	COMPETENCY DEVELOPMENT OF J.P.O.
	DATE COMPLETED
	Supervisor’s Initials
	COMMENTS

	ADMINISTRATIVE ORIENTATION

	· Review Job Description/ Mission Statement 
	     
	     
	     

	· Review employee manual
	     
	     
	     

	· Fingerprint, photograph employee
	     
	     
	     

	· Hours of Work – sign in procedure, overtime/flextime, breaks
	     
	     
	     

	· Issue Equipment (ID Badge, Office Keys, etc.)
	     
	     
	     

	· Review Safety Manual/Training/Arrest-Use of Force  policies 
	     
	     
	     

	· Issue Safety Equipment (Handcuffs, OC, Body Armor, Firearm, Baton, etc,)  Note: Must complete necessary training before issuance
	     
	     
	     

	· Issue office supplies and were/how to obtain
	     
	     
	     

	· Parking information
	     
	     
	     

	· Pager/Cell phone information
	     
	     
	     

	· Review Computer software/security policy
	     
	     
	     

	NEW EMPLOYEE TRAINING MANUAL ORIENTATION

	A-1 Develop Ethical Standards

	· Review Code of ethics


	     
	     
	     

	· Sign Non-Partisan Political Form


	     
	     
	     

	· Review Confidentiality /Disclosure Laws – CHRIA and Juvenile Act
	     
	     
	     

	A-2 Adhere to Court/Agency Policies.  P.O Reads the following documents:

	· The Pennsylvania Juvenile Act
	     
	     
	     

	· Organizational Chart
	     
	     
	     

	· Court Policies (list those reviewed)
	     
	     
	     

	· JCJC Standards
	     
	     
	     

	Show J.P.O where and/or how to access and use:

	· The Pennsylvania Juvenile Act


	     
	     
	     

	· JCJC Standards
	     
	     
	     

	· Model Petitions and Court Orders
	     
	     
	     

	· Detention Handbook

	     
	     
	     

	· Phase 1 Staff Safety Manual
	     
	     
	     

	· The Juvenile Court Judges’ Commission Monograph 1997 & 2004
	     
	     
	     

	· Mandated Child Abuse Reporter Regulations
	     
	     
	     

	· Crime Victim Act
	     
	     
	     

	· The Pennsylvania Juvenile Delinquency Practice and Procedure – Fourth Edition;   Francis Barry McCarthy
	     
	     
	     

	· Pennsylvania Juvenile Delinquency Bench Book
	     
	     
	     

	· Desktop Guide to Good Probation Practice and Procedure
	     
	     
	     

	· Juvenile Case Management System (JCMS) Case Closing Outcomes Reports
	     
	     
	     

	· Department of Public Welfare Detention Regulations –Title 55
	     
	     
	     

	· PA Interstate Compact for Juveniles
	     
	     
	     

	· Pennsylvania Educational Law
	     
	     
	     

	· PA Consolidated Statues (Chapter 18, 35, & 75)
	     
	     
	     

	· Criminal History, Record and Information Act
	     
	     
	     

	· Pennsylvania Juvenile Court Directory
	     
	     
	     

	· Act 148 (AIDS)
	     
	     
	     

	· DNA Requirements – PA State Police
	     
	     
	     

	A-3 Demonstrate Cultural Competency:

	· Employee has Read A-3
	     
	     
	     

	A-4 Develop Working Relationships:

	1.) J.P.O. is familiar with and/or has visited -


	· Victim/Witness Coordinator and other victim services
	     
	     
	     

	· The language and philosophies of the mental health and drug and alcohol fields
	     
	     
	     

	· Children and youth system
	     
	     
	     

	· The proper referral process for each agency
	     
	     
	     

	2.)  J.P.O. can explain the Juvenile Court Process
	     
	     
	     

	3.)  Po has meet the following professionals -

	· Common Pleas Judges
	     
	     
	     

