
Two separate pre-recorded employment plan trainings were circulated in PolicyTech, the
policy and procedure cloud-based management system utilized by CCJTDC (Cook County
Juvenile Temporary Detention Center). PolicyTech provides employees with 24-hour access to
important notifications and critical reminders of any procedure and policy updates and
additional reference materials. The General Counsel of CCJTDC viewed the pre-recordings
and approved instructions for employee self-paced viewing and auto play viewing on the 24
hour accessible cloud-based management system. 

Attestation reports submitted to the Director of Compliance verified 72 employees (83.33%
mid-level managers and division mangers participating in the hiring process) completed the
legally required interviewer training this quarter. A complete list of eligible interview panelists
has not been submitted to the office of the DOC as of May 30, 2024. Per the guide of the
employment plan, to assure substantial compliance with Section IV. Interviewer Training, only
employees who have been certified in interviewer training will be eligible to participate on an
interview panel. In the area of training, the CCJTDC has acted in good faith to remedy
instances of non-compliance that have been identified and have taken steps to prevent a
recurrence of panelists remaining uncertified. The pre-recording(s) remain accessible to any
newly appointed or existing panel members in PolicyTech and Division Managers will assure
uncertified panelist(s) complete the training prior to serving on the panel. 
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A crit ica l  takeaway of  interviewer  tra ining i s  the  employment  plan
def init ion of  conf l ict  of  interest  found in  Sect ion II .  Def in i t ions ,  and
Sect ion VI . I . ,  Conduct ing  the  Interv i ew .  I f  at  any t ime an employee  involved
in a  hir ing  process ,  d iscovers  that  there  i s  a  personal  or  profess ional
re lat ionship with  an appl icant  or  candidate ,  the  employee  who discovered
the  re lat ionship must  disc lose  immediate ly  in  writ ing  the  detai l s  of  the
re lat ionship to  the  Superintendent ,  the  Human Resource  Director  and the
DOC.  

This  quarter  the  CCJTDC associat ion
form was  drafted by  the  DOC and
amended by the  Human Resource

Director .  Each panel  member  or  human
resource  personnel  part ic ipat ing in  the

hir ing  process  must  assure  any
profess ional  or  personal  associat ion i s

identi f ied  with  an appl icant  or
candidate  and the  associat ion form

must  be  submitted to  the  DOC prior
to  the  interview process .  A copy of  the
associat ion form must  be  maintained
in the  post ing f i le .  This  quarter ,  the

associat ion form has  not  been
consistent ly  submitted by  panel

member(s )  or  any human resource
personnel  involved in  the  hir ing

processes .  Identi fy ing personal  or
profess ional  associat ions  can avoid
decis ion making where  impart ia l i ty

and judgement  may be  compromised or
may appear  to  be  compromised .  
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The CCJTDC human resources  department  i s  committed to
recruit ing  internal  candidates  who meet  minimum and preferred
qual i f icat ions  in  addit ion to  contracted employees  who remain in
good standing and have  demonstrated profess ional  experience  in
maintaining safety  and security  of  detained youth and detention
personnel .  Due to  the  existent ia l  e f forts  to  promote  from within the
organizat ion,  i t  i s  imperat ive  that  there  are  consistent  and
transparent  ef forts  to  fo l low Sect ion IV.  of  the  employment  plan,
Genera l  Pr inc ip l e s  and  Respons ib i l i t i e s  Re lated  to  HR .  

The legal ly  required annual  employee  tra ining reviewed  important
principles  that  govern the  CCJTDC hir ing  and recruitment
procedures .  The attestat ion report  forwarded to  the  DOC identi f ied
339  employees  (71% of  the  workforce) ,  reviewed and acknowledged
understanding the  pr inciples  of  the  employment  plan and the
training object ives .  The Human Resource  Director  advised each
divis ion manager  wi l l  identi fy  personnel  who have  not  completed the
annual  tra ining re leased in  March of  2024 .  The department  of
technology wi l l  generate  addit ional  attestat ion reports  for  the  next
quarter ly  review.   
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Request  to  Hire  and Updated Job Descr ipt ions
The Request  to  Hire  (RTH) form is  used to  init iate  the  hir ing  process  when
CCJTDC determines  the  operat ional  need to  f i l l  a  vacancy and/or  create  a  new
posit ion .  Noti f icat ion of  any new vacancies  or  open recruitment  are  init iated
through DOC search ef forts  v ia  the  OCJ website ,  Pol icyTech,  or  the  TALEO
recruitment  tracker .   

