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The document entitled "West Virginie Minimum Standards for
Construction, Operatich, and Maintenance of Jails" is filed as
an emergency rule based upon the following: -
1. West Virginia Code § 31-20-9 directs _the Jail and Prison

Standards Commission to prescfibe these specific standards,
and in subsection (2) mandates that they be preomulgated

". . . on or before the first day of July, one thousand
nine hundred eighty-~six." Said date has passed.

I

. West Virginia Code § 31-20-25 requires that prison stand-
ards be develcped and a report on their existence be
submitted ". . . to the Joint committee on government and
finasnce ©of the Legislature no later than the meeting of
such committee in the month of December, one thcousand nine

hundred eighty-seven. . ." Said date has passed.

3. The operation of twe ¢f the West Virginia Department of
Corrections' priscns is under active court review due to
lawsuits styvled Crain v, Bordenkircher and Nobles v.
Gregory. The estsblishment ¢f the priscn standards
developed and adopted by the Jail and Prison Standards
Commission as emergency rules will provide stability and
a source of guidance for both the Department and the
courts.
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William R. WHyte, Chalrgé Date
Wesat Vlrglnla Jail and Prison Standards
Commission ’
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JATIL AND PRISCH STAMDARDS COMMISSION
Leg. Rule, 321-20-8

WEST VIRGINIA LEGISLATIVE RULE _
WEST VIRGINIA JAIL AND PRISON STANDARDS COMMISSION
CHAPTER 31-20-3

SERIES Z
Title: Minimum 3tandards for Construction, Operation and
Maintenance of Prisons.
Section 1. Zeneral
1.1 Scope = This legislztive rule establishes minimum

standards and procedures for prisons in West Virginia.

1.2 Authority & Related Code Citation - W.V., Code 31-20-
g.
1.3 7 Filing Date =~
1.4 ffective Dates -~
7.5 ' Repeal of Fermer Rule -~ none
Section 2. " Administration, Organization and Management
2.1 Legislative Statute. & prison shall be established

as an “integral part of the West Virginiz Department of Correc-
tions by means of statutes which set its purpose.

2.2 . Misslion Statement. There shall be 2 writien docu-
ment delineating the mission of the institution within the con-
text_.of the totzl correactional system. This deseription shall be
reviewed =2t least znnually and updated if necessary.

2.3 Philcsophy and Goals. A wWritten statement shall be
prepared by the warden/supsrintendent that describes the philoso-
phy and long-range goals of the institution and its satellites;

the statement shall be reviewed at least annually and updated if
necessary. :

2.4 Annual Goals and Objectives. The
warden/superintendent shall formulate gozls for the institution
at least annually and trenslate them into messurable objectives,




JAIL AND PRISON STANDARDS COMMISSION
Leg. Rule, 37-20-9 ' B

Series 2, Section 2 : i

2.5 Chief Executive Officer. Each institutien shall be
headed by a warden/superintendent whe is in charge of all
inmates, personnel, volunteers and all programs and activities
connectad with the instiiution.

2.6 Appointment. The warden/superintendent of the
institution shail be appointed by the Commissioner of the Depart-
ment of Corrections.

2.7 " Qualificaticns, The educational, operational and
administrative qualifications of the warden/superintendent of the
institution shall be specified in writing by the appointing au-
thority.

2.8 Tenure. The term  of office of the
warden/superintendent, and management or other perscnnel not cove-
ered by ecivil service regulation, shzall be at the will zand plea-
sure of the Commissioner of Correctlons.

2.9 Qutside Agencies, The roles and functions of employ-
ees of other public  or private agencies Providing a service to
the institution shall be covered by writien policy and procedurs
whiclh specify their relaztion to the authority and responsibility
of the warden/superintendent and which are reviewed at lezst
annuzally. o

2.10 Organizational Chart. A written plan with an orga-
nizaticonal chart shall desecribe the institutionazl organization,
and group similar functions, services and activities into

administrative subunits. This plan shall be reviewed at least
annually and updated as needed. ' '

2.11 Staff Meetings. Meetings shall be held at least
monthly between the warden/superintendent and all department
heads, and mestings shall be held at least meonthly between
department heads and their key staff members. Written records. of
these meetings shall be ¥kKept on file.

2.12 ~.Staff/Inmate Communication. There shall be a system
of two-way communicatlion beiween all levels of staff and inmates.

2.13 7 HAdministrative Manual. The policies and procedures
for operating and maintaining the institution and its satellites
shall be specified in a manual, which 1s accessible to . all

employees and to the public and shall be reviewed at least
annuslly.




JATIL AND PRISONW 3TANDARDS COMMISSION
Leg. Rules, 31-20-9

Series 2, Secticn 2

2.14 Qperations Manuzal Each department and major admin-
istrative unit of the institution shzll .maintzin a manual of
standard operating procedures that specify methods of implement-
ing pelicies. The standard operating procedures shall bhe
reviewed at least znnually, updated as needed, z2nd made available
Lo employees.,

2.15 Changes in Manuals. There shall be written system
to disseminaté approved new or revised policies and procedures to
designated staff, volunteeéers, and when approprizte, to inmates
prior to implementation. '

2.16 Inspections and Reviews. There shall be z.system
whereby the warden/superintendent, or designated staff, monitors
operations and programs through inspections and reviews conducted
at least znnuzlly. .

2.17 Quarterly Reports. The warden/superintendent shall
report in writing institutional activities a2t least gquarterly to
the parent agency. Reports include major develcpments in each
department or administrative unit, major incidents, population
data, staff and inmate morale, and major problems and plans for
solving them.’ : a

2.18 Legal  Assistance. Legal assistance for '~ the
warden/superintendent and other staff shall be provided as needed
in the performance of their dutles.

2.19 Institutional Programs. The institution shall pro-
vide for =211 inmates the following constructive programs, includ-
ing, at =2 minimum: reception and corientation; evaluation and

=

classificaticn; acadenic education equivalent fte high school; vo-
cationel training; employment; religicus services; sccizal servic-.
es and counseling; psychological and psyehiatric services; 1i-
brary services; medical and dental health care; athletic, recre-
aticnal and leisure time activities; inmate involvement with com-
munity groups; mail and visiting; access to media; legal materli-
als; attorneys and courts; voluntesr services; and prerelease
orientation and planning.

2.20 ~  Reguests for Infermation, Requests from federsal,
state and local legislstive, execuctive and judicial bodies for
information concerning programs and specific cases shall be re-
spended to promptly and fully by institution staff in accordance
with written policy and procedure, and provisions relevant <o
rights of privacy.




JAIL AND PRISON STANDARDS COMM!SS'OW
Le2g. Rule, 371-20-9

Jeries 2, Section 2

2.2 Hedia Access. Representatives of the mediz2 shall be
granted access to the institution, consistent wi th thne preserva-
tion of. 1nmﬁbes’ privacy and the maintenance c¢f order and securi-

uy.

2.22 Collaboration with Colleges. There shall be
¢ollaboration with colleges and universities. Institutions of
higher learning can provide gqualified personsz to serve as advi-
sors for policies and programs, and to provide specialized train-
ing assistance. Internship or practicum programs developed with
colleges and universitiess can 2ssist greatly in the development
and - recrultment of.career correctional empicyees. Mutual use of
facilities and faculty can benefit both groups.

2.23 Political Activity. The institution shall have =z
written policy confeorming feo gevernmental statutes and regula-
ticns relating %Yo cempaigning, lobbying and pellitical practices,
whicn is known and available to all employess.

Section = 3. Fiscal Managsment
3.1 ~ Responsibility. The warden/superintendent shall be
responsible for fiscal policy, manzagement, and contrcl. Fisczl

operaticnal management may be delegated %to a designated staff
person.

3.2 ‘Budgetary System. The Instituticn's plaaning, bud-
geting and program management functions shall be interrelated,
and linked directly with objeectives.

3.3 . Fiscal Officer. . The fiscal officer shall have
apprepriate professional qualifieations, 1including 2t least a
bacheler's degree 1in business administration or related {field,
and/or three or more years of demonstrated supervisory and admin-

istrative experience.

3.4 Budget Process. Institution staff shall D

artici-
pate in the preparation of &n annuzsl written budget reguest. '

3.5 Budget BRequests. The warden/superintendent shall
participate in budgei deliberations conducted by the Departiment
of Corrections Central Office in order to request funds to main-
tain the ‘'institution's daily cperatlions, finance capital
projects, and supperi leng-range objectives, pregram development,
and additiecnal staff requiremsnts.

Dﬁ;‘ﬁ z L




JAIL AND PRISCN STANDARDS COMMISSION
Lzg. Rule, 31-20-9

Serles 2, Section 3
3.6  Annual- Evaiuation. The warden/superintendent shall

review spasce requirements and the need for czpital improvements,
at least annually. T

2.7 Annual Personnel Assessment. There snall be zn
annual assessment of presently assigned positicns and future per-
scnnel needs regquired to meet institutionzl objectives.

L2l
i

3.8 Accounting System. Tne accounting system shall be
designed to show the current status of appropriations and
expenditures. -

. 3.9 Accounting Procedures. Metheds used for collection,
safeguarding and disbursement of monies shall comply with
accountlng procedures estaleshed by the Department of Correc-
tions Central Qffice. -

3.10° Depeosit of Monies. ALl monies collected at the in-
stitution shall b deposited daily in an offigcially designated
depository.

3.11 Financial Reports. Reports of all monles collected
and disbursed shall be prepared and distributed to the Departiment
of Corrections Central Office. )

3.12. Minimum Policies. Written policy zand procedure
shall provide for at least the following fiscal matters: internal
controls, petty cash, bonding for all zpproprizte staff, signa-
ture control on checks, and the issuance or use of vouchers.

3.13 Internal Monitoring. There shall be ongoing inter-
nal monitoriang of the institution's fiscal zctivities, which are
reported in writing at least quarterly to the Depariment of Cor-
rections Central Q0ffice,. -

3.14 Annual Audit., There shall be a departmental f{inan-
eial audit, independent of the institution, which 1is conducted
annually. . ’

3.175 ° Annual Inventory. There shall be an annual physical
inventory of property, supplies, and other assets.

3.16 Purcnasing Procedure. The requisition and purchase
of suppllies and equipment shall be in accordance with statute.

e e ——




JAIL AND PRISON STANDARDS COMMISSION
Leg. Rule, 31-20-90

Series 2, Section 3

- 3.17 Position Control. The chief fiscal officer shall
nave informztion on the number and type of positions filled and
vacant 2%t any time. The payroll shall be based on time-keeping
records. The fiscal office shall verify that persons cn the roll
are legally emploved, that the positions are authorizsd 1In the
budget, that attendance records support the payroll and that
needed funds are zvailzble.

3.18 Insurance Coverage. There shall be institutional
insurance coverage te include the following items, at a minimum:
worker's compensation, civil 1liability for employees, liability
for official vehicles, and public employee blanket bond.

3.19 Inmate Benefit Fund. Money availsble from
donations, canteen profifs, or other sources, shall be placed in
a fund established for the benefit of the inmates. Responsiblili-
ty for administering this fund shzll be fixed, controls shall be
established for ceodllecting and safeguarding the funds, and
specific guidelines shall govern the expenditure of these funds.

3.20 Inmate Commissary. There shall be an inmate
commissary canteen, or other means by which inmates can purchasse
items not furnished by the facility from an approved 1ist.
Striect conitirols shall be maintained over its operation and stan-
dard accounting procedures shzll be followed.

3.21 Commissary Audit. 4 departmental audit of commis-
sary funds shzll be conducted annuslly and standard accounting
procedures followed.

3.22 Contrel ¢f Inmate Funds. Inmates' perscnal funds
held by the inscitucion shall be controlled by accspbted account-
ing procedures.

3.2%3 ~ Deposit of Inmate Funds. Inmate funds shall be de-
posited in interest-bearing accounts, with interest aceruing to
the inmate. :

3.24 . Inmate Funds Transactions. Any transactions be-
tween inmates or inmates and staff, shall have prior approval by
the institutional administration.




