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IN THE COURT OF COMMON PLEAS OF FAYETTE COUNTY, 
PENNSYLVANIA 

 
 
IN RE:   ADMINISTRATIVE ORDER : 
      : 
   FAYETTE COUNTY YOUTH     : 
   COMMISSION PROGRAM : 
        : 
      : NO. 

 
                                             ADMINISTRATIVE ORDER 
 
 AND NOW, this 15th day of May, 2013 it is hereby Ordered that the Fayette 
County Youth Commission Program is amended as attached. 
 
The Clerk of Courts is directed as follows: 
 
 (1) One certified copy of the Order and program shall be filed with the 
  Administrative Office of the Pennsylvania Courts. 
 
 (2) Two certified copies and diskette of the Order and program and one 
  copy of the written notification received from the Juvenile Court  
  Procedural Rules Committee shall be distributed to the Legislative 
  Reference Bureau for publication in the Pennsylvania Bulletin. 
 
 (3) One certified copy shall be sent to the Fayette County Law Library  
  and the Editor of the Fayette Legal Journal. 
 
 The amendment of the Fayette County Youth Commission Program shall 
become effective thirty (30) days after publication in the Pennsylvania Bulletin and on 
the UJS Portal. 
 
      
       BY THE COURT: 
         
       JOHN F. WAGNER JR. 
       President Judge 
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Fayette County Youth Commission 
Program  

 
Description and Policy Manual 

 
 
YOUTH COMISSION NARRATIVE 
 

A Youth Commission is a group of volunteer residents from any community 
whose purpose is to assist the Juvenile Court in providing guidance and supervision to 
alleged delinquent children who have been referred to the Juvenile Court and 
determined to be eligible low risk/first time offenders. 
 
COMMUNITY PROBATION OFFICER 
 

A Community Probation Officer is a community member who has a genuine 
interest in assisting children and volunteers to monitor the activities of any juvenile who 
is deemed to be a low risk/ first time offender. A Community Probation Officer (CPO) will 
provide mentoring, guidance and referrals for services to any juvenile who has been 
referred to the Youth Commission from the Juvenile Probation Office.  
 
GOALS OF A YOUTH COMMISSION 
 

Youth Commissions have several identifiable goals.  The primary goal of a Youth 
Commission is to act as a diversionary program for the local Juvenile Court in the 
processing and handling of first time/non-felony juvenile offenders within the community.  
A certain portion of the delinquency cases currently handled by the local Juvenile Court 
will be handled by the Youth Commission, thereby easing the workload of a currently 
overburdened Juvenile Justice system within the County.  
 

Another goal of the Youth Commission is to give individuals within a community 
an opportunity to engage in an activity to positively impact the lives of young persons 
residing within the same community.  The ultimate goal of this interaction, being the 
reduction of crime and the improvement of the overall safety and quality of life for all 
persons residing within the community. 
 

Finally, we hope to decrease the recidivism rates within the Juvenile Probation 
System by involving first-time offending youth in natural community supports, thereby 
holding them accountable for their behavior while showing them a more positive 
available lifestyle. Operating within these goals will enhance the Balanced and 
Restorative Justice (BARJ) mission as described through Evidence Based Probation 
policy and practices. 
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PROGRAM HISTORY 
 

The Fayette County Youth Commission (Youth Commission) is a diversionary 
program established by the Fayette County Juvenile Court (Court) in January 1996.  
The Youth Commission is a Court approved program and is authorized to provide 
guidance and  supervision to children under the supervision of the Juvenile Court whose 
dispositions are consistent with 18 Pa. C. S. Section 6323, Informal Adjustment and 42 
Pa. C.S. Section 6340 Consent Decree. 
DEFINITIONS 
 
For the purpose of this document the following words and phrases will be defined as 
follows: 
 
Child:   The individual who is alleged to have committed a delinquent act 
and who 

 is the object of the proceedings before the Court. 
 
CJPO:   Chief Juvenile Probation Officer 
 
County:  Fayette County Board of Commissioners and all entities of the  
    County of Fayette 
 
Court:  Court of Common Please of Fayette County, Pennsylvania   
    including the Juvenile Division of said Court. 
 
CPO:   Community Probation Officer 
 
Juvenile Probation: Fayette County Juvenile Probation Office 
 
Parent:  To include the mother, father, grandparents, guardians, foster 
   parents of the child who is the object of the proceedings before 
   the Court. 
 
YC Coordinator: Juvenile Probation Officer on staff who is assigned to supervise 
   the Youth Commission Program and act as the liaison between 
   the Court, Juvenile Probation Office, and Youth Commission 
 
YLS:   Youth Level of Service Assessment Instrument 
 
Youth Commission: Fayette County Youth Commission Program 
 
 
 
 LINK TO THE JUVENILE COURT AND THE COUNTY GOVERNMENT 
 

Through this document and the accompanying administrative order, the Court will 
recognize the Youth Commission as a Court operated program which is authorized to 
provide guidance and supervision to individuals who fall within the jurisdiction of the 
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Juvenile Court who are alleged delinquent children as defined in 42 Pa. C. S. Section 
6302 of the Juvenile Act entitled Definitions, wherein the Juvenile Act defines “child” and 
“delinquent act.”  Furthermore, the Court will also authorize the Youth Commission to 
provide supervision over children who are subject to the jurisdiction of the Court as a 
result of their delinquency case has received a disposition pursuant to 42 Pa. C.S. 
Section 6323 entitled Informal Adjustment and Section 42 Pa. C.S. Section 6340 
Consent Decree. This section of the Juvenile Act enables the Juvenile Court to refer 
children to an outside agency for informal counseling and supervision in lieu of a formal 
Juvenile Court hearing.  This is where the Youth Commission fits into the process. 
 

The Juvenile Court in Fayette County will recognize the Youth Commission as a 
diversionary program and authorize them to administratively supervise certain types of 
cases involving juvenile offenders. However, the Youth Commission falls under the 
direct supervision of the Chief Juvenile Probation Officer or his designate. 
 