The DOC has  been granted access  to  job descr ipt ions  after  internal  updates
have  been approved without  DOC review;  a  requirement  of  the  employment
plan .  The DOC is  granted access  to  job descr ipt ions  through a  shared fo lder
48 hours  pr ior  to  scheduled interviews  and the  TALEO appl icant  tracker .  

Employee  Recruitment  and Hir ing-Related Outreach Event
The DOC was  informed via  the  OCJ website  of  the  Cook County  Juveni le
Temporary  Detention Center  job fa ir  scheduled for  Apri l  17 ,  2024  from 9 :00 am
to 2 :00  pm.  On June 3 ,  2024  a  job fa ir  data  update  was  forwarded to  the  of f ice
of  the  DOC.  The e lectronic  not i f icat ion reported 59  vacancies  were  act ive ly
being recruited during the  job fa ir .  The shared data  vacancies  inc luded:
Admiss ions  Release  Specia l i s t  ( 1 ) ,  Attorney ( 1 ) ,  Cook II  (2 ) ,  Cosmetologist  ( 1 ) ,
Custodia l  Supervisor  (+ ) ,  Custodia l  Worker  I I  (2 ) ,  Director  of  Food Services  ( 1 ) ,
Food Service  Worker  (6) ,  Laundry Worker  ( 1 ) ,  Project  Director  I I I  ( 1 ) ,  Rapid
Response  Team Specia l i s t  (2 ) ,  Recreat ion Specia l i s t  ( 1 ) ,  Security  Specia l i s t  I  ( 1 )
and Security  Specia l i s t  I I  (+ ) ,  Storekeeper  (+ ) ,  Supervisor  in  Charge  (2) ,
Systems Support  Analyst  ( 1 ) ,  Video Analyst  ( 1 ) ,  and Youth Development
Specia l i s t  (35) .  
(#)  parenthes i s  indicate  number  of  vacancies                                                                (+ )  f i l led  vacancy
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Validat ion of  Appl icant(s )  and Employment  Action Noti f icat ion

The DOC was  e lectronica l ly  informed on March 8 ,  2024  of  the  fo l lowing
accepted employment  of fers  for  this  quarter :  

One Youth Development  Specia l i s t  vacancy was  extended to  a  candidate  in
March of  2024 .  The appl icant  resubmitted their  appl icat ion for  employment
for  each requis i t ion posted in  TALEO from September  2023  through January
2024 .   Over  two hundred appl icants  appl ied and were  disposit ioned during
this  quarter  for  the  direct  care  post ing .  

An audit  in  the  TALEO tracking system revealed ACE (abi l i t ies ,
cert i f icat ions ,  and experience)  candidates  disposit ioned for  not  meet ing
speci f ic  qual i f icat ions ,  meet ing qual i f icat ions  but  fa i l ing  to  s ign their
appl icat ion,  the  appl icat ion process  was  identi f ied as  incomplete  by  the
recruiter ,  the  appl icant  fa i led  to  pass  the  pre-employment  CCJTDC IMPACT
test ing ,  the  appl icant  had re levant  educat ional  credentia l s  but  no re levant
work experience ,  and other  non-speci f ied reasons .  I t  i s  important  to  note  that
the  ACE candidate  a lert  i s  a  prescreening method that  uses  the  unveri f ied
answers  provided by candidates  to  the  prescreening quest ions .  
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Per  the  guide  of  the  employment  plan,  a  complete  appl icat ion includes
val idated responses  to  the  prescreening quest ions ,  a  cover  letter ,  resume,  and
a l i s t  of  references .  In  Sect ion V.  Genera l  Pr inc ip l e s  and  Dut i e s  Re lated  to  the
Direc tor  o f  Compl iance ,  13 .  inc lude monitor ing act iv i t ies  perta ining to  the
employment  of  non-exempt posit ions ,  inc luding ,  but  not  l imited to ,
part ic ipat ion as  required or  as  appropriate  in  va l idat ion,  interviews ,  and
candidate  se lect ion meet ings ,  continual  access  to  review and JTDC shal l
provide  the  DOC with two days  advance  written notice  of  a l l  employment
act ions .  A lack of  continuous  transparent  not i f icat ion did  not  ensure
principles  are  being fo l lowed pursuant  to  the  employment  plan .  

