Facility Name
POST ORDER

POST:       
EFFECTIVE  DATE:       



SCHEDULED REVIEW DATE:       
NUMBER OF STAFF ASSIGNED TO POST:       
WHEN POST IS ACTIVATED:       
WHEN POST MAY BE DEACTIVATED:       
EQUIPMENT:       
BASIC RESPONSIBILITIES:

· Check the status of the post before you accept it (i.e., equipment, emergency equipment, youth, locks, keys, etc.).  Ensure that the area is safe.
· After checking the status of the post, document in the logbook all staff that are assuming the post.  (Each staff needs to sign the logbook.)

· Review the logbook for the activities of the previous shift.

· Identify which youth have a Special Management Plan or Protocol.  Familiarize yourself with the plan and locate the youth.  Complete appropriate documentation on the Youth Behavior Record. 
· If youth are present at the post, perform a count.  Identify any youth that are absent for medical, mental health, court, etc.

· Escort any vendors or visitors

SAFETY CONSIDERATIONS:

     
SECURITY DUTIES:
     
DIRECTOR’S SIGNATURE: __________________________________
DATE:  _______________
