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I. Introduction  

 
A. The Administration for Children’s Services (ACS) is committed to providing the 

appropriate level of care for youth in its care. Youth placed in Close to Home have the 
greatest opportunity to succeed when they are afforded the ability to develop and 
maintain consistent relationships with adults and peers. This is achieved through 
preserving a youth’s placement and minimizing transitions while in placement.  
 

B. For the purposes of this policy:  
 

1. A step down transfer occurs when a youth is transferred to a lower level care, such 
as when a youth in an LSP facility is transferred to a non-secure placement (NSP) 
facility;  
 

2. A step up transfer occurs when a youth is transferred to a higher level of care, such 
as when a youth in an NSP facility is transferred to an LSP facility.  Note: A step up 
transfer is different from a modification, which is the placement of a youth in a 
higher level of care after the court grants a modification petition.1   

 
3. The lateral transfer of a youth in a juvenile justice placement with the 

Administration for Children’s Services (ACS) shall be considered only as an option 
when all efforts to prevent the move have been exhausted, or when the youth 
must be moved to a specialized program.2  A lateral transfer occurs when a youth 
in an NSP facility is transferred to another NSP facility or when a youth in an LSP 
facility is transferred to another LSP facility, including youth transferred from a 
general bed to a specialized bed within the same placement level.   

 
C. This policy establishes procedures that ACS staff, non-secure placement (NSP) 

provider staff, and limited secure placement (LSP) provider staff must follow when all 
efforts to preserve placement have not resulted in stabilizing a youth’s disruptive 
behavior.  

 
D. A step down transfer occurs when a youth is transferred from an LSP to an NSP level 

of care,3 and does not require a court order for this transfer.4  A step up transfer 
occurs when a youth is transferred from an NSP to an LSP level of care.  Note: if a 

1 See ACS Policy and Procedure, Modifications of Placement for Youth in Juvenile Justice Placement. 
2 A lateral transfer can include the transfer of a youth from an LSP to an LSP Intensive Support Program (ISP); in 
general, such youth return to their initial placement facility after ISP, but in some cases youth are transferred to a 
new program. 
3 See ACS Policy and Procedure Aftercare.   
4 See ACS Policy and Procedure Modifications of Placement in ACS Juvenile Justice Placement for the differences 
between modifications and transfers. 
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judge’s placement order states that the youth’s placement is “unspecified,” the youth 
may be moved between ACS levels of care at the discretion of the agency without 
another court order and thus is not a modification.5     

 
E. A lateral transfer occurs when a youth in an NSP facility is transferred to another NSP 

facility, or when a youth in an LSP facility is transferred to another LSP facility and does 
not require a court order.  The lateral transfer of a youth in a juvenile justice 
placement with ACS shall be considered as an option only when all efforts to prevent 
the move have been exhausted or when a youth’s newly identified needs require 
more specialized care.   

 
II. Procedure  

 
A. Determining Whether a Transfer is Appropriate  

 
1. ACS and provider agencies may consider effectuating a step down transfer of a 

youth from an LSP facility to an NSP facility when the youth’s behavioral needs can 
be managed at a lower level of care, but the youth is not yet ready to return to the 
community. 
 

2. ACS may consider a lateral or step up transfer when: 
 

a. There is a substantial change of circumstance; 
b. The transfer is in the best interests of the youth and his or her family; 
c. Care and treatment in the current placement is no longer suitable for the 

youth; and/or 
d. The transfer is for the protection of the community. 

 
3. ACS may consider effectuating a lateral transfer of a youth from one NSP facility to 

another NSP facility or from one LSP facility to another LSP facility after a Red Flag 
meeting has occurred where one (1) or more of the following conditions exist: 

 
a. All options have been considered and exhausted and the youth has exhibited a 

pattern of behavior that suggests that a different setting would best serve the 
youth’s needs.  
 
i. Note: In such instances, providers must fully describe and document all 

steps taken to address the youth’s behaviors, and explain why the provider 

5 If the placement order does specify “NSP,” a youth’s move from an NSP to an LSP is a modification and thus the 
modifications policy must be followed instead of this policy.  See ACS Policy and Procedure Modifications of 
Placement for Youth in Juvenile Justice Placement; see I. B. 2 above. 
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feels that moving the youth to another facility is an appropriate 
intervention. 

 
b. The youth is engaged in a long-term6 or pattern of absences without leave 

(AWOLs), and/or the youth’s bed at the program was filled by another youth 
due to a long-term AWOL.   

 
c. The youth has committed or been involved in an act which in and of itself is 

enough to warrant consideration for transfer. As a result:  
 

i. An order of protection has been issued prohibiting the youth from having 
contact with other youth or staff in the program; or  

 
ii. The youth’s behavior has resulted in the victimization of another youth in 

the program. 
 

d. The youth requires a specialized level of care that another program can 
provide. 
 