An audit  of  the  Youth Development  Specia l i s t ( s )  requis i t ions  revealed 
appl icants  meet ing minimum qual i f icat ions  were  disposit ioned and addit ional
appl icants  were  extended opportunit ies  to  interview without  shared resume ’s
or  cover  letters  to  ass i s t  the  DOC in the  va l idat ion process .  In  addit ion,
associat ion forms were  not  forwarded to  the  DOC for  review to  determine any
personal  or  profess ional  associat ion(s)  that  could appear  to  be  compromised .  
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One vacancy for  Qual i ty  Assurance  and Compliance  Analyst  was  extended
to a  candidate  on March 11 ,  2024 .  An audit  of  disposit ioning candidates  was
conducted in  the  tracking system.  Thirty- f ive  appl icants  were  curated in  the
appl icant  tracking system.  Thirty-two appl icants  were  disposit ioned by the
recruiter .  ACE candidates  identi f ied  by  the  tracking system did not  meet
the  required cr i ter ia  for  the  role  upon further  review.  Interview guides  were
reviewed for  two candidates  who moved forward in  the  hir ing  sequence .  One
val idated candidate  did  not  appear  for  the  scheduled interview.  The
candidate  extended an employment  of fer  was  recommended for  hire  by  a
majority  vote  of  the  interview panel .  The audit  revealed the  candidate  had
the  highest  weighted interview average .  The NPCC acknowledgements  were
s igned by the  ent ire  interview panel .  

One Security  Specia l i s t  I  & Security  Specia l i s t  I I  vacancy was  extended on
March 11 ,  2024 .  Interview guides  and ranking of  candidates  were  forwarded
electronica l ly  a long with  NPCC acknowledgements .  The vacancies  were
extended to  candidates  recommended for  hire  by  majority  vote  of  the
interview panel  and weighted interview average .  Ranking meet ing notes
were  forwarded e lectronica l ly  to  the  of f ice  of  the  DOC for  review.  
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The DOC was  e lectronica l ly  informed on May 10 ,  2024  of  the  fo l lowing
extended of fers  of  employment :

Vacancies  were  f i l led  for  one  Admiss ion Release  Specia l i s t  I ,  one  Custodia l
Supervisor ,  e ight  Youth Development  Specia l i s t ,  and two Security  Specia l i s t s .

Eighty-e ight  appl icants  were  curated in  TALEO for  the  pos it ion of  Admiss ion
Release  Specia l i s t  I .  E ighty-one appl icants  were  disposit ioned.  Appl icants  that
met  minimum qual i f icat ions  were  disposit ioned for  fa i l ing  to  e lectronica l ly
s ign their  job submiss ion,  fa i l ing  to  upload a  resume,  and other  unspeci f ied
reasons .  

Discipl inary  Action
During this  report ing per iod the  DOC was  provided e lectronic  not i f icat ions  of
negat ive  employment  act ions  for  review.  Supervisors  and department  heads  are
responsible  for  address ing  employees  who are  not  compliant  with  JTDC pol ic ies .
Pol ic ies  on t ime and attendance ,  prohibit ion against  verbal  and physica l  abuse ,
genera l  work rules ,  report ing chi ld  abuse  and neglect ,  protect ion from harm,
safety  and security  checks ,  incident  reports ,  report ing chi ld  abuse/neglect ,  and
searches  and control  of  contraband pol ic ies  were  reviewed:   

In  January  2024  two employees  received written reprimands ,  one  employee
received a  3-day  suspension and two employees  received two verbal  warnings .   
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In  February  2024  one employee  received a  10-day  suspension,  two employees
received a  5-day  suspension,  one  employee  received a  written reprimand,  one
employee  received a  29-day  suspension a long with  a  Last  Chance  Agreement ,
and one employee  was  terminated .  