JAIL AND PRISOW STANDARDS COMMISIION
Leg. Rule, 31-20-2

Series 2, Section U
Section 4. Personnel

4.1 Selection, Retenticon and Promotion. The selection,
retention and promotion of all personnel, withn the exception of

the warden, contrzet personnel, and volunteers, shall be on the
pasis of ecivil service regulations.

4,2 . Lateral Entry and Promotion. There shall be provi-
sions for lateral entry as well as promotiocn from within the in-
stitution. Lateral eniry is the employment of persons from ouf-
side %the institution. Any individual with the reguired educa-
tion, experience, and background should be eligible to 'be consid-
erad for a position at Lthe level at which the person is
qualified. While fthe institution's perscnnel policiles may empha-
size promotlon from within, there should be provisions for later-
al entry to obtain the best gqualified persons to fill positions.

4.3 Equal Emplcoyment. There shall be equal employment
opportunitiss for all position. - _ €

h.4 Criminal Record Check. In accordance with states and
federal statutes, a eriminsl record.check shall be conducted on
all new employeas to ascertzin whether there are c¢riminzl convic-
tions which have a specific relationship to job perfermance. The
results shall be documented and placed in the persconnel file,

L.5 Psycheological Testing. 411 personnel who directly
supervise inmates shall undergo psychological testing prior to
their employment and when a justifizble need exists during their
employment, to determine suitability for appeintment and rsten-
ticn. The testing shall be designed to measure basic attitudes
and tendencies toward nhonesty and ag=ainsi unprovoked acts of per-
sonal violence and shnzll be adminstered, scored, and interpreted
by, or under ihe supervision of, 2 licensed psychologist.

4.5 Physical Examination. There shall be =z phyvsical
examination of all employess by a physician at the fime of
employment. Periodie reexamination may be required to assure ad-
herence to-predetermined phyaical requirements.

4.7 Prebationary Termn. New or promoted employees shall
be appointed initially for 2 prcbationary term of not less than
six months nor more than one year. After completing a preobation-
ary period, employees shall be granted permanent status.

4.8 Expense Reimbursement. Employees shall be reim-
bursed for zll approved expenses Incurred In the performance of
their duties.

Page 10




JAIL AMD PRISON 3TANDARDS COMMISSTION
Leg. Rule, 31-20-%§ - ’

Series 2, Sectilon &

1.9 Personnel Policy Manual. There shall be a pesrsonnel
poliey manual wnich covers, at a minimum, the following areas:
organization; recruliment procedures; equal employmeni c¢pportuni-
Lty provisions; job qualifications, descriptions and responsibili-
ties; basis for determining salaries; benefits, holidays, leave
and work hoeours; personnel records; employee evaluation; in- ser-

vice training; promotion;g retirement, resiznation and
ternination; employee-managenment relzstions; phnysical fitness
policy; diseciplinary procedures; grievance and appeals

procedures; statutes relating to political practices and insur-
ance and professioconal liability regquirements. A Tcopy of this
manual shall be available tTo each-employee. o

1

4,10 Grievance Procedure. There shall be a written
grievance procedure for emplovees, ' -

4.1 Terminaticn or Demotion. Employees on permanent
status shall have the right to request and exhaust grievance and
appeals procedures, including a formzl hearing.

hotz Code of Ethies. There shall be zvailable to. 21l em-~
ployees a writien code of ethics that pronibits employees from
using thelr official positicn to secure privileges for themselives
or others and from engaging in activities that constituts 2 con-
fliet of interest. '

4.13 Consultants and Contract Personnel.
Ceonsultants and contract personnel who work with inmates shall be
informed in writing and agree to abide by the institution's poli-
cies on confidentiality of infermation,

4,14 FPersonnel Reguirements. Perscnnel staffing require-
ments shall be systematiczally determined in all categories on an
ongoing Dasis in order to ensure inmate access to staff and
avallability of support services.

L,15 Shift Relief Factor. A formula shall be usad to de-.
Ttermine the number of psrsons needed to staff Key positicns in
the institution which considers, 2t 2 minimum, regular days off,
annual leave, holidays and average sick leave. Positions in the
institution which require staffing for more than one shift and/or
more than five days per week shall be budgeted for the additional
staff needed,. Additicnal factors whiech shall be included in a
formula are days off duty for training, military leave time, and
other factors specific to the institution and the Jurisdiction.

4,16 Personnel Records. Each institution shall maintain
a current, accurste and confidential persornel record on each em-
ployes, - -

Fage 11




JAIL AND PRISON STANDARDS CCMMISSION
Leg. Rule, 31-20-9¢

Series 2, Secticn 4
4,17 Record Corrsciion. There shall be provision for em-

pleyees to challengs information in their personnel . file and have
it corrected or removed if it is proven inaccurate. :

4,18 Annuzl Evaluation. There shall be 3 written annuzal
performance review of all employses, which 1s based on defined
criteria and is reviewed and discussed with the employes.

—

Section 5. Trzining and Staff Development

5.1 Program Supervisicn. Training programs for all em-~
rloyees shall be specifically rlanned, cocordinated, and super-
vised by a qualified emplovee at the supervisory level, and re-
viewed annuzlly.

5.2 Specialized Training. The individual ccordinating
the training and staff development program shall have received
specialized training for that position. At 2 minimum, full-time
training personnel shall have completed z #40 hour training-for-

trainers courss.

5.3 Iraining Evaluation. The institutional training and
staff development plan shall oprovide for an ongeing formal
evaluation of all pre-service, in-service and specialized train-
ing programs, with a written report prepared annualily.

5.4 Library and Reference Services. Library and refer-
ence services shall be avalilable foc complement the training and
staff develcopment program.

5.5 Cutside Resources. The training and staff developn-
ment program shall use the rssources of other public and private
agencies, private industry, colleges and libraries.

5.8 " Space and Equipment Reguirements. Space and equip-
ment required for the fraining and staff development program
shall be available. Sepzrate locations shall ke provided for

firearms and gas =quipment training and for physical training.
Equipment shall be provided for audio-visual presentations. Other
equipment shall include, at a2 minimum, firearms, gas equipment,
and ammunition.

5.7 " Replacement Personnel. The budget shall include
funds for reimbursing replacement personnel required when regular
persconnel are off duty for trzining purposes,

A8 =T LS - A—




JATL AND PRISCON STANDARDS COMMISSION
Leg. Ruls, 31-20-9

Series 2, Section 5

5.8 New Full-time Employess. All new full-time employ-

ees snall receive 40 hours c¢f crientation/trzining prior to being
independently assigned toe .= particular Job. This
orientation/training shall include, at 2 minimum: orientation to
the  purpose, goals, policies and procedures of tne Instiftution
and parent agency:; working conditions and regulations; responsi-
bilities and rights of emplovess; and an overview of the correc-
tional field. Depending upon the employee{(s) and the require-
ments of the particular Jjob, the orientaticen/training may include
some preparatory instruction related to the particu?ar job.
There shzll be provisions for acknowledglﬂg and giving credit for
-prior training received.

5.9 o New Clerical/Support Employees. A1l
clerical/support employees who have minimal contact with inmates
shall recéive a. minimum of an additional 16- hours of training
during the first year of employment and 16 hours of training each
vear thereafter,

5.10 Hew . Support Emplcoyees, 211l support employess who
nave regular or daily inmate contaet shall receive 2 minimum of
an additional 40 hours of training during their first year of emn-
ployment and an additional 40 hours of training each subsequent
vear of employment.

5.11 New Professional Specizlist Employses. All profes-
sional specizlist employees Who nave inmate contact shall receive
a nminimum of an additional &40 nours of training during their
first year of employment, and an additional 40 hours of training
each subsequent year of employment.

5.12 New Corrasctional Officers. All new correctional of-
ficers shall receive a minimum of an additional 120 hours of
training during thelir first year of emplovment and an additional
40 hours of training each subseauent year of employment. At =
minimum this training snaTl initially cover the following areas:

(a) Security procedures;

{(b) Supervision of inmates;

{c¢) Use of force regulations znd tactics;
{d) Report writing;

{e) Inmate rules and regulations;

(f) Rights and responsibilities; )
(g) Fire and ermergency procedures;

(h) Firearms training;

(i) Xey control;

Pomas 179




JATL AND PRISCHN STANDARDS COMMISSION
Leg. Rule, 331-20-9 '

Series 2, Zection 5
(i) Interperzonal relations;
(k) Social/cultural 1life styles of +the inmate
population;
(1) Communication skills; and
(m) First aid.

5.713 Administrative and Managerial Stef?f. All
administrative and managerizal staff shall receive a2 minimum of an
additional 40 hours of <fraining during their first yesr of
smployment, and an additional 40 hours of training each subse-
guent year of employment. This training shsll initially cover
the following areas, at’a minimum:

(a) General management and related subjscts;
() Labor law;
(¢} Employee-msnagement relations;
(d) Interaction of elements of the criminal justice
system; and
{e) Other service zgencies.

5.14 CERT Unit. When there is a correctional emergency ra-
sponse team, a.l assigned officers shall have 2 minimum of one
year of experience zs g . correctional officer, wnich includes zt 2
minimum 1450 hours of training. They shall receive a minimum of
40 hours of relevant emergency unit training prior to assignment,
and subseguent annual training shall consist of a2 mininum of U0
hours emergency unii training in =addition to the standard 40
hours of continuing training.

5.15 Contract and Part-time 3taff. All.contract person-
nel and part-time staff shall receive formal appropriate orienta=
tion porior to their assignments and additional training as
needed,.

5.18 Firearms. Prior to assignment to 3 post involving
possible use of a firearm, all perscnnel authorized tc¢ use fire-
arms shall receive approprizte firearm training; this training
shall ccver the use, safety, czre, and constraints involved in
the use of firearms. All azuthorized perscanel shall be required
to achieve Department of Corrections certification requirements.

5.17 Chemical ALAgents. All personnel authorized to use
chemical agents shall be thoroughly trained in thelr use and in
the freatment of individuals exposed to the chemical agent.

=SS W




JATIL AND PRISON STANDARDS COMMISSION
Leg. Rule, 21-Z20-9 '

Series 2, Section 5

© 5.18  Use of Force. All security and custcodial perscnnel

shall be trained in self-defense, passive restraint and use of.

force to control inmatses.

5.19 Continuing Education. The institution shall provides
administrative leave and/or reimpursement for emplcoyees attending
professicnal meetings, seminars and/or simpllzr vwerk-related

activities approved by the warden/superintendent, wita concur-
rence of the Commissioner of Corrections.

Section 6. Management Information and Research

6.1 System of Information. The instifution shall con-
tribute fo, have access to, and uss an organized system of in-
formatlon storage, retrieval and review that is part of an over-
all research and decision-making capzcity, relative to both in-
mate and operational needs.

6.2  System Access. Those persons whe have direct access
To the information system shall be specified.

6.3 Collaboration. The institution and the . Department
of Corrections shall cocperate with ceriminal Jjustice and service
agencies in information gathering, exchange and standardization.

5.4 Institutional Evalustion. The institution shall de-_

velcep standard evalustion criteria whiech consider the nature of
evenis to be counted, the categorizaticn of behaviors znd degre=es
of sericusrness to be included, and the duration of fthe follow-up
pericd. Its system to measure the degree of internzl order shall
inelude, but ncot be Iimited to the following:

(a2} Escape rate;

(o} Frequency and number of assaults on staff;
{c) Croup disturbances by inmates;

(d) Assaults and homicides by inmates;

(e) Weapons and/or illegsl drugs found; and
(£

MaJjor and minor disciplinary acticens.
Wnen management data concerning offenders is compiled, it shall

allow for categorization by age, sex, race, offense and prior
record. B )

6.5 __ Fopuletion Keperts. The warden/superintendent shall
receive, at least guarterly, reports and summaries of the charszc-
Teristics,  movement and status of the inmate population from
those responsible for the information system and research pro-
grams.

TDoocs 1R




JAIL AND PRISON STANDARDS COMMISSION
Leg. Rule, 31-20-9._ ’ . _ L -

Series 2, 3Section 6

£.5 System Evaluation. & written evaluation of the ef-
Tectiveness of the overall information system, as it relates %o
the management of fthe facility, snzll be prepared at lezst
annually.