The link between the Youth Commission and the county government, namely the 
Fayette County Commissioners will be an indirect one.  The Fayette County 
Commissioners will be asked not only to endorse the Youth Commission process, but 
also, will be asked to offer financial assistance with regard to absorbing certain cost 
associated with the operations of this program.  
 
YOUTH COMMISSION CONTACT WITH THE JUVENILE COURT 
 

Once a Youth Commission has been organized and is operational, the Juvenile 
Probation Office will assume several roles with regard to the Youth Commission’s 
operation. Naturally, the Juvenile Probation Office will serve as the source of referrals 
on an ongoing basis for the Youth Commission.  The Juvenile Probation Office will also 
be responsible for training the Youth Commission members.   
 

Additionally, one of the professional staff at the Juvenile Probation Office will be 
assigned to the Youth Commission in order to provide the entire program continuity and 
offer advice in handling cases initially. This staff member will be available to offer 
support to the Youth Commission members, either individually or as a group, on 
possible ways of dealing with problems encountered with the children under their 
supervision as well as to provide suggestions or advice on handling a potentially 
controversial situation. The Probation Officer will also act as a resource person to the 
members of the Youth Commission and/or the child and his parent(s) or guardian(s) in 
order to assure that the child and the family receives the services that they need or 
require. 
 

Furthermore, the members of the Youth Commission will be required to submit 
regular reports to the Juvenile Probation Office on those children under their supervision 
which ensure adequate communication between the Youth Commission and Juvenile 
Probation Office. 
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FORMING A YOUTH COMMISSION  
 

A Youth Commission can be established to serve the needs of a given 
geographical area and to serve the children within that area.  In densely populated 
areas, the geographical boundaries of a Youth Commission may be that the 
municipality’s boundaries. In less densely populated areas, a Youth Commission may 
be established to serve the needs of the children within an entire school district. 
 

A Youth Commission should consist of volunteers that represent a wide cross-
section of people from within the community as this cross section applies to age, sex, 
race, economic status, religion, and occupation. These volunteers are those individuals 
who have a genuine interest in supervising and assisting children between 10-18 years 
of age who have engaged in criminal behavior of a minor nature and who have had no 
prior contact with the Juvenile Court. 

 
In addition to an unspecified and changing number of volunteers the Youth 

Commission is staffed by a Juvenile Probation Officer who has been designated at the 
“Youth Commission Coordinator” (YC Coordinator).  The YC Coordinator acts as the 
liaison between the Court, Juvenile Probation Office and the Youth Commission.  The 
YC Coordinator is authorized to allocate up to one third (1/3) of their time, or not more 
than 12.5 hours per week, to the overall operation of the Youth Commission. 
 

The Fayette County Juvenile Probation Office will be responsible to develop, 
organize, train, and provide ongoing assistance to Youth Commissions within Fayette 
County.  Exactly where Youth Commissions develop within the County will depend upon 
the interest level of the resident of any given area. 
 
SCREENING PROCEDURES OF POTENTIAL MEMBERS 
 

Persons who have an interest in becoming part of a Youth Commission will be 
asked to submit a prepared application to the Juvenile Probation Office.  This 
application will request a variety of information, which includes some very general 
information such as name, date of birth, social security number, phone number, and 
occupation, and some very specific information such as specific interests that a 
potential youth commission member may have such as willingness to assist in 
community service projects or an interest to participate in victim/ offender discussion 
groups. 
 

Since the work of a Youth Commission involves direct contact with case/juvenile 
information which is considered confidential, individuals who wish to be part of a Youth 
Commission will be subject to a screening and clearance process. Potential Youth 
Commission members must be at least twenty-one (21) years of age at the time of 
application and be individuals of good character and moral standing.  
 

The first level of screening will be a background check to determine whether the 
applicant possesses a criminal record.  The Juvenile Probation Office will conduct an 
initial Criminal History Record Check, to be completed on the local, state and a national 
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level.  The applicant will be required to request a Pennsylvania State Criminal History 
Record check also known as an Act 34 of 1985 clearance.   
 

The applicant will have to prepare a separate written application which will be 
provided by the Juvenile Probation Office. Although there is a fee associated with all 
requests made pursuant to Act 34 of 1985, these clearance forms will be submitted by 
the Juvenile Probation Office or the applicant directly, and the cost associated with the 
application will be reimbursed by the Fayette Youth Commission Program, to the 
applicant upon becoming an active member. 
 

The next level of screening will consist of a check with the Pennsylvania 
Department of Public Welfare pursuant to Act 33 of 1993 to determine whether the 
applicant has been suspected which meant with the legal definition “Child Abuses” in 
order to meet the clearance requirements of Act 33 of 1993, the applicant will have to 
prepare a separate written application which will be provided by the Juvenile Probation 
Office.  Although there is a fee associated with all requests made pursuant to Act 33 of 
1993, these clearance forms will be submitted by the Juvenile Probation Office, and the 
cost associated with the application will be reimbursed by the Fayette County Youth 
Commission Program, to the applicant upon becoming an active member. 

The third level of screening will involve the acquisition of Federal Bureau of 
Investigation and finger print clearances through the Cogent System and the cost 
associated with the screening will be reimbursed by the Fayette County Youth 
Commission Program, to the applicant upon becoming an active member.. 
 

Furthermore, the applicant will be requested to submit the names of at least 3 
individuals who will be willing to attest to the character of the applicant.  These 
references will be contacted via telephone by the Juvenile Probation Office and asked 
to complete an oral evaluation of the applicant, which will be made part of the 
applicant’s request to become part of a Youth Commission. 
 

The above-mentioned screening process is intended to be a tool in order to judge 
the overall character of individuals who are interested in participating in a Youth 
Commission. It is important to understand that the only factor that will automatically 
disqualify a person from participating in a Youth Commission is if it verified that the 
applicant has a suspected, indicated, or confirmed referral to the Pennsylvania 
Department of Public Welfare involving child abuse. 
 

