
 

 
 

User 
● DYS Admission Worker, DYS Admission Supervisor, or DYS Director/Assistant Director.  
● Read-only​ access for:  SB94 Intake Worker, SB94 Intake Supervisor, DYS Facility Ops 

Worker, DYS Facility Ops Supervisor, DYS Client Manager, DYS Client Manager Supervisor, 
DYS Victim Services Supervisor, DYS Commitment Specialist, DYS Assessment Specialist, 
or DYS Clinical Director. 

 
Process  
These Job Aid tables describe the actions needed to manage Room Assignment Classifications 
for a Youth on an Admission.  
 
Related Job Aids 
Refer to the​ DYS ADM – Manage Admissions ​Job Aid for details on locating the desired Client 
File.  
 
 
Introduction 

● The list of ​Room Assignment Classifications​ are across all Admissions/all DYS cases for 
the Youth.  

● An ​RA Classification​ must be added for the same Admission prior to adding a Room 
Assignment.  

● A new RA Classification can be added until a Release for the Admission has been 
completed.  

● DYS Admission Supervisors and DYS Director/Assistant Directors can add a Room 
Assignment Classification until the underlying DYS case has been closed.  
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Access and View Room Assignment Classifications 

● The default sort is by ​Start Date​ with the most recent on top.  
● The ​Admission Date​ and ​Facility​ columns are specific to the Admission that the ​Room 

Assignment Classification ​is associated to.  
● The ​Admin Sec Room​ column will display as ‘Yes’ if there is currently an active Seclusion 

Room associated to the Room Assignment. 
● The ​Review​ column will display a ‘Yes’ if the ​Room Assignment Classification​ has been 

approved; otherwise it will be blank.  
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Steps/Output Screenshot 

Refer to the​ TM DYS ADM – 
Manage Admissions ​Job Aid for 
details on locating the desired 
Admissions record.  
 
Navigate to the​ Room Assignment 
Classification ​section by clicking 
the link in the left navigation 
panel or using the scroll bar at the 
right of the page.  
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In the ​Room Assignment 
Classification ​section, the list 
displays all Room Assignment 
Classifications across all 
Admissions/all DYS cases for the 
Youth.  
 
● The list can be sorted or 

filtered using the icons to 
the right of the column 
headings.  

● If needed, use the right or 
bottom scroll bars to 
navigate through the list.  

  
 

 



 

 
 

Room Assignment Classification 

!dd Kzzw !¦¦nlxwfx¨ *vY¦¦nknbY¨nzx 

● The ​Room Assignment Classification Details​ is broken into six (6) sections: Vulnerability 
to Victimization, Overrides, Offenses, Incident Reports, Approval Request, and 
Supervisor Approval.  

● When a new Room Assignment Classification is added, the prior Room Assignment 
Classification is closed and the ​End Date​ will be set based on the Start Date of the new 
Room Assignment Classification.  
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Steps/Output Screenshot 

In the ​Room Assignment 
Classification ​section:  
 
1. Click ​Actions ​from the Room 

Assignment Classification 
header.  

2. Select ​Add Room Assignment 
Classification​.  

 
This opens the ​Room Assignment 
Classification ​page.  
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3. Continue with the tables 
below to create the ​Room 
Assignment Classification​.  
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● If either the ​Transgender​ checkbox or ​Intersex​ checkbox is selected, then the ​Preferred 
Name​, ​Preferred Pronoun​, and ​Staff Gender Preference​ fields in the ​Preference​ section 
are required.  

● When ​Vulnerable to Victimization​ ​OR​ ​Sexually Aggressive​ ​OR​ ​Violent/Aggressive​ is 
calculated to be ‘Yes’: 

o the ​NDR/Double Room​ field will be set to NDR.  
o Roommate Status​ will be set to ‘No’. 

● When ​Vulnerable to Victimization​ ​AND​ ​Sexually Aggressive​ ​AND​ ​Violent/Aggressive 
are calculated to be ‘No’: 

o the ​NDR/Double Room​ field will be set to Double Room.  
o Roommate Status​ will be set to ‘Yes’.  

● If ​NDR/Double Room​ is set to ‘NDR’, Trails will automatically create a new Client Safety 
Notice if there is currently no other active Client Safety Notice with same Category and 
Type for the Youth. 
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Steps/Output Screenshot 

In the ​Room Assignment 
Classification ​page:  
 
1. Click the ​Vulnerability 

Interview ​button.  
 
This opens the ​Vulnerability to 
Victimization ​pop-up window.  
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In the ​Vulnerability to 
Victimization ​pop-up window:  
 
2. Use the radio buttons, check 

boxes, drop-down arrows, text 
boxes, and toggles to answer 
the questions in the form.  

 
 

 
 

In the ​Youth Interview ​section:  
 
3. Select a radio button to 

identify the youth’s ​Gender 
Identification*​.  

4. If required, select a check box 
for ​Gender Identification*.  
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5. Select one or more check 
boxes for ​Sexual Orientation​*.  

 
 

 
 

6. Click the ​Age of Youth 
drop-down arrow.  

7. Select the appropriate option.  
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8. Using the toggles, continue 
with the interview questions.  

 
Note:  ​If the answers to the 
questions “​Does the juvenile’s 
response match collateral 
information​” in Section 2 is ‘No’, 
and/or in Section 3 is ‘No’, then 
the text boxes below “​Provide 
relevant collateral information 
below.​” become required.  

 
 

9. Use the right scroll bar and 
navigate down the pop-up 
window.  

10. Using the drop-down arrows 
and toggles, continue with the 
interview questions.  

 
Note:  ​If the answers to the 
questions “​Does the juvenile’s 
response match collateral 
information​” in Section 4 is ‘No’, 
and/or in Section 5 is ‘No’, then 
the text boxes below “​Provide 
relevant collateral information 
below.​” become required.  
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11. Continue down the pop-up 
window using the right scroll 
bar to navigate.  

12. Using the toggles, continue 
with the interview questions.  

 
Note:  ​If the answers to the 
questions “​Does the juvenile’s 
response match collateral 
information​” in Section 5b is ‘No’, 
in Section 6 is ‘No’, and/or in 
Section 6b is ‘No’, then the text 
boxes below “​Provide relevant 
collateral information below.​” 
become required.  
 
 

 
 

13. Continue down the pop-up 
window using the right scroll 
bar to navigate.  

14. Using the toggles, continue 
with the interview questions.  

 
Note:  ​If the answer to the 
question “​Does the juvenile’s 
response match collateral 
information​” in Section 7 is ‘No’, 
then the text box below “​Provide 
relevant collateral information 
below.​” becomes required.  
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15. Continue through the pop-up 
window using the right scroll 
bar to navigate.  

16. Using the check boxes, 
continue with the interview 
questions.  

17. If the option of “​Note other 
features not listed above:​” is 
selected, the text box below 
the question becomes 
required.  

 
Note:  ​Check boxes allow multiple 
selections.  
 
 

 
 

When all questions are answered:  
 
18. Click ​Done.  
 
This saves the Vulnerability 
interview and opens the ​Success 
pop-up window.  
 
 

 
 