B. Planning and Support Meetings 
 
Each youth’s assigned Close to Home Permanency and Placement Specialist (PPS) will 
coordinate and schedule at least three (3) Planning and Support meetings at crucial 
moments during the youth’s placement.7 Participants include the youth, his or her 
family and discharge resources, NSP or LSP provider staff, and other stakeholders, 
where practicable. In addition to ongoing Treatment Team meetings, Planning and 
Support meetings are designed to proactively address each youth’s individualized 
needs through the development of positive interventions focused on reducing risk and 
preserving the youth’s current placement.  
 

C. Red Flag Meetings 
 
Red flags meetings are designed to address the needs of youth who are continuously 
unreceptive to treatment, have not adapted to the program, and have responded to 
targeted positive interventions with a pattern of disruptive and unsafe behaviors.  
 
1. Red Flag meetings take place in person and are facilitated by ACS Close to Home 

Family Engagement Conference Facilitators (FECF).  
 

6 For the purposes of this policy, over 30 days. 
7 See DYFJ Close to Home Case Coordination Guidelines. 
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a. The ACS Close to Home team is responsible for scheduling the conference and 
documenting the outcome of the conference in CNNX. 
 

b. Invited parties shall include provider staff, appropriate ACS personnel, the 
youth, the youth’s family, and any other identified supports. 

 
c. The purpose of the meeting is to discuss existing behavior management and 

safety plans, any additional strategies the provider has attempted, and 
potential interventions that have not yet been explored.  
 

d. During the conference, the parties shall:  
 

i. Review all relevant incidents and disruptive or unsafe behaviors;  
ii. Review all interventions attempted to resolve/mitigate the youth’s 

behavior;   
iii. Reach a consensus and develop a joint understanding of antecedents and 

consequences of the identified behaviors; and  
iv. Determine if any other interventions can be employed and explore all 

potential strategies to preserve placement.   
 

e. If a determination is made that additional interventions must be taken to 
preserve the youth’s placement, a follow up meeting to evaluate their 
effectiveness shall be established prior to the conclusion of the Red Flag 
meeting.   

 
f. In the event the parties reach consensus that all options have been exhausted, 

the ACS Associate Commissioner of Close to Home or designee may approve a 
lateral transfer.   

 
2. If the parent/guardian is unable to attend the conference, the PPS team shall 

immediately notify the parent/guardian by phone and by a mailed formal written 
notification that the conference was held and that a decision was reached of 
whether to transfer the youth.  The PPS team must also notify the Family Court 
Legal Services (FCLS) attorney and the youth’s attorney. 

 
D. Procedure for Internal Transfer  

 
The procedure described below is to be followed in all transfer proceedings, with the 
exception of those necessitated by the issuance of an order of protection as described 
in section II. A. 3. c. above.  
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1. Note: For any confidential information sent by email, the provider shall password 
protect all documents and shall verify the email addresses of the intended 
recipients.8 

 
2. The PP Director must immediately notify the ACS Intake and Assessment Unit and 

executive leadership within the DYFJ Close to Home Residential Placement unit of 
the anticipated move. 

 
3. Within two (2) business days of the Red Flag Meeting, and upon approval by 

executive leadership of Close to Home Residential Placement, the PP director shall 
notify the youth’s current residential placement provider of the decision to 
proceed with the transfer.   

 
4. Upon approval by executive leadership of Close to Home Residential Placement, 

the following must occur within three (3) business days: 
 

a. The ACS Intake and Assessment Unit shall collaborate with the PPS team to 
identify an appropriate placement.  Once a new facility is identified for the 
youth a member of the Intake and Assessment team must notify both the 
sending provider and the receiving provider regarding the transfer.   

 
b. If the sending provider has completed any assessments of the youth, a copy of 

the entire case file and all assessments must be provided to the assigned PPS 
and uploaded to the appropriate electronic filing system for the PP Director, 
ACS Intake and Assessment Unit, and  Close to Home leadership to review.9 

 
5. The ACS Intake and Assessment team must provide all intake paperwork and any 

other relevant documents to the receiving provider, including the transfer request 
form, all assessments, information about any medication the youth is currently 
taking and any allergies that the youth has. 

 
6. If documents are placed into the file, the PPS must e-mail the Director of Intake 

and Assessment, alerting him or her of the additional materials to be reviewed. 
 

E. Movement  
 
1. In planning for and facilitating the youth’s physical transfer to the new facility, the 

sending provider must adhere to all provisions of the ACS policy Personal Property 
of Youth in Juvenile Justice Placement to make sure that the youth’s belongings are 

8 See Policy 2010/07 Security of Confidential, Case Specific and/or Personally Identifiable Information.   
9 Assessments may include, but are not limited to psychiatric evaluations, psychosocial assessments, treatment 
plans, and medical examinations. 
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properly inventoried, accounted for, and transferred to the new location.  A plan 
for forwarding the youth’s case file materials, any accumulated allowance funds,10 
and medications,11 if any, must also be established. 

 
2. Before the physical transfer of the youth, the PPS must arrange an internal 

transfer conference between the sending provider and the receiving provider to 
discuss the youth’s treatment needs.   
 

a. This conference must be facilitated by the PPS team.   
 
b. The youth and the youth’s parent/guardian must be invited to this conference. 

