CST requires reassessment of offenders and shall occur as follows:
a.   Every 6 months of continuous community supervision for those who risk greater than “low”; or

b. At discharge from community supervision if at least 3 months have passed since the last reassessment; or

c. At discharge from a community corrections program as required by the Indiana Department of Correction; or

d. Earlier than the above at the discretion of the probation officer based upon a significant event or change in the offender’s life which may impact an offender’s risk.
B. FORMS
1. Forms For Client To Read and Fill Out - When the client arrives for the intake assessment appointment, he/she will be given the Intake and Orientation Form <<LINK>>> by Support Staff.  Additionally, the client will be given the Client Demographic Forms and IRAS Community Supervision Tool Self-Report <<LINK>>> which will be attached to the Intake and Orientation Form.  

2. Client Directions - Support Staff will direct the client to read and sign the Intake and Orientation Form, and will instruct the client to fill out the Client Demographic Forms and the IRAS Community Supervision Tool Self-Report to the best of his/her ability.  [The Client Demographic Forms and IRAS Tool Self-Report include information regarding the client, the client’s family background, the client’s financial status, the client’s work history, educational background, history of substance use, prior substance abuse treatment received, use of free time, and attitudes and beliefs.]  

3. Completed Forms - The client will be directed to deliver the completed Intake and Orientation Form, Client Demographic Forms and the IRAS Community Supervision Tool Self-Report to the Probation Department Receptionist.  The Receptionist will then deliver these forms to the Adult Probation Secretary for the purpose of data entry of necessary demographic information into the Department’s client database.  Upon extracting the needed demographic data for the database, the Adult Probation Secretary will deliver these forms to the assigned Intake Probation Officer (IPO).   

4. Form for Intake Probation Officer to Fill Out - Assessment staff/Intake Probation Officers (IPOs) must use an assessment form that contains all the information required by the Rules, and described in subsection  E. below (SUBSTANCE ABUSE ASSESSMENT REQUIRED ELEMENTS).  For this purpose, the Program utilizes the form entitled Intake Interview Assessment Tool <<LINK>>.  This form contains all of the SUBSTANCE ABUSE ASSESSMENT REQUIRED ELEMENTS (as described in subsection E. below) and the INDIANA RISK ASSESSMENT SYSTEM REQUIRED ELEMENTS.  The Intake Interview Assessment Tool is filled out only by the IPO.  The IPO will place the completed Intake Interview Assessment Tool in the client’s record.  

C. INTAKE PREPARATION AND FILE REVIEW - The assigned Intake Probation Officer (IPO) shall review the Intake and Orientation Form and the Client Demographic Forms and the IRAS Community Supervision Tool Self-Report filled out by the client prior to beginning the intake appointment.  Additionally, the IPO shall review: the official police report or probable cause affidavit; Probation Department case management databases; the Court’s case management database; any closed out Probation Department files; and any other documents pertaining to the client prior to the scheduled intake appointment.   
D. CONDUCTING THE INTAKE INTERVIEW

1. Review Forms and File Information - During the client intake appointment, the Intake Probation Officer (IPO) should review with the client the information the client provided in the Client Demographic Forms, the official police report or probable cause affidavit, and any other documents pertaining to the client to verify the information and to obtain needed clarification and explanation.  The IPO must attempt to resolve any discrepancies between the client report and other documentation, especially police reports.  

2. Intake Interview Assessment Tool 






          [Section 22 (d)]

The IPO shall utilize the Intake Interview Assessment Tool during the client intake assessment appointment to ensure that all required information is obtained during the interview.

3. Intake Assessment Documentation






  [Section 22 (d), 1-3]

a. Assessment Tool - The IPO conducting the assessment through a personal interview in the presence of the client shall complete the Intake Interview Assessment Tool which becomes a permanent part of the client’s record.
b. Risk/Needs Assessment Tool  - The IPO completing the IRAS shall print a summary page of the initial assessment which is to be maintain in the client’s case management file.  The summary page of all IRAS reassessments completed by a Supervising Probation  Officer shall also be maintained in the client’s case management file.
c. Written Narrative - The IPO conducting the assessment interview shall produce a written narrative of the assessment which will identify the evidence gathered, risk of each IRAS domain and recommendations made by the IPO, which provides justification for the individual service contract and recommendation for referral services.  The narrative will be recorded in the departmental case management database.  The narrative will become a permanent part of the client’s record.  

E. SUBSTANCE ABUSE ASSESSMENT REQUIRED ELEMENTS

[Section 22 (b) 1-12, (c) 1-8]
The intake assessment shall include the completion of a written assessment tool (Intake Interview Assessment Tool) by the IPO officer during a face-to-face assessment with the client.  The intake assessment shall include, but not be limited to compiling a social history, a hasty of substance use/abuse, as well as obtaining information regarding the following items of information about the client: 

1. Statement of the presenting problem, including the client’s version and other relevant information which may include a probable cause affidavit, police report, or other source if available;

2. Social and peer group;

3. Military service history;

4. Financial status;

5. Alcohol and drug use of family members;

6. Occupational and educational status;

7. Legal history and current legal status;

8. History of medical problems;

9. History of mental health problems;

10. Current thoughts of suicide or homicide;

11. Family history and environmental setting from which the client comes; and

12. An alcohol and drug use history of the client, which includes:

a. substances used, including prescription and over-the-counter drugs;
b. year of first use of each substance;
c. substances used within the last forty-eight (48) hours;

d. substances of preference;

e. frequency of use of each substance;

f. previous occurrences of overdose, withdrawal, or adverse drug reaction;

g. method of administration of each substance; and

h. history of previous substance abuse treatment received.
F. REFERRAL STANDARDS







          [Section 22 (d)]
The substance abuse assessment must result in a referral that is supported by the evidence obtained during a personal interview with the client.  

1. Referral Standards- The CADP policy for determining a client referral to rehabilitative services includes the use of a validated risk assessment tool known as the Indiana Risk Assessment System (IRAS).  Mandatory referrals to rehabilitative services will typically be made only to address the top three (3) identified criminogenic risk/needs.  Referrals to substance abuse education, counseling, and treatment will be based on a combination of the IRAS risk/needs results and the results of the substance abuse assessment.  The CADP maintains a list of rehabilitative services which includes criteria for each level of service, agencies providing the service, and the procedure for making the referral.

2. Deviation from Referral Standards – If the IPO makes a referral to any rehabilitative service, including substance abuse education/treatment, the IPO shall document the reasons for this deviation in the client file, specifying why an alternate referral was made.

G. REFERRAL PROCEDURES AND INDIVIDUAL SERVICE CONTRACTS
          [Section 22 (d)]
The assessment staff/Intake Probation Officers (IPOs) shall develop a written individualized service contract (ISC) for each client that identifies and responds to the substance use‑related conditions and problems (evidence) and recommendations determined during the substance abuse assessment.  In the event the recommended service does not follow the written criteria, the IPO must document in the client’s file specifying why an alternative recommendation and referral were made.

1. Individual Service Contact Procedure – /The individual service contract (ISC) is recorded on the Individual Service Contract Form <,LINK>>  and is maintained in the client’s record.  The procedure for referral planning must meet the following requirements:

2. Client Participation – Each client is provided with an opportunity to participate in the development of the Individual Service Contact.

3. Qualified Staff – Referral planning is conducted by the Supervising Probation Officer (SPO), who is qualified through training and/or experience to develop Individual Service Contracts.
4. Minimum Requirements – The Individual Service Contract must contain at a minimum:
a. The evidence obtained during the assessment;
b. The recommendations supported by the evidence;
c. The requirements and expectations for satisfactory completion of the plan by the client: and
d. The consequences of failure to complete the contract satisfactorily.

5. Acknowledgment – The client’s’ participation in the development of the Individual Service Contract and that he/she has received a copy of the form is acknowledged with the client’s signature and the signature of the Probation Officer who developed the contract.

6. Record Keeping - The Individual Service Contract is maintained in the client's record.
7. Changes to ISC - Changes to an Individual Service Contract may be made by a professional staff member of a program and must be documented in the client’s record.
8. ISC Not Required - An Individual Service Contact is not required if the program is only implementing or monitoring the implementation of an Individual Service Contact on behalf of another court program and is available to the implementing court program for its use.
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	10.9   CLIENT PRIVACY
	Adoption Date:  November 1999

Revision Dates:  December 14, 2010


POLICY
The privacy of each client shall be respected to the maximum extent feasible.  
All client appointments conducted in the Probation Department office shall be conducted in private offices.  This includes intake, orientation, assessment, case management, and education appointments.
For staff training purposes, client appointments may be observed by other Department staff provided that the client grants verbal permission to allow such observation.  The Probation Officer will obtain a signed consent form from the client when appointments are observed by the Department’s interns.  Additionally, as a staff training and evaluation tool, client appointments may be videotaped provided that the client grants written permission to allow such taping.  
Probation Department personnel may not disclose any client information to visitors, client family members or other non-program personnel without the prior written consent of the client or unless such information is a matter of public record.  
Family members and other non-program personnel are encouraged to remain in the Probation Department lobby/reception area.    
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	10.10   CONFIDENTIALITY OF CLIENT RECORDS
	Adoption Date:  November 1999
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POLICY
It is the policy of the Monroe Circuit Court Probation Department that the confidentiality of Probation Department records, including court-administered alcohol and drug program records, shall be maintained in compliance with all applicable State laws and regulations and Federal laws, including federal rules pertaining to the confidentiality of alcohol and drug abuse patient records (42 CFR Part 2).  
If Indiana State law conflicts with Federal law, the more restrictive interpretation shall be followed. 

AUTHORITY
The confidentiality of Probation Department clientele records is protected by applicable Federal and State laws and regulations that ensure the confidentiality and security of client records.  

1. Indiana Code 35-38-1-13 – The confidentiality of a Presentence Investigation Report or memoranda and report of a physical or mental examination submitted to the court in connection with sentencing is protected under this statute. 
2. Federal Law – The confidentiality of substance abuse client record is protected by Federal law,  TITLE 42 USC Part 2, Sec. 290dd‑3, “Confidentiality of Patient Records.”  This law protects records of the identity, diagnosis, prognosis, or treatment of any patient which are maintained in connection with the performance of any program or activity relating to substance abuse education, prevention, training, treatment, rehabilitation, or research.

3. Indiana Judicial Center – Pursuant to Indiana Judicial Center rules, court-administered alcohol and drug programs must have a written policy and procedure, conforming to applicable state and federal laws that ensure the confidentiality and security of client records. 
4. Judicial Conference of Indiana – On June 27, 1997, the Judicial Conference of Indiana adopted Probation Standards for the State of Indiana.  According to Section IV. Indiana Probation Standards, A. Administration Standards, 1.4 Release of Information: 

“INFORMATION DEEMED CONFIDENTIAL BY STATUTE SHALL ONLY BE RELEASED AS ALLOWED UNDER THE APPLICABLE STATUTE.  ALL OTHER INFORMATION CONTAINED IN PROBATION FILES SHALL BE CONFIDENTIAL AND SHALL NOT BE RELEASED WITHOUT THE APPROVAL OF THE JUDGE.  

