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SAN JOAQUIN COUNTY PROBATION DEPARTMENT 

JUVENILE DETENTION POLICY & PROCEDURE  MANUAL 

TO: ALL STAFF  BULLETIN #: D-150 

APPROVED BY: STEVE JACKSON 
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1/24/2019 

 CHIEF PROBATION OFFICER    

   ISSUE DATE: 01/13/2026 

SUBJECT: POLICY AND PROCEDURE MANUALS 

 

POLICY 

 

Departmental policies and procedures are intended to define clear expectations and criteria for 

employees in carrying out the mission of the department.  Additionally, policies and procedures 

act as training aid, help staff achieve consistency, and provide clear direction for maintaining a 

safe work environment. 

 

Departmental policies and procedures do not address every conceivable situation which might 

arise.  Policies and procedures therefore serve as the framework within which decisions should 

be made when unique circumstances exist.  If in doubt, employees should ask a supervisor or 

manager for direction or clarification on how to apply a specific policy or procedure. 

 

All departmental policies and procedures shall be made accessible to the Board of State and 

Community Corrections to ensure compliance with all regulations that are applicable to the 

facility. 

 

PROCEDURES 

 

A. Manuals 

 

 The Department maintains two (2) policy and procedure manuals, the Administrative 

 Manual and the Juvenile Detention Policy and Procedure Manual.  All staff assigned to 

 Juvenile Detention Services shall be familiar with both. 

 

B. Distribution 

 

 1. The Department Administrative Manual is available through the Knowledge 

Management System (KMS) and the Juvenile Detention Policy and   

 Procedure Manual is available on the department’s network and on the departments 

website. 

 

 2. KMS notifies all staff via email of any revisions to the   

  Administrative Manual and requires staff to acknowledge the policy. . The KMS 

will also send Daily Training Bulletins that require staff review and acknowledgement. 

 

 3. The Office Secretary assigned to Juvenile Detention will forward revisions to the  

   Juvenile Detention Manual to all Detention staff via e-mail.   

 

 4.  
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C. Review of Manuals 

 

 1. The Detention Policy and Procedure Manual shall be administratively reviewed  

   at a minimum every two years and updated as necessary. 

 

 2. All Probation Department employees are required to review the Department  

  Administrative Manual annually and acknowledge they have done so through 

KMS.  

 

 3. Additionally, all Detention staff are required to review the Detention Policy and  

  Procedure Manual annually and acknowledge they have done so with their 

signature at the time of their annual evaluation.  (Attachment A).     
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Attachment A 

 