In  March 2024 one employee  received a  10-day  suspension,  two employees
received a  written reprimand,  and one employee  was  terminated .  

In  Apri l  2024  three  employees  received a  verbal  warning ,  one  employee
received a  one-day suspension,  and one employee  was  terminated .  

No res ignat ions  in  l ieu  of  terminat ion was  reported to  the  of f ice  of  the  DOC
this  quarter .  

Employees  of  the  OCJ were  required to  s ign,  in  hard copy or  e lectronica l ly ,  a
NPCC whenever  they  init iate  or  are  involved in  any employment  act ion .
CCJTDC has  acted in  good fa i th  to  assure  a  copy of  the  current  NPCC
language  i s  inc luded on any form re lat ing  to  any employment  act ion .     

Third Step Grievance Hearings

The DOC was  not  provided proper  not i f icat ion of  third step gr ievance
hearing for  monitor ing .  Third step gr ievance  responses  were  received upon
request  of  the  DOC in Apri l  2024 .  NPCC forms were  s igned by the  Chief  of
Staf f  and one labor  re lat ions  analyst  I I .  One gr ievance  resulted in  a
terminat ion,  the  other  resolved,  and one was  denied .  

In  Sect ion IV.  of  the  employment  plan,  Monitor ing  o f  Employment  Act ions ,
advanced two day  written notice  of  disc ipl ine ,  gr ievance  hear ings  and or
terminat ions  was  not  extended and the  DOC continues  to  not  have  continual
access  to  review a l l  employment  act ions  to  ensure  pol ic ies  and procedures  are
being fo l lowed pursuant  to  the  employment  plan and the  SRO.   
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OCJ New Website  Meet ing

One meeting was  he ld  this  quarter  on the  Microsoft  Teams plat form with the
OCJ graphic  des igner  & photographer  on March 29 ,  2024  for  fo l low-up on the
Shakman Compliance  page .  

Interview Monitoring and Ranking Meet ings

Interview monitoring included the  hir ing  process  for  the  pos it ion of  Youth
Development  Specia l i s t  in  the  month(s)  of  March and May,  and Food Service
Worker  and Cook II  candidates  in  the  month of  Apri l .  Interviews  for  the
vacancy of  Cosmetologist ,  and Security  I  & Security  I I  Specia l i s t s  were
monitored .  

Ranking Meetings  were  attended by the  DOC for  the  pos it ion of  Youth
Development  Specia l i s t  in  the  month of  March,  Food Service  Worker  and Cook
II ,  and Security  Specia l i s t  I  in  the  month of  Apri l  and May.  Ranking meet ings
for  Storekeeper ,  Security  Specia l i s t  I  & II ,  and Cosmetologist  were  attended in
the  month of  May .  
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The fo l lowing was  audited for  the  vacancies  of  Youth Development
Specia l i s t :

The NPCC acknowledgement(s )  were  s igned by the  interview panel  and
hir ing manager  for  the  Divis ion of  Res ident  Dai ly  Li fe .  This  pos it ion i s  on a
continuous  hire  sequence  due to  the  high demand for  supervis ion of  JTDC
residents  to  promote  safety  and security  for  res idents  and staf f  members .  

