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A. Request for transfer – outgoing

1. Upon notification of a completed transfer packet, the MN ICU staff review the documentation for completeness.  If further information is needed, the MN ICU staff notify the case manager/transferring agent.  The case manager/transferring agent must provide the additional information within five business days of the request.

2.
Within five business days of notification of a completed packet, MN ICU staff must:

a)
Enter the information into the interstate database;

b)
Assign an interstate identification (ID) number;

c)
Send the transfer packet to the receiving state in UNITY; and

d)
Notify the caseworker/transferring agent via e-mail that the transfer packet has been submitted to the receiving state.

3.
Within five business days of receipt of the transfer reply from the receiving state’s ICU, the MN ICU staff enter the reply information into the interstate database and forward the reply to the caseworker/transferring agent.

B.
Request for transfer – incoming

1.
Within five business days of receipt of the transfer packet by the MN ICU, MN ICU staff:

a)
Review the documentation and interstate criteria;

b)
If the packet is complete, enter the information into the interstate database and assign an interstate number; and

c)
Notify the Minnesota county contact for interstate referrals in the area to which the juvenile is attempting to transfer that a juvenile transfer packet in UNITY is ready for review.
2.
If the relocation is not made in Minnesota within 90 calendar days, the Minnesota agent must notify the MN ICU via e-mail.  The MN ICU closes the case with written notice to the sending state’s ICU.  The sending state’s ICU may request an extension beyond the 90 calendar day timeframe, providing an appropriate explanation, or may resubmit the referral at a later date.

3.
Within five business days of receipt of form V from the sending state, the MN ICU staff forward form V to the assigned Minnesota agent.

4.
Within five business days of receipt of an arrival notice from the Minnesota agent, the MN ICU staff must activate the case in the interstate database and forward the arrival report to the sending state.

C.
Progress reports
The receiving state’s agent must complete a form IX in UNITY every 90 days.  The agent must send additional reports when concerns arise regarding the juvenile or a residence has changed.

D.
Non-Compliant Juveniles/Failed supervision
1.
Upon request from the receiving state’s ICU, the sending state’s ICU office must facilitate transportation arrangements for the return of the juvenile within five business days when:

a) 
A legal guardian remains in the sending state and the supervision in the receiving state fails as evidenced by:
i.
The juvenile is no longer residing in the residence approved by the receiving state’s agent due to documented instances of violation of conditions of supervision; or

ii.
The alternative residence is determined to be in the best interest of the juvenile due to documented instances of violation of conditions of supervision and no viable alternatives exist in the receiving state; or

iii.
An immediate, serious threat to the health and safety of the juvenile, and/or others in the residence or community, is identified; and

iv.
The receiving state’s agent has documented efforts or interventions to redirect the behavior.

b) 
The juvenile is not residing with a legal guardian and that person requests the juvenile be removed from the person’s home.  The sending state’s agent must secure alternative living arrangements within five business days or the juvenile must be returned.  This time period may be extended with the approval of both ICU Offices.

c) 
A juvenile student transfer of supervision fails.

E.
Case closures
Closing of a case must be done in accordance with rules of the ICJ.

1.
The sending state has the sole authority to discharge/terminate supervision of its juveniles with the exception of:

a)
A juvenile convicted of a crime and sentenced under the jurisdiction of the adult court of the receiving state and the adult sentence is longer than the juvenile sentence.  In such a case, the receiving state may close the supervision and administration of its ICJ case once it has notified the sending state, in writing, and provided the sending state with a copy of the adult court order.

b)
Cases terminated due to expiration of a court order or upon expiration of the maximum period of parole or probation may be closed by the receiving state without further action by the sending state’s ICU.  In such cases, the receiving state completes form IX in UNITY notifying the sending state’s ICU the case must be closed due to the expiration of the court order within five business days unless otherwise notified. 

c)
Upon notification that the sending state’s agent issued a warrant for a juvenile who absconded from supervision in the receiving state, or if the juvenile has been on absconder status for ten business days.

2.
If the relocation is not made in the receiving state within 90 days of acceptance, the receiving state may close the case with written notice to the sending state.  The sending state’s agent may request an extension beyond the 90 calendar daytime frame, providing appropriate explanation, or may resubmit the referral at a later date.

3.
The receiving state’s agent may request early release of a juvenile from probation or parole.  The sending state’s agent has the opportunity to consider the matter, advise the court of jurisdiction or state agency of the request, and note any objections or concerns before the receiving state’s ICU closes the case.  Any decision to release a juvenile from probation or parole early must be made by the appropriate authority in the sending state.

a)
If early discharge is granted, the sending state’s agent must complete form X in UNITY.

b)
If early discharge is denied, the sending state’s ICU must notify the receiving state’s ICU of the decision within 60 days and include a written explanation. 