“Confidential information must only be disclosed as allowed by statutes, rules or regulations.  Procedures regarding confidentiality of case records should be observed at all times.”

“Ultimately, the supervising judge should determine the policies regarding what information can be released; to whom the information can be released; who can release the information; and how it is to be released.”  

PROCEDURE

A. GENERAL CONFIDENTIALITY PROCEDURES   



          [Section 24 (a)]
Generally, the Probation Department, including the Monroe Circuit Court Alcohol and Drug Program, may not say to a person outside the Program that a client is participating in the Program, or disclose any information identifying a client as an alcohol or drug abuser.  Generally, confidential records may not be disclosed without the client’s written authorization.  Exceptions to these general guidelines are listed below under the section “Disclosures Without Client Consent.” 

B. PROVIDING CONFIDENTIALITY REGULATIONS TO PROGRAM CLIENTS - During the client orientation process, each client is provided with a copy of the pertinent Federal and State confidentiality laws and regulations.  These laws and regulations are contained in the Intake and Orientation Form <<LINK>>>.
C. MINOR CLIENTS - If a minor client acting alone has the legal capacity under Indiana state law to apply for and obtain alcohol or drug abuse treatment, written consent for disclosure may be given only by the minor patient.  This restriction includes, but is not limited to, any disclosure of client identifying information to the parent or guardian of a minor patient for the purpose of obtaining financial reimbursement.  
The Chief Probation Officer or a Probation Supervisor may disclose facts relevant to reducing a threat to the life or physical well-being of the minor or any other individual, to the parent, guardian, or other person authorized by Indiana state law to act in the minor’s behalf, IF the Chief Probation Officer or Probation Supervisor judges that:

1. A minor applicant for services lacks capacity, because of extreme youth or mental or physical condition to make a rational decision whether to consent to disclosure to his/her parent, guardian or other person authorized under Indiana law to act in the minor’s behalf; AND 
2. The minor’s situation poses a substantial threat to the life or physical well-being of the minor or any other individual which may be reduced by communicating relevant information to the parent, guardian, or other person authorized by Indiana state law to act in the minor’s behalf. 
D. INCOMPETENT CLIENTS - In the case of a client who has been adjudicated as lacking the capacity, for any reason other than insufficient age, to manage his/her own affairs, consent required under Federal or State law may be given by the guardian or other person authorized under Indiana state law to act in the client’s behalf.  
E. DECEASED CLIENTS - Any disclosure of information identifying a deceased client as an alcohol or drug abuser must be made with consent given by an executor, administrator, or other personal representative appointed under Indiana state law.  If there is not such appointment, the consent may be given by the client’s spouse or, if none, by any responsible member of the client’s family. 
F. DISCLOSURE OF CONFIDENTIAL INFORMATION 



          [Section 24 (a)]
Confidential information pertaining to a client may only be disclosed with the written consent of the client, with the exceptions to this rule being noted within this Confidentiality Procedures section of the Monroe Circuit Court Alcohol and Drug Program Policy and Procedures manual.  

Disclosures of confidential information to the client’s family or other contact person designated by the client, third party payers, legal counsel, employers, judicial officers, probation department, prosecutor, addictions treatment service provider, and community corrections will be made pursuant to all applicable Federal and State law and Probation Department policy.   

Probation Officers are authorized to make disclosures of confidential information if the client has signed a valid written Release of Confidential Information Form <<LINK>>.  In such cases of a signed Release of Confidential Information Form, the Probation Officer shall disclose information only to those parties authorized by the consent form.  The Release of Confidential Information Form with the client’s original signature or a facsimile copy of the form is placed in the client’s record.

G. CRIMINAL JUSTICE SYSTEM - Pursuant to IC 35-38-1-13, any Presentence Investigation Report or memoranda and report of a physical or mental examination submitted to the court in connection with sentencing shall be kept confidential.  This statute allows the following individuals and agencies access to the Presentence Investigation Report, except where specifically required or permitted by statute or upon specific authorization by the court and the convicted person.
1. The convicted person and his counsel;  
2. The prosecuting attorney;  
3. A probation department; 
4. The community corrections program in which an offender is placed under IC 35‑38‑2.6; and 
5. The Indiana Criminal Justice Institute established under IC 5‑2‑6.  

H. DISCLOSURES WITHOUT CLIENT CONSENT




    [Section 24 (a) (5)]

1. Medical Emergencies – Client identifying information may be disclosed to medical personnel who have a need for information about a client for the purpose of treating a condition which poses an immediate threat to the health of any individual and which requires immediate medical intervention.  
Medical Emergency Procedures:

a. Probation Officers or other Program staff who believe that a medical emergency exists must IMMEDIATELY contact the Chief Probation Officer or a Probation Supervisor in the absence of the Chief Probation Officer.  [An example of a medical emergency would be a client who is threatening to commit suicide.]  
b. If the Chief Probation Officer or Probation Supervisor believes that a medical emergency does exist, emergency medical personnel and/or First Responders should be contacted by the Chief Probation Officer or Probation Supervisor, who will make the disclosure if necessary.   
c. Immediately following disclosure, the Probation Officer or staff person reporting the emergency shall document the disclosure in the client’s case record, setting forth in writing:
(1) The name of the medical personnel to whom disclosure was made and their affiliation with the health care facility; 
(2) The name of the individual making the disclosure; 
(3) The date and time of the disclosure; and
(4) The nature of the emergency.
2. Research, Audit, and Evaluation - Federal regulations permit disclosure of client information to qualified personnel for research, audit, or program evaluation.  Qualified personnel may not include client identifying information in any report or otherwise disclose client identities except back to the program which was the source of the information.  The Chief Probation Officer will ensure that a written statement is furnished by any researcher, that the research protocol has been reviewed by an independent group to assure that client rights are adequately protected.

3. Legal Orders and Subpoenas - The disclosure of confidential information may be compelled under certain conditions.  Federal regulations permit disclosure pursuant to a Court Order, after a Court has made a finding that “good cause” exists.  A Court Order may authorize disclosure of confidential information for non-criminal purposes.  The Court Order allows “only parts of the record which are essential to fulfill the objective of the Order and to those persons whose need for information is the basis for the Order”.  

A subpoena without a good cause Court Order is not sufficient to compel disclosure. 
The Chief Probation Officer, or the Duty Judge in the absence of the Chief Probation Officer, will make the determination regarding release of confidential information that has been requested through a subpoena or a Court Order.   

4. Investigation/Prosecution of Clients for Alleged Violations, including Child Abuse/Neglect - The Probation Department must report all cases of suspected child abuse or neglect, even though in reporting this information the client may be identified as a participant in the Monroe Circuit Court Alcohol and Drug Program.  The client’s case record continues to be covered under existing confidentiality policies and all restrictions continue to apply.  If Child Protective Services wishes to examine the client’s record as a result of a child abuse or neglect complaint, a Court Order or signed consent form must be obtained before such information will be provided.

5. Law Enforcement Investigations - If a client is under investigation by law enforcement authorities for an extremely serious crime, such as a crime which involves threat to a life or threat of bodily harm, the Court may issue an order authorizing disclosure for the purpose of investigating and/or prosecuting the client. 

6. Criminal Justice Agencies - Pursuant to IC 5‑2‑5‑4,  Sec. 4. (a) Any criminal justice agency shall provide criminal history data to any other criminal justice agency, upon request, and may receive criminal history data from any other criminal justice agency.  Upon request of a criminal justice agency, a Probation Officer provides pertinent criminal history data if such data is maintained by the Department.  A written consent is not necessary to release information to individuals within a criminal justice agency who have a need for the information in connection to their duty to monitor a client’s progress or in connection with the final disposition of a proceeding (Court, probation departments, parole officers, prosecuting attorney).

7. Duty To Warn - If a Departmental staff member believes there is imminent danger of serious injury or death to any person, the staff member must confer with the Chief Probation Officer or a Probation Supervisor to determine the appropriate course of action.  If it is determined by the Chief Probation Officer or Probation Supervisor that such threat of injury or death may exist, the Chief Probation Officer or Probation Supervisor should call law enforcement and make a report.  Additionally, in cooperation with law enforcement, the Chief Probation Officer or Probation Supervisor may take reasonable precautions to protect the potential victims until the law enforcement agents arrive.

I. DISCLOSURE OF CONFIDENTIAL INFORMATION WITH VALID WRITTEN CONSENT [Section 24 (a) (6) and (b), (c)]

Generally, confidential records may not be disclosed without the client’s written authorization.  Exceptions to these general guidelines are listed under the section “Disclosures without Client Consent” above.     

For purposes of facilitating the rehabilitative process for clients, the signing of a Release of Confidential Information Form” <<LINK>>> will be necessary in most cases.  These forms will contain a signature line for the client to indicate that the client understands the rights described in the form, contain a signature line for a witness, and have any blank lines remaining after the form has been completed crossed out or marked “NA’ to ensure the forms cannot be altered after being signed by the client.  The form with the client’s original signature or a facsimile copy of the form will be maintained in the client’s record. 

The Department utilizes a two-way release form which allows the Probation Officer, and Probation Department as a whole, to release confidential information about a client to referral agencies, support services, families and others deemed necessary to facilitate the rehabilitative process.  This two-way release also allows referral agencies and others to provide the Probation Officer with pertinent information, including verification of participation in substance abuse treatment and education.  The Criminal Justice Release of Confidential Information Form <<LINK>> is utilized for the Court, Prosecuting Attorney, Defense Attorney and Referral Agency and is non-revocable while the client is under the jurisdiction of the Court.  The General Release of Confidential Information Form <<LINK>> is utilized for families and employers and may be revoked by the client upon the client’s request.

The client signs the Release of Confidential Information Form voluntarily.  Refusal to sign the release will not result in any type of disciplinary action being taken against the client.  However, pursuant to the Order of the Court, it is the client’s ultimate responsibility to “successfully complete, and provide proof of completion of any inpatient or outpatient treatment, counseling, education or victim impact program directed by your Probation Officer.”