Two associat ion forms forwarded to  the  DOC identi f ied a  profess ional
associat ion with  a  contract  hire  providing security  for  CCJTDC.  The team
leader(s )  identi f ied the  associat ion upon interviewing the  candidate  for  a
Youth Development  Specia l i s t  pos it ion .  The forms are  required 48 hours
prior  to  the  interview.  The team leaders  did  not  recognize  the  name of  the
appl icant  upon receiv ing an invitat ion to  be  on the  panel .  Once the
appl icant  appeared and the  appl icant  resume was  c irculated,  the  CCJTDC
panel  members  reviewed the  l i s ted employment  history .  The required forms
were  completed identi fy ing the  profess ional  associat ion with  the  contract
employee .  The recruiter  was  advised to  maintain  a  copy of  the  associat ion
form in  the  post ing  f i le .  Ranking meet ing notes  and the  interview guide(s )
were  audited .      

The fo l lowing was  audited for  the  pos it ion(s)  of  Admiss ion Release
Specia l i s t  and Custodia l  Supervisor :

The highest-ranking candidate  for  the  vacancy of  Admiss ion Release
Specia l i s t  could not  be  contacted despite  attempts  made by  the  recruiter
ass igned to  the  requis i t ion .  The second ranked candidate  unanimously
recommended for  hire  by  the  panel  accepted the  employment  of fer .  The
interview guides  and ranking form were  reviewed.  

Twenty-f ive  appl icants  were  curated in  TALEO for  the  pos it ion of  Custodia l
Supervisor .  Twenty-two appl icants  were  disposit ioned.  Three  candidates
were  interviewed and the  highest-ranking candidate  was  recommended
unanimously  by  the  ent ire  interview panel .  
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The fo l lowing audit  and interview monitoring were  performed for
the  vacancy of  ( 1 )  Cosmetologist :

Two separate  requis i t ions  were  posted in  the  month of  March and
Apri l  of  this  quarter .  In  March e leven appl icat ion submiss ions  were
curated in  TALEO.  Three  appl icants  were  va l idated and extended an
opportunity  to  interview for  the  vacancy .  The Apri l  requis i t ion
curated thirteen addit ional  submiss ions .  Two addit ional  appl icants
were  va l idated and extended an opportunity  to  interview for  the
vacancy .  The DOC monitored interviews  for  the  vacancy on 5/22/24
and 6/5/24  in  addit ion to  the  ranking meet ing for  the  f i rst  pool  of
candidates  on May 29 ,  2024 .  The highest  ranked candidate  received a
98% interview average  and received a  unanimous  recommendation
for  hire  by  the  interview panel .  The hir ing  manager  present  for  the
ranking meet ing se lected the  second ranked candidate  due  to  their
contracted employment  status  with  CCJTDC and the  appl icant ’ s
demonstrated abi l i ty  to  “engage  and interact  with  res idents” .   



A number  of  technica l  v io lat ions  for  the  pos it ion of  Cosmetologist  were
being monitored in  rea l  t ime .  Fol lowing the  guide  of  the  employment
plan candidates  who fa i l  to  appear  for  their  interview within 15  minutes
of  the  scheduled t ime should not  be  interviewed nor  should they  be
considered for  the  pos it ion during the  current  post ing  cyc le .  The
contracted employee  was  40  minutes  late  for  the  interview and a  resume
was  not  submitted to  the  DOC for  review of  determinat ion .  The
interview panel  did  not  possess  a  copy of  the  contracted appl icants
resume at  the  t ime of  the  interview despite  being in  possess ion of  other
appl icants  submitted resumes .  The highest-ranking candidate  waited one
hour  and 40 minutes  past  her  scheduled interview as  the  panel  waited for
the  contracted employee  to  arr ive  for  the  interview.  

Addit ional  technica l  v io lat ions  included a  qual i f ied  appl icant
disposit ioned for  not  uploading a  resume in  the  tracking system but  other
appl icants  are  routinely  provided an opportunity  to  br ing in  the  resume
at  the  t ime of  interviewing .  No associat ion forms were  forwarded to  the
DOC for  review identi fy ing the  profess ional  associat ion with  the
contracted employee  48 hours  pr ior  to  the  interview.  A member  of  the
panel  and the  hir ing  manager  acknowledged the  appl icant ’ s  associat ion as
the  contracted cosmetologist  for  the  div is ion but  the  ranking meet ing
moved forward without  written acknowledgement(s )  submitted descr ibing
the  associat ion .  The vacancy was  not  identi f ied as  an internal  candidate
preference  in  the  job descr ipt ion or  post ing .  Last ly ,  a  recruiter  serving
on the  interview panel  and ranking meet ing was  not  l i s ted on the  updated
attestat ion report  for  complet ion of  cert i f ied  interviewer  tra ining .  
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Inel ig ible  for  Rehire  List