&.7 Institutional Program Evaluation. Institutional
programs sShall be analyzed and evaluated, at least every tuc
years, to determine their contribution to the mission of the in-
stitution. '

6.3 Research Findings. The conduet of research in the
institution shall comply with state and federal "guidelines for :
the use and dissemination of research findings and with accepted
professional and scientific ethies.

6.9 Approval o¢f Research. The warden/superintendent
shall review and =zpprove sll institutional research projects in
conformity with departmental policy prior to thelr

implementation.

£.10 Inmate Participation. “Written policy and procedure
shall govern voluntary inmate participation in nonmedical,
nonpharmaceutical and noncosmetlic ressarch programs.

Section 7. Records
7.1 fecord Management. Procedures governing case recoerd

manzagement shall include, but not be limited to these areas: es- -
tablishment; utilization; c¢ontent; privacy; security; preserva-

tiony and, a schedule for retiring or destroying inactive c¢ase _
records. These policies and procedures snell be reviswed annuzl-

lvy.

7.2 Inmate Case History. The institution snall main-
tain a cumulative case history on each inmate. All data in the
file shall be verified and maintained in accordance with applica-
ble state and federal regulations regarding security and
confidentizlity.

7.3  Case Record Content. The contents of case records
shall be identified zand separated according fto an established
format. -

7.4 Master Index. Staff shall maintain an up-tc-date
master index identifying 211 inmates who are on the grounds, tem-
porarily "off the grounds, in a satellite unit, or who have es-
caped. Informaticn on the status and whereabouts of each inmate
shall be readily available teo administrative and supervisory per-

i3}
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sonnel so that security and control can be malintained, and when
appropriate, accurate informaticon provided outside agencies.

7.5 Case Record Access. The Institution shall establisn
procedures to 1limit access to case records to persons and public
agencles that have both a 'meed tc know" and z *right to kncw?”
and that can demonstrate that sccess to sucn information will
serve a criminal justice purpose. Written guidellines shall regu-
late inmate access to .records.

7.5 Consent Form. The administration shall use 2z con-
sent form which complies with applicable federal or state regula-
tions. The inmate shall sign a2 "Release of Information Consent
Form" prior to the release of iInformation as reguired by statute
or regulation and a copy of the form shall be maintzined in the
inmate'!'s case record.

7.7 Transfer of Records. Procedures shall provide that
wnen an inmate 1s transferred from one institution to ancther,
the inmate's updated case flile is simultanecusly transferred, or
transferred within 72 hours. This procedure shall zlsc include
the transfer of medicail files.. -

7.8 Populztion Movement 3heetbt. Offielal daily movement
sheets shall detall Lthe number and types of admissions and
releases each day and the count at the clese of the day.

7.9 Irnmate Time. Case files shall provide a continual
and aceurate record of the inmate's time. Proper notification to
all appropriate parties shall accompany any changes reflected in
)
the record.

Secticn 8. Physical Plant

8.1 General., All new facilities shall be designed, con-
structed, maintained and operated in accordance with the stan-
dards and reguirements 352t out and established by the State Fire
Code, including the current edition of the National Fire Cude
published by the National Fire Protesction Assoeiation and tne
current BOCA National Building Code published by Building Of-
ficlal and Code Administrators Internaticnal, Inc. (BOCA). In
any confliect between or gmeng any of the aforementioned
standards, the West Virginiz 3tate Fire Code shall be preeminent.

Standards and Regulations. All existing ) ,
facilities shall comply with the standards and regulations set
forth for existing facilities in the Stzte Fire Code, the current

™ == - 7
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e Codes mblished by the National Fire Protection As-
FPA).

National Fir
sociztion (N

8.2 Safsty of Qeccupants. Because the safety of zll
ocecupants in all detention and correctional facilities cannot be
adequately assured solely by a dependence upon evacuation from
the building, their protection from fire shall be provided by ap-
propriate arrangement of facilities, an adsquately &trained staff,
and careful development of operating, security, and mainienance
procedures to inciude the following: :

(a)Proper design, construction and compartmentaliza-

tion; -

{(v) Previsions for fire detection, alarms and extin-

guishment;

(e) Fire preventicon pregrams which include planning,

training, and drills covering such protective activi-

ties as: isolation of the fire; transfer of occupants

to areas of refuge; evacuation of the facility; or meza-

sures for in-place protection of the occupants; and

(d) Security provisions teo the degree necessary %o
- provide for the_safety of both the occupants of the fa-

cillity and the general public.

8.3 . 3State Fire Marshal Review. Plans and specifications
for all new'facilities shall be submitted to the State Fire Mar-
shal for review prior to the start of construction.

g.4 S3tate Fire Marshal Certificate. No facility shzall
be occupied until a certificate of occupsney 1is issued by the
State Fire Marshal's Office.

2.5 Housing Units. Institutions of more than 500 in-
mates shall be subdivided into units of not more than 500 inmates
each which are staffed by a unit manager and %the number and vari-
ety of personnel required to provide the program services and
custodial supervision neseded for each unit.

8.5 Population Capacity. The pepulation assigned to
housing units shall not exceed the rated bed capacity of the fa-
cility.’

R.7 Single Ogcupanay. Only one inmate shall occupy a
room or cell designed for single cccupancy which has a flcoor area
of at least &0 square feet, provided inmates spend nc more than
10 hours per day locked in. When confinement exceeds 10 hours
per day, there are at least 70 square feet of floor space.
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8.8 Environment, _ Eacn room or ¢ell shall have, at a

minimum, access to the following facilities and conditions:

(a’ Toilet zbove floor level which 1is available for

use without staff assistance 24 hours & day;

(b) Wash basin with hot and cold running water;

(e¢) A bed at above floor level, desk, hooks or closet

space, chair or stool;

(d) Natural light;

{e) Lighting is at least 20 foot candles at desk

level and in the perscnal groocming area;

(f) Circulation is at least 10. cubic feet of outside
’ ' or recirculated filtered air per minute per human

occecupant;

(g) Temperatures are appropriate teo the summer and

winter comfort zones; and .

(hi Noise .levels do not exceed 70 decibels in day-

time and 45 decibels at night.

8.9 " Multiple Qeccupancy. Where used, multiple occupaney
rooms s8hall normally house no less than four and neo more than 50
inmates 2d¢h. Inmates shasll be screened prior to admission for
suitabildity to group living. Multiple cccupancy rooms shall pro-
vide for:

£

{(a) Continuing observation by starffy
{b) £ minimum flocr area of 50 square feet per occu-
pant in the sleeping area and a clear floor to ceil-
ing height or not less than sight feet;

{(c) Toilet and shower facilities at a minimum of one
operable toilet and shower for every eight occupantis;
(d} ©One operzbls wash bzasin with hot and cold running’
water for every six occupants;

(2) Natural lighting;

{(f) Beds above fioor level, desk or writing surface,
chair or stool;

(g} A locker for each oceupant;

{h} Lighting is at least 20 foot candles at desk level
and irn the perscnal grooming ares;

(i) Circulation 1is at least 10 cubic feet outside
or recirculated air per minute per ogccupant;

(3 Temperatures are appropriate to the summer and
winter comfort zonesg; and

(k) Noise levels do not exceed 70 decibels in daytime
and 45 decibeis at night.




R R

JAIL AND PRISON STANﬁARDS COMMISSICHN
Leg. Rule, 31-20-9

Series 2, Section 8§

=

&.10 Minimum Security Housing., Minimum security institu-
tions, or minimum security arezs within larger institutions shall
provide individual rcoms with elther key control snarsd by the
oceupatits and staff, or continuous access te tollet and shower
fazellities and hot and cold running water, including drinking
water, Rooms alse provide the following faeilities and
conditions: )

(a) Minimum floor area of B0 sguare feei;
{b) Bunk at above floor level, desk, hooks or closet -
- space, chair or stool;
- {e) Natural lighting;
(d) Lighting of 2t least 20 foot candles at desk level
and in the persona2l grooming area;

(e) Circulation of at lezst 10 cubie feet of out-
side ¢or recirculated filtered air per minute per o¢-
cupant;

() Temperatures are approprizte to thse summer and
winter comfort zones; and

{g) Noise levels do not exceed 70 decibels in day-
time and 45 decibels at night.

3.11 Segregation Rooms. Segregation room shall provide
living conditions that approximate thosse of the general inmate
population, Any exceptions shall be clearly documented.

Segregation housing units shall provide for the following:

(a) Single oceccupaney rooms or cells with a

flocor area of at least 70 square feet:

{p) A bed above floor level, desk or writing space znd
scool;

(c) Continuous access to above floor toilet .
facilities; '

(d) Hot and ¢old running water;

(e). Natural light;

() Lighting with =at least 20 foot candles at desk
level and in the personal grooming aresa;

(g) Circulation with at least 10 cubicec fset outside or
regirculated, filtered air per minute per occcupant;

{(h) Temperatures shall be appropriate to the summer and
winter comfort zones; and

(1) Noise levels will not excesd 70 declbels in daytime
and 45 decibels at night.

8.12 Segregatioﬁ Observation.  The segregation roons
shall have dcors which permit observation by starff.
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i 8.13 Day Rooms. Day rooms eguivalent to a minimum of 35
square feet . per inmate shall be available to all inmates for
reading, writing or table games. Tables shall be provided which
may alsc be used for dining., Adequate sezating shall zlso be pro-
vided. -

.14 Fxerclise Area. ~3pace outside tThe cell or room shall
be provided for inmate exercise.

8.15 Visitation Area. There shall be a visiting room or
area for contact visiting and, If necessary, a visiting area for
noncontact visiting, both of which provide a reasonable degree of
privacy. :

g.16 Commissary Aresz. &n area shall be provided where
inmates c¢an purchase personal items. The size of fthe <c¢anteen
shall bes commensurate with the size .of the inmate population.
Wnen security eonsiderations dictate, staff members mesy take mov-
able carts .to cell blocks or orders may be placed for delivery
instead. ' '

2.17 Wateh Tower. If the institution has watch towers,
they shall be placed so that they permiti an unobstructed view of
the grounds  and perimeter and shall be eguipped with the
weaponry, lighting, sighting and communications devices necessary
for effective execution of their function.

8.18 ‘Administrative Area. . Space shall be provided for
administrative, custodial, professional and clericsl staff; this
space includes conference rooms, storage room for records,
public lobby and toilet fzeilitiss.

8.19 Handicapped Housing. Severely physlically
nandicgpped inmates may be housed in special facilities. When
the institution accepts handicapped individuals, provision shall
be made for their housing apnd for their use of facility
resources. : : : ,

8.20 Janitor Closets. Space shall be provided for jani-
tor closets, which shall be equipped with a sink and cleaning im-
plements. -

2.21 Storage Rooms. There shall be storage rooms in the
institution for tlothing, bedding and c¢leaning suppilies,.

8.22 Inmate Property Storage. Safe and secure storage
shezll be available to ensure accountability for personal property
cf inmates. '
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8.23 Mechianical Egquipment. Sufficient space sghall bhe
provided for equipment needed for heating, ventilating, air
conditioning, water supply,  waste removal, electricity,

communications, ete.

2.24 Preventative Maintenance. There shzll be a written
plan for preventive maintenance of the physical plant which pro-
vides for emergency repairs or replacement in life threatening
situations. '

g§.25 Indoor Exercise 3pace. There shall be a - separate
indoer space for vigorous exercise in inclement weather; this
space shall be at least large enough to accommodate inmatss who
wish tec 1ift weights, play volleyball, do czlisthenics, etc.

8.26 Qutdoor Recreation Space. There shall be a2 minimum
of. two acres of outdoor recreation space for each inmate unit of
up to 500 inmates; additicnal outdooer recreation space is provid-
ed at the rate of 90 square feet per inmate over 500. '

Section 9, Safety and Emergency Procedures o

9.1 ~ Policies and Procedures. Written policies and
procedures shall be adepted specifying the facility's fire
prevention regulations and practices. For purposes of clarifica-
tion ahd identification these procsdures and standards of fire
prevention are divided into two celassifications:

{a) General requirements applicable to all occupancies.
covered by the State Fire Code; and
{b) Specific detention and correctional occupancies.