J. STORAGE AND DISPOSAL OF CASE 





    [Section 24 (a) (7)]
The Probation Department will maintain an individual case file on each client. 
All Departmental records will be maintained for the time required by Indiana Supreme Court Administrative Rules 6 and 7.  The Department will adhere to any policy imposed by the Board of Judges for the disposal of records.
Active client records are kept in the secure file cabinets in the assigned Probation Officer’s office.  Closed out files are maintained in a locked storage room in the basement of the Justice Building.  No file may be disposed of without specific Court Order.  Should the Probation Department determine that old case files need to be destroyed due to space considerations, the Department shall file a request with the Monroe County Records Commission asking permission to destroy old records pursuant to the record retention schedule.  If such request is approved by the Monroe County records Commission, the Chief Probation Officer will file a petition with the Presiding Judge, requesting permission to destroy the records in question.  Any file that is ordered to be destroyed shall be shredded. 

K. REQUESTS FOR CONFIDENTIAL INFORMATION



   
Requests for information regarding a client actively participating in the Monroe Circuit Court Alcohol and Drug Program or on active probation supervision will be referred to the Supervising Probation Officer (SPO).  The SPO shall refer to the Department’s confidentiality policy in order to determine if the requested information may be released and by whom it may be released.  The Chief Probation Officer or Presiding Judge will make the final determination if a situation warrants making exceptions as outlined in this confidentiality section. 
L. DOCUMENTATION OF CLIENT CONSENT




 
Probation Officers will document in their client case progress notes/contact notes when a client signs a Release of Confidential Information Form.  Additionally, all disclosures of confidential information shall be recorded by the Probation Officer in the client progress notes/contact notes, including date of disclosure and to whom disclosure was made. 
M. CLIENT REQUEST TO REVIEW RECORDS




 [Section 24 (10)]

A client’s review of his/her case record shall be recorded in the case record.  Any denial of a client’s request to review the case record shall be recorded in the case record, together with the reasons for denial of the review.  By policy, the Supervising Judge (Presiding Judge of the Monroe Circuit Court) may permit the withholding from the client all or part of the client’s record if:  
1. Withholding is necessary to protect the confidentiality of other sources of information; 
2. It is determined that the information requested may result in harm to the physical or mental health of the client or another person; 


3. The consent was not given freely, voluntarily, and without coercion; 

4. Granting the request will cause substantial harm to the relationship between the client and the Program or to the Program’s capacity to provide services in general. 
N. CONFLICTS BETWEEN STATE LAWS, FEDERAL LAWS, REGULATIONS, AND OTHER RULES 










   [Section 24 (a) (2)]
If Indiana state law conflicts with federal law, regulations or other rules, the more restrictive interpretation must be followed.  
1. Sixty (60) Day Hospital Consent Expiration – If a client’s records from an Indiana hospital are requested after the sixty (60) day State expiration date, the Probation Officer must obtain an updated Release of Confidential Information Form in order to obtain these records. 

2. Court Orders and Subpoena – If a subpoena AND court order compel the release of confidential information, the Court Order would allow “only those parts of the record which are essential to fulfill the objective of the Order and to those persons whose need for the information was the basis for the Order.”  A subpoena without a good cause Court Order is not sufficient to compel disclosure. 
3. Endangered Adult Abuse – Suspected Adult Abuse may be reported anonymously or by a Probation Officer who does NOT identify the client as a patient receiving treatment for a chemical dependency.  
4. Provider Specific Release of Confidential Information Forms – Some hospitals and treatment providers require that a specific release of confidential information form be used when requesting that they release confidential information regarding a current or former patient.  In such cases, the Probation Officer should obtain the client’s signature on both the Probation Department Release of Confidential Information Form AND the specific release utilized by the treatment agency or hospital.  

O. PROHIBITION ON REDISCLOSURE -Each disclosure made with the client’s written consent must be accompanied by the following statement:
“This information has been disclosed to you from records protected by Federal confidentiality rules (42 CFR part 2).  The Federal rules prohibit you from making any further disclosure of this information unless further disclosure is expressly permitted by the written consent of the person to whom it pertains or as otherwise permitted by 42 CFR part 2.  A general authorization for the release of medical or other information is NOT sufficient for this purpose.  The Federal rules restrict any use of the information to criminally investigate or prosecute any alcohol or drug abuse patient.” 

The redisclosure statement cited above is printed on the Individual Service Contract and on the face sheet of the Presentence Investigation Report.    
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	10.11   CASE MANAGEMENT
	Adoption Date:  November 1999

Revision Dates:  December 14, 2010


POLICY










          [Section 25 (c)]

It is the policy of the Probation Department that client progress records shall be maintained in accordance with all applicable State laws, Federal laws, and Indiana Judicial Center rules. 

It is Departmental policy that progress notes in the client record are required for any relevant contact(s) with a client and/or with individuals/agencies that includes information relevant to the client’s supervision.  This includes all in-person contact, phone calls, emails, facsimiles, U.S. mail, and other types of electronic messages.   Attempted contacts with clients shall also be recorded in the client progress notes.  Any client “failure to appear” occurrences shall be recorded in the client progress notes. 

The Probation Department monitors the progress of each client in satisfactorily completing the client's individual service contract and other requirements governing the client's conduct or performance during participation in the court-administered alcohol and drug program and/or probation supervision.  It is the responsibility of the Supervising Probation Officer to ensure that all client monitoring policies and procedures are followed.
PROCEDURE

A. CASE MANAGEMENT DOCUMENTATION
1. Case Management Database – The Probation Department maintains client contact notes in a computer case management database.  Contact notes shall be entered by the Probation Officer, or other designated staff member, within two (2) business days of the client contact or collateral contact.  Contact notes shall be entered into the database under the name/logon of the staff member who is entering the contact note in such a manner that the database accurately reflects the identity of the staff member who entered the contact into the database.
2. Chronological Order – The client record must include contact notes that are filed/recorded in chronological order.  All contacts entered into the Department’s computer case management database should accurately reflect the dates on which the contact occurred.  If the date of contact is different from the date that the staff member completes the contact data entry, the contact note should reflect the date the actual contact occurred, not the date of data entry.
3. Staff Identification and Signature – Contacts entered into the Department’s computer database identify the staff member making the entry by their log-in password.  Because all Probation Department contact notes are maintained in a computer database, they are typically printed out to “hard copy” only upon discharge from probation or upon completion of the court-administered alcohol and drug program.  When final case notes are printed out “hard copy” upon completion of the court-administered alcohol and drug program or upon discharge from probation, the Supervising Probation Officer (SPO) shall sign said final copy of these contact notes, including: Probation Officer’s signature, date, job title and any credentials.
4. Summary of Services Rendered – The client contact notes should serve as a concise summary of what transpired during a client’s term of probation and/or during the client’s participation in the court-administered alcohol and drug program.  This includes the client’s compliance/non-compliance with: the Individual Service Contract; participation in and completion of rehabilitative services; and the Court Alcohol and Drug Program (CADP).  The (SPO) shall document all services rendered and any other significant events affecting services. 
5. Family and Support Group Involvement – The SPO should document the involvement of family and/or significant others and document the client’s support group involvement in the client contact notes.

6. Client Response to Services Rendered – The SPO shall document in the contact notes the client’s response to the services received while under supervision of the Probation Department and/or court-administered alcohol and drug program.  This includes all successful or unsuccessful discharges or termination by a service provider to which the client was referred. 
7. Frequency of Contact Notes – Contact  notes shall be entered each time there is any relevant contact with the client and/or any individual/agency that includes information relevant to the client’s supervision.  
8. Essential Elements of ALL Client Contact Notes – The following is a list of elements which should be present in ALL client contact notes:

a. Date of Actual Contact – Date of actual contact, not date of data entry.  
b. Suitable for Court – Contact notes should be worded in a professional objective manner, suitable for admission into evidence in Court.  Contact notes may be subpoenaed for Court, therefore, care should be taken to compose notes in as professional, objective, clear and concise manner as possible.  Spelling should be checked.  The current Departmental database program does not include a spell checker, therefore, it is important that spelling is checked before the note is saved to the database.
c. Minimal Abbreviations – Although many abbreviations are used within the Court system and Probation Department, the contacts note should contain few abbreviations.  If an abbreviation is used, it should be a standard abbreviation that will not likely change (i.e. PTR, PTM, PSI, etc.)
d. Appropriate Language – No unprofessional or judgmental language should be used.  Opinions should be stated as such.
e. Decipherable by All Departmental Staff – Contact notes shall be written so that any staff member may read the client record and fully understand where the client stands in terms of completing the conditions of his/her probation.  The note shall identify staff member who completed the client contact, not reflect the staff member completing the data entry task (if different). 
B. CLIENT INTAKE DOCUMENTATION PROCEDURE - In addition to the “Essential Elements of ALL Client Contact Notes” listed above, the Initial Intake Progress Note should contain:

1. Attendance Verification – Client’s attendance at the Intake appointment should be noted.  If client fails to appear, the note should indicate what action was taken by Probation Officer, including any memoranda sent to the Court and/or client.
2. Evidence and Recommendations – For court-administered alcohol and drug program clients, the evidence to which supports the recommendations for the Individual Service Contract should be noted.
3. Sentencing Information/Order – A summary of sentencing conditions and information should be included.  The note should also state that the Sentencing Order was explained to the client, upon completion of such explanation.
4. Other – Other pertinent information should be included, such as: substance abuse education/treatment recommendation and referral; releases of confidential information signed by client and any other information deemed appropriate by the Probation Officer.  
C. FOLLOW-UP CONTACT NOTE PROCEDURE - In addition to the “Essential Elements of ALL Contact Notes” listed above, the Follow-Up Contact Note should contain:
1. Special Concerns – Include concerns raised by Probation Officer or client. 
2. Substance Abuse Education/Treatment Status – Include progress information pertaining to the substance abuse education/treatment listed on the Individual Service Contract.  If the recommendations for services are different than those stated on the original contract, note the explanation for the changes. 
3. Payment Information – Include relevant information regarding client’s pay plan.  Include note when client Ability to Pay Form <,LINK>> is initially completed and if/when such ability to pay information is amended.  Include plans to address any delinquency in client payment of fees.
4. Behavioral Objectives – Include client completion (or failure to complete) past directives and deadlines given to client via the Behavioral Objectives Form <<LINK>>.  Note any new directives and deadlines given to client by Probation Officer.
5. Changes in Status – Include any changes in status of employment, residence, family relationships (marriage, divorce, etc).
6. Client Attitude – Include any attitude problems or behavior problems noticed or discussed.
7. Next Contact Date – The follow-up contact note should indicate the date and time of the next scheduled contact with the client.  This includes regular office appointments, court dates, drug screen dates, phone-in appointments, etc.
D. MONITORING PROCEDURE – Probation Officers shall utilize monitoring procedures which must, at a minimum, be capable of determining clients who: 

1. Have failed, as scheduled or required, to comply with the Individual Service Contract;

2. Have failed to comply with the rules of conduct governing the client's participation in the Court Alcohol and Drug Program or the performance requirements of a service provider to which the client was referred; or
3. Have been successfully or unsuccessfully discharged or terminated by a service provider to which the client was referred.
E. CASE FOLLOW‑UP
All court-administered alcohol and drug program clients referred by the Monroe Circuit Court receive an order entitled “Order for Change of Plea, Sentencing, Probation and Commitment”.  This order specifies an expected end date for probation, including court-administered alcohol and drug program completion (which is a condition of probation).  