	· Court Administrator
	     
	     
	     

	· Other Court Staff
	     
	     
	     

	· District Attorney Personnel
	     
	     
	     

	· Sheriff Personnel
	     
	     
	     

	· Public Defender Personnel
	     
	     
	     

	· Clerk of Court
	     
	     
	     

	· Police Chiefs
	     
	     
	     

	· Detention Center/Placements
	     
	     
	     

	· Other Social Service Agencies (List those attended or reviewed)
	     
	     
	     

	· Schools, Day Treatment, Community Worksites, etc. (list those attended/reviewed)
	     
	     
	     

	4 & 5.)  Read and explain
	     
	     
	     

	A-5 Demonstrate Responsible Social Behavior

	1, 2, 3, 4, 5 &6.) Read and explain agencies expectations and policies
	     
	     
	     

	A-6 Establish Positive Relationships With Community:



	1, 2 & 3.)  Read and explain to J.P.O.
	     
	     
	     

	A-7 Maintain a Healthy Balance Between Your Personal and Professional Lives:

	1 & 2.)  Read and explain to J.P.O.
	     
	     
	     

	A-8 Contribute to the Organization’s Growth and Development:

	1 & 2.)  Review with J.P.O. and try to identify possible activities J.P.O. may want to pursue
	     
	     
	     

	A-9 Continue Your Education and Training:

	1.)  Explain training requirements in first and subsequent years
	     
	     
	     

	2.)  Inform J.P.O. about JCJC Masters Program
	     
	     
	     

	3.)  Read and offer suggestions of resources
	     
	     
	     

	B-1 Develop a Supervision Plan

	· Review entire section with J.P.O.
	     
	     
	     

	B-2 Maintain Regular Contact with Juvenile and Their Families

	· Review entire section with J.P.O.
	     
	     
	     

	B-3 Identify and Maintain Collateral Contacts

	Review entire section with J.P.O.

· NOTE:  Community resources may have been accomplished in section A-4.
	     
	     
	     

	B-4 Promote Youth and Family Responsibility:

	· Review entire section with J.P.O.
	     
	     
	     

	B-5 Coordinate Community Resources

	· Review entire section with J.P.O.
	     
	     
	     

	B-6 Provide Direction and Guidance

	· Review entire section with J.P.O.
	     
	     
	     

	B-7 Provide Crisis Intervention

	· Review entire section with J.P.O. in accordance with your office policy.
	     
	     
	     

	B-8 Monitor Residential and Non-Residential Services

	· Review entire section with J.P.O. in accordance with standards and office policy
	     
	     
	     

	B-9 After-care Monitoring

	· Review entire section with J.P.O. in accordance with standards and office policy
	     
	     
	     

	B-10 Perform On-Call Duties:

	· Review entire section with J.P.O. in accordance with office policy
	     
	     
	     

	C-1 Initiate Court Hearings:

	· Review entire section with J.P.O. in accordance with office policy
	     
	     
	     

	C-2 Prepare Case Information:

	· Review entire section with J.P.O. in accordance with office policy
	     
	     
	     

	C-3 Provide Testimony:

	· Review entire section with J.P.O. 
	     
	     
	     

	C-4 Support Victim Restoration:

	· Review entire section with J.P.O. in accordance with office policy
	     
	     
	     

	C-5 Post Hearing Responsibilities:



	· Review entire section with J.P.O. in accordance with office policy
	     
	     
	     

	D-1 Complete Forms:

	1.)  Train J.P.O. in case management software (JCMS or Other)
	     
	     
	     

	2.)  Provide copies of forms used by your office to J.P.O. and explain their purpose

	· Intake
	     
	     
	     

	· Petitions
	     
	     
	     

	· Detention
	     
	     
	     

	· Releases
	     
	     
	     

	· Referrals
	     
	     
	     

	· Restitution
	     
	     
	     

	· Community Service
	     
	     
	     

	· Case reporting/Goal Planning
	     
	     
	     

	· Medical Assistance
	     
	     
	     

	· Incident Reports
	     
	     
	     

	· Other (list)
	     
	     
	     

	D-2 Compile Social Histories:

	· Review entire section with J.P.O. in accordance with office procedures
	     
	     
	     

	D-3 Summarize and make Case Recommendations:

	· Review entire section with J.P.O. in accordance with BARJ and office policy
	     
	     
	     

	D-4 Prepare Referrals:

	· Review entire section with J.P.O.
	     
