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I. Policy
There are certain district administrative processes that shall be carried out in all Probation districts.  These processes will contribute to the fair distribution of resources, the safeguarding of Probation System assets, the delivery of risk reducing investigations and supervision, and the safety of the public.
II. Purpose
To provide that district processes are in place to carry out the policies and procedures of the Administrative Office of Probation. 
III. Reference
Neb. Rev. Stat. § 29-2252 (11)
IV. Procedure
All districts shall be responsible for all references to district processes within the Administrative Office of Probation policy and protocols, including the following:
District level Administrative processes
Develop a process for scheduling on call staff, per the On Call protocol
Collection, tracking and appropriate entry of DNA sample collection, including entry into CODIS, per the DNA protocol
Ensure confidential handling of files, juvenile confidentiality is maintained at all times and ensure court orders allow for sharing information identified in the juvenile court order, per the Adult Confidential Record Information and Juvenile Confidential Record Information Policies
Efficient processing of sealed records, per the Sealed Records Policy
Staff meetings and/or trainings (consistency, content, and journal) district/satellite/unit/cross unit/clerical/etc.
Management meetings (consistency, content, and journal)
Emergency Preparedness Plan (EPP)
Nebraska Probation information system
Role sheets
District entry of information processes 
Training
State vehicles 
Maintenance
Purpose of trip logs
Time cards and leave requests
Training
New staff 
Experiential
Mentoring
On-boarding
Ongoing
Contingency plan for leave and vacancies
Distribution of state-owned equipment
Computers, devices, and security
Employee residency expectations
General Investigation processes
File set-up
Assignment to officer
Delivery to the court 
Storage and disposal of file
Adult Specific Investigation processes
Adult Specialized Investigations
Sex offender
Domestic violence
Driving Under the Influence (DUI)	
Specialized Substance Abuse Supervision (SSAS)
Youth in adult court
Adult Direct out-of-court Investigations
District Court
County Court
Administrative
Adult Interstate Compact
Ensuring rules are followed
Warrants/Extradition
Notifying the Court (transfer eligible, etc.)
Juvenile Specific Investigation processes
Juvenile Interstate Compact
Runaway Returns
Intake of Out of State Runaways
ICPC
ICJ
Warrants/Extradition
Shared Supervision transfers
General Supervision processes
Assignment of cases and expected time of engagement
File set-up and management
Transitioning of cases
Probation condition modification
Case Closure
Adult Specific Case Management processes
Tracking home visits for individuals transitioned down from CBI-SO to CBR-MH, per the Adult Case Management protocol
Field visits with a secondary officer or member of law enforcement and maintenance of available safety equipment, per the Adult Field Visit protocol
Awarding and accessing adult incentives, per the Applications of Incentives and Sanctions protocol
Seek hearing before a sentencing court regarding the applicability of an Administrative and/or Custodial Sanction, per the Applications of Incentives and Sanctions protocol
Guidelines regarding non-custody transportation of adult probation clients
Custodial Sanctions
Juvenile Specific Case Management processes
Implementation of Predisposition supervision, per the Predisposition policy and protocol
Awarding and accessing juvenile incentives, per the Awarding Tangible Incentives to Juveniles Under Probation Supervision protocol
Crossover youth information gathering, NCJIS state ward check, local DCFS contact, internal supervisory approval to close crossover youth cases, joint crossover youth staffing per the Crossover Youth protocol
Track and review transition plans for juveniles in detention or detention alternatives, per the Juvenile Detention and Detention Alternative protocol
Court approval of changes in level of care/services for a juvenile, implementation of Juvenile Service Delivery protocol, per Juvenile Service Delivery protocol
Track chain of custody, per the Juveniles Who Sexually Harm protocol
Communication with parent(s)/legal guardian(s) about YRTC commitment, notification of furloughs to the court, law enforcement, attorneys, victims and any other interested parties, per the Youth Rehabilitation and Treatment Center (YRTC) Commitment protocol
Intake processes
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