F. CASE TERMINATION








          [Section 25 (d)]
A client’s length of participation in the Court Alcohol and Drug Program is determined and documented on the Sentencing Order by the Court at the time of sentencing and is concurrent with the client’s term of probation.  If the client successfully complies with the Individual Service Contract and all terms of probation, program termination occurs when the client is discharged from probation.  

If the client does not comply with the Individual Service Contract or violates the terms of probation, the Court will be notified of the violation through a Petition to Revoke Suspended Sentence.  The Court may modify the client’s original sentence including the date of termination from the alcohol and drug program.

Upon completion of the period of supervised probation, prior to transferring a case to unsupervised probation status, a Discharge Contact Note should be entered into the client’s file.  For court-administered alcohol and drug program clients who are NOT on probation, a Discharge Contact Note should be entered into the client’s file at the time of discharge from the court-administered alcohol and drug program.  
In addition to the “Essential Elements of ALL Contact Notes” listed above, the Discharge Contact Note should contain:

1. Substance Abuse Education/Treatment Completed – The note should contain the specific substance abuse education and/or treatment program completed by the client.  Support group involvement should also be noted.
2. Compliance – The client’s general compliance with the terms and conditions of probation should be noted.  Specific information about: 

a. Individual Service Contract - For court-administered alcohol and drug program participants, the note should contain information regarding the client’s level of compliance with the individual service contract, including any violations of program requirements, and attitude towards the substance abuse education and/or treatment program completed by the client.  
b. Sanctions and Penalties – The notes should contain information regarding any administrative or court-imposed sanctions or penalties resulting from the client’s failure to comply with any condition of probation, court alcohol and drug program conditions, or the individual service contract.  
c. Type of Discharge – The note should specify whether the discharge was successful or unsuccessful.

d. Recommendations for Future Contact – If the Supervising Probation Officer (SPO) has a recommendation regarding any future re-arrest of the client, such recommendation should be noted.  
e. Behavior Changes – The discharge contact note may include a synopsis of any changes in behavior or awareness of the client regarding his/her substance use, abuse or addiction.  Include client’s commitment to recovery or plans for future substance use. 
f. Staff Signature – Probation Department contact notes are maintained in a computer database and are typically printed out to “hard copy” only upon discharge from probation or upon completion of the court-administered alcohol and drug program.  When final case contact notes are printed out “hard copy” upon completion of the court-administered alcohol and drug program or upon discharge from supervised probation, the SPO shall sign said final copy of these progress notes/contact notes, including: Probation Officer’s signature, date, job title and any credentials.    
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Section 26 of the Rules (adopted 12-11-97, revised June 12, 2009, revised June 16, 2011)

	10.12   FACILITIES
	Adoption Date:  November 1999

Revision Dates:  December 14, 2010


POLICY
The Probation Department’s facilities are located, constructed, equipped, and operated in a manner that protects and preserves the privacy, confidentiality, health and safety of departmental clients and staff.

The Probation Department’s facilities and operations shall conform to all applicable Federal, state, or local health and safety codes, including fire protection.  The department must maintain current documentation of compliance with all applicable codes, including:

1. Fire protection.
2. Building construction and safety.
3. Sanitation.
PROCEDURE
A. HEALTH AND SAFETY DOCUMENTATION 




    [Section 26 (a) (b)]
The facility supervisor for the Curry Building where the Court Alcohol and Drug Program operates shall maintain recent documentation of compliance with all applicable codes.
B. FACILITY ARRANGEMENT AND CONFIDENTIALITY 


          [Section 26 (d)]
1. Confidentiality - In order to ensure client confidentiality, the Probation Department’s facilities, including waiting rooms, offices and group areas, shall be arranged in a way that minimizes disclosure to the general public of the person’s status as a client of the Court Alcohol and Drug Services Program. Program clients who check in with the Probation Department waiting/reception area are not identified in any way as participants in the Court Alcohol and Drug Program.  

2. Privacy - The privacy of each client shall be respected to the maximum extent feasible.  All client appointments conducted in the Probation Department office shall be conducted in private offices with doors closed.  This includes intake, orientation, assessment, case management, and education appointments.
C. STORAGE OF RECORDS







          [Section 26 (e)]
1. Adequate and Proper Storage Space - The Probation Department shall provide adequate space for storage of client records.  Client records shall be properly secured at all times as required under 42 C.F.R. Part 2, Section 2.16. 
2. Active Cases - Active client records are kept in the secure file cabinets in the assigned Probation Officer’s office.  All Program staff members have access to the keys to these file cabinets.
3. Closed Out Cases - Closed out files are maintained in a locked storage room in the basement of the Justice Building.  Only members of Support Staff and Probation Department management have access to this storage area. 
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Section 27 of the Rules (adopted 12-11-97, revised June 12, 2009, revised June 16, 2011, revised November 18, 2011)

	10.13   PROGRAM MANAGEMENT AND OVERSIGHT
	Adoption Date:  November 1999

Revision Dates:  December 14, 2010, revised
July 12, 2011, revised November 18, 2011


POLICY
The Monroe Circuit Court is a unified court system comprised of nine judges.  The judge of each division of the Court sits on a board, known as the Monroe Circuit Court Board of Judges.  The Monroe Circuit Court Board of Judges is the Governing Body of the Court Alcohol and Drug Program as well as the Probation Department as a whole.  The Board of Judges has ultimate responsibility for the management, operation, and control of the Probation Department and Program.  The Monroe Circuit Court is described in Indiana law IC 33-33-53.  The Probation Department maintains a listing of the individual judges serving on the Board of Judges in the Departmental Annual Report.  
The Director of the Court Alcohol and Drug Program is designated by the Board of Judges as the person responsible for the daily operation and administration of the Program.  

The Court Alcohol and Drug Program shall have and maintain specific, written policies and procedures for conducting day‑to‑day program activities.  These written policies and procedures must comply with all applicable Federal law, State law and Indiana Judicial Center rules.  The Probation Department compiles and maintains these policies and procedures in the Probation Department Policy and Procedure Manual.  The Court Alcohol and Drug Program Policies and Procedures comprise a ‘Chapter’ in the overall Departmental policy manual. 
A certificate of approval issued by the Indiana Judicial Center authorizing the Program to provide services is displayed in a prominent place in the lobby of the Probation Department.  A copy of the same certification is maintained on file with the Indiana Judicial Center.
PROCEDURE









          [Section 27 (c)]

A. ADMINISTRATIVE STRUCTURE
1. Monroe Circuit Court Board of Judges – The Board is responsible for approving major changes in the Probation Department’s mission, philosophy, purpose, structure, goals, and allocation of resources.  The Board of Judges has ultimate authority over hiring and/or termination of all departmental staff which includes the Chief Probation Officer and the Program Director.

2. Presiding Judge – The Monroe Circuit Court Board of Judges annually elects one of the eight judges to act as Presiding Judge.  The Presiding Judge is responsible for oversight of the daily operations of the Probation Department.  The Presiding Judge meets on a regular basis with the Chief Probation Officer to discuss Probation Department issues.  The two meet annually to review operations of the Probation Department, its goals, objectives, accomplishments and future directions.  
3. Chief Probation Officer – The Presiding Judge is responsible for supervising the Chief Probation Officer who oversees the operations of the Probation Department.  The Chief Probation Officer has the ultimate responsibility to ensure that the principles and guidelines established by the Board of Judges are implemented into departmental operations.  
a. Policies and Procedure Manual - The Chief is responsible for ensuring that the Departmental Policies and Procedure Manual is updated as needed, but at least once every two (2) years.  The Chief is also responsible to ensure that the Departmental Policies and Procedures Manual is available to the Board of Judges and Probation Department staff.  The Policies and Procedures Manual describes Probation Department staff functions and the procedures by which the principles and guidelines established by the Board of Judges will be implemented into departmental operations.  
b. Organizational Chart – The Chief Probation Officer maintains a departmental organizational chart which is updated on a regular basis by the Office Administrator.  The organizational chart depicts lines of authority, identifies all staff positions and accurately reflects current departmental practice.
c. Statistical Reports – The Board of Judges has delegated the responsibility of completing all required statistical reports to the Chief Probation Officer.  Quarterly probation statistical reports are completed for the State Court Administrator.  An Annual Operations Report is also completed for the State Court Administrator.  The Community Corrections Director is responsible for completing all required monthly, quarterly and annual statistical reports required by the Department of Correction.  The Chief Probation Officer completes any annual surveys conducted by the Indiana Judicial Center or other required written statistical reports. 
d. Probation Department Annual Report  





       [Section 27 (d) 2]
The Probation Department completes an annual report which is the responsibility of the Chief Probation Officer with the assistance of the Program Director.  This annual report includes a summary of the department’s activities and accomplishments, statistical data on the cases the Program received and terminated during the reporting period, the substance abuse education course curriculum used by the Program, the Court Alcohol and Drug Program’s beginning and ending balances and income and expenditures for the preceding year, documentation of any certification reviews or visits, and statistical data and results of evaluations for the preceding year.  A copy of the Annual Report is submitted to the Indiana Judicial Center no later than 90 days after close of the calendar year.

4. Deputy Chief Probation Officer - The Chief Probation Officer supervises the Deputy Chief Probation Officer.  The Deputy Chief Probation Officer serves as the direct supervisor of the Court Alcohol and Drug Program Director.
5. Court-Administered Alcohol and Drug Program Director – The Director reports to the Deputy Chief Probation Officer.  The Director is responsible for the daily operations and administration of the court-administered alcohol and drug program including staff training, scheduling education programs, monitoring case management, and participating in the development of new programming.  Additional responsibilities include:  

a. Supervision of Program Staff – The Director serves as the direct supervisor for some Program staff.  The Director is responsible for supervising the Program staff assigned to the Intake Division and Administrative Unit.  The Adult Division Supervisor also serves as direct supervisors of additional Program staff.  
b. Conducting Investigations - The Director is responsible for assisting the Chief Probation Officer (or designee) to investigate any allegation of violation of client rights or client grievances.  
c. Annual Report - The Director shall prepare a written annual report, as prescribed by the Indiana Judicial Center and submit a copy of this annual report to the Indiana Judicial Center no later than ninety (90) days after the close of the calendar year.  The annual report shall include:
(1) a summary of the program's activities and accomplishments
(2) a summary of the program’s user fee fund, including beginning and ending balances and a summary of income and expenditures; and
(3) the substance abuse education course curriculum used by the program; and
(4) documentation of any certification reviews or visits, if applicable; and
(5) statistical data and results of evaluations for the preceding year.

