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GEORGIA DEPARTMENT OF JUVENILE JUSTICE

Office of Victim and Volunteer Services

                                                      Welcome

Welcome to the Department of Juvenile Justice, Volunteer Services Program. We look forward to having you join our team of dedicated volunteers and staff.  Outlined in this manual are the general policies and procedures of the Department of Juvenile Justice as it pertains to the volunteer program. 
The Department of Juvenile Justice relies on our volunteers and their dedication and hard work to promote safe and secure communities while improving the lives of Georgia’s most at-risk youthful offenders. 
Our goal is to ensure the youth under the supervision of the Department of Juvenile Justice are provided quality services and care to improve their outcomes for success as productive and law abiding citizens.  With the help of many, we are able to do just that.

Thank you for sharing your time, talent, expertise, and compassion to benefit youth.



MISSION
To protect and serve the citizens of Georgia by holding young offenders accountable for their actions through the delivery of services and sanctions in appropriate settings and by supporting youth in their communities to become productive and law abiding citizens.

VISION
OFFER HOPE AND YOUTH CHANGE.  The Department of Juvenile Justice will lead the nation in preparing young people in its care to develop and sustain productive lives.

VALUES
We strive to create and sustain an agency culture that values accountability, integrity, security, superior performance, ongoing personal growth, intellectual curiosity, innovation, teamwork, and leadership not only in our staff, but also in the young people in our facilities and programs.



Volunteers are Vital to Our Team
The Department of Juvenile Justice has opportunities for volunteers located throughout Georgia to provide services to young offenders detained in facilities or under community supervision.

How Do I Become a Volunteer?
To be considered for service, you must meet the following criteria:Volunteer Services Include:
· Tutoring
· Chaplaincy and Religious Services
· Mentoring
· Recreation Activities
· Art and Cultural Activities
· Interpreters
· Advisory Services
· Special Guest Presentations