F.
Travel permits
Travel permits must not be used to circumvent the ICJ and all travel permits must be submitted prior to the juveniles travel.
1.
A travel permit is mandatory for a juvenile traveling out-of-state for a period in excess of 24 consecutive hours and meeting one of these criteria:

a)
Juveniles who have been adjudicated for:

b)
Sex-related offenses;

c)
Violent offenses that have resulted in personal injury or death; or
d)
Offenses committed with a weapon; or
2.
Juveniles who are:

a)
State commitment;

b)
Relocating pending a request for transfer of supervision, and who are subject to the terms of the ICJ;

c)
Returning to the state from which the juvenile was transferred for the purposes of visitation;

d)
Transferring to a subsequent state(s) with the approval of the initial sending state’s agent; or
e)
Transferred and the victim notification laws, policies, and practices of the sending and/or receiving state require notification.

3.
Travel permits may not exceed 90 calendar days.  If for the purpose of testing placement in a proposed residence, a referral must be received by the receiving state’s ICJ office within 30 calendar days of the effective date of the travel permit.  The issuing state must instruct the juvenile to immediately report any changes in status during that period.  If the travel permit exceeds 30 calendar days, the sending state must provide specific instructions for the juvenile to maintain contact with the juvenile’s supervising agency.

4.
Out of state travel for a juvenile under compact supervision is at the discretion of the supervising agent in the receiving state.  If the sending state’s agent wishes to retain the authority to approve travel, the sending state’s agent must provide written notification to the receiving state’s agent.  When the sending state’s agent retains authority to approve travel permits, the supervising agent must request and obtain approval prior to authorizing the juvenile’s travel.

5.
If a travel permit is issued, the sending state’s agent must be responsible for victim notification in accordance with the laws, policies, and practices of that state.  The agents in both the sending and receiving states must collaborate (to the extent possible) to comply with the legal requirements of victim notification and to ensure that necessary information is exchanged to meet the sending state’s obligation.

G.
Communication requirement between states
Communication between the sending and receiving states must occur in accordance with the rules of the ICJ.

1.
All communications on ICJ issues between states, whether verbal or written, must be communicated through the ICU.

2.
Communication regarding ICJ business must respect the confidentiality rules of the sending and receiving state.
H.
UNITY Audits

1. Workflow audit: (UNITY also sends automatic emails that will trigger some of the work that needs to be completed) – Go to the Global Assignments. Check all due dates.

a. Home Evaluation: 10 days prior to a home evaluation being due, an e-mail should be sent to the agent of record.  If the home evaluation has not been completed 5 days before the reply is due, a second e-mail should be sent to the agent of record and the county contact.
b. Transfer Request is Due: After a testing placement travel permit is sent, the State Program Administrator (SPA)s should track the case to make sure that a complete transfer request is submitted prior to the due date.  SPAs will need to follow up with the agent to ensure this is done within the 30 day allotted period.
c. Transfer Reply Received:  Once an approved home evaluation is sent back to Minnesota, SPAs should make sure the juvenile has departed to the other state.  If the juvenile is already there, check the File Detail page to make sure that the minimum and maximum expiration dates are filled in.  Once they are, the SPA can send the travel packet.  If the juvenile is still in Minnesota at the time of the acceptance, the SPA must track for departure.
d. Communication Requests:  The SPA will check communication requests in the SPA’s alphabet and answer/respond appropriately and complete the workflow.
e. Case Closures: 

i. From sending state (Minnesota is the receiving state):  Process and complete the workflow.
ii. From receiving state (Minnesota is the sending state):  Send e-mail to the agent of record and verify the case can be closed.  Once a response is received from the agent, process and complete the workflow.
f. Progress Reports:

i. Continue supervision:  Process and complete the workflow.
ii. Request discharge:  The SPA must send a copy to the agent of record.  Give instructions and track for the response before the due date.
g. Violation Reports:

i. Violation report: Send a copy to the agent of record.  Give instructions and track for the response before the due date.
ii. Absconder violation report: Send a copy to the agent of record.  Give instructions and track for the response before the due date.
h. Form III: Review for accuracy, process, and track.  Complete workflow upon the juvenile’s return.
i. Travel Permits (visit, testing placement, residential facility) – Process and complete the workflow.

2. Custom Reports – Tracking progress reports due:  In UNITY select UNITY Reports (6th ICON on left side)
•Click Pending Quarterly Progress Report Detail Report 

•Highlight all cases that need a progress report within the next 60 days.

•30 days before the progress report is due, send an e-mail to the agent of record.

•If no progress report within 10 days of the due date, send an additional e-mail and copy the county contact or supervisor.  Continue sending e-mails until the progress report is complete. (CANNOT BE OVERDUE)
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