Applicants who possess a prior criminal record will be subjected to closer 
scrutiny than that of a person without a criminal record, however, a criminal record will 
be viewed in its proper context with regard to the seriousness of convicted offenses, 
duration of criminal record, and current status with the Courts along with all other 
aspects of the person’s personal and professional life. 
 
INDIVIDUALS WHO SHOULD BE EXCLUDED FROM BEING MEMBERS OF A 
YOUTH COMMISSION 
 

There are certain individuals who should not be considered for membership in a 
Youth Commission.  These individuals would include applicants who are found to have 
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an extensive criminal history, as well as, those applicants who have been suspected of 
being involved in incidents defined as child abuse.  Furthermore, any applicants who 
are actively involved with the Criminal Courts will not be considered as possible Youth 
Commission members. 
 

Additionally, it is recommended that any person who is an elected public official 
should not be considered for a position on a Youth Commission.  The exclusion of 
elected public officials is based upon the possibility that these individuals may use their 
involvement in the Youth Commission as part of their political platform which may bring 
unnecessary or unwanted publicity to the Youth Commission. 
 
CASES A YOUTH COMMISSION WILL HANDLE 
 

A Youth Commission will be asked to handle first time offenders who are charged 
with a variety of misdemeanor or summary offenses.  These cases will be assigned to 
the Youth Commission following the completion of the Youth Level of Service 
Assessment  (YLS) by the Juvenile Probation Office during the initial intake process. 
 
Partial listings of these types of misdemeanor offenses that a Youth Commission may 
be asked to handle are as follows: 

 
Simple Assault   Theft by Unlawful Taking or Disposition 
Retail Theft (2nd Offense)  Criminal Trespass 
Harassment by Communication Criminal Mischief (>$500.00 damage) 

 
A partial listing of the most common summary offenses that a Youth Commission may 
be asked to handle are as follows: 
  
 Underage Drinking   Curfew Violations 
 Harassment     Disorderly Conduct 
 Bad Checks    Criminal Mischief (>$500.00 damages) 
 Retail Theft (1st Offense)  Public Drunkenness  
 

All summary offenses, which also include the vast majority of motor vehicle 
violations, are initially handled at the District Justice level where the District Justice 
accepts the complaint and determines the child’s innocence or guilt. If guilt is 
determined, the District Justice orders the child to pay fines and costs as prescribed by 
the District Justice, non-payment on these cases are referred to the Juvenile Court for 
additional action since the District Justice lacks the authority to incarcerate a child for 
failure to pay the fine and cost due to satisfy the case. 
 
A CHILD’S INNOCENCE OR GUILT WITH REGARD TO A PARTICULAR OFFENSE 
 

There are several conditions that must be met before a case can be diverted 
from the Juvenile Court to a Youth Commission for supervision. These conditions are as 
follows: 
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1. The most serious offense that a child is being charged with and has 
admitted to do not exceed a misdemeanor offense and the offense is 
one the Juvenile Probation Office determines is otherwise appropriate to 
be handled at the Youth Commission level.  

2. The child and his or her parent(s) or guardian(s) are agreeable to 
having the case handled at the Youth Commission level. 

3. A Youth Level of Service Assessment (YLS) designates the child as low 
risk and his/her needs are appropriate for this level of supervision. 

 
NOTIFICATION OF CASES 
 

The cases that will be referred to the Youth Commission will first be screened by 
the Intake Department of the Juvenile Probation Office. Complaints received at the 
Juvenile Probation from the local and state police as well as District Justice will be 
reviewed to determine their appropriateness for diversion to the Youth Commission 
based upon the degree of offense, prior involvement with the Juvenile Court, and the 
juvenile’s and his/ her parent(s) or guardian(s) willingness to have the case handled by 
the Youth Commission. 
 

Since a child is only eligible to have one case handled at the Youth Commission 
level, the Juvenile Probation Office will maintain records of all cases referred to the 
Youth Commission. Therefore, in order to maintain accurate records in this regard, the 
Juvenile Probation Office will be responsible for the distribution of all cases to the Youth 
Commission. 
 

Once a referral has been made to the Juvenile Probation office and the Intake 
Department at the Juvenile Probation Office makes the determination that the case 
meets the requirements for diversion to a Youth Commission, the Juvenile Probation 
Office will forward the necessary information to the Youth Commission for processing 
purposes.  The information that will be forwarded to the Youth Commission will include 
a copy of the Complaint alleging the illegal or delinquent act committed by the juvenile 
and also a copy of the police report which will provide details as to the offense and the 
child’s involvement in the same.  If necessary, the Intake Department at the Juvenile 
Probation Office will provide the Youth Commission with a written summary of the 
child’s delinquent activity in the event that clarification of certain details will be helpful in 
supervising the case. 
 
YOUTH COMMISSION MEMBER TRAINING 
 

Part of the training that members of a Youth Commission will be subject to will 
involve learning the purpose of the Juvenile Court and the overall operation of the 
Juvenile Probation Office and the Youth Level of Services Assessment.   
 

Although the Juvenile Court system in Pennsylvania is now more open to the 
public since its beginning decades ago, the types of cases that will be referred to and 
handled by the Youth Commission are still subject to the strictest of confidentiality. This 
makes it necessary that Youth Commission members be trained concerning the law 
governing the potentiality of Juvenile Court Records. Training will also include the 
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issues of confidentiality, an outline of the job description for Youth Commission 
members, effective methods for communicating with adolescents, and methods for 
making your Youth Commission operate most effectively. 
 

Individuals who participate in a Youth Commission will, for all intents and 
purposes, act as community probation officers to the children under the supervision of 
the Youth Commission.  Youth Commission members will be faced with a variety of 
social, behavior, economic, and cultural problems which effect that youth commission 
which affect the children under the supervision of the Youth Commission.  
 

It will be important that Youth Commission members develop a working 
knowledge of various social, economic, and counseling programs that are available 
within the County of Fayette to better assist the children for whom the Youth 
Commission is responsible. 
 