B. RESOURCE COORDINATION  






     [Section 27 (e) (f)]
Any time the Probation Department refers a client to a provider for addiction treatment services not provided by the program, the Department uses substance abuse treatment agencies certified by the Division of Mental Health and Addiction, or equivalent certifying agency and maintains a copy of the provider’s certification or license.  The Probation Department has referral arrangements with such providers and resources.  These referral arrangements are formally documented in a Referral Agreement <<LINK>>.  
At a minimum, the Referral Agreement shall include procedures for the following:

1. Accreditation and Credentials – On an annual basis, agencies receiving 10 or more referrals from the program are required to renew the Referral Agreement and the provide copies of their accreditations including certificate by the Division of Mental Health and Addiction, or an equivalent certifying agency if the addiction treatment services provider is located out of the State of Indiana or is a federal hospital.  Agencies are also required to provide copies of credentials of those individuals providing direct services to the Monroe Circuit Court Alcohol and Drug client.  The Director is responsible for ensuring that the Referral Agreement are renewed and updated on an annual basis. 

2. Initiation and Acceptance of Referrals – The Referral Agreement must explain how referrals will be initiated and accepted.  
3. Exchange of Client Related Information – The Referral Agreement must explain how client‑related information will be exchanged.
4. Post-referral Reporting – The Referral Agreement must details post‑referral reporting procedures by the service provider that enables the Program to perform its client‑monitoring responsibilities.

5. Documentation – The Program must enter into a Referral Agreement with addiction treatment services providers if the Program has referred or plans to refer ten (10) or more clients to the provider for treatment in any calendar year. 
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Section 28 of the Rules (adopted 12-11-97, revised June 12, 2009, revised June 16, 2011)

	10.14   FISCAL MANAGEMENT
	Adoption Date:  November 1999

Revision Dates:  December 14, 2010, revised
July 12, 2011


POLICY
The Probation Department shall maintain fiscal management policies and procedures that comply with all required state laws, federal laws and regulations, and Indiana Judicial Center Rules.  

PROCEDURE
A. ACCOUNTING SYSTEM







          [Section 28 (a)]

The Probation Department and the Clerk of the Court have developed and implemented an accounting system that ensures financial transactions are thoroughly documented and handled in a uniform and consistent manner.  The Clerk and Probation Department routinely pass State Board of Accounts audits with exceptional results and no problems noted. 
B. BUDGET









            [Section 28 (b) & (g)]

The Probation Department has several funding sources including County General funds, Probation User fees, Juvenile County Option Income Taxes, Court Alcohol and Drug Program User fees, and many grants.  The Chief Probation Officer must create and maintain a current budget for each of the separate finding sources.  The Chief Probation Officer shall prepare a proposed departmental budget on an annual basis prior to County budget hearings.  This proposed budget will be reviewed and approved by the Board of Judges and will be presented to the Monroe County Council.  The County Council has final approval of all County budgets.  The Chief Probation Officer is responsible for administering all Probation Department budgets and is responsible for ensuring that all money collected as part of the court alcohol and drug program fees is used to fund program services in compliance with IC 33-37-8-5.  Upon request, the Chief Probation Officer is responsible for providing all financial information requested by the Indiana Judicial Center including any reports, audits, or approvals issued by the State Board of Accounts.
C. SCHEDULE OF FEES 








          [Section 28 (c)]

The Probation Department collects Probation user fees and Program fees as authorized by Indiana law.  The Monroe Circuit Court Board of Judges sets all fee rates for the Probation Department.  The Monroe County Clerk is authorized to collect court costs, victim restitution and Court-administered Alcohol and Drug Program Fees.  The Board of Judges maintains a current schedule of Probation Department fees and provides this fee schedule to the Clerk.  The Clerk is also provided with a copy of the Local Rules establishing Court Alcohol and Drug Program fees which includes a schedule of fees for each certified service. 
D. FEE COLLECTION 








          [Section 28 (c)]

The Probation Department has established the following policies and procedures to ensure payments for client services.  

1. Determining Ability to Pay - The Supervising Probation Officer (SPO) should complete an Ability to Pay Worksheet <<LINK>> for clients who have not paid fees in full at the time of sentencing.  An individualized payment plan should be developed by the SPO based on the client’s ability to pay.  The client must agree to the payment plan and sign the form, agreeing that he/she will comply with its terms.  If a client does not agree to the payment plan as determined by the SPO, a meeting with a Probation Supervisor and the client should be set up by the SPO in order to negotiate a payment plan that complies with the court order and that is acceptable to the client.
2. Failure to Pay As Agreed – If the client fails to accept a negotiated payment plan, he/she may petition the Court for a sentence modification.  If such modification is not granted by the Court, the SPO will ensure that the client adheres to a payment plan that is deemed reasonable by the SPO.  If a client knowingly, recklessly or intentionally fails to pay fees pursuant to the payment plan, the SPO shall file a Petition to Revoke Suspended Sentence.  In cases of transferred-in court-administered alcohol and drug program clients, a client who fails to pay fees according to the payment plan will be returned to the sending county for further action.  
3. Administrative Probation Modification Meetings – The Board of Judges has authorized the Probation Department to conduct Administrative Probation Modification (APM) meetings in lieu of filing a petition for minor technical violations of probation.  In cases where a client has knowingly, recklessly or intentionally failed to pay fees pursuant to the payment plan, the Probation Officer has the option of scheduling an APM as an administrative means to resolve the non-payment status.  At the APM meeting, a new payment plan is developed with the client’s input.  If the client fails to comply with this newly negotiated payment plan, the Probation Officer shall file a Petition to Revoke Suspended Sentence.
E. COST TO CLIENT








    [Section 28 (d)]

The cost to the client for all certified services combined that are provided under any one (1) cause number, including the cost of any education services whether they are provided directly, by contract, or by referral, may not exceed the amount permitted under IC 12-23-14-16.  The court-administered alcohol and drug program currently assesses a program fee of $300 for misdemeanor clients and $400 for felony clients convicted of a substance related offense.  A $75 tuition fee is assessed to alcohol education school participants and $170 fee is assessed to those participating in the Prime for Life education program.  The program does not routinely charge a new user fee on the basis of a client having an additional cause number, however, the program may charge an administrative or case management fee for the new cause number in the event that additional services are required such as a new assessment or compliance reporting will need to go to an additional court.
F. TRANSFERRED CASES







     [Section 28 (e)]

When transferring a case to another certified court program, the client may be assessed a $100 transfer fee.  The receiving program may then charge the difference not to exceed the statutory cap of $400.
G. CASH HANDLING CONTROLS -






      [Section 28 (f)]

The Probation Department and Clerk of the Court utilize cash handling controls, policies and procedures which prevent theft of funds.  The Probation Department cash handling policies and procedures are outlined in the MONROE COUNTY PROBATION DEPARTMENT FINANCIAL POLICIES AND PROCEDURES <<LINK>>.
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Section 29 of the Rules (adopted 12-11-97, revised June 12, 2009, revised June 16, 2011)

	10.15   PERSONNEL MANAGEMENT
	Adoption Date:  November 1999

Revision Dates:  December 14, 2010


POLICY

The Probation Department shall maintain and adhere to a written personnel policies and procedures that comply with all required state laws, federal laws and regulations, and Indiana Judicial Center Rules.  

PROCEDURE

A. PROBATION DEPARTMENT PERSONNEL POLICIES AND PROCEDURE MANUAL

Monroe County Government has adopted a Personnel Policy Handbook (PPH) in conjunction with the Monroe Circuit Court Board of Judges.  These shared personnel policies are contained in the manual entitled PERSONNEL POLICY OF MONROE COUNTY AND THE TENTH JUDICIAL CIRCUIT.  The Board of Judges agreed to abide by these shared policies which allow for consistency in administering personnel policies in all County departments.  However, the Monroe Circuit Court continues to maintain authority over personnel matters pertaining to employees of the Court.    

Although the Monroe Circuit Court, including the Probation Department, observes the shared personnel policies contained in the manual entitled PERSONNEL POLICY OF MONROE COUNTY AND THE TENTH JUDICIAL CIRCUIT, the Probation Department has adopted a more detailed policy and procedure manual that addresses personnel polices which are unique to a Court-operated department, a Probation Department, to and a Court-administered Alcohol and Drug Program.  The more detailed Probation Department personnel polices and procedures are contained in this section of the Court Alcohol and Drug Policy and Procedure Manual in this chapter entitled “PERSONNEL MANAGEMENT.”

1. Employment Procedures – Although the Board of Judges has ultimate authority over the hiring and/or termination of all Probation Department personnel, the Board has authorized the Chief Probation Officer to be responsible for all aspects of staff hiring including: applicant screening; conducting job interviews; and selecting final candidates for all departmental vacancies.  The procedures and standards for hiring staff are based on the eligibility requirements set forth by Indiana law, the Indiana Judicial Center, the Monroe Circuit Court Board of Judges, and the personnel policies of Monroe County Government.  
a. Hiring Procedures – Recruitment and selection of departmental staff is the responsibility of the Chief Probation Officer.
b. Advertising a Staff Vacancy Within the County – When a vacancy occurs, all county offices are notified of the opening through a formal job notice placed on the County website.  The job notice should contain the following information:
(1) Position available.

(2) Duties and responsibilities.

(3) Pay range.

(4) Minimum education/experience requirement.

(5) Where to apply.

(6) Length of time accepting application.

(7) Statement: "Monroe County is an Equal Opportunity Employer."

c. Advertising Through Other Media – Newspaper advertising will be utilized when deemed necessary.  Other local recruitment sources include:  Ivy Tech, Indiana University, Work One, and Indiana Probation Officers Professional Association webs site (www.gopopai.org).
d. Screening Applicants – Applicants apply for vacant positions by submitting a resume.  The Deputy Chief Probation Officers screens all resumes.  The resumes of qualified applicants are sent to Probation Supervisors for further screening and possible preliminary interviews.  Preliminary information pertaining to an applicant will be secured through an applicant's resume.  Additional sources of obtaining applicant information include a standard written questionnaire and subsequent interviews.  Each applicant will be screened for a particular position using the following criteria except where said criteria cannot be shown to be job‑related:
(1) Prior job‑related work experience.

(2) Education.

(3) Physical ability required for position.

(4) Work history.

(5) Applicant's goals.