9.2 General Reguirements. The following includes the
general requirements applicable to all occupancies covered by the
State Fire Code.

9.2.1 Construction, Repzir and Improvement Operations.
Adequate escape facilities shall be meintained at a1l
times in buildings under construction for the use of
construction workers. Escape facilities shzll consist
of doors, walkways, stairs, ramps, fire escapes, lad-
ders or other approved means or devices arranged in ac-
cordance with the generzl principles of the 3tate Fire
Code insofar as they can reasonably be applied to
bulldings under construction. Please :
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refer to Standard on Bullding Construction and Demoliil- -
- tion Cperations, NFPA 2471. Flammable or explosive sub-

stances or equipment for repairs or alternations may be

introduced in a building of normally lew or ordinary

hazard classification while the building 1s cecupled

only if the conditions of use and safeguards provided

ara such a not to c¢reate any additional danger or

handicap to egress beycend the normally permissible con-

diticens in the building.

9.2.2 . Reliagbility c¢f Means of Egress. Every regquired
exit, exit access or  exit discharge _ .shall be
continuously maintained free of zll obstructions or im-
padiments to full instant use in the case of fire or

other emergency.

9.2.3 Furnishings and Decoratiecpns. Furnishings and
decorations in the means of egress shall be subject to
the following:

{a) MNo furnishings, deccrations, or other objects
shall be placed in any manner to obstruct exits or
vigibility. o -

(b Hangings or draperis shall net be placed
over exit doors or ctherwise locaied as to concezl
or obscure any exit. Mirrors shall not be placed
in or adjacent to any exit in such a manner as to
confuse the direction of exit; and

{e¢)  There shall be no obstruction by railing,
barriers, or gatss that divide the open space into
sections appurtenant to individual rooms, apart-
ments, or other uses. Whers the sauthority having
jurisdiction finds the required path of travel to
be obstruected by furniture or other movable ob-.
jects, he wmay reaquire that railings or other
permanent barriers be instalied to protezct the
path of travel against encroachment.

9.2.4 Equipment Maintenance and Testing. Equipment
maintenance and testing shall include the followling:

(a) Every required automatie sprinkler system,
fire detection and azlarm system, exit lighting,
fire door, and other item of eguipment reguired by
these standards shall be
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continuously maintzined in proper cperating con-
ditiong

(b Any equipment requiring test or periodie
operaticn to assure its maintenance shall be test-
ed or operated as specified elsewhere in these
standards or as directed by the zauthority having
Jurisdiection;

(e} Systems shall be under the supervision of =
responsible person who shall cause proper tests %o
be made at specified intervals and has general
charge of all alterations and additions;

{d) Systems shall be tested at intervals recom-~
mended by the apprepriate standards listed in the
National Fire Protectioh Association (NFP&) Fire
Ccode;

(2) Automatic Sprinkler Systems. All automatic.

sprinkler systems required by these standards
shall be continuocusly maintzined in operating con-
dition at 21l times, and such periodic.inspections

and tests shall be made as are necessary to as-
sure proper mazintenance; and
(£} Alarm and Fire Detection Systems. Fire alarm

.8ignaling ecguipment shall be restored to service

as promptly as possible after each test or a2larnm
and shall be kept Iin normal condition for opera-
tion.

Furnishings, Decorations and Treated Finishes.

Furnishings, decoraticns and trezted finishes shall be
subject to the following:

(a) DPraperies, curtains and other similar
furnishings and decorations shall be fliame resis-
tant where required by %the applicable provisions
of the BState Fire Code. The materials required
nerein are tc be tested in accordance with Stan-
dard Method of Fire Tests for Flame Resistant Tey-
tlles and Films, NFPA 701 shall comply with both
the small and large-sczle tests:

(b) Furnishings or decorations of an explosive or
highly flammable character shall not be used; and
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(e Fire retardant paints or sclutions shall be
renewed at such intervals as necessary Lo maintaln

the necessary flame retardant properties.

. Fire Exit Drills. Fire drills shall be subject
o the follewing:

(2} Fire exit drills ceonforming to the provisions
of the 3State Fire Code shall be regularTy conduct-
ed in occupancies where specified by the provi-
sions of the Code;

(o) Fire exit drills, where required by the au-
thority having Jurisdiction, shall be held with
sufficlent frequency to familiarize all occupants
with the drill preoccedure and to have the conduct
of the drill a matfer of established routine;

(e) Respensibility for the planning znd conducet
of drills shall be assigned only to competent per-
sons gqualified Lo exercise lezdership;

(d> In the conduct of drills emphasis shall be
placed upon ordexly evacuation under prooer disci-
pline rather than upen sp=2ed;

(e) Drills shall include suitable procedurss %o
make sure azll persons in the bullding, or all per-
sons subJect te the drill, actually participate;
and ) )

(£ Drills shall be held at unexpscted times and
under varying conditions to simulate the unusual
conditions prevalent in case of fire.

2.3  Detention and Correctional QOccupancies. The follow-
ing includes requirements specifically directed to detention and
correctional coccupancies.

9.3.1 Attendants, Evacuziion Plan, Fire Exit Drills.
Attendants, evacuation plan, and fire exit drills shall
include the following:

{a) Detentisn and correctional facilities, or

those .portions of facilities having suech

occupaney, must be provided with 2U4-hour staffing

on any floor level having residency and located
-~ within 100. feet
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.(30.48m) of Lhe accessway to any housing area.
Under Use Conditions III, IV and V, as defined in
the NFPA Life Safety Code for c¢lassification of
correctional occupancies, audio monitoring shall
e provided for every sleeping space;

(b) The administration of every detention and
correcticonal fzcility shall have in effect znd
provided to all superviscry personnel, written
ccples of a plan for the preotection of all persons
in the area in event of {fire and for their evacua-
tion to aresas of refuge and from the bduilding
where necessary. All employees shazll be pericdil-
cally instructed and kept informed respecting
their duties under the plan:

(¢) Books, clothing and other combustibles person-
al property =zllowed 1in =sleeping rooms shall be
stored in e¢loseable metal lockers or fire resis-
tant containers; and

{(d) The smount of hezat producing zppllances (such
as toasters, hot plates, ete.) and the cverall use
of electrical pewer within a sleeping room shall
be controlled by facility administration,.

2 Furnishings and Decorations. Furnishings and

decorations shall be subljected to the following:

(a) Furnishings and decorations in detention and
correctional o¢ccupancies shall be in accordance
with the provisicns the NFPA Life Safety Code
operating features;

(b} Cocmbustible decoraticns are pronibited in any
detention or ccorrectional occupancy unless flame
retardant; ‘

(¢) Wastebaskets and other wastie containasrs shall
be of noneombustible or cther approved materials;
(d) Furnishings, such as mattresses and uphol-
stered or cushioned furniture shzll not be of a
nighly flammable character; and
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{e) Window draperies, curtains for deccration or
- T acoustical purposes and privacy curftalins shzll be
noncombustible or rendered and maintained {lame
resistant as per Standard Method of Fire Tests for
Flame Resistant Textiles and Films, NFPA 701,

9.3.3 Keys. 411 keys necessary for unlocking doors
installed in means of egress shalil be individually
identified by both touch and sight.

§.3.4 Stecrage of Flammable, Toxiec and Caustie
Material. Written policy and procedure shall govern
the storage and use of all flammable, toxic, and caus-
tic material ensuring that inmates are never in posses-
sion of items such as lye, insecticide, anti-freeze and
denatured algohol, unless they are under constant
supervision by qualified personnel. Sucn material
shall be stored in secure areas that are inaccessible
to inmates; a prescribed system shall be used to ac-
count for their distribution.

9.3.5 Fire and Safety 0fficer. An administrz-tive
staff member shzll be appocinted as Fire zand Safety Of-
ficer. This officer shall be responsible for monthly
inspection of the facility and development of 3fanding
and Emergency Operating Procedures relating te fire and
safety, and for staff and safety training.

9.3.5 Inspecticn. Each facility shall be inspected at
least annually by the 3tate Fire Marshal's Office. Any
violation noted shall be corrected immediately.

Section 10. Security and Control

0.1 Policy and Procedure Manual. There shall be a
manual containing all of the procedures for instifution security
and eontrol, and detailed instiructions for implementing these
procedures, This manusl shall be available to all staff znd 1is
reviewed. at least. annually and updated if necessary. The manual
shall contain informaticon on inmate c¢lassification, physiecal
plant inspection, inmate counts, weapons and chemical agent con-
trol, contraband, key control, tocl and equipment control, cell
equipment, emergency procedures, and inmate programs/activities.-

Page 27




JATIL AND PRISON STANDARDS COMMISSION
Leg. Rule, 31-20-~§G .

Series 2, Section 10

10.2 Perimeter Security. Tne institution’'s perimeter
shall be contrelled by an appropriate means to provide that in-
mates remain within the perimeter and to prevent access by the
general public without the appropriate authorization.

10.3 Surveillance. There shall be surveillance of all
areas adjacent TO The perimeter of the institution.
10.4 Entrance Security. Safety vestibules and

sallyperts shall constitute the only breaches In the institution
perimeter security.

10.5 Traffic Entry. Pedestrian and vehicular traffic
shall enter and leave at designated points in the perimeter.

10.8 Control Center. The institution shall maintain a
control center to provide order and security. A central control
is essential for integrating wvarious security and communications
functions. The control center shall be staffed around the clock,
and access to 1t should be limited, The control center shall
moniteor and takKe respensibility for inmate ecounts, k=y control
and the coordination of the institution's internal and perimeter
Security network. It shall serve alsc as the communications cen-
ter for the institution. The control cznter shzll monitor the
operation of various systems: fire alarm, public address, smoke
and thermal detecticon, radio, teletype, computer terminzl, sur-
veillance alarms, walk and perimeter lighting, and other mechani-
cal and electrical systems.

10.7 Inmate Movement. All inmate moevement from one
location to another shall be contreclled and supervised by staff
in the interest of order, contrel, and expedience. Individual

and group inmate movement to and from work and pregram assign-
ments shall zlso require staff contrecl and supervision.

T0.8 Inmate Counts. There shall be at least one inmate
count per shift. The officer responsible for maintaining the
master count record shzll be provided up-to-the-minute informa-
tion regérding =211 inmate housing moves and worlk assignment
changes, admissions to the hospital, ete. Adequate checks shall
be instituted to zllow for human errcr. All inmates in legal
custody shall be accounted for in the master count. A1l tempo-
rary absences from the facility shall be explained in writing.
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10.9 Inmate Transpertation. Inmate _transportation
procedures shall be designed to guard against escape and to en-
sure the well-being of inmates, stzff, and the public. Guide-

lines for transporting inmates shall emphasize safety and shall
be made available to all personnel involved in transporting in-
mates. The institution shall have pglicles governing the use of
restraints. )

10.10 Use of Restraints. Instruments of restraint, such
as handeuffs, irecns, straight Jackets, and the like, shall never
be applied as punishment, znd are applied only with the zapproval

of the warden/superintendent or designee.

10.11 Use of Firearms. Procedures governing -the use of

firearms, shall include the feollowing:
(a) Weapons shall be subjected to stringent
safety regulations and inspections;
(b)) Except in emergency situations, employees

carrying firearms shzll be assigned only to watch-
towers, gun walks, mobile patrols, or other posi-
tions that are inaccessible to inmates;

{e) Employees supervising Inmates ocutside the
institution perimeter shall follow procedures
Wwhich specify methnods for ensuring the security
of wezpons:

(d) Employess shall be instructed o use deadly
force only after cother actions have been tried and
found ineffective, unless the employee believes
that 2 perscn’'s life 1is immediately threatened;
and

(e) Employees on duty shall use only firearms is-
sued by the institution and shzll use them only
when directed cy or authorized by the
warden/superintendent or officer in charge.

10.12 Firearms Loading Area. An area shagll be designated
for the unlocading and reloading of firearms for both institution-
21 personnel and visiting law enfcercement officers To ensure that
this prFocess presents the least possible danger.