· Be 18 years of age or older
· Complete a Volunteer Application
· Pass a Background Check
· Complete Volunteer Orientation and Training
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Volunteer Application Process
Process for Approval:
Forms to be completed 
1. Volunteer Application 
2. Signed and notarized Criminal/Driver History Consent Form 
3. Volunteer Consent for Youth under 18 (if applicable) 
4. Government Agency Volunteer Verification Form (if applicable)
5. Copy of state issued identification (i.e. driver’s license and Social Security or Passport)
6. Background Clearance 
7. Determination Letter (if applicable)
8. Volunteer/Intern/Guest Consent and PREA Acknowledgement Form All forms will be uploaded in SharePoint by the Volunteer Coordinator.
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VOLUNTEER ORIENTATION AND TRAINING
Orientation: 
All volunteers will receive orientation applicable to the facility/office/location in which they are serving as a volunteer. This will include:
1. Information about safety and security expectations/requirements.
2. Introduction to key staff/personnel.
3. Introduction to appropriate youth.
4. Review of the Sign In/Out Process for Volunteers.
5. Access to policy and procedures if needed.
6. Review of Emergency Procedures.
7. Proper reporting procedures for allegations of Child Abuse, Bullying, etc. 
8. Other information as needed in order to provide the service which they have volunteered to provide.
9. All Orientation and Training will be completed PRIOR to the Volunteer providing services to the youth. 
10. A Volunteer ID will be issued for each regular Volunteer to use when volunteering at a DJJ site/location. 
On-line Training requirements:
1. HIPAA 
2. Volunteer Orientation 
3. PREA Modules 2 and 8/8A/8B
4. Mentor Training Module (if applicable)
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CONFIDENTIALITY
All information regarding any and all youth in the custody/care/control of the DJJ is confidential and is not to be breached.  
Volunteers may learn things during the course of their service to the youth that need to be addressed or properly reported.  Any information received to or about a youth that is of a concerning nature (allegations of child abuse, allegations of bullying, threats of self-harm, allegations of staff misconduct, etc.) is to be reported by the Volunteer to the Volunteer Coordinator or Director or, in their absence, to the highest ranking staff member on the premises at the time of the report.  ALL reports will be made by the Volunteer prior to the volunteer leaving the premises on the day the information is received or made known to the Volunteer. 
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[bookmark: _GoBack]CONDUCT
Volunteers are expected to conduct themselves in professional manner at all times. 
Volunteers WILL NOT
1. Share personal information such as telephone numbers, addresses, email, or social media contact information with youth. 
2. Use profane or obscene language to or in the presence of the youth. 
3. Promote any gang, hate group, cult, or terrorist group. 
4. Provide any items to the youth that have not been expressly approved by the Director either directly or indirectly through the Volunteer Coordinator.  This includes candy, snacks, etc. 
5. Provide the youth with any contraband materials.
6. Deliver messages or documents to or from the youth from outside persons or associates. 
7. Incite the youth to behave in any negative manner. 
8. Argue with youth or staff, employees, personnel, or other volunteers. 
9. Serve at a DJJ facility/office/location that houses or provides oversight for a youth who has been charged with any offense in which the volunteer or any member of his/her household or immediate family is alleged to be a victim or co-perpetrator. 
10. Serve at a DJJ facility/office/location that houses or provides oversight for a youth who is related to the volunteer by blood or marriage within the fifth degree. 
11. Interfere with the operation of any DJJ facility/office/location. 
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Volunteers WILL
1. Schedule dates and times in which they wish to provide services to the youth. 
2. Be punctual on scheduled dates. 
3. Call the DJJ facility/office/location if unable to come on scheduled date or at scheduled time. 
4. Be prepared to provide services upon arrival at the DJJ facility/office/location. 
5. Encourage youth toward positive behavior and lasting positive change. 
6. Show respect for youth, staff, employees, personnel, visitors, guests, and other volunteers. 
7. Receive respect from youth, staff, employees, personnel, and other volunteers. 
8. Give feedback to the Volunteer Coordinator in the way of survey completion, sharing of ideas, and suggestions for improvements in volunteerism within DJJ. 
9. Abide by all rules and regulations of the DJJ facility/office/location in which they are serving. 
10. Understand that volunteering is a gift they give to others and for which there is no material or employment compensation. 
11. Respect the diversity of the youth served by DJJ. 
12. Show respect for the DJJ facility/location/office, the Department of Juvenile Justice, the State of Georgia and the United States of America and its leadership and keep private from the youth any and all issues they may have with the policies, procedures or practices of these entities. 
13. Call to reschedule if they are sick/ill with any potentially contagious ailment. 
14. Wear facility-given badge/ID at all times while volunteering and will return the assigned badge/ID prior to leaving DJJ premises.
15. Report any concerns they have for any youth to the Volunteer Coordinator or Director. 
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DRESS CODE
All Volunteers will wear clothing that is appropriate to the setting.
1. Clothing should not be revealing or sexually suggestive.
2. Clothing should cover the stomach and midriff areas.
3. Shoes must be worn at all times, and flip-flops and open-back shoes are not permissible. Suggested shoes are close-toed shoes that completely cover the foot.
4. Sleeveless dresses or tops are not permissible unless worn with a jacket or sweater covering.
5. Strapless clothing and clothing with thin straps that expose the shoulder or chest area is not permissible.
6. Tube tops, tank tops, and halter tops are not permissible.
7. Sheer or transparent clothing is not permissible.
8. Pants above the knee are not permissible.
9. Dresses and skirts more than 2 inches above the knee are not permissible.
10. Any suggestive, revealing, vulgar, or profane clothing is not permissible.
11. Clothing that advertises, depicts, pictures, or references any alcoholic beverage or drug, promotes any gang, hate group, cult, or terrorist group, contains sexual content, depicts or projects sexually suggestive content, or which is questionable in meaning is not permissible.
12. Women should wear a brassiere.
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Scheduling and Time Commitment
Volunteers will be asked for a specific day/time of the week that they would like to participate at the approved DJJ Site.  The facilities operate off of a set schedule; however, there is some flexibility with the delivery of volunteer services, though we do ask for some level of commitment to maintain the continuity of services for the youth.
Once you have agreed to be available for a particular time slot, we count on you to be there.  In the event that you are unable to be at your assigned time, please call the Volunteer Coordinator as soon as possible. 