(6) Special qualifications, licenses or certification required for position.

e. Background Checks – Applicants will undergo background checks as part of the interview process.  The Probation Department will verify prior employment through discussions with former employers, where possible, conduct a criminal record checks, and obtain copies of college transcripts.
f. Preliminary Interviews – The Deputy Chief Probation Officer determines which applicants will receive a preliminary interview.  The deputy Chief conducts the preliminary interviews and completes the background investigations. 
g. Final Interviews – Final interviews are conducted by a committee consisting of the Chief Probation Officer, the Deputy Chief Probation Officer, relevant Division Supervisor (from the Division in which a vacancy exists), and any other Probation Supervisor who is available at the time of the final interview. 
h. Applicant Selection – The Chief Probation Officer determines the finalists to fill vacancies for all full time positions.  The Assistant Chief Probation Officer and/or Deputy Chief Probation Officer determine finalists to fill vacancies for part-time positions. 
2. Rules for Professional Conduct - The citizens of Monroe County expect of probation officers unfailing honesty, respect for the dignity and individuality of human beings, and a commitment to professional and compassionate service.  If any departmental staff member should fail to conduct him/herself according to departmental policy, fail to complete assigned duties as directed, or neglect responsibilities outlined in the employee's job description, the Progressive Discipline process may be initiated by the employee's immediate supervisor.  In the case of gross negligence, flagrant violation of policies and/or procedures, employee insubordination, or failure to perform duties, the Progressive Discipline process may be accelerated to any step below, including immediate termination if deemed appropriate by the Presiding Judge.  In other instances where corrective action can be taken, probation management will utilize Progressive Discipline as described below.  The steps of progressive discipline are:    
a. Verbal Warning/Counseling Session – An individual counseling session will be held with the employee and immediate supervisor.  The session will be considered a verbal warning if, in fact, the employee failed to meet departmental standards.
b. Written Warning/Personnel Memorandum – If the same unacceptable behavior continues with the employee, a written warning, called a Personnel Memorandum, will be issued to the employee by his/her immediate supervisor with a copy placed in his/her personnel file.  
c. Disciplinary Meeting With Chief Probation Officer – For continued failure to meet departmental standards for job performance and/or an employee’s commission of a serious violation of departmental policy, a disciplinary meeting with the Chief Probation Officer will occur with the employee’s supervisor and the employee.  During this disciplinary meeting, the Chief will discuss options for resolving the employee’s failure to meet departmental standards for job performance and/or the employee’s commission of a serious violation of departmental policy.  Possible outcomes of this disciplinary meeting with the Chief include: 

(1) Counseling Statement – For continued failure to meet departmental standards for job performance following a written warning and/or an employee’s commission of a serious violation of departmental policy, the employee may be receive a Counseling Statement from the Chief Probation Officer which is akin to a ”last chance” written warning.”  The Counseling Statement will outline the employee’s behavioral expectations in a revised Staff Development Plan.  The Counseling Statement may also include further consequences for the employee’s unsatisfactory work performance including one or more of the following: 1) return to probationary status for a specified amount of time; 2) suspension from the department with or without compensation (any suspension will be imposed ONLY with approval from the Presiding Judge); and/or 3) a Performance Improvement Plan (PIP).  
(2) Termination – All employees serve “at will” and are subject to discharge at Employer’s discretion for any reason and without notice.  Examples of causes for immediate termination include, but are not limited to, any one of the following:  falsification of an employment application in order to obtain employment through subterfuge; unsatisfactory attendance; damage of property through gross negligence; refusal to obey lawful instructions which are job related; negligence in job performance; reporting to work under the influence of  alcohol or drugs or consumption thereof on during work hours; conduct endangering performance; commission of a criminal offense; behavior unbecoming to the integrity of the Monroe Circuit Court; or failure to improve through Progressive Discipline.

3. Ethics – Probation Department employees, as employees of the judicial branch of government, must adhere to the Indiana Code of Judicial Conduct, the Probation Officer Professional Conduct Code, and the Court Substance Abuse Management Specialist Code of Professional Ethics.  These codes of ethical and professional conduct are attached at the end of this Chapter. 

4. Wages and Benefits - The Board of Judges determines the salaries of departmental personnel in conjunction with the County Personnel Advisory Committee.  Staff salaries and benefits are paid primarily from the Courts budget and from County General local tax dollars.  Program funds to supplement staff salaries and benefits are derived from income generated by fees assessed and collected by program participants.
a. Probation Officers - All Probation Officers are paid, at a minimum, in accordance with the Indiana Minimum Salary Schedule for Probation Officers, as adopted by the Judicial Conference of Indiana.
b. Non-Probation Officer Staff - The Monroe County Human Resources Department is responsible for developing a recommended pay scale for all Monroe County employees.  The final decision regarding pay rate is determined by the County Council.  
B. VERIFICATION OF CREDENTIALS - The Probation Department has a system to verify credentials and qualifications of staff, volunteers, and consultants.  The Deputy Chief Probation Officer reviews the resumes and employment applications of all volunteers and applicants.  The Deputy Chief Probation Officer and Probation Supervisors call by phone the listed references and any other person necessary to verify previous employment.  The Deputy Chief Probation Officer ensures that a criminal records check is completed on all departmental employees and volunteers.  Each employee and volunteer is required to provide certificates, diplomas, transcripts and other written proof of educational attainment and other professional certificates or licensure. 
C. PERSONNEL FILES - A personnel file is maintained on each employee of the Probation Department.  Employees may review their personnel file under the supervision of the Chief Probation Officer, who maintains and stores all personnel records.  Personnel files contain all relevant personnel information such as hiring information, “New Hire Payroll Form,” time sheets, training information and other staff materials.  Pursuant to Indiana Judicial Center rules, personnel records are required to contain information necessary to carry out the personnel management function, including but not limited to:
1. Application or resume;
2. Verification of qualifications, licensure, and credentials, when applicable;
3. Documentation of program orientation for newly hired staff or volunteers;
4. Position changes;
5. Documentation of in‐service and continuing education activities;
6. Documentation of commitment to adhere to ethics requirements; and
7. Job description, which shall include, at a minimum:

a. job title;
b. qualifications;
c. credentials, if applicable;
d. duties and responsibilities; and
e. reporting and supervisory responsibilities
PROBATION OFFICER PROFESSIONAL CONDUCT CODE

PROBATION OFFICERS SHALL ENDEAVOR TO:

Respect the authority and follow the directives of the Court, recognizing at all times that they are an extension of the Court.  

Respect and protect the civil and legal rights of all probationers.

Serve each case with appropriate concern for the probationer's welfare and with no purpose of personal gain.

Encourage relationships with colleagues of such character to promote mutual respect within the profession and improvement of its quality of service.

Make statements critical of colleagues or their agencies only as these are verifiable and constructive in purpose.

Respect the importance of all elements of the criminal justice system and cultivate a professional cooperation with each segment.  

Subject to the probationer's rights of privacy, respect the public's right to know, and willingly share information with the public with openness and candor.

Respect and protect the right of the public to be safeguarded from criminal activity.

Be diligent in their responsibility to record and make available for review any and all case information which could contribute to sound decisions affecting a probationer or the public safety.

Report without reservation any corrupt or unethical behavior which could affect either a probationer or the integrity of the agency.

Maintain the integrity of private information; they will neither seek personal data beyond that needed to perform responsibilities, nor reveal case information to anyone not having proper professional use for such.

In any public statement clearly distinguish between those that are personal views and those that are statements and positions on behalf of an agency.

PROBATION OFFICERS SHALL NOT:
Discriminate against any employee, prospective employee or probationer on the basis of race, gender, creed, national origin, or physical handicap.

Use official position to secure privileges or advantages.

Act in official capacity in any manner in which personal interest could in the least degree impair objectivity.

Use official position to promote any partisan political purposes.

Accept any gift or favor of a nature to imply an obligation that is inconsistent with the free and objective exercise of professional responsibilities.

PROBATION SUPERVISORS SHALL:
Make all appointments, promotions, or dismissals only on the basis of merit and not in furtherance of partisan political interest   

INDIANA CODE OF JUDICIAL CONDUCT:

CANON 1. 
A Judge Shall Uphold and Promote the Independence, Integrity and Impartiality of the Judiciary, and Shall Avoid Impropriety and the Appearance of Impropriety.  

CANON 2. 
A Judge Shall Perform the Duties of Judicial Office Impartially, Competently, and Diligently.

CANON 3.  
A Judge Shall Conduct the Judge’s Personal and Extra-Judicial Activities as to Minimize the Risk of Conflict with Obligations of the Judicial Office.

CANON 4.  
A Judge or Judicial Candidate Shall not Engage in Political or Campaign Activity that is Inconsistent with the Independence, Integrity, or Impartiality of the Judiciary.

Court Substance Abuse Management Specialists (CSAMS) Code of Ethics 
Principle 1: Non-Discrimination 
a. A professional staff member of a court alcohol and drug program (“a CSAMS professional”) shall not discriminate against clients or professionals on the basis of race, religion, gender, ethnicity, age, or disabilities. 

b. A CSAMS professional shall avoid bringing personal issues into a client relationship. The member shall place professional responsibility over personal interests. 

c. A CSAMS professional shall be knowledgeable about disabling conditions, demonstrate empathy and personal emotional comfort in interactions with clients with disabilities, and make available physical, sensory, and cognitive accommodations that allow clients with disabilities to receive services. 

Principle 2: Responsibility 
a. A CSAMS professional shall espouse objectivity and integrity, and shall maintain the highest standards in the services of the program and the court. 

b. A CSAMS professional who is aware of unethical conduct or unprofessional behavior shall report such behavior to the appropriate authority. 

c. A CSAMS professional shall support coordination, collaboration, and cooperation with other individuals and organizations assisting those whose lives are impaired by alcohol and other drug abuse. 

Principle 3: Competence 
a. A CSAMS professional shall recognize the need for ongoing education as a component of professional competency, shall recognize boundaries and limitations of the professional’s competencies, and shall not offer services or use techniques outside these professional competencies. 

b. A CSAMS professional shall assume personal responsibility for the quality and extent of services provided to the client. 

Principle 4: Legal and Moral Standards 
a. A CSAMS professional shall uphold the legal and accepted moral codes that pertain to professional conduct and shall be fully cognizant of all federal and state laws regarding court program services. 

b. A CSAMS professional shall not claim, either directly or by implication, professional qualifications or affiliations that the professional does not possess. 

Principle 5: Public Statements 
a. A CSAMS professional shall accurately attribute the basis of his or her statements concerning matters related to alcohol and drug issues. 

b. A CSAMS professional shall in no way violate the copyright of anyone by reproducing material in any form, except in those ways allowed under the copyright laws. This involves direct violation as well as failure to report a violation of copyright by others. 

Principle 6: Client Welfare 
a. A CSAMS professional shall promote the protection of the public health, safety, and welfare and the best interest of the client. 

b. A CSAMS professional shall consider the ability of a client to meet the financial cost when making referrals to outside agencies. 

