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SPECIAL INCIDENT REPORTS/ROUTING SIR/DHO PAPERWORK 

 
 
AUTHORITY: Administrative Directive 

California Code of Regulations, Title 15, Sections 1362, 1390, and 1391 
Welfare and Institutions Code Section 625.6 

 
RESCINDS: Procedure Manual Item 3-15-001, dated 08/18/23 
 
FORMS: Notice of Discipline ICMS 
 
PURPOSE: To provide a uniform method of documenting, recording, and reporting 

special incidents and due process paperwork for facilities. 
 
 

I. GENERAL INFORMATION 
 

A written report of all incidents resulting in physical harm, use of force, serious threat of 
physical harm, or death of an employee, youth, or other person(s) shall be maintained. 

 
A. Special Incident Reports (SIRs) are legal documents. 

 
B. Special incidents must be documented accurately, thoroughly, and professionally. 

 
C. SIRs shall be written and turned in within 48 hours of an incident. 

 
D. Numerous people with various backgrounds may read SIRs, so all SIRs shall be 

written thoroughly and accurately to allow a person who may be unfamiliar with 
juvenile facilities, to get a clear and realistic picture and understanding of exactly 
what happened. 

 
E. SIRs are the primary documents used to support law or rule violations charged 

against a youth, to defend against liability cases related to a lawsuit, and by the 
Disciplinary Hearing Officer in due process hearings. 

 
F. All SIRs must give complete information about who, what, when, where, why, and 

how. 
 

G. Incidents that require a SIR may include, but are not limited to, the following: 
escape, attempted escape, assaultive behavior, injury, medical issues, riotous 
behavior, stealing, gang-related behavior, sexual activity, fire, flood, restraint, 
damage to property, loss of property, failure to follow directions, disruptive 
behavior, etc. 

 
II. PROCEDURE 

 
A. Preparation 

 
1. Staff shall notify their supervisor, or Duty Officer (DO), of any incident and 

submit a SIR to that person as soon as possible but no longer than 48 
hours. 
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g. Once the staff name has been selected, you will see this screen; 

the main body writer will then check the “report required” box. 
 

 
h. All staff who need to submit a report will be listed.  Click on “Edit” 

on the line with your name. 
 

 
i. You can click on the three small dots to the right of the screen, and 

a larger window will appear with a spell-check function. Fill in all 
boxes seen below.  If pepper was not used in the boxes associated 
with the decontamination, then write “Not Applicable.” If all boxes 
are not filled in, you cannot move on with the writing process. 

 

 
2. All staff required to write will contact the main body writer to get the incident 

number and find it on the Integrated Case Management System (ICMS) 
SIR screen. 

 
a. Select the report and open it. 

 

 