Signing In/Out

Volunteer hours are very important.  The DJJ Site Location requires each volunteer to sign in/out and have provided ID at all times. There is a separate folder and sign-in sheet for volunteers in the front office/intake/entry area of each facility/site.  A brief explanation will be given at the orientation with regards to the sign-in procedure.
Volunteers will not be allowed to randomly visit the facility.  Their time and service must be approved by the site/local Volunteer Coordinator prior to each visit.
MEDIA
Media contact that will in anyway jeopardize the safety and security of DJJ, its staff, personnel, employees or the youth in its custody, care, and control should not be made. 
Media contact that breaches or could potentially breach the confidentiality of the youth and/or their families should not be made. 
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VOLUNTEER/INTERN/GUEST CONSENT AND PREA ACKNOWLEDGEMENT FORM
Below is the information found in the Volunteer/Guest Consent and Acknowledgement that you signed and which is a part of your Volunteer file. 
CONFIDENTIALITY - All information regarding the youth, their offenses, their victims, their families, their care, their housing, and their treatment is confidential and will not be disclosed.  
CONSENT TO SEARCH - As a condition of my admittance to DJJ facility/facilities, I consent to a search of my person and any minor child accompanying me, by means of a frisk, pat down, or by use of a mechanical device. 
CONSENT TO SEARCH - I understand that if I refuse to submit to any search, I will be refused admission to the facility.  I further understand that handbags, briefcases, and packages are prohibited in the facility. 
CONTRABAND - Pursuant to O.C.G.A. § 49-4A-18, it is a felony, with a punishment of 1-4 years imprisonment, for detained juveniles to have in their possession any device or component of a device that allows communication with someone outside a facility.  It is also a felony for employees, volunteers, or any others to give, obtain for, or attempt to give/obtain for a detained juvenile any device or component. 
CONTRABAND - Pursuant to O.C.G.A. §49-4A-16, it is a felony, with a punishment of 1-4 years imprisonment, for anyone to cross the facility guard lines with the following items: gun, pistol, knife, or any other weapon, a bullet, ammunition, explosive device, or any intoxicating liquor, amphetamines, marijuana, or any other hallucinogenic or other drugs. 
CONTRABAND - It is unlawful to possess any weapon, object that can be made into a weapon, knife, cell phone, alcoholic beverage, drug, sexually explicit or obscene material, or any other forbidden items while on DJJ property. 
CONTRABAND - I agree that I will not give any of the above items to any youth at the DJJ facility, nor any other contraband, including but not limited to, cigarettes or other tobacco products, matches, lighters, or money. 
CONTRABAND - I understand that if I violate any prohibitions or rules related to contraband, I may be denied future visits to DJJ facility/facilities and may be referred for prosecution, which could result in imprisonment for 1-5 years. 

WAIVER OF LIABILITY - In consideration of having been accepted as a volunteer by the Department of Juvenile Justice and with the knowledge that I will be working, directly and indirectly, with juveniles, I recognize fully that my presence may involve some element of risk. 
WAIVER OF LIABILITY- I do hereby waive and release any and all rights or claims of any kind of nature which may exist or accrue in the future against the Georgia Department of Juvenile Justice, its personnel, employees, staff, or agents because of, as a result of, or in connection with the duties, responsibilities, and work which I will undertake. 
CONSENT FOR BACKGROUND INVESTIGATION - I hereby give the Georgia Department of Juvenile Justice authority to make inquiries with police/law enforcement agencies as may be deemed necessary to ascertain my suitability as a volunteer. 
PREA ACKNOWLEDGEMENT - I agree and will comply with the Georgia Department of Juvenile Justice sexual abuse and sexual harassment policies and PREA as per DJJ policy.
FACILITY/OFFICE/LOCATION ACCESS - I understand that my admission to any DJJ facility/office/location can be denied at any time that it is deemed by DJJ to be detrimental to myself or others, or when the potential risk outweighs the potential benefit of my being allowed access to said location. 
FACILITY/OFFICE/LOCATION ACCESS - I agree to bring with me to each visit a picture identification that will be left with security staff at the facility entrance and that during each visit I will be required to wear and prominently display a DJJ issued ID or Visitors pass/badge for the duration of all visits. 
FACILITY/OFFICE/LOCATION ACCESS - I agree to sign in and out upon each and every entrance and exit to any DJJ facility/office/location.  Refusal to sign will lead to denial of entry. 
FACILITY/OFFICE/LOCATION ACCESS - All keys will be left at the control room/gatehouse/front entrance and chit provided in exchange for said keys. 
TERMINATION OF SERVICES - I understand that at any time my services as a Volunteer/Guest may be terminated by the Georgia Department of Juvenile Justice and that no appeal process for such termination exists. 
VOLUNTARY SERVICE ACKNOWLEDGEMENT - I fully understand and agree that I will be providing a service in my capacity as Volunteer/Guest without any expressed or implied promise or expectation of compensation or employee benefit. 
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