Principle 7: Confidentiality 
A CSAMS professional shall adhere to all federal and state laws regarding confidentiality and shall not disclose confidential information unless permitted or required to under confidentiality laws. 

Principle 8: Client Relationships 
a. A CSAMS professional shall safeguard the integrity of the professional relationship and ensure the client has reasonable access to effective service. 

b. A CSAMS professional shall not engage in professional relationships or commitments that conflict with family members, friends, close associates, or others whose welfare might be jeopardized by such a dual relationship. 

c. A CSAMS professional shall not exploit relationships with current or former clients for personal gain, including social or business relationships. 

d. A CSAMS professional shall not under any circumstances engage in sexual behavior with current or former clients or accept as clients persons with whom the professional has engaged in sexual behavior. 

Principle 9: Inter-professional Relationships 
a. A CSAMS professional shall treat colleagues and other professionals with respect, courtesy, and fairness. 

b. A CSAMS professional shall not exploit any relationship with supervisees, employees, students, research participants, or volunteers. 

Principle 10: Remuneration 
A CSAMS professional shall not receive any personal or financial gain for referral of a client for professional services or behave in a manner that would indicate an appearance of or an actual conflict of interest.
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	10.16   PROFESSIONAL REQUIREMENTS
	Adoption Date:  November 1999

Revision Dates:  December 14, 2010; November 30, 2012


POLICY

The Monroe Circuit Court Alcohol and Drug Program has adopted policies and procedures for professional staff qualifications that are in compliance with all applicable State laws and regulations and Indiana Judicial Center Rules.  

These polices and procedure apply to all professional employees, contractors, and volunteers performing client assessments.  

PROCEDURE 

A. PROFESSIONAL STAFF REQUIREMENTS




          [Section 30 (b)]
All professional staff members of the Court Alcohol and Drug Program (CADP) hired after December 31, 2004, must obtain and maintain a Court Substance Abuse Management Specialist (CSAMS) credential, and will be allowed two (2) years from the date of first hire as a professional staff member to complete the requirements for the CSAMS credential.  

The Indiana Judicial Center (IJC) must award the CSAMS credential to each program staff member who provides written evidence of meeting the following minimum requirements:
1. Education requirement - A baccalaureate degree from a college or university that is accredited by the Council for Higher Education Accreditation.
2. Experience - At least nine (9) months of fulltime employment experience related to assessment, referral and case management of clients with substance abuse problems.  This experience must include developing individual service contracts or treatment plans.

3. Supervised Practicum - At least five hundred (500) hours of direct supervision in the areas of assessment, referral and case management of substance abuse clients, with a minimum of one hundred (100) hours in the area of assessment of clients.  The practical training must be supervised by a person who has at least two (2) years experience in the criminal justice field and one (1) of the following:
a. A current CSAMS credential;
b. Assessment staff status maintained under subsection (e);
c. A current substance abuse certification recognized by the Division of Mental Health and Addiction.
4. Training – Sixty-four (64) clock hours of IJC approved training within the last five (5) years in substance abuse assessment, referral and case management of clients which must include each of the following:
a. Twelve (12) hours of criminal justice training or certification as an Indiana probation officer;
b. Other training, including:
(1) Twenty-four (24) hours of substance abuse assessment and interview training; twenty (20) hours of alcohol and drug specific training; three (3) hours of training in State and Federal laws on confidentiality; three (3) hours of communicable disease training; and two (2) hours of clinical and judicial ethics training; or
(2) A current substance abuse certification recognized by the Division of Mental Health and Addiction such as CADAC I, CADAC II, or ARMS II, or the equivalent credential from NAADAC or ICRC.

5. Code of Ethics - The applicant must submit a signed statement indicating that the applicant understands and will adhere to the CSAMS Code of Ethics and the Code of Judicial Conduct.

6. Age - The applicant must be at least twenty-one (21) years of age.
7. Application and Written Test - The applicant must do the following:
a. Submit a CSAMS application with all required documentation to the IJC Center, Court Alcohol and Drug Program, Attention: CSAMS Credential;
b. Submit a testing and certification fee of fifty dollars ($50) in the form of a cashier’s check, money order, or claim voucher made payable to the IJC on or before the date of the test; and
c. Take and pass each section of the CSAMS written test.

B. CSAMS TEST









[Section 30 (c) & (d)]
Professional staff will be allowed two (2) years from the date of first hire as a professional staff member to complete the requirements for the CSAMS credential including passing the CSAMS test.   
The CSAMS test may be taken a maximum of three (3) times during the two years from the date of initial hire as a professional staff member of an IJC certified court alcohol and drug program.  The IJC will offer the test on a quarterly basis.  A person who fails the test two (2) times shall not be permitted to take the exam again until attending an IJC approved training in preparation for taking the test a third time.
An applicant may take the test one (1) time during the first year of hire.  Applicants passing the test within the first year of hire: 

1. Are exempt from the twenty-four (24) hours of assessment interviewing training required under the Rules [subsection (b)(4)(B)(i)];
2. Are exempt from the twenty (20) hours of alcohol and drug specific training required under the Rules [subsection (b)(4)(B)(i)];
3. Must complete only half (1/2) of the required hours of supervised practical training required under the Rules [subsection (b)(3)].
C. ORIENTATION









          [Section 30 (e)]
All professional staff members must attend a staff orientation program conducted by the IJC within one (1) year from the date that the staff person is first employed.
D. OPTIONAL CSAMS








          [Section 30 (f)]
Professional staff members hired before January 1, 2005, are not required to obtain the CSAMS credential, but may choose to do so.  The IJC has established Rules for such professional staff members who choose to apply for the CSAMS credential [Rules Section 30 (f)].
E. ASSESSMENT STAFF STATUS






          [Section 30 (g)]
A professional staff member who was hired before January 1, 2005, performs client assessments, and does not have a current CSAMS credential must have assessment staff status as follows:

1. Qualifications - The staff member must provide the program with written evidence of at least one (1) of the following:
a. A baccalaureate degree in a behavioral science and thirty (30) hours of alcohol/drug specific training, and thirty (30) hours of assessment/interviewing training;
b. The equivalent of two (2) years of full-time paid experience in the human service area and thirty (30) hours of alcohol/drug specific training, and thirty (30) hours of assessment/interviewing training; or 

c. A current substance abuse certification recognized by the Division of Mental Health and Addiction such as CADAC I, CADAC II, or ARMS II, or the equivalent credential from NAADAC or ICRC.

2. Time Frame - Individuals will be allowed one (1) year cumulatively as an assessment staff person to achieve assessment staff status.
F. CONTINUING EDUCATION







          [Section 30 (h)]
To maintain a CSAMS credential or assessment staff status, a professional staff member must document the following continuing education hours for each calendar year after the year in which the CSAMS credential or the assessment staff status was obtained: 

1. Ten (10) hours of substance abuse or case management training; and
2. Two (2) hours training related to issues specific to the criminal justice system.

G. DOCUMENTATION OF CONTINUING EDUCATION

The Court Alcohol and Drug Program Director must: 

1. Approve and maintain documentation of the continuing education hours in the staff member’s personnel files; and
2. No later than February 1 of each year, notify the IJC of any staff member who failed to fulfill continuing education requirements for the previous year, the reason for the failure, and the corrective action to be taken.
H. GUIDELINES FOR CONTINUING EDUCATION

To maintain a CSAMS credential or assessment staff status, a professional staff member must complete and provide documentation to the Court Alcohol and Drug Program Director that he/she has completed ten (10) hours of substance abuse or case management training and two (2) hours training related to issues specific to the criminal justice system for each calendar year after the year in which the CSAMS credential or the assessment staff status was obtained.  

The IJC does not provide a written listing of pre-approved trainings.  However, the IJC staff who are assigned to the Certification of Court Alcohol and Drug Programs have provided the following general direction for determining if a training will “count” for substance abuse or case management training.

· Alcohol/drug specific training. 

· Case management training, including mental health training and training related to cognitive behavioral interventions such as motivational interviewing.

· Substance abuse/case management training when provided “in house” such as when departmental staff members are trained on these topics during staff meetings (count only time spent being trained, not the “business portion” of the meetings).  When such training is provided “in house” during staff meetings, the Court Alcohol and Drug Program Director shall track and record such training hours in each participating employee’s training log.  

· Community meetings and trainings related to alcohol/drugs or case management such as the CARES annual meeting (training portion of meeting), Breakfast Learning Series sponsored by Centerstone, training series sponsored by Bloomington Meadows.  

· The following trainings which typically “count” only the first time the employee attends these sessions:  Alcohol and Marijuana Education School and PRIME for Life classes taught by the Probation Department; AA/NA meeting attendance. 

IJC staff generally accept training provided by the following entities as “counting” for substance abuse/case management training and criminal justice training: 

· Indiana Judicial Center (PO Annual meeting; annual PO regional meetings; Problem Solving Court Training, Court Alcohol and Drug Program Training; etc.);

· American Probation and Parole Association (APPA); 

· Indiana Coalition of Court Alcohol and Drug Services (ICCADS); 

· Indiana Association of Community Corrections Act Counties (IACCAC) Annual Fall Training and other IACCAC sponsored training devoted to substance abuse/case management training and criminal justice matters; 

· Probation Officers Professional Association (POPAI) Annual Fall Training and other POPAI sponsored training devoted to substance abuse/case management training and criminal justice matters; 

· National Alliance on Mental Illness (NAMI); and

· National Association of Drug Court Professionals; (NADCP). 

I. REACTIVATION OF PROFESSIONAL STAFF




          [Section 30 (h)]
A person who is no longer employed by a court alcohol and drug program as a professional staff member may allow the person’s CSAMS credential or assessment staff status to become inactive for a period of not more than three (3) years.  In order to reactivate the person’s CSAMS credential or assessment staff status, the person must do each of the following:
1. Document that the person obtained ten (10) hours of substance abuse or case management training and two (2) hours of criminal justice training within the year prior of being rehired as a professional staff member; and 

2. Attend a staff orientation program conducted by the IJC within one (1) year from the date that the person resumes employment as a professional staff person.  A person whose professional status is reactivated under this section is exempt from the requirements in the Rules Section 30(b).
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	10.17   SUBSTANCE ABUSE EDUCATION SERVICES
	Adoption Date:  November 1999

Revision Dates:  December 14, 2010, revised
July 12, 2011, revised November 29, 2011


POLICY

The Court Alcohol and Drug Program observes the following policies and procedures regarding all substance abuse education courses that the Program requires a client to complete.  

These polices and procedures apply regardless of whether the Program offers the substance abuse education course directly to the client, by contract, or by referral.