SIZE AND STRUCTURE OF A YOUTH COMMISION 
 

The size of any given Youth Commission will depend entirely on the interest 
shown in that area and how well civic and community leaders recruit new members and 
retain existing members. It is not necessary or practical for every member of the Youth 
Commission to serve as a Community Probation Officer.  Some members may be best 
suited for other responsibilities like community resource development, maintaining 
organization within the Commission, and conflict resolution at Hearings. 
 

The structure of a Youth Commission is quite simple.  There should be a 
Chairperson who will act as the organizational head of the Youth Commission and a Co-
Chairperson who will act as the Chairperson’s assistant and head the organization in 
the absence of the Chairperson.   

 
The Youth Commission should also have a Secretary to record the activities of 

the organization and also assure that reports are submitted to the Juvenile Probation 
Office on a timely basis. The Chairperson, Co- Chairperson, and Secretary should be 
chosen by the Youth Commission as a whole, and in order to provide the organization 
with continuity, these persons should hold these positions for a person of not less that 
two years until the group as a whole has an opportunity to select or elect other persons 
to these positions if that is the desire of the organization. 
 
YOUTH COMMISSION MEETINGS AND BUSINESS 
 

Although there is no hard and fast rule in this regard, generally Youth 
Commissions should meet as often as they deem necessary and allow themselves 
sufficient time to thoroughly handle the cases that have been referred to them by the 
Juvenile Probation office.  A Youth Commission should meet no less than once per 
month, not only to handle new referrals, but also to review the progress of those 
children currently under their supervision. 
 
YOUTH COMMISSION COSTS ASSOCIATED WITH CONDUCTING ITS BUSINESS 
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Youth Commissions have two basic needs. 
 

First, the group needs a place to meet.  Suitable meeting facilities will be 
available, free of charge, in municipal buildings, school, churches, or other similar 
places. 
 

The second need of the Youth Commission is a means by which to effectively 
communicate with the children and parent (s) or guardian(s) whose cases are referred 
to the Youth Commission for handling.  The Juvenile Probation Office will provide all of 
the postage, paper, envelopes, and printed material that the Youth Commission will 
require to effectively conduct their business. Additionally, the cost of any travel that a 
Youth Commission member may encounter as a result of their involvement in this 
program will have to be borne by the member. 

 
Like any volunteer organization, donations will be greatly appreciated.  It is 

hoped that the municipalities in which a Youth Commission is located will lend its 
support by providing free meeting space, file cabinet space, and any other supplies that 
will make the Youth Commission program successful. If a Youth Commission eventually 
begins to participate in a community service program, then cooperatively the County, 
Juvenile Probation Office, and a Youth Commission will need to explore creative ways 
of financing the cost associated with this type of program. 
 

All expenses associated with the day to day operation of the Fayette County 
Youth Commission shall be paid for through the Youth Commission Account that is 
maintained at and by the Juvenile Probation Office. The Youth Commission encounters 
ongoing expenses in order to meet its goals of providing guidance and supervision to 
alleged delinquent children who are subject to its supervision.  At the time the Youth 
Commission was created it was the goal of the Court to allow for revenue options that 
would make the operation of the program cost neutral for the County of Fayette.   
 
Revenue 
 

The Court authorized the Juvenile Probation Office to assess all children who 
come under the Court’s jurisdiction as a result of a final disposition of a Consent Decree 
or an adjudication of delinquency be required to pay a fine through the Juvenile 
Probation Office in the amount of one hundred dollars ($100.00) with the money 
generated from this fine to be used to offset the overall costs associated with the 
operation of the Youth Commission.  
 

Furthermore, on April 1, 2006 the Chief Juvenile Probation Officer gave 
authorization that allowed fifty percent (50%) of all of the funds received from 
processing cases certified to the Juvenile Court by the Minor Judiciary where the 
defendants are juveniles who have failed to pay fines and costs pursuant to a summary 
offense conviction shall likewise be as a source of revenue to support the operation of 
the Youth Commission. All funds collected as a result of this these revenue sources are 
deposited in an account which is used for the operation of the Fayette County Youth 
Commission.   
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Revenue Deposits 
 

All funds received and intended for use by the Youth Commission shall be 
deposited into the YC Account described herein. Deposits shall be prepared and 
deposited in to the YC Account on a timely basis and the deposit ticket received at the 
time of the deposit shall be attached to the NCR or other copy of the deposit ticket. 
Copies of checks or other sources of revenue which make up the deposit shall be 
copied and recorded for audit purposes. 
 
Expenses 
 

The expenses generally associated with the operation of the Youth Commission 
fall into one of three different categories: 
 
1. Expenses relating to the Youth Commission Members and the business of 
 operating the Youth Commission.  The expenses that generally fall into this 
category are as follows: 
 

• Materials and supplies including printed materials; 
• Advertising as associated with soliciting new members; 
• Advertising as associated with the program itself; 
• Liability and related insurance; 
• Training and related expenses. 

 
2. Expenses relating directly Youth Commission clients. The expenses that 
 generally fall into this category are as follows: 
 

• Materials and supplies for educational and community service programs 
where Youth Commission clients are participants,  

• The cost of personal items which the client is in need of and if not 
provided may prove to be detrimental to the overall health, safety and 
wellbeing of the client; 

• Any other reasonable expenses relating to the supervision of the client 
deemed appropriate and agreed upon by the YC Coordinator and the 
Chief or Deputy Chief Juvenile Probation Officer. 

 
3. Expenses relating to the YC Coordinator.  The expenses that generally fall into 
this category are items such as: 
 

• Materials and supplies; 
• Training fees and related expenses; 
• Travel and transpiration expenses; 

  
*It should be noted that the proportionate share of the YC Coordinator’s salary, benefits 
and allocated costs may be considered as Youth Commission related expense and is 
not to exceed one third (1/3rd) of the amounts for these items as established on January 
1.   
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• As a general rule the cost of benefits may be established as that amount equal to 

but not to exceed twenty-eight percent (28%) of the YC Coordinator’s salary for 
the calendar year.  The value associated with the cost of employment of the YC 
Coordinator, including allocated costs, as determined above shall not be 
forwarded to the County as a form of reimbursement, however, this amount shall 
be made available to the Chief or Deputy Chief Juvenile Probation Officer as a 
discretionary amount to be used to offset the costs associated with the overall 
operation of the Juvenile Probation Office as deemed necessary by the Chief or 
his Deputy. 