An inel ig ible  for  rehire  l i s t  was  forwarded to  the  DOC on February  29 ,
2024 .  Former  employees  and candidates  deemed disqual i f ied or  ine l ig ible  for
employment  due to  reasons  l i s ted in  Sect ion IV of  the  employment  plan,
Inel ig ible  for  Hire/Rehire  List ,  the  Human Resource  Director  or  his  or  her
Designee  must  maintain  a  l i s t  of  individuals  who were  previous ly  employed
with the  JTDC or  who have  appl ied for  employment  with the  JTDC who are
inel ig ible  for  employment  for  5  years  i f  terminated,  res igned or  ret ired in
l ieu  of  terminat ion,  or  disqual i f ied for  considerat ion for  employment  as  a
result  of  Sect ion IV.O.  1 . ,  2 . ,  3 .  During this  report ing per iod,  the  updated
l i s t  was  not  forwarded to  the  DOC.  

Complaint  #  2024CCJTDC4:  

An internal  candidate  f i led  a  written complaint  regarding procedures  ut i l ized
by the  HR Department  to  recruit  for  the  vacancy of  caseworker .  The
employment  plan sets  forth  pr inciples  to  ensure  a l l  personnel  ( internal  and
external  appl icants)  are  provided an opportunity  to  interview for  vacancies
based on merit  and ful f i l lment  of  speci f ied  qual i f icat ions .  The internal
candidate ’ s  submiss ion out l ined work experience ,  educat ion,  and ski l l s  that
met  minimum qual i f icat ions .  The candidate  attempted severa l  t imes  to
communicate  with  the  Human Resource  Department  regarding the  overs ight .  

An audit  of  the  requis i t ion(s)  revealed severa l  internal  candidates  meet ing
minimum qual i f icat ions  were  not  extended an opportunity  to  interview for  the
vacancy but  other  s imi lar ly  qual i f ied  internal  appl icants  were  va l idated .  The
audit  a l so  revealed discrepancies  in  va l idat ing prescreening quest ions ,  va l id
appl icat ion submiss ion was  not  fo l lowed by se lected appl icants ,  and a  not ice  of
va l idat ion was  not  extended to  the  DOC.  
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All  minimum and preferred qual i f ied  appl icants  are  e l ig ible  to  proceed
through the  general  h ir ing  process .  During an audit  of  three  separate
caseworker  requis i t ions  ut i l ized to  increase  the  pool  of  qual i f ied
appl icants ,  i t  was  determined that  the  internal  appl icant  was  va l idated
on May 8 ,  2023  by  the  ass igned recruiter  but  not  extended an
opportunity  to  interview for  the  pos it ion .  Interviews  were  scheduled on
May 25 ,  2023  and June 1 ,  2023  for  va l idated appl icants .  

The invest igat ive  summary highl ights  discrepancies  in  appl icat ion
screening and va l idat ion of  internal  appl icants .  This  matter  remains
open and has  been forwarded to  the  of f ice  of  Attorney General .  

Conclus ion

Substantia l  Compliance  i s  def ined as  the  Cook County  Juveni le
Temporary  Detention Center  complete  implementat ion of  the
Employment  Plan,  inc luding procedures  to  ensure  compliance  and
identi f icat ion of  instances  of  non-compliance .  

The Cook County  Juveni le  Temporary  Detention Center  does  not  have  a
pol icy ,  custom or  pract ice  of  making employment  decis ions  based on
pol i t ica l  reasons  or  factors  except  for  Exempt Posit ions .  



In  order  to  remedy instances  of  technica l  v io lat ions ,  a  good fa i th  ef fort  must
be  made to  fo l low the  general  pr inciples  that  govern the  hir ing  and
employment  procedures  of  internal  and external  appl icants  of  non-exempt
posit ions .  