These polices do not apply when the Court Alcohol and Drug Program refers a client or approves a referral of a client to a substance abuse education course that is located in a county that does not have a certified court alcohol and drug program or out-of-state. 
PROCEDURES
The Rules [Section 31 (f)] state:  The following three (3) substance abuse education courses are authorized for court alcohol and drug program clients:

(1) Substance Abuse Information. A course that provides clients with at least eight (8) hours of information on substance abuse issues that is documented by research.
(2) Basic Substance Abuse Education. A course that includes at least ten (10) hours of cognitive-based substance abuse education that:
(A) is documented by research; and

(B) contains a substance abuse self-assessment module.

(3) Advanced Substance Abuse Education.* A course that includes at least twenty (20) hours of cognitive-based substance abuse education that: 

(A) is documented by research;

(B) contains a substance abuse self‐assessment module; and

(C) is designed primarily for substance abusers with some symptoms indicating a progression toward dependence.

The Court Alcohol and Drug Program (CADP) provides direct substance education services to program clientele determined to be appropriate for said service according to the following procedures.   
A. ELIGIBILITY OF SUBSTANCE ABUSE EDUCATION



      [Section 31 (b) 2.]
Pursuant to the Program’s Referral Standards, the CADP policy for determining a client referral to rehabilitative services includes the use of a validated risk assessment tool known as the Indiana Risk Assessment System (IRAS).  Mandatory referrals to rehabilitative services will typically be made only to address the top three (3) identified criminogenic risk/needs.  Referrals to substance abuse education, counseling, and treatment will be based on a combination of the IRAS risk/needs results and the results of the substance abuse assessment.  The CADP maintains a list of rehabilitative services which includes criteria for each level of service, agencies providing the service, and the procedure for making the referral.

Eligibility for placement of a client into a substance abuse education course is based upon the following factors: 
1. The nature of committing offense including blood alcohol content; 
2. Substance abuse assessment; and 

3. Client risk and needs (as determined by the Indiana Risk Assessment Screen).    
B. WRITTEN CURRICULUM







      [Section 31 (c) 1.]
The Court Alcohol and Drug Program maintains the written curriculum and supporting documentation from each substance abuse education service utilized by the program.  A copy of this material is submitted to the Indiana Judicial Center for evaluation and approval.  The CADP maintains a copy of the Indiana Judicial Center’s approval with each course curriculum.  [These rules do not apply when a client is referred to or approved for a substance abuse education course in a county that does not have a certified court alcohol and drug program or is located out of the state of Indiana.]
The written curriculum and supporting documentation required from each substance abuse education service utilized by the Program includes the following:

1. A course syllabus that provides detailed course information;
2. Course lesson plans or lesson outlines;
3. A list of supporting materials including handouts, videos, class exercises, individual or group activities, and other materials as appropriate;
4. General references; and
5. Research references;

C. APPROVAL OF WRITTEN CURRICULUM


     [Section 31 (c) (2), (3), (d) & (e)]
The program will obtain approval from the Indiana Judicial Center of all written substance abuse education curriculum being offered.  The Indiana Judicial Center maintains a list of approved substance abuse education courses.  When a program offers a course from this list, the program is not required to follow the steps required under the Rules [Section 31, subsection (d)].  Instead the program must notify the Indiana Judicial Center of the approved curriculum it will offer and the Indiana Judicial Center will provide the program with a copy of the appropriate approval.   The program is responsible for keeping the Indiana Judicial Center informed of any updates to or changes to the program’s approved education court curriculum at least 30 days prior to the effective date of implementation.   
A copy of the Indiana Judicial Center’s written approval shall be maintained with a copy of the course curriculum by the program.
The program shall report the education course curriculum used by the program on an annual basis as required under Section 27(d) of the rules.

The program shall submit a copy of the program’s approved education course curriculum to the Indiana Judicial Center for review during the program’s certification process.
D. ALCOHOL AND MARIJUANA INFORMATION CLASS - The Probation Department is responsible for scheduling and conducting Alcohol and Marijuana Information Class (known locally as AES).  Alcohol and Marijuana Information Class (AES) is for those persons on the Pretrial Diversion Program (P.D.P.) who have been referred to the Department by the Monroe County Prosecutor’s Office.  The class is offered ONLY to local P.D.P. participants (Probationers and Court Alcohol and Drug Program clientele are not eligible for this class).  AES offers six (6) hours of instruction focusing on risk reduction.  Class participants are provided with information on the legal aspects of drinking, physiological effects of alcohol and marijuana on the body and the brain, alcohol/marijuana impairment and driving ability, symptoms of substance abuse and stages of use, and responsible drinking choices.  The purpose of the class is to provide P.D.P. participants with basic information that will enable them to make more informed and responsible decisions regarding the use of alcohol/marijuana in the future and to stress behavioral changes that may be necessary to avoid future consequences including arrests.
1. AES Referral Criteria- The class is offered ONLY to local P.D.P. participants.  Probationers and Court Alcohol and Drug Program clientele are not eligible for this class.

2. AES Referral Procedure - The Probation Department provides a list of class dates to the Prosecutor’s Office.  The Prosecutor’s Office provides a list of participants and assigned class dates to the Probation Department.
E. SUBSTANCE ABUSE EDUCATION CLASS (SAEC) - The Program makes referrals to a Substance Abuse Information Course called the Substance Abuse Education Class, or SAEC.  Centerstone, the local mental health center, provides this 8-hour substance abuse information course.  
1. SAEC Referral Criteria
a. Evidence indicates potential problem user or minimal signs of abuse (episodic abuser).\
b. Risk Assessment - life areas primarily pro-social; low risk for recidivism. 

c. First substance related offense.
d. Minimal aggravating circumstances and/or indication of insight regarding the offense.
e. Court Alcohol & Drug Program transfer needing eight (8) hours of education only.
2. SAEC Referral Procedures
a. The Probation Officer contacts Centerstone and places client’s name on waiting list (requires DOB and SS#).  
b. Probation Officer provides phone number and address of Centerstone to client.
c. The Probation Officer prepares a packet with a copy of the contract, release of information, copy of client’s individualized service contract, and their substance abuse assessment to Centerstone.  This packet is placed in Centerstone’s mailbox in the Probation Department or scanned to Centerstone.  The Probation Officer assigned to the Addictions Team takes the mail to Centerstone every Thursday.
d. Centerstone will send a reminder letter to client and will notify the Probation Officer if the client does not appear for the class and/or when the client completes the class.

F. PRIME FOR LIFE – Clients of the CADP assessed as needing Basic Substance Abuse Education are referred to the Program’s 12-hour substance abuse education class Prime for Life.  The current Prime for Life curriculum has been approved by the Indiana Judicial Center.  The Probation Department is responsible for scheduling and conducting the Prime for Life classes.  
Prime for Life is a twelve (12) hour cognitive based education program documented by research which focuses on risk reduction.  The course follows a participant workbook and contains a self-assessment module.  The purpose of the class is to provide participants with basic information that will enable them to make more informed and responsible decisions regarding the use of alcohol in the future and to stress behavioral changes that may be necessary to avoid future consequences including arrests.  

1. Prime for Life Referral Criteria - Probationers and court alcohol and drug program clients, including transfers from other jurisdictions, may be referred to the Prime for Life (PRI) class if they meet the referral criteria.  Referral criteria:   
a. Evidence indicates potential problem user or minimal signs of alcohol abuse (episodic abuser).

b. Blood Alcohol Content –.15% and below, exceptions can be discussed with Director.
c. Risk Assessment – low to moderate risk for recidivism.

d. Not more than two substance related offenses, first impaired driving conviction. 
e. Minimal aggravating circumstances and life factors primarily pro-social.
f. Court Alcohol & Drug Program transfer needing education only.
g. Prior substance abuse information (AES only) acceptable but no prior treatment. 

2. Prime for Life Referral Procedures
a. The Probation Officer locates a PRI class date.  [Now located on departmental network, Microsoft Word SHARED/PRIME for Life /Year/CLASS DATES]. 
b. The Probation Officer (PO) enters client’s name, telephone number, offense, and PO initials.
c. The PO provides client with information sheet with class location, dates, and times.
d. The PO provides Clerk’s Office with pay sheet for class tuition.
e. The PRIME Instructor is responsible for notifying the PO if the client fails to appear.
f. The PRIME Instructor is responsible for entering a contact note on all participants following each class session verifying that the individual was either present or not present for the session.

g. PRIME class Instructor will notify PO upon completion of class. 
h. The PO verifies through the Monroe County Clerk that class tuition has been paid in full.  

3. Prime for Life Course Policies
a. Attendance – Successful completion of the class requires that participants attend all sessions of the program. 

b. Payment – Successful completion of the class requires that participants pay the class fee in full. 
G. COURSE INSTRUCTOR







          [Section 31 (g)]

The Program employs program staff who meet the requirements for a court substance abuse instructor to teach substance abuse education courses.  

The Program Director must approve the instructor’s qualifications which include the following minimum qualifications:  

1. Substance Abuse Expertise -Substance abuse expertise demonstrated by any of the following:
a. Designation as a professional staff member [Rules Section 30];
b. Certification by the Indiana Counselors Association of Alcohol and Drug Abuse (ICAADA); or
c. Other substance abuse qualifications, including personal experience or certification by another professional organization that the Program Director considers to be acceptable.

2. Criminal Justice Expertise – Such expertise includes knowledge of and experience dealing with courts and the criminal justice system, and
3. Teaching Experience - Training and experience as a teacher or instructor.
4. Prime for Life Instructors – All Prime for Life Instructors are required to complete the instructor training course offered by Prevention Research Institute, authors of the Prime for Life curriculum.
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	10.18   CONTRACTORS
	Adoption Date:  November 1999
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POLICY

The Monroe Circuit Court may contract with a person, firm, corporation, association, or governmental entity, including another court or court program, to provide one (1) or more services for the court program except eligibility determination and case termination. 
In all cases, any contractor must possess and demonstrate the capability to provide contractual services for the program in the manner intended and meet all requirements contained in Indiana law (IC 12-23-14) and the Indiana Judicial Center Rules.  

If the Court (including the Court Alcohol and Drug Program) contracts for one (1) or more services with a person, the contractor or any person performing services under the contract may not:  (1) be an employee of the program; and (2) receive compensation from the program for services other than the contracted services.
If the Court (including the Court Alcohol and Drug Program) contracts with a person to provide professional staff member functions, the person: (1) must meet the educational requirements established in the Indiana Judicial Center Rules [Section 30(b)1-2] and have a current Court Substance Abuse Management Specialist (CSAMS) credential or substance abuse certification recognized by the Division of Mental Health and Addiction; or (2) must be supervised by a person having assessment staff status maintained [defined in the Rules under Section 30(h)], a CSAMS credential, or substance abuse certification recognized by the Division of Mental Health and Addiction.