If the youth refuses to attend, the refusal must be documented in CNNX.  
 
c. During the conference, the receiving provider must present its program model, 

plan for educating the youth while in placement, expectations for the youth in 
the new setting, and a release plan.    

 
d. If the physical transfer must happen on an emergency basis and a face-to-face 

conference cannot be held, it may be held via conference call.  
 
e. Prior to the youth’s physical transfer, the sending provider must notify the ACS 

Movement Control and Communications Unit (MCCU) of the youth’s transfer, 
and record the transfer in the Facility Activity/Communication Log Book.  The 
receiving provider shall notify MCCU of the youth’s arrival at the new facility 
and record the new intake in the Facility Activity Communication Log Book.12   

 
f. The PPS team must make arrangements for the transportation of the youth to 

the new facility.  The youth must be moved as soon as possible following the 
transfer conference. 

 
g. If there is an emergency, a court order, or a safety plan requires it, the above 

steps must happen immediately following the decision to transfer the youth. 
 

F. Documentation  
 

1. All transfers must be properly documented in all required computer systems (i.e. 
CNNX, Child Care Review System [CCRS]).   

 

10 See ACS Policy and Procedure # 2016/01 Allowances, Incentives and Financial Literacy Training for Youth in 
Juvenile Justice Placement. 
11 See ACS Policy and Procedure Medication Administration in Non-Secure Placement and Limited Secure Placement 
Facilities. 
12 See ACS Policy and Procedure Log Books for Juvenile Justice Placement Facilities 
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2. Staff at the sending facility must complete a plan amendment in CNNX.  
 
3. The receiving provider must update CCRS; however, there is no need for an 

additional 2921 application to be completed. 
 
4. The PPS must update the youth’s CNNX case record with the new provider case 

planner information.   Within 24 business hours of a youth’s physical transfer to a 
new facility, the PPS must assign a role in CNNX to the receiving provider.  

 
5. If the youth has other ACS involvement and the PPS is not the case manager, the 

PPS must notify his or her PP Director.  The PP Director must contact the ACS 
Systems Support Office (SSO) and the SSO must update the youth’s CNNX case 
record.  

 
6. MCCU staff must update the new provider location for the youth in the Juvenile 

Justice Information System (JJIS).   
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Close to Home Internal Transfer Request Form 
Demographic/Family Information: 

Youth Name:        DOB:        

Date of Admission:        Docket(s) #       

Placement Expiration Date:       Placement Court:       

Youth’s Attorney 

Name/Number:        

Parent/Guardian Name:       

Parent/Guardian Contact Information:        

Is the youth a crossover youth? ☐ Yes  ☐ No 

Are there any issues/concerns regarding the family that the receiving provider should be aware of?  

☐ Yes  ☐ No 
 
If yes, please explain:       
 

Placement Information: 
Referring Provider:       

Referring contact person:       Title:       

Date of Admission:        Docket(s)       

Phone Number:       Email Address:       

Placement Expiration Date:       Placement Court:       

Youth’s Attorney Name/Number:        

Reason  transfer requested:       

Medical Information: 
Note – please forward medical any/all documentation on this youth e.g., charts, discharge paperwork 

Any current medical issues/problems/concerns?  ☐ Yes  ☐ No 
If yes, please explain:       

Names/dosage information  of medications youth is currently taking:       

Is the youth compliant with his/her medication? ☐ Yes  ☐ No 
 
Does the youth have any follow up medical appointments?☐ Yes  ☐ No 

 
If yes, please provide information:      

Mental Health Information: 
Note – please forward MH any/all documentation on this youth e.g., charts, discharge paperwork 

Any current MH issues/problems/concerns/Current diagnosis?              ☐ Yes  ☐ No 

 
If yes, please explain:       

Name and contact information of Mental Health provider/Clinician:       

 

Names/dosage information  of medications youth is currently taking:       



Close to Home Internal Transfer Request Form 
Any psychiatric hospitalizations? ☐ Yes  ☐ No 

 
If yes, please explain:       
 
 
 
 
 
 

Education Information 
What is the youth’s current grade level?  
 
 
Does the youth have any special education designation? 
 
 
Does the youth have any special services needs?  

 
 

Behavioral Information: 
How was the youth’s behavior while he/she was in NSP/LSP? What type of incidents was the youth involved 

in?       

How did the youth interact with staff and his/her peers?       

Did the youth express any gang affiliation?       

Did the youth value any positive incentives?  What worked with managing his/her behavior? What did not 

work?       

What are the youth’s strengths?       

What are the youth’s weaknesses?       

Do you know of any triggers the youth has?       

Any other information:       

Attach Treatment & Service Plans ☐ 

 
*INTERNAL USE ONLY* 
Transfer request accepted 
 

☐ Yes  ☐ No 

Reason Request was accepted:       
 
Reason for denial:       
 
Facility to which youth will be transferred:       
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