 
Accounting 
 

On November 30, 2006 the Juvenile Probation Office established a checking 
account at First National Bank of Pennsylvania, Uniontown, Pennsylvania.  The account 
created in this matter is entitled “Fayette County Juvenile Probation Office – Youth 
Commission Program Account”. 
 

The above-mentioned account is an interest generating account which requires 
two (2) signatures for check processing.  The two signatures required at the time of the 
creation of this account were the Chief and Deputy Chief Juvenile Probation Officers.  
Signatures on this account will be changed on an as needed basis. 
 

This account is subject to reconciliation on a monthly basis.  The reconciliation is 
to be performed by an individual who is not the person who administers the account or 
who is signature authority on the account. 
 

This account shall be subject to audit on an annual basis by the Controller of 
Fayette County with the results of the audit to be forwarded to the Chief Juvenile 
Probation Officer and the Court. The day to day activities, deposits and withdraws, of 
this account will be maintained in the customary checkbook ledger method as well as 
electronically. 
 
 
 
Reimbursement for expenses 
 

Eligible expenses associated with the operation of the Youth Commission shall 
be paid out of the YC Account. Persons seeking reimbursement for expenses or 
seeking funds for purchases, etc. will be required to prepare and submit for approval a 
“Youth Commission Account Requisition for Funds” form.   
 

This form will contain the following information: 
• Date that the requisition is made; 
• Name of the person making the request; 
• Description of the service or product for which payment or reimbursement  
• is requested; 
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• Estimated amount that the service or product will cost; 
• Name and title of the person approving the request; 
• Amount paid for the service or product; 
• Check number of the check used for payment; 
• An indication as to whether there is a receipt for the service or product. 

 
All requisitions shall be submitted to the Chief or Deputy Chief Juvenile Probation 

Officer for approval. Either shall prepare, record, and distribute the check for payment to 
the appropriate party while maintaining a copy of the receipt for the service or product 
attached to the requisition form and properly recorded. 
 

The Chief for Deputy Chief Juvenile Probation Officer is empowered to authorize 
and make payments for services or products associated with the operation of the Youth 
Commission in an amount up to three thousand dollars ($3,000.00).  Services and 
products in excess of three thousand dollars ($3,000.00) will require the approval of the 
President Judge. 
 
Reporting 
 

A report which reflects the financial activity of the YC Account will be generated 
on a monthly basis. This report will be forwarded to the Court with a copy to be retained 
along with other financial and program reports generated for that month 
 
YOUTH COMMISSION SUPERVISION OF A CASE 
 

Upon receiving from the Juvenile Probation Office, the Youth Commission will 
know that the case at hand is one that the Juvenile Probation Office has determined is 
appropriate for the Youth Commission to handle.  This determination is made based 
upon the type of offense that the juvenile is charged with, the juvenile charged is a first 
time offender and the Youth Level of Service Assessment is at Low/Moderate risk.  The 
Youth Commission will be assured that the juvenile and his parent(s) or guardian(s) has 
been contacted by the Juvenile Probation Office, and they are agreeable to having the 
case handled at the Youth Commission level. 
 

 
 
The Youth Commission will be responsible for notifying the juvenile and his/her 

parent(s) or guardian(s) of the time, date, and location of the Youth Commission 
hearing.  The notification to the juvenile and the parent(s) or guardian(s) should be done 
by paper, email or telephone and a copy of the notification should be maintained in the 
child’s case record.  The notification forms can be provided to the Youth Commission by 
the Juvenile Probation Office along with envelopes and postage, if necessary. 
 

When the Youth Commission has set the time and date for the Youth 
Commission hearing and the Youth Commission has assembled, the case should be 
called and the juvenile and his/her parent(s) or guardian(s) called into the meeting 
room. 
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Prior to the commencement of the Youth Commission proceedings, it would be 

advisable to inform the parties present, in particular the juvenile and his parent(s) or 
guardian(s), that the Youth Commission exists to assist minor first time offenders, and 
their primary goal is to offer assistance, guidance, and supervision of the juvenile whose 
case has been referred to the Youth Commission in an effort to keep the child from 
getting into further difficulty, not only with legal authorities but also to aid the child in 
improving his or her family life and, improving behavior, attendance, and performance at 
school. 

 
It is suggested that this type of statement be made by the Chairperson in order to 

put the parties at ease and make them more comfortable with the proceedings.  
Creating a more comfortable atmosphere will greatly benefit the Youth Commission in 
eliciting information from the juvenile and his parent(s) or guardian(s) and also aid in the 
future relationship that will exist between the parties involved. 

 
It is also important to remember that the Youth Commission should assume a 

non-authoritarian role.  The role of the Youth Commission is to handle minor first time 
offenders who are just coming into the system, and the types of children that the Youth 
Commission will be dealing with will more than likely respond to the Youth Commission 
experience itself and the guidance and assistance that it has to offer.  The need for an 
authoritarian approach with the Youth Commission may be counterproductive. 
 

Additionally, the Youth Commission as a whole must maintain its integrity.  Its 
role and goals cannot be compromised.  Since the Youth Commission is a community 
board, and it will be handling juvenile offenders from within its community, there is 
always the possibility of a conflict of interest between the juvenile offender and one of 
the members of the Youth Commission.  The most common conflict of interest that will 
occur is when a Youth Commission member personally knows either the offender or the 
victim in a given case.   

 
It will be up to the individual Youth Commission member to determine whether or 

not their personal knowledge of or involvement with the offender, the offender’s 
parent(s) or guardian(s), or the victim will effect the objectivity or decision making ability 
in any given case.  If so, then this Youth Commission member should excuse himself or 
herself from the case where the conflict of interest exists. 
 