10.13 ~ Contreol eof  Firearms and Security Devices.
Designated staff shall determine, based on an analysis cof the
physical piant, and number and profile of the inmate population,
what .firearms, chemical agents, and other security devices (such
as shields, batons, helmeits, glcves, body protectors, etec.) the
institution needs. Writien policies and procedures shall specify
the level of authority required for access to and use of security
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devices. Chemical agents shzll be used only at the direscticon of
the warden/superintendent or delegated subordinate. -
10,14 Sterage of Firearms and Security Devices. Firearms,

chemical zagents and related security eguipment shall be stored in
a secure but readily accessible depository cutside inmats housing
and activity areas, and shall be inventoried at least monthly to
determine their condition and expiration dates.

.15 Distribution of Firearms and Security Devices. The
1nst1tuulon shzll maintain a wWwritten record of routine and semer-
gency distributions of security equipment,

-

10.16 Reportlng Use of Weapocus. Perscnnel dlscharg*ng
firearms, using chemical agents or any other weapon, or using
force to control inmates shall submit writfen reports to the war-
den/superintendent or designee no later than the conclusion of
the tour of duty.

0.17 Seareh Plans. Instituticnal search plans and
procedures shall ilneclude the following:

(2} Upannounced znd irregularly timed searches of
B . cells, inmates, and inmeste work areas;

(b Frequent search and careful supervision of

inmate trustees;

() Inspection of 211 vehicular traffic and sup-

plies coming into the institution;

(d) Use of metal detectors at compound gates and

entrances Iinto cell blocks; and

() Ccmplete search and inspection o¢f each cell

prior to occupancy by a new lnmate.

The search plan shall provide for the following:

(a) Avoidance of unnecessary force,
embarrassment or indignity fo the inmate;
(b} Use of nonintensive senscrs and other
techniques instead of body searches whenever
feasible

{e¢) Conduct of searches no more frequently
than necessary to conirol contraband or to recover
missing or stolen property;

(d) Respeect of an inmate's right to any
property authcerized by institutional
regulations; and

{(2) Use of only those mechanical devices
absolutely necessary for security purposes.
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.18 Intrusive Body Cavity Inspections. Manual or in-
strument inspection of body cavities shall be conducted only when
there is reason (e do S0 and when gutnorized by the
warden/superintendent or designee. This inspection shzll be con-
ducted in private by health care personnel.

10.19 Visual Body Cavity Inspections. Visual inspection
of inmate body cavities shall be conducted based on a reasonable
belief that the prisoner is carrying contrazband or obther
preoenibitaed material., The inspection 8hall be conducted by
trained staff in private. ' '

J0.20 . Contraband Searches. Policey regarding searches for
the control of contraband shall be published, made available to
staff and inmates, reviewed at least annually, and updated irf
necessary.

10.21 Key Control. The key contrcl system shall provide
a current zaccounting of the location and possessor of each kKey.
All keys shall be issued frem a central control area, and a log
snall be used te record the number of each key given cut, the lo-
cation of the lock, the number of keys to that 1lock, and the
names. of all emoloynes possessing the key. Keys shall be stored
in a manfder that permits easy determinztion of either the pres-—
ence or absence &of kevs. Keys shall be returned to the control
center daily. All keys shzll be numbered, and the institution
shall maintain at least one duplicate key for each lock. Fire
and emergsancy keys shall be color-coded zand marked for
identification by touch. Inmates shall not possess keys other
than those to living quarters or work zssignments, when appro-
priate, and to personal lockers.

10.22 Tool Control. Tools and wutensils such as
nacksaws, welding equipment, butcher knives and barber shears
shall be-locked in control panels and issued in accordance with a
presceribed system. Provision shall be made for checking tools
and utensils in and ocut, zand for the control of their use at =211
times. -

10.23 Security of Vehicles. Responsibility and keys for
certain vehicles shall be assigned to speecific staff, but the
pocol of wvehieles shall be controclled by one person. Written

policies and procedures shall state the conditions under whiech
inmates may drive vehicles.

10. 21l Personal Vehiecle. The use of perscnal vehicles for

officia purpecses shall be governed by written policy that speci--

fies the condlblons fer their use zand the limits of institutien
l’aDllltY. N )
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10.25 Post Orders. Written orders shzll specify the du-
ties &f each post and the procedures to be followed to carry out
the assignment. Ccpies of the pest orders shall be available for
all emplecyees. ’

10.26 Use 9£ Post Orders. Procedures snhall provide for
personnel to read the appropriate post order each time they as-
sume a new post and that they sign and date the post order.

10.27 Supervisory Staff Inspesction. Line superviscry
staff shall visit and inspect every area of the institution
daily, including wesekends and holidays. Matters requiring fur-

ther attention, such as staff and inmate concerns, faulty, unsafe
or dirty conditions, etc., shsll be reported in writing to the
appropriate official for review and further action.

10.28 . Maintenance Procedure. There shall be z scheduled
maintenance procedure to ensure that all bars, locks, windows,
doors, and other security devices are fully operaticnal. Emergen-
ey keys shall be checked at least quarterly to make sure that
they are in working order. Results of 211 inspections shzll be
submitted in writing to the chief executive officer and/or the
officer in charge of security.

‘ 10.29 Staff Inspections. Procedure shall require %thnst
the warden/superintendent or designee, the chief custedizl offic-
er, the chief medicazl officer or health staff designee, and/or
other department heads inspect the institution’'s living and
activity areas at least weekly.

10.30 Inmate Control. Procedure shall provide that no
inmate. or group of Iinmztes is given control or authority over
other inmates. : -

10.31 Use of Physical Force. Procedure shzil restrict
the use of physical force Lo Iinstances of Jjustifiable selli- de-
fense, protection of others, protection of property, and preven-
tien of escapes, as a last resort =and 1in accordance with
appropriate statutory authority. In no event 1is physiecal force
Justifiable =as punishnent. 4 written report shazll be prepared
following all uses of force and submitted to the administrative
staff for review. '

10.32 Shift Leogs. Custodial staff members shall maintain
a permanent log and prepzre shift reports that record routine and
erpergency situations, and unusual incidents.
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10.32 °~ Medical Treatmsnt. All persons injured in an inci-
dent shall receive an immediate medical examination and
treatment.

10, 3% "Escape Procsdure. Procedures regarding escapes
shzall be reviewed at least =zannually and updated 1f necessary.
Procedures snall include the following:

(z) Prompt reporting of the escape to the
warden/superintendent;

{b) Mobilization of employees;

(¢) Implementation of a predetermined search
plan;

{d) Notification of law enforcement agencies,
community groups, and interested media;

{e) Preparaticn of escape cireculars for
distribution znd mailing; and

(f) After capture of the escapee, prompt
notification of all who were previously alerted
Lo the escape.

19.35 . Emergency Plans.  Written plans shzll specify
procedures to be followed in situations whicn threaten institu-
tional security, including, but not limited to, riots, hungasr
strikes, disturbances, and taking of hostages. These plans 2are
made zvailable to all applicable personnel, a2nd reviewed zand up-
dated at least annually.

10.36 Emergency Units. Where there is a special unit of
employees to assist in the event of disturbances, those employees
shall be selected and evaluated according to written criteria and
shall recegive special training in methods of negotiation and con-
frontation. The unit snall be activated only by the
warden/superintendent or designee,.

10.37 Contingency Plans. A written plan shall provide
or cecntinuing operations in the event of a work stoppage or oth-
r job action. <Copies of this plan shnall be avazilable teo all su-
ervisory personnel, and they shall be required to familiarize
hemselves with it.

L
L
=
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16.38 . Emergency Communications., In emergency
situations, when conventlonal means of communication, such as
telephones, are disrupted, the facility shall have =zvailable
walkie-talkies, and/or a radic base station, recsivers, and
transmitters, or other independent mechanieczal means of communica-

tion, in order to maintain constant contact with the outside com~
munity.” '
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Section 11. Special Management Inmates

11.1 Segregation Units. Procedure shall provide for the
operaticn of segregation units for the supervision of inmates un-
der administrative segregation, protective custeody, and

disciplinary segregation.

11.2 Immediate Detenticn. The warden/superinten-dent or
shift supervisor shall have authority to order immediate deten-
tion only if a dangerous cecndifion exists that seriously threat-
ens eilther the safety of the inmate, the Institution or other
persons., No inmate so tempeorarily confined may continue in con-
finement longer than 72 nours without a disciplinary hearing.

11.3 Disciplinary Segregzation. Inmates shall be placed
in disciplinary segregation for a rule violation only after a
hearing, finding of guilt, =nd disposition by %the designated dis-
ciplinary authority.

11.4 Administrative Segregation. Piacement Iin azdministra-
tive segregation shall be preceded by the inmate receiving notice
of the intended placement, appearance at a hearing,and an
aebportunity to present his or her case to the hearing officer(s).

17.5 Review of Status. Procedure shall provide for =z
review of the status of inmates in administrative segregation and
protective_ custedy by Gthe clzssificaticn commititee of other
authorized staff group every 30 days.

1.6 Relezse from Segregation. An inmate shzll be re-
leased from administrative segregation by action of the appropri-
ate authority wilth Jjurisdiction over the inmate's plzcement in
Lhis status. o

11.7 Protective Custody. Inmate admission te the
segregztion unit for purposes of protective custody shall be made
only when there is documentation that protecitive custody is war-
ranted and no reasonable alternatives are available.

11.8 Environment. A1l inmates in segregation shall be
provided prescribed medication, clothing that in not degrading,
and access to basic personal items for use in their eells, unless
there 1s Iimminent danger that an inmate or any other inmatels)
Wwill destroy an item or induce self~injury.

11.9 Deprivation of Ttem or Activity. ~Whenever an in-
mate iIn segregatlon 1s deprived of any usudlly authorized item
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or activity, a written report of the zction shall be mazde for the

master file and forwarded to the chiefl security officer,

11.10 Meals.  Procedure shkall require that inmates in
segregation shall receive meals of equal quality and guantity as
those served to ths general populatiocon.

11,11 Personal Hygiene. Inmates in segra2gation shall
have the opportunity to maintain an acceptable level of personal
hygiene, including the opportunity to shave and shower daily,
unless procedures present an undue security hazard. Inmates shall
be previded toothbrush, toothpastie, socap, towels, shaving materi-
als, shampoo and comb. ) ' : ’

11.12 Clothing and Linen. Procedure shall provide for
the i1issue and exchange of clotning, bedding and linen and for
laundry, barbering and hair care services shall be provided for
inmates in segregation on the same basis as inmates in the gener-
al population; exceptions shall be permitted only wnere found
necessary by the senior officer on duty, and are recorded in the
unit log and justified in writing.

T1.13 Mail._ Inmates in segregation shall be provided the
same opportunities for the writing and receipt of letters as
those available fto the general inmate population. Lettars shall
be delivered promptly. If any 1tem consistent with the poliey
and proc¢edure is rejected, the inmate shall be advissd of the
reason for the rejection, and the item shall be returned to the

sender.

T1.14 Visitation. Inmates in segregation shall be
provided opportunities for visitation, consistant with
classification and other instituticonsl visitation polizies. An
adequate visitation =z2rea with ftables and c¢hairs shall be
provided, where appropriate.

11.15 Telephone. Irnmates in administrative segregation,
diseiplinary segregation #nd protective custody shall be allowed
telephone privileges. ' ' ’

11,16 Legal Materiazls, Inmates in segregstion shall have
access Lo legal materizls at least three times per week.

11,17 Reading Materials. Inmates in segregation shall
have access tT¢ books, magazines and writing materials.

Page 35




JATL AND PRISON STANDARDIS COMMISSION
Leg. Rule, 37-20-9

Series 2, Section 11

11.18 Exercise. Inmates in segregation shall receive a
minimum of one hnour per day, seven days per week, of outdoor
gxercise. 4 written record shzll be Kkept of each Inmats's,

articipation in the exercise program.
ol

11.19 Programs and Services. Inmates in administrative
and protective Custody shall Rave access to programs8 and services
that include, but are not limited to the fellowing: educational
services, commissary services, library services, soclal services,
counseling services, religious guidance, and recreational pro-
granms. Inmates in the administrative segregztion unit shall be
allowed to participate in facility programs to the same extent as
the general inmate populztion. They shall also have the same op-
portunity to receive treatment from professicnal persons, such as
goelzl workers, psychologists, counselors, and psychiliatrists.