	     
	     

	D-5 Record Case Contacts:

	· Review entire section with J.P.O.
	     
	     
	     

	D-6 Document Outcomes:

	· Review entire section with J.P.O. in accordance with office policy
	     
	     
	     

	E-1 Correspond With Relevant Individuals and Agencies

	· Review entire section with J.P.O. in accordance with office policy
	     
	     
	     

	E-2 Convey Agency Policies and Procedures:

	· Review entire section with J.P.O. in accordance with office policy
	     
	     
	     

	E-3 Use effective Communication Skills:

	· Review entire section with J.P.O.
	     
	     
	     

	E-4 Develop and Practice Positive Public Relations:

	· Review entire section with J.P.O.
	     
	     
	     

	F-1 Promote and Practice Office Safety:

	· Review entire section with J.P.O.
	     
	     
	     

	· Schedule necessary training -

	1. Phase I
	     
	     
	     

	2. Other
	     
	     
	     

	F-2 Use Field Safety Practices:

	· Review entire section with J.P.O.
	     
	     
	     

	· Review entire section with J.P.O
	     
	     
	     

	F-3 Know Custody and Apprehension Techniques:

	· Review entire section with J.P.O.
	     
	     
	     

	· Schedule necessary training:

	1. Firearms
	     
	     
	     

	2. Phase II
	     
	     
	     

	3. First Aid/CPR
	     
	     
	     

	4. OC (Oleo Resin Capsicum)
	     
	     
	     

	5. Other (list)
	     
	     
	     

	J.P.O. SUPERVISION ACTIVITIES  ORIENTATION

	J.P.O. has observed the following activities:

	· Home Visit
	     
	     
	     

	· Community Visit – School, work, etc.
	     
	     
	     

	· Transport
	     
	     
	     

	· Electronic Monitoring
	     
	     
	     

	· Drug Screen
	     
	     
	     

	· Office Visit
	     
	     
	     

	· Intake Appointment
	     
	     
	     

	· Case Assessment/ Review
	     
	     
	     

	· Other (list)
	     
	     
	     

	BASIC ACADEMY JUVENILE ORIENTATION  

	· J.P.O. attends Basic Juvenile Academy within first year to reinforce New Employee Manual Orientation Training
	     
	     
	     

	POST BASIC ACADEMEY ORIENTATION 

	Following Basic Academy Orientation, Supervisor observes J.P.O. and may use OJJD checklist to measure J.P.O. competency in Core Job Tasks

	· Intake Assessment
	     
	     
	     

	· Disposition Investigation
	     
	     
	     

	· Probation Supervision
	     
	     
	     

	· Home Visit
	     
	     
	     

	· Community Visit
	     
	     
	     

	· Court Hearing
	     
	     
	     

	MODULES

	J.P.O. completes following trainings within (  ) years:

	· Phase I Staff Safety – 9 hrs
	     
	     
	     

	· Educational Law/Working with Schools – 12 hrs.
	     
	     
	     

	· Adolescent Substance Abuse: Trends, Intervention and Ref. Skills – 9/12 hrs.
	     
	     
	     

	· Assessment, Case Planning, Interviewing & Counseling Skill Building – 15 hrs.
	     
	     
	     

	· Cultural Competence – 9 hrs.
	     
	     
	     

	· Introduction to Group  Counseling Techniques - 9 hrs
	     
	     
	     