Technica l  v io lat ions  have  been highl ighted in  each sect ion of  the  quarter ly
report .  The below recommendations  are  learning object ives  underscored in
employment  plan tra ining(s )  and e lectronic  communicat ion with  the  human
resource  div is ion .   Inconsistent  implementat ion and lack of  transparency by
the  managing director  of  the  human resource  department  hinders  the  abi l i ty
to  monitor  and audit  the  hir ing  process  to  progress  toward substantia l
compliance  with  the  SRO.  Listed below are  written recommendations
referenced in  the  EP to  e l iminate  and remedy any instances  of
noncompliance .  

Noti f icat ion of  Employment  Actions .  No less  than two days  pr ior  to
provide  the  DOC with a  reasonable  opportunity  to  oversee ,  monitor ,  and
audit  compliance  act iv i t ies  perta ining to  the  employment  of  non-exempt
posit ions  including but  not  l imited to  va l idat ion of  appl icants ,
interviews ,  and candidate  se lect ion meet ings .  
Interviewer  Training .  Only  employees  who have  been cert i f ied  as
complet ing the  interviewer  tra ining wi l l  be  e l ig ible  to  part ic ipate  on any
interview panel .  
Post ing  Fi le .  Post ing  f i les  must  contain  the  request  to  hire ,  current
posit ion descr ipt ion,  not ice  of  job opportunity ,  contact  log ,  appl icant
l i s t ,  va l idated e l ig ibi l i ty  l i s t ,  f ina l  interview l i s t ,  interview panel  l i s t ,
interview quest ions ,  test ing  protocols ,  documentat ion of  personal  and
profess ional  re lat ionship(s )  (associat ion form) ,  interview panel  ranking
form,  NPCC, of fers  of  employment ,  and unaccepted of fers  must  be
documented in  a  contact  log .  Al l  copies  of  the  post ing  f i le  must  be  shared
with DOC two days  before  the  f inal  se lect ion of  the  candidate .  
Ine l ig ible  for  Hire/Rehire  List .  Revis ions  must  be  forwarded to  the  DOC
to assure  integr ity  in  the  va l idat ion process  of  appl icants .  
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Submiss ions  of  RTH’s .  Written just i f icat ion,  and the  bas i s  for  the
approval  or  denia l  must  be  shared with  the  DOC at  the  same t ime the
approval  or  denia l  i s  sent  to  the  Department  Head.  
Internal  Candidate  Preference  List .  Created and maintained with  the
DOC, Human Resource  Director  and Department  Manager .
Conf l ict  of  Interest .  Personal  and profess ional  re lat ionships  with  an
appl icant  or  candidate  must  be  disc losed in  writ ing  (associat ion form) .  
Contact  Log .  Any contact  with  an appl icant  wi l l  be  memoria l ized in
writ ing  and included in  the  post ing  f i le .  
Appl icat ion Screening .  A complete  appl icat ion def ined by  the
employment  plan includes  va l idated prescreening quest ions ,  a  cover
letter ,  resume,  and l i s t  of  references .  
Notice  of  va l idat ion of  appl icants  must  be  provided at  least  7  days  in
advance .  
Sort ing  Appl icants .  Val idated e l ig ibi l i ty  l i s t  wi l l  be  sorted by  internal
candidate  preference  and qual i f icat ions .  
Noti f icat ion of  complet ion of  va l idat ion and record of  determinat ion
for  speci f ic  reason any qual i f ied  appl icant  i s  exc luded a long with  an
NPCC acknowledgement .  
Val idated e l ig ibi l i ty  l i s t  maintained for  a  per iod of  12  months .  
 Interview Schedul ing at  least  72  hours  pr ior  not ice  to  the  DOC.  
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Exempt Employees of the Cook County Juvenile Temporary
Detention Center

(1) Superintendent 
                 (5) Assistant Superintendent 

   (1) Special Assistant 
   (1) General Counsel 

     (1) Assistant General 