The Chairperson of the Youth Commission should lead the hearing. The juvenile 
and his parent(s) or guardian(s) should be advised of the complaint that the Youth 
Commission has received.   

The Chairman should, for the benefit of all parties present, read the complaint in 
its entirety. The Chairperson should begin the discussion with the juvenile as to his or 
her involvement in the offense, the child’s reason(s) for committing the offense, etc.  
The juvenile can be engaged in the discussion and asked questions by any member of 
the Youth Commission present at the meeting. 
 

When the Chairperson of the Youth Commission has determined that sufficient 
information has been elicited from the juvenile as to his or her involvement in the 
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offense, the juvenile should be excused from the hearing room, and separate discussion 
should be initiated with the parent(s) or guardian(s) of the child.  The areas that should 
be covered in this discussion are as follows: 
 

• To what extent does the child adhere to parental supervision? 
• Does the child abide by a reasonable curfew? 
• Does the child have a positive or negative peer group? 
• Does the child engage in the use of illegal drugs and/ or alcohol, and if so, to 

what extent? 
• Does the child attend school on a regular basis? 
• Does the child experience difficulty in school in either the areas of his academics 

or with regard to behavioral issues? 
• Determine what, if any, concerns do the parent(s) or guardian(s) have with 

regard to the child’s current behavior patterns? 
 

The above mentioned lists includes suggested areas of discussion with the 
child’s parent(s) or guardian(s) and are intended to give the Youth Commission 
members a fairly well rounded view of the child and his or her overall behavior.  The 
Youth Commission members are free to ask whatever question they feel pertinent to the 
case.  The juvenile’s parent(s) or guardian(s) are, of course, free to answer the 
questions, or, they may elect not to respond. 
 

It is important to remember that when inquiring of the parent(s) or guardian(s) as 
to behavioral issues concerning the child, you are looking not only for problem areas but 
also for areas in which the child is performing successfully. These strengths will become 
very important to the Youth Commission member who assumes responsibility for 
supervising the child, and these strengths or positive aspects of the child’s life are 
something that can be used as a foundation for a relationship between the child and the 
supervising Youth Commission. 
 

After discussing the child with his or her parent(s) or guardian(s), it is advisable 
to bring the child back into the hearing room, and this time, excuse the parent(s) or 
guardian(s) in order to give the Youth Commission members an opportunity to talk with 
the child alone. The discussion with the child at this point should not center on the 
offense at hand, due to the parent’s absence; however, the discussion with the child at 
this time should center on the responses elicited from the parent(s) or guardian(s) about 
the child’s overall activities at home, in school, and in the community.  

 
 
 
 It is also very helpful to try to elicit information from the child as to his or her 

attitudes toward the offense, how he or she feels about the offense that was committed, 
and to attempt to determine the child’s level of understanding with regard to how he or 
she has harmed himself or herself and also, the extent of harm that he or she has done 
to the victim of the crime. 
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As with the parent(s) or guardian(s), the Youth Commission needs to elicit 
positive aspects of the child’s life from the child.  These positive elements may be found 
in the areas of his or her family, school, or athletics.  A growing number of children who 
are involved with the Juvenile Court have had very few successes in their life, and 
therefore, the Youth Commission members will need to be creative in their thinking 
when exploring this avenue of questioning. 

 
After the Youth Commission as a whole has discussed the case with the juvenile 

and his parent(s) or guardian(s) separately and together, then it is time for the Youth 
Commission to excuse the juvenile and his parent(s) or guardian(s) in order to allow the 
Youth Commission members to discuss the case privately and come up with an 
appropriate supervision plan. 
 
OPTIONS TO SUPERVISION RULES IN A YOUTH COMMISSION CASE 
 

The child appearing before the Youth Commission will be placed under its direct 
supervision; therefore it will be convenient to refer to this child’s status as being “on 
probation”.   Many of the terms and conditions of probation are standards used by all 
probation departments, juvenile and adult alike. The obvious rules are as follows: 
 

1. The child must refrain from any further criminal activity which would result 
in further contact with the police.  This contact can range from the 
commission of additional acts of delinquency which would include 
misdemeanor or felony offenses, but also summary offenses which would 
involve either police or the District Justice. 

 

2. The Child must attend school on a regular basis, and while in school, the 
child should behave in an appropriate manner.  Additionally, the child 
should try to benefit from his educational program to the best of his or her 
ability. 

 

3.  The child must adhere to the rules set by his parent(s) or guardian(s) 
within the home setting. This would include complying with the established 
rules at home, doing specific chores at home, and showing an appropriate 
level of respect to the parent(s) or guardian(s). The child should also be 
required to keep his or her parent(s) or guardian(s) aware of his 
whereabouts and activities at all times.  

 

4. This child must abide by a reasonable curfew that is established either by 
his parent(s) or guardian(s) or community local ordinance. 

 

5.  The child must agree to refrain from the use of illegal drugs and alcohol. 
 

The above-listed rules and regulations are one that are always part of child’s 
probation when his case is handled at the Juvenile Probation Office, and should be part 
of the child’s probation while under the supervision of the Youth Commission. 
 

One of the luxuries of the Youth Commission program is flexibility.  Youth 
Commission members should use their imagination and creativity when setting 
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additional conditions of probation for children under their supervision.  There are certain 
conditions that the Youth Commission may want to include as part of their plan and may 
include the following: 
  

1. The child is required to spend a certain number of hours per night or per 
week on his or her homework. 

 

2. The child may be required to perform certain specific jobs at home, such 
as cutting grass, cleaning his or her room, doing dishes, etc.  

3. The child will be required to write a letter of apology to the victim of his or 
her crime. 

 

4. The child may be required to earn money doing odd jobs either at home, 
for relatives, or for neighbors in order to pay part or all of their restitution 
owed. 

 

5. The child may be required to spend a certain number of hours per week 
participating in family oriented activities such as going to church, attending 
family outings, picnic, etc. 