11.20 Permanent Log . - Admissions of all inmates %o
segregation units shall be recorded with information on nanme,
numper, housing location, date admitted, type of infraction or
reason for admission, tentztive release date, and specizl medicazal
or psyechiatrice problems c¢r needs. The log slso shall be used to
record =a2l1ll visits by c¢fficeials whe inspect the units or counsel
inmates, all unusual inmate . behavior, and all releases.

117.21 3taff Visits. 1Inmates in segregatiocn shall receive
daily visits from the chief security officer or shift supervisor,
members of fthe program staff upon reguest, or a qualified health
care offiecial, unless medical attention is needed more
frequently.

Szetion . 12. Food Service

12.17 Menu Review,. There shall be .documentation that the
menu 1is reviewed by a registered dietician on at least a quarter-
i1y basis to insure that the food allowances required for basic
nutrition are met. Menu evaluations shall be conducted at least
monthly by institution food service supervisory staff te verify
adnerence to_the established basic daily servings.

12.2 Menu Planning.  Food service staff shall developDd
pianned menus 1n advance, and substantizlly follow fhe schedule.
In the planning and preparation of =zll meals, food flavor, fex-
ture, temperature, appearance and palatability shall be tazken in-
to consideration.

12.3 Therapeutic Diets. Therapeutic diets shall be available
upon medical authorization. Specifie diets. snzll be
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prepared and served to inmates according to the orders of the
treating physician or dentist, or as directed by the responsible
health authority official. Medical diet prescriptions shall be
specific and complete, furnished in writing fo the food service
mznager, and rewritten monthly. Special diets shall be kept as
simple as possible and should conform a2s closely as possible to
the fcods served other inmates. :

12.4 Religious Diets. Religiocus diets shall be approved
by the c¢haplzain and warden. Religious diet prescriptions shall
be specific and eomplete, furnished in writing to the food ser-
vice manager, and rewritten monthly. G&Special diets shall be kept

-as simple as possible and shall conform as closely as possible to
the foods served other inmates.

12.5 Management. A full-time staff member, experienced
food management, shall supervise food -service operations.
is staff member shall have the resources, autherity and respon-
ility to provide for the institution's ccmplete food service,
luding three meals a day that are nutritionslly adeguate, pal-
ble and attractive, and which are produced under sanitary con-
ions, at reascnable costis. The food service manager shall
e 2 minimum of three yezrs experience in food management.
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2.6 Health Protection. Procedure shall provide for ade-
quate health protection for all inmates and staff in the institu-
tien, and inmates and other persons werking in food service with
the following requirements:

(a) A preassignment medical examination of all
persons involved iIn the preparation of food, and
pericdic examinations thereafter, is conducted to
insure freedom from diarrhea, skin infections, and
other illnesses transmissiple by food or utensils;
all are c¢onducted in accordance with local re-
guirements regarding restaurant and food servics
employees in the community;

{b) When the institution's food ssrvices zare pro-

vided by an outside agency or individuzl, the in-

stitution has written verification that the out-

side provider complies with the state and 1loczl
- _ regulations regarding food service; and,
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- - (e) Al food handlers are instructed to wash their
nands upen reporiing to duty and after using toi-
let facilities.

12.7 Code Compliance. There shall be documentation by an
independent, outside source that food service faclilities and
equipment meet established governmental health and safety codes,

12.8 Inspections, Procedures snzll require weekly inspsc-
tions of all food servigce areas, including dining and food prepa-
ration areas and egquipment. Refrigerator and water temperatures
shall be checked on 2 daily basis by administrative, medical or
dietary personnel, -

12.9 Group Dining. Space shall be preovided for group dining
axcept when security or safety considerstions justify otherwise.

12.10 Meal 3Schedule. At least three meals, of which two
are hot meals, shall be provided at regular meal times during
each 24-nour pericd, with no more <than 13 hours between the
evening meal and breakiast.

12.11 Meal Service. LIl inmates and staff, sxcept those
on speecial mediecal or religious diets, shsll eat the same meals.
Food shall not be withheld, nor the standard menu varied, zas a
diseiplinary sanction Tor an individual inmate. This standard
does not preclude rewarding groups of inmates with specizl foods
in return {for special services or under special circumstances.
Food not prepared on a regular basis may alse be used on seasocnal
food patterns.

12.12 . Meal Records. A uniformed system shzll be estsb-
lished to record tThe number, cost, and £ype of meals served in-
mates, employees, guests, and visitors. Such records snhall be
required for fiscal accounting, dietary purposes, and budget
pianning. Employees, guests, and visitors shall be served the
same food inmates are served. Food service records shall include
the published menus,information on waste, food cecsts and nutri-
tional acecounting, and notaticn of food products rzised cr pro-

duced in the system.

12.13 Budget. The food service operations shall use .bud-
geting, purchasing and accounting practices that include, but are
not limited to the following systems:

(a) Food expenditure cost accounting designed o

determine cost per meal;
(b) Estimation of food service requirements;
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{e) Purchases. of supplies at wholesale prices and un-
der otner favorable conditions, when possible;

(d} Determination of and responsiveness %o

inmate eating preference; and

(el Refrigeration and sterage of fecod, with specific
storage periceds,

Section 13. Sanitation and Hyglene

13.1 ~_EResponsibility. Prison autheorities shall maintain
the facility in a condition that is c¢lean, heailthful and
sanitary, and which c¢onforms to all appilicable health laws and
‘regulations. : :

-

13.2 Maintenance. Prison authcrities shall develop and
implement a plan for the maintenance of an acceptable level of
cleanliness and sanitation throughcocut the facility. Such a plan
shall provide for a regular schedule of hcusekeeping tasks and
inspections which shall include, but not be limited to, the fol-
lowing: ' B

{a) the daily cleaning of toilets, showers and
sinksg

{b) the dally cleaning of floors;

{e) the emptying and cleaning of receptacles pro-
vided for cigerattes and other refuse esach day and
provision for adeguate E€rash removal;

(d) the scrubbing and rinsing of 1living units,
washing of windows, clezning of janitcr's closets,
and dusting o¢f bars, screens and ledges on a regu-
lar basis;

{e&) the contracting of extermination services to
be performed with sufficlent frequency =nd thor-
sughness to kesp the facility free of insects and

vermin. Services shall inelude, at a minimum,
monthly inspections by qualified persons; and
() the c¢leaning and sanitary maintenance of zll

Kitchen zrezs znd all equipment.

13.3 Facllity Inspection. The institution shall be in-
spected at Jeast annually by appropriate government officials to
ensure the"health of perscnnel and inmates. In addition to the
regular inspections by governmental officials, all institution
areas shall be inspected at least weekly by a designated staff?
member, who should submit a written report to the
warden/superintendent, documenting deficiencies whenever they oc-
cur,
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13.4 Potable Water. The institution's potable water
scurce and supply, whether owned and operated by the publiec water
department or the lnstluuulON, shall be certified by an indepen-
dent, outside source to be in compliance with jurisdictionzl laws
and regulations. :

12.5 " Housekeeping Flan. A written housekeeping plan for
all areas of the facility's physical plant shall provide for dai-
ly housekeeping and regular maintenance by assigning specific du-
ties and responsibilities to staff and inmates. Sufficient alean-
ing equipment and supplies shall be provided to maintain the fa-

cility in a clean condition.

13.6 Vermin and Pes: Control. Licensed pest control

professionals shall be readily available to the institution to

conduct regular monthly inspections to identify such conditions,
and to eradicate by whaetever means is effective any such condi-
tions, and whatever insects, rodents or vermin are found.

13.7 Waste Dispesal. Liquid and so0lid wastes shall be
collected, stored and disposed ¢f in a manner that will avoid
nuisance and hazards, and protect the health and safety of in-
mates and staff. '

13.8 Clothing Issue. 4 standard wardrobe shall be pro-.

vided 211 inmates at the time of admissicon and shall include, as
appropriate, shirts, blouses, dresses, trousers, skirts, belts,
undergarments, slips, socks, shces, coats, Jjackets and headwear,
ete.

13.9 " Persénal Hygiene Articles. Procedure shall require
that articles necessary for malintaining proper personal hygiene
are provided to all inmates including, but net limited to, tooth-
paste, toothbrush, socap, towels, three razors per month, shaving
eream, comb and when applicable, feminine hygiene articles. Other
persongl hygliene materials shall be offered for sale in the com-

misgary at wholesale cost, inecluding products requested and used

by black inmates.

13.10 Special Clothing. Procedure shall provide for the
issue of special and, when appropriate, protective clothing and
equipment to inmates assigned to food service, hospital, farm,
garage, institution physiezl plant maintenance shops, zand cther
special work.
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13.11 Bedding and Linen. Procedures shall provide for
the issue of suitable, clean bedding, towels and linen, to in-
clude two sheets, pillow and pillowcase, one mattress and suffi-
cient blankets to provide comfort under existing tempesrature con-
trols. There shall be provision for linen exchange on at least a

weekly basis,.

13.12 REecords. The issue of all electhing and bedding
shzll be recorded, and inmates shall be held accountable for its
use, _

13.13 Bathing Facllities, There shall be sufficient
bathing facilities in the housing zareas %o permit inmates in the
general population to shower at least fthree times per week. Ide-
ally, ezch inmate shall be permitted Lo shower daily; however, no
inmate shall be permitted t¢ shower less fhan three times per
weelk, Inmates in speclal Jjobs, such as food service, wmediczl,
sanitation or mechanical service, shall be encouraged to bathe
daily. Hot and ccld water shower facilities shall be available

in the proportion of a leazst one shower unit to 15 inmates.

13.14 Thermostatically Controlled Water, UWater for show-
ers shall be thermostatically controlied to ensure the safety of
the inmates.

12,15 Hair Care. There shall be hair care services
available f{o inmates which comply with applicable health regquire-
ments. Hair shall be cut under sanitary cenditions and in an ar-
ea lcecated to permit observation by staff. Equipment shall be
stored securely when not in use.

Section 14, Medicazl and Hezlth Care Services

14 .1 Right to Medical Care. 411 inmates shall have
prompt access to necessary medical, dental, and psychiatric ecare
provided in a reasonable manner by licensed personnel. Prcocce-
dures shall provide for unimpeded access to health care zand for a
system for oprocessing complaints regarding health care. These
policies shall be communicated orally and in writing te the in-
mates upen arrival in the faeility. Policies assuring access to
health care shall be communicated orally and in writing to =ach
inmate on arrival at the facility.

b S |

14.2 REesopeonsibility. Medieal, dental, znd mental heaith
matters involving c¢linical judgements shzll be the scle province
of the responsible physician, dentist, and psychiatrist or qusli-
flied psychologist respectively; however, security regulations ap-
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plicable to facility personnel 2also apply to hezlth persconnel.
Thne official responsible for the facility shall previde tLhae
administrative support for the accessibility of health services
Lo inmates. : :

14.3 Responsible Physiecian. A responsible physician
shall be designated to approve health care policies, procedures
and agreements whicn can include use of hospital emergency rooms,
Fach prison shall have agreements for 24 hour on-~call physieian
coverage., All physicians and dentists examining or tresting in-
mates shall be licensed to practice 1in the 3Stzte of West
Virginia.

14.4 On-Site Health Authority. There shall be designat-
ed on-site _health authorities who shall be responsible for
arranging and making available all health care services. There
shall be a2 health suthceority on site twenty-four hours per day.
The health authoerity mey be 2z physician, physician's assistant,
registered or licensed practicel nurse, nurse practitiioner,
paramedic, emergency medical technician, or a health-frained
staff member. A physician must be available on-site for primary

care Tor a minimum of U0 hours per weeXk at an inmate level of 500 .

or more, and proportionately in terms of hours for inmate levels
above and below this number.