 
The Youth Commission as a group can refer to the Contact Lists (developed by YC 

Members) for names of local businesses, churches, and community recreation centers 
which might continue to meet the child’s needs long after the end of his probation. 
 

In addition to reviewing the disposition in a case, the Youth Commission will have 
to assign one of its members to supervise the child.  This is a decision that will need to 
be made while the Youth Commission is meeting privately and deciding on the case.  
The Youth Commission member who agrees to accept the case will be the individual 
who is responsible for assuring that the juvenile is complying with the terms and 
conditions of his or her probation. 
 

It is very important at this initial meeting that the child and his parent(s) or 
guardian(s) are clear as the child’s expectations while on probation, and any questions 
concerning the rules, they should be answered at the initial meeting. Also, it will be 
important for the reporting or contact schedule be established at the initial meeting.   

 
The Youth Commission member who is assigned to supervise the child should 

communicate when, where, and at what time the Youth Commission member and the 
child will meet.  The frequency of these meeting depends on the child’s need for 
supervision.  Some cases will require minimal attention, while others will require more 
attention.   
 

It is usually best to begin with frequent contact with the Youth Commission 
member. The child’s parent(s) or guardian(s) should always be invited to attend the 
meetings between the Youth Commission member and the child.  Since these meetings 
are intended to be informational and problem solving in nature, it is always best to hear 
both sides of a story when offering advice in the event that a problem exists. 
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EXPECTIONS OF A COMMUITY PROBATION OFFICER 
 
 The following expectations are considered minimums by which each member 
should apply themselves in their role. These basic points are expanded upon on the 
Standards Governing Volunteer Conduct form which each member must sign in 
agreement prior to acceptance to any Commission. 
 

1. The CPO will assume the responsibility of meeting with the youth at least 
one time per month for a period not to exceed six months.  This monthly 
contact must occur on a face-to-face basis.  

 

2. Make occasional telephone contacts with the child’s significant adults. 
These may include guardian, teacher, social worker, etc. the purpose is to 
evaluate the extent to which the child is meeting terms of probation, while 
evaluating his or her Risk Factors (family, home, school, and peer) to give 
some indication as to whether the child is likely to commit more delinquent 
acts. 

3. Oversee the child’s gradual involvement into community supports-reaction 
centers, church, employment, student assistance programs, etc., and 
assess their influence on his or her behavior. 

 

4. Each month file a report to the Youth Commission to indicate whether the 
youth has been meeting the terms of the Informal Assessment. 

 

5. Maintain absolute confidentiality regarding the child. This means that no 
personal information about the child may be discussed with anyone 
outside the Youth Commission, the JPO, or any entity for which a release 
of information has been signed. 

 
RECORDS TO BE KEPT WHILE UNDER SUPERVISION OF THE YOUTH 
COMISSION 
 

The Juvenile Probation Office will provide the Youth Commission members with 
an easy to complete form that the supervising Youth Commission member may use 
each time he or she has contact with the child.  This form will be on NCR (non-carbon 
reproduction) paper and one copy will be retained in the child’s file where the Youth 
Commission keeps its records and one will be forwarded to the Juvenile Probation 
Office on a monthly basis, and reports will be directed to the attention of the Juvenile 
Probation Officer who is assigned to assist the Youth Commission.   

 
The report will address areas of behavior at home, in school, in the community, 

peer group interaction and suspected drug or alcohol use or abuse.  There will also be 
ample room for the Youth Commission member who is supervising the child to offer his 
or her comments.   
The information from these forms will be entered into the Juvenile Court Management 
System (JCMS) by the Youth commission Coordinator for accountability and tracking 
purposes. 
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WHEN A CHILD’S INVOLVEMENT ENDS WITH THE YOUTH COMMISSION 
 

The children under the supervision of the Youth Commission are subject to a 
disposition referred to as an “Informal Adjustment Consent.” The period of probation 
that is permitted under this disposition is limited to six (6) months.   

No child who is referred to and whose case is handled by the Youth Commission 
may be under its supervision for more than six months from the date the parties agreed 
to and sign the “Informal Consent.” There are no provisions for extending the “Informal 
Consent” beyond a six month period. 
 

A child who has faithfully met the requirements placed on him or she by the 
Youth Commission may be successfully released from the program at the conclusion of 
the six months.  Additionally, a child may be released prior to the six months if his or her 
behavior warrants the same.  A decision to release a child prior to completing six 
months should be one that is made not only by the supervising Youth Commission 
member but also with input from the child’s parent(s) or guardian(s). Additionally, the 
Juvenile Probation Office will be notified of the successful completion when the Youth 
Commission submits their monthly reports. 
  

Conversely, the decision to terminate a child from the Youth Commission 
program is one that should be made collectively by the entire Youth Commission 
including the Juvenile Probation Officer who is assigned to assist the Youth 
Commission.  In a case where a child has shown resistance to accepting the rule set 
forth, or has failed to take the period of probation seriously by repeated violations of 
specific rules, that child should be terminated from further involvement with the Youth 
Commission.  

 
The Youth Commission members need to decide collectively that they have 

exhausted all of their available resources before finalizing the decision to terminate a 
child from the program. When a child is terminated from the Youth Commission, it 
should be noted on the monthly report that is submitted to the Juvenile Probation Office 
with a statement of the reasons for the termination. 
 

In the matter of a District Magistrate case returned to the Juvenile Probation 
Office for failure to complete the Youth Commission program, the Juvenile will be 
notified with the specific violations of the terms and conditions of supervision and the 
revocation of the Informal Adjustment Consent. The Juvenile Probation Office then will 
proceed with further appropriate Court action. 
 
RESTITUTION IN CASES THAT ARE REFERRED TO THE YOUTH COMMISSION 
 

The cases that are received at the Juvenile Probation Office and eventually 
referred to the Youth Commission will be processed for assessment and collection of 
restitution in the usual manner. 
 

Upon receiving a referral alleging delinquent behavior where it appears that the 
victim has sustained either property or personal damages resulting from the delinquent 
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behavior the Juvenile Probation Office forwards a Victims Claim Form to the victim.  
This form asks that the victim report the total amount of damages to the Juvenile 
Probation Office as well as financial losses paid directly by the victim and or their 
insurance carrier. 
 