14.5 Medical Autoncmy and Prison Administration. Medi -
cal decisicons shall be made only by the responsible physician or
Gesignee(s). It shall be made clezr to the health authorities
and physicians that security regulations which apply to the non-
medical fzelility sitaff zlsc zpply to Lhem. They shzall be provid-
ed with a 1list ¢f these regulations z2nd =n. orientztion to the
prison system,. The non-medical staff shall have no role in
authorization of mediczal care.

14.6 Duties and Responsibilities. Appropriate state and
federal licensure, certification or registration requirements and
restrictions apply to personnel who provide health care services
to inmates. The duties and responsibilities of such perscnnel
shall be governed by written Jcb descriptions approved by the re-
sponsible physician and the facility administrator. Verification
of current credentials and job descriptions shall be on file in
the facility. The provision of quzlity health care shall be en-
sured by using only qualified health care personnel to determine
and supervise hezlth care procedures. Written Jjob descriptions
shall include gualifications required and the spegific reole in
the hezlth care delivery system in Keeping with the individuzl's
professicnal training. Verification c¢f qualifications may con-
sist of copies of current credentials. ’
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8.7 Administrative Meetings and Reports. There shall
be meetings between the responsible pnysician and the facility
administrator to discuss prison hesalth care at least gquarterly.
Notes of these meetings shall be kept by the administraztor. The
responsible physieian shall submift gquarterly reports on the
health care delivery system and annual statistical reports. The
report shall include topies such as the effectiveness of tLhe
health care delivery system, descriptlion of any hezlth environ-
ment factors which need improvement, changes effected since the
last reporting period and, if needed, recommended corrective ac-
ticn. There shall alsco be an Annual Statistical .Report which
will include the number and nature of sick call visits, diagnos-
tic studies performed, emergency services rendered, specialty re-
ferral visits, hospitalizations, speclal procedures performed,
ambulance transfers, communicable diseases reported, and deazaths,
Thne znnual Statistical Report shall be submitted Lo the Adminis-
trator and Commissioner o©f Corrections. The responsible physi-
cian shall submit an annual appraisal c¢f the prison's heslth care
delivery Lc the Administrator and Commissioner of Corrections.

14.8  Review. Each poliey, procedure, and program in the
health c¢are delivery program shall be reviewed at least annually
by the responsible physieian and revised 1If necessary. Each
document shall bear the date of the most recent review or revi-
sion and the signature of the reviewer.

14.9 Policies and Procedures. The responsible physician
shall write or approve pre-written health policies and procedures
at 2 minimum for the following aspects ¢f prison hezlth care:

Decision making: special problem patientis;
Notifieation of nesxt of king

Fost-mortem examination;

Minimal staff training requirements;
Emergency services;

Suicide prevention;

Pronibitions;

Recelving screening;

Health appraisal;

Care for persons under the infiluence of drugs;
Mentally i11l;:

.Psychiatric illness;

Access To ftreatment, dailly health complalnts;
Sick ecall:
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(s} Prostheses;

(t) Management of pharmaceuficals;
(u) Administration of medications:
(v) Health records;

{w) Transfer of reccrds;

{x) Confidentiality;

(y) Facilities and equipment;

(z) First aid kits;
{am) Informed consent;
{bb} Medical research; and
{ce).Serious illness.,. :

14,10 Decision-making: Special Problem Patients. Be-
fore inmates with diagnosed psychiatric or significant mediczal
iliness are "given housing assignments, work assignments, disci-
plinary measures, or transfers, consultation between the facility
administrator and responsible physiclan or thelr designees shall
take place to decide on any special preczutions or preparations.
A list of frequent illnesses which regquire special arrangements
shall be developed. Special diets must be provided when ordered
by health personnel and approved by the responsible physician.

14.11 Notification of Next of Kin. Any inmate having
any serious illness or injury, or who dies while incarcerated
shzll, with the explicit consent of the inmate, if possible, have
his next of kxin or legal guardian notified by the facility admin-
istrator, the responsible physiclian, or their designee,

14,12 Post-mortem Examination. In the event of an in-
mate death, the state medical examiner shall bes neotified immedi-
ately. If the causs of death i1s unknown, or the death c¢courred
under suspicious circumstances, or the inmate was unattended from
the standpoint of not being under current medical care, a post-
mortem exzmination shall be performed.

14.13 Minimum Staff Training Reguirements. Health
trained staff is defined as prison personnel who have the equiva-
lent of EMT training and also have received information regarding
the symptoms of physieczl and mental illnesses common fto the in-
mate pépulation (ineluding depression and chemical dependence),
basic management of seizures, medicaticn administration, health
record maintenance, recognition of potential suicides, ability to
reaspond fo health-related situations within four minutes, first
aid training and procedures for patient transfers to appropriate
medical fae¢ilities or health care providers. Training may be ef-
fected and approved through the responsible physician. An appro-
priate training course may be completed In approximately 60-80
nours., Ezch shift shall_include at least one member who has be-
come health-trained as described above.
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4,14 Emergency Services. There shall be twenty-four
hour emergency medical care avallable. By definition, a medicai
emergency is an acute illness or unexpected health need that npust
be attended to immediately and canndt be delayed until the next
scheduled sick call. The responsible physician shall approve a
plan providing for the use c¢f emergency transpcrtation, use of z
local hospital emergency department or apprepriate health facili-
ty with emergency on-call physician services, procedures for the
transfer of inmates to other medical facilities and security pro-
cedures.

14.15 Suicide Prevention. There shall be a written sui-
cide prevention and intervention program that is reviewed and ap-
proved by a qualified medical or mental health professional, All
staff with responsibility for inmate supervision shall be trained
in the implementation of the preogram. 3taff shall have responsi-
bility for preventing suicides through intake screening,
identification, and supervision of suicide-prone inmates. The
staff shall receive special training in the implementation of the
suicide prevention program.

14,16 Prohibitions. Iinmates shall not be used for the
following duties: '

(2) Performing direct patient care services;

{b) Scheduling nealth care appointments;

(e¢) Determining =zccess of other inmates to health care
services;

(d) Handling or having access to surgical instruments,
syringes, needles, medications, health records; and

{(e) Operating equipment for which they are not trained.

Thnese restricticons, however, shall not preclude inmates from par-
ticipating in a certified vocationzl training program. They
snall be able %o perform maintenance and Janitorial services un-
der supervision of qualified stfaff. They shall not cperate medi-
ezl equipment unless approprizfely eredentialed and licensed, and
directly supervised by the responsible physician. Inmates shall
not perform direct services such as dental chairside assistant,
unless they are part of a certified vocational training program.

14017 Receiving Medical Screening. 4 receiving medical
scereening appraisal to elicit information pertinent +to the
inmatet's_health shall be performed on every inmate at the time of
admission. The screening shall be recorded on a form which has
been approved by the responsible physician. Sereening is z means
te discover and pravent health and safety threats to inmates and
staff, The goal of receiving screening shall be tc detect any
communicable diseases, chenical dependence, sulicide potentiali, or
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other medical or_ psychiatric problems before the inmate is placed
within the prison pocpulation. Wnen tne inmate has been trans-
ferred from ancother facilitv and 1s zcecmpanied by a previously
completed screening form, ©The form shall be reviewed and
verified, Receiving se¢reening shall be conducted by & health-
trained staff member. Inmates who are in need of immediate medi-
cal attention at the time of admission shall be referred immedi-
ately for emergency care after the physician on call has been no-
tified., The screesning process shall include =2t least an inqguiry,
observations and disposition.

14.17.1 Inguiry. The screening process shall include,
but not be limited to, an inquiry into:

. {a) Current illness and health problems, including den-
tal problems;
{(b) Venerezl disezses and other infectious diseases;
(e¢) Medication-taken zand special health requirements;
(d) Use of aleohol and other drugs which inecludes types
of drugs used, mode of use, amounts used, freguency
used, date or time of last use and history of proeblems
which may have occurred after ceasing use {(e.g. convul-
sions);
(e Past zand present treatment or nospitalization for
mental disturbance or suicide atiempis: and
(f) Other health problems designated by the responsible
physician.

t4.7.2 Observaticns. The screening process shall in-
clude, but not be limited to, observations including:

(a) Behavior, which ineludes state of consciousness,

memtal status, appearance, conduect, Lremor and
sweating;
{b) Body deformities, trauma markings, bruises, le--

sions, Jjaundice, ease of movement, etc.; and
(e) Indications of recenft or chronic substance abuse,
i.e., needle marks.

14.17.3 Disposition. The screening process shall in-
clude the following dispositicn to: '

(a) General populaltion;

(b) General population and referral to appropriate
hezlth care services;

(¢} Referral to appropriate hezlth care services on an
emergency basis; and

(d) Medical isolation or special observation.
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14,18 Health Appraisal. Within seven (7) days of admission
a health appraisal shall be completed for each Iinmate which in-
cludes a history and examinztion, recorded on a form approved by
tlhe responsible physician. Althcugh a physician, physician's as-
sistant, or nurse practitioner must perfeorm the physicsal
examination, the health history may be collected by a health-
trained staff member. The hezlih appraisal shall include:

(a) Reviews of thne earlier receiving screening by the
examining clinician;

(b Ccllections of additicnal data to complete the
medical, dentzl, psyechiatric and imaunization
histories;

{e) Administering of laboratory and/or diagnestice
tesis to detect communicable disease and tuberculosis;

(d) Recording height, weight, pulse, blood pressure
and temperature, administering of other tests, and
examination witn ccmments about mental and dental sta-
Tus;

(2) Reviews of the results of the medical examination,
tests, and identification of problems by a physiciang
and : -

(£f) 1Initiation of therapy when appropriate.

14.19 Care for Persons Under the Influence of Drugs. )
The responsible physician shall approve policies and procedures
for the identification of alcohol and drug dependence as well as
subsegquent management and/or transfer for the care of persons un-
der a drug Influence. Unless the prison has speclal facilities
and econstant medical supervision to perform detoxification, the
process sigall not be performed on site; the inmate shall be
transferred to 2 heospital or community detoxificafticn center des-
ignated by the responsible physician. Procedures for adequate
gcare of persons under the influence of drugs include policies and
training governing medical screening, observation, referral
evaluation, and szfety protections.

18,20 Mentally Ill Inmates. Post admission sereening and re-
ferral for care of mentally 111 or retarded inmates whose adapta-
tien to the c¢orrectional environment 1s significantly impairsd
shall be provided. Psychiatrice problems identified, either during
receiving screening or afier admission, snall be followed up by
medical staff. The urgency of the problems determines the
responses. Suicidal and psychotic patients are emergencies and
require prompt attention. Inmates zawaifting emergency evaluation
shall be housed in a3 specially designated arez with constant su-
pervision by trained staff. Inmates shzllbe held for only the
minimum time necessary before emergency care 1is rendered. A1l
sources of assistiance for mentally ill and retarded inmates shall

— . . . Page 187
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be 1dentifled in advance of need, and referrals snould be made on
a2ll such cases. Nc person snall bte housed solely on zccount of
inveluntary commifment proceedings pursuant Lo Chapter 27, Arti-
cle 5 of West Virginia Cecde. :

14,21 Mental Healih Evaluation. & comprehensive individuzal
mental health evalustion shall be performed on specially referred
inmates by 2 multi-disciplinary mental hezlth team. The evalua-
Zion shall be completed within fourteen days after the date of
referral, and shall include at least the feollowing elements:

(a) Review of mental health screening and apprais-
al data; : )
(b) Collection and review of additional data from
staff observation, individual diagnestic inter-
views and tests assessing intellect and coping
abilities; o

(c¢) Compilation of individuzl's mental health his-
tory; and,

(d) Development of an overall treatment/management
plan with appropriate referrzl,

14,22 Psychiatrice Illness. -Tnhnere shall be c¢onsultaticn be-
tween the facilify administrator and the respeonsible physician or
their designees prior to the following actions being taken
regarding patients who are diagnosed as having a psyc¢niatriec ill-
ness: :

(a) Housing assignments;

(b) Program zssignments;

{(¢) Disciplinary measures; and,

(d) Transfers in and out of the institution.