With rare exceptions, the Juvenile Probation Office takes up the issue of 
restitution with the juvenile’s parent(s) or guardian(s) and for all intents and purposes 
the issue of restitution is kept as a separate issue apart from the child’s progress and 
behavior while under the supervision of the Juvenile Probation Office 
 

This policy will remain the same for cases that are referred to the Youth 
Commission.  The Juvenile Probation Office will continue to determine the amount of 
restitution that is due in a particular case, and notify the parent(s) or guardian(s) of the 
child as to the total amount of restitution due in a case.  The Juvenile Probation Office 
will make arrangements directly with the parent(s) or guardian(s) of the child accused of 
causing the damages for repayment of the damages on a timely basis. 
 

All payments for restitution must be forwarded to the Juvenile Probation Office, 
recorded, credited against the total amount due in the child’s case, and payments will 
be disbursed from the Juvenile Probation in our usual fashion. 
 

By keeping the issue of restitution separate and apart from the child’s 
involvement with the Youth Commission, the Youth Commission members will not be 
viewed as bill collectors, and they will be able to concentrate more on the child’s overall 
behavior and progress while on probation instead of dealing with the amount of money 
that is due in the child’s case. 

 
It is also practice of the Juvenile Probation Office not to impose further sanctions 

upon a child due to their parent(s) or guardian(s) inability or unwillingness to pay 
restitution on their child’s behalf.  In essence, this means that a child who has 
successfully complied with the terms and conditions of his or her probation will qualify 
for a timely release from probation even though restitution is owed in the child’s case. 
 
ADVANTAGES TO THE CHILD, PARENT(S) OR GUARDIAN(S) AND COMMUNTIY 
TO HAVING CASES HANDLED BY THE YOUTH COMMISSION 
 

The advantage to the child, parent(s) or guardian(s), and the community, are all 
somewhat different. 
 

To the child, having their case handled by the Youth Commission means that 
they will avoid the Juvenile Court process and given possibly, a well deserved second 
chance.  In the event that the child successfully completes the Youth Commission 
program, the final disposition in the case will be exposed to positive adult influence 
within the community that may have a substantial impact on the child not only now, but 
in the future as well. 
 

The advantage to the parent(s) or guardian(s) of the child is similar in many ways 
to the advantages afforded to the child.  The parent(s) or guardian(s) are able to avoid 
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the normal Juvenile Probation and Juvenile Court process which can be time 
consuming and expensive. The Youth Commission proceedings more than likely will be 
conducted during non-business hours which makes attending a Youth Commission 
Hearing and supervision meeting more convenient especially to parent(s) or guardian(s) 
who are employed and do not have the luxury of sick, personal, or vacation days. The 
Youth Commission process also means that their child will not have a Juvenile Court 
record if the child successfully completes the program which many times has much 
more importance and significance to the parent(s) or guardian(s) than it does to the 
child. 
 

 
The community’s benefits are wide ranging in nature.  First of all, the Youth 

Commission provides the community with an opportunity to begin taking ownership for 
the fact that the children in their community are committing criminal offenses and it is 
the community’s responsibility to do something about the problem instead of assuming 
that some legal, judicial, or governmental entity will step in and solve the community’s 
problems.   
 

The next major advantage is that the Youth Commission may be used as a 
stepping stone to motivate community members and leader to actively engage in 
activates or programs to help prevent delinquency.  It is hoped that with community 
members assuming responsibility for the children in their neighborhoods, they will use 
their energy and creativeness to take steps to prevent the problem before it develops.   

 
Another subtle advantage to the Youth Commission process is community 

protection.  The communities, through its members, become more aware of the level of 
crime that exists in their neighborhoods, and therefore, will be able to better protect 
themselves by close supervision or monitoring of the children responsible for these 
crimes. 
 
  As part of the building process communities and the Youth Commission will work 
collaboratively in the development of community service programs which will benefit 
both the Youth Commission and the Juvenile Probation Office, and will involve not only 
children under the direct supervision of the Youth Commission but also children being 
supervised by the Juvenile Probation Office.   

 
Another aspect that will hopefully be instituted as part of the Youth Commission 

will be the development of victim/ offender panel discussions where victim’s of crime will 
meet with groups of offenders to discuss the personal impact that crime has played in 
the victim’s life.  The development of these types of programs, run by volunteers, could 
have immeasurable impact on children in all stages of the Juvenile Justice System. 
 

A final benefit to the community is economic in nature.  By diverting a child away 
from a criminal path, the Youth Commission provides judicial economy and saves the 
community significant amounts of money.  The cost of institutional cases continues to 
sky rocket, and these costs are paid directly by local, state, and federal tax dollars.   
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The economic impacts on sections of a community that are high in crime are 
immeasurable as the value to individual members of a community to live in a safe 
community. The impact of the efforts put forth by a Youth Commission and its members 
as well as any ancillary programs that may develop as a result of a Youth Commission’s 
existence will not be seen immediately.  However, the positive results of efforts 
associated with these programs continue to become visible and comparative within 3 to 
5 years down the road. 
 
EXPUNGEMENT OF RECORDS 
 

Cases receiving supervision by the Youth Commission are eligible for 
expungement as per the provisions of 18 Pa. C.S. Section 9123.  Children who have 
successfully completed their supervision through the Youth Commission may request 
that their record be expunged by contact the YC Coordinator.   

The YC Coordinator will determine the child’s eligibility as per the above statute 
as well as reviewing whether all fines, costs, and restitution have been paid in full before 
a case handled by the Youth Commission may be expunged. 
 

In the event that at the time a request is made by the juvenile to expunge his/her 
Juvenile Court Record the only record maintained by the Juvenile Probation Office is 
the one that was subject to the supervision by the Youth Commission, there will be a 
minimal fee of $25.00 associated with the expungement for the filing and processing of 
the request.  
 
 