14.23 Detoxification. Procedures shall require that gradual
detoxification from alccnol, oplates, pnyprotics, other stimu-
lants, and sedative hypnotic drugs is effected zs follows:

{a) When performed at the facility, it is under
medical supervision; and

(b) When not performed in the facility, arrange-
ments are nade for it to be conducted in a hospi-
tal or community detoxification center,

14.24 Chemical Dependency. Procedures shall guide the elini- -
cal management of chemically dependent Iinmates witn the following
requirementa:

(a) Diagnosis of chemical dependency by a physi-
clang

(b} Determination by a physician as to whether an
Individual reguires nonpharmacclogicallly or phar-
macolegically supporteaed care;
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(¢) Individualized treatment plans which are -
developed and implemented by a multidisciplinary
team; zand

(d) Referrals to specified community resources up-
on release when appropriate.

14.25 Access to Treatment. It shall be required that each
inmate, at fime of admission, be given orally and in writing, in-
formation concerning the right te medical treatment. The informa-
tion sheet shall be approved by the responsible physician ang
shall include procedures for registering complasints and the pris-
on's sick call schedule. . , L -

14.26 Daily Health Complaints. Inmate's hezlth complaints
shall be solicited dally and acted upon without delay by trained
personnel such as a licensed nurse or registered nurse and fol-
lowed by appropriate Criage and treatment by gualified person-
nel . Triage is the sorting and zlleccation of treatment of pa-
tients according te priorities of need.

14,27 Siek Call. 3Sick call is the system through which each
inmate reports for and receives appropriate medical serviecas for
non~emargency iliness or injury. InmaTes will have daily aceess
Lo sick call forms wnich will be reviewed that day by the hezlith
authority or ot her person designated by the responsible
physician. All ccmplaint forms will become part of the inmate's
health record. 3ick ¢z2ll shall be performed by a licensed physi-
cian, physiclan's assistant, registered nurse or other person
designated by the responsible physiecian. Sick call is a designat-
ed time to see non-emergency problems., Minimum frequency of sick
¢all should be as follows:

(a) in fagiiities with fewer than fifty inmates,
ohce per waek;
(b) 1in facilities with fifty to one hundred in-
mates, two days per week;
(e) in facilities with one hundred to two hundred
inmates, three days per week; and
(d) in facllities with more than two hundred in-
mates, five days per wesk.
If an inmate!'s custody status precludes attendance at sick call,
arrangements are made t¢ provide sick call services in the place
of the inmate's detention,

14.28 Continuity of Care; Surgery. Inmates shall be provided
2l needed follow-up care, laboratory servieces, physical therzpy,
physical aids and surgery, other than ccsmetic surgery, a2s needed -
including referral to community care.

14.29 Use of Resbtraints or Isoclation for out of control
residents. The responsible physician shall approve a2 plan guiding
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the use of restraints or isclation and providing for mental.
health personnel to evaluate inmates who are repeatedly out of
control or remain out of control for more than sz short amount of
time., Use of physical restraints. in controlling inmates inside
the facility may be used only for the protection of the individu-
al or others. The use of restraints shall be recorded in the in-
matet!s file. Any time an inmate remains out of control for more
than a short amount of time, mental health personnel should be
consulted.

14.30 Health Promotion. The responsible physician-shall con-
sider plans providing Inmates with health education and preven-
tive medical services, and shall review inmates' opportunities to
engage in exercise. ' )

i4.30.1 Disease Prevention. Prisons shall establish a hold-
ing bed area for use by inmaies having medical problems re-
quiring separation or close observation, Inmates shall be
allowed to perticipeste in some form of exercise invelving
large muscle activity for =a minimum of o¢ne hour daily.
Structured programs should be offered.

T4,30.2 Health Education. Procedures shall provide that =
program of nealth education is provided to inmates of the
faeility. Health education shall provide Iinformation on
medical services such as immunizations, hypertension detec-~
tion and instruction in self-care for c¢hronic conditions.
Subjects for health education may include the following:
personal hygiene and nutrition; venereal disease, alds, tu-
berculosis and other communicable diseases; effectis of smok-
ing: self-examination for breast cancer; dental hygiene;
drug abuse znd danger of self-medicstion; family planning,
ineluding as appropriate, both services and referrals;
phyvsical fitness; and, chronic diseases and/or disabilities.

t4.31 Physical Examinations. Procedures shall specify the
conditions for periodie hezalth examinaticns for Inmates. Persons
Tifty years of age or older shall he given annual physical exami-
nations, All other inmates shall receive thorough physical exami-
nations at least bi-annually. A1l inmates shall be examined prior
Lo release for detection of diseases which may require reporis to )
the Depariment of Hezalth and/or the Center for Disease Control. - e

T4.32 Individual Treatment Plan. Procedures shall provide
for a specizl health plan for inmates reduiring close mediczl su-
pervision, A written individuzal treatment plan, which shzall in-
clude directions to health care and other personnel regarding
their roles in the care and supervision of these patients, shall
be developed for each inmate by the appropriate physicizn, den~
tist, or qualified mental health practitioner.
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140,33 Dental Care. Dental care shall be provided to each in-
mate under the direection and supervision of a dentist, licensed
in the state, in the following circumstances:

(a) Dental screening within fourteen days of
admission as part of the health appralszl; and

(p) Appropriate check-~ups, examinations, extrac-
tions, emergency corrective, preventive and other
dentzl services.

14,34 Speecial Medical Programs. Arrangements shall be made
for the provision of special medical programs, including chronic
care, convalescent care and medical preventive maintenance for

’ the inmates. The special medical program shall serve a broad
range cof health "problems, such as, seizure disorders, hyperten-
sion, ischemic heart disease, diabetes, AIDS, potentiazl suicide,
chemical dependency and psychosis. These special medical condi-
tions require close medical supervision. Chronic care is medical
service rendered to a patient over za long period of time; treat-
ment of diazbetes, asthma and epilspsy are exzamples. Convalescent
care is medical services rendered to a patient to assist in the
recovery from illness or injury. Medical preventive maintenance
include healthn education and medical servicges, suecn as
innceulation and immunization, provided Lo ftazke advance measures
against disease, 2nd, instruction iIn self-care for chronic condi-
tions. ' ' -

14,35 Medieal and Dental Prostheses. As determined by the
responsible physician or dentist, medical and dental prostheses
shall be provided when the health of the inmate would be other-
wise adversely affected., Prostheses are artificial devices to re-
place missing body parts or to compsnsate for defective bodily
funections.

14,36 Managenent of Pharmaecsuticals. Procedures for
prescribing, dispensing and administering drugs shzall be in com-
pliance with applicable state and federal laws and regulations.
The rsponsible physician shall approve written procedures for
distribution, administration, accounting and disposal of medica-~
tions. Thne responsible physician shall approve a written medica-
tion log and maintain one for each inmate receiving medication;
the log shall include the date, time, nzazme of drug and dosage ad-
ministered. Any inmate refusing medication must sign a stztement

- to that  effect, wnich shall alsc be signed by a staff member,
filed in the health record. Medication will be administered only
by a physician or nurse, or, after written approval by the
responsible physician, by the health authority or health trained
staff members; exception to this requirement may be made in that
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insulin .injections may be self-administered by the inmate with
the supervision of the health authority or health trained staff
member. The paysician shall inferm prison persconnel of pessible
side effects of medication on inmates. When medications are taken
by moutn, the person administering the drug will observe the in-
mate swallow Gthe drug and have nim/her speak afterswallowing to
insure ingestion of the medication. The facility shall provide a
locked storage arsa for medications and maintain a list of
medications stocked by the facility. Medications shall be refrig-
erated, if necessary.

14.37 Administration of Medications. Persons administering
‘medications shall do so under the supervision of the responsible
-phiysician and shall have received training appropriate fc¢ their
assignment. They are accountable for administration of medica-
tions according to orders zand recording the administration of
medicaticns in a manner a2hd on a form approvad by the respensible.
pnysician. Training from the responsible physician encompzsses
the medical aspects of the admininstration or distribution of
medications; training from the facility administrator encompasses
security matters inherent in the administrztion or distribution
of medications in a correctional faeility. The concept of
administration or distributiocoon of medications according fto or-
ders includes performance in a timely manner., Medications will be
administered on a schedule which 1s consistent with the individu-
21l's needs rather than the Iinstitution's needs.

14,38 Health Records. A separate health file shall be estab-
lished .on every inmate at the time o¢f thelir receiving screening,
The health record shall be sufficiently detailed Lo enable any
practitioner %o give continuing care and enable them to determine
what the inmate's condition was at a specific time, what proce-
dures were effescted, and tc enable consultants to give an opinion
after examination of the inmate. Entries must be legibly written
in ink, signed and dated. Records snzll be maintained for z mini-
mum of seven years after the inmate's release frem incarceration.
The file shall contain the following inforwation:

(a)The completed receiving screening form;

- (b)Health appraisal data (if inmate has been
incarcerated for at least thirty days);
{(¢)All findings, diagnoses, orders and treatments;
(d)Medication log sheets;
(e)Results of any laboratoty, x-ray or diagnostic
studies;
(f)Completed medical complaint forms;
(g)Place, date and time of hezlth encounters;
{(h)Dental, psychiatric or other consultation re-
ports; :
(i)Consent and refusal forms; and
(j)Release of information forms.
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1£.39 Transfer of Records. When off-site examination, treat-
ment, transfer to another facllity, or hespital admission occurs,
the inmate's health receord or a copy of summary snall accompany
the inmate. Documentation of any off-site examination or treat-
ment shall be made in the health record by the physician or other
health professional inveoclved. Health records shall be refurned to
the prison with the inmate, or, in the event of transfer or
hospital admission, as soon a3 possible thereafter. Written
authorization by the inmate 1s required for transfer of health
record information, execespt in 2n emergency situation where the
inmate is unable to autherize,

© 14,40 Confidentiality. The inmate's medical iaformation,
records, and confidences entrusted to a physician or other medi-
cal care professional in the course of screening, examination pr
treatment are confldential and shall not be disclosed to anvone
except: -

(a)} With the inmate's informed cconsent; or

(b) Where the law requires disclosure, e.g., re-
porting of communicable diseases; or

{c) When the security of the institution or the
safety of the individuzl requires disclosure and
then only to the extent necessary fTor the protec-
tion of the inmate and the security of the facili-

ty; or
{(d) The chief administrative officer ocapn review
medical records but must maintain thneir

confldentiality except a5 provided abeove.
{e) The inmate shall hnave access to their own
m=adiceal racords.

14,487 Facilities and Eguipment. If heazalth services are.
delivered on-3ite, the priscn shall have a private
examination/treatment area. Basic items provided shall include:
stethoscope, blood pressure cuff, thermometer, tonguse derprsssors,
flashlight, opthslmoscope, otocsceope zand ear specula, percussion
hammer, wWelght sczales, examination gloves, vaginal specula, and
first aid kits as well as other equipment designated as nescessary
by the responsible physician.

14,42 OQutside Resources. Procedures shall require that pa-
tients who need hezlth care beyond the resocurces available in the
facility, as determined by the responsible physician, are trans-
ferred under zppropriate security provisions to a facllity where
such care is available.
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T4.483 First Aid Kits. Each prisecn shall hzave one or mnore
first-aid kits containing, but net limited to, bandages, gauze,
sling, =adhesive tape, band-azids., The responsible physician shall
designate the number, location and contents of first-aid kits.
The health suthority must periocdically inspect a2ll equipment and
Tirst-aid kits.

14.484 Informed Consent. The informed consent of an inmate is
necessary for all medical examinations, treatments and procedures
except those which are required by law, e.g., treatment of infec-
tious diseases where public health law requires =such treaztment.
Informed consent is the voluntary consent te a treatment,
examination, or procedure by the patient after the patient has
received all the materizl Tacfts regarding the nature, ccnsegquenc-
23, risks and alternatives concerning the propesed treatment, ex-
aminzation or procedure. Wnen the inmate is a minocr, the informed
eonsant of parent, guardian or legal custodian applies when re-
guired by law., Exceptions ¢o obtaining informed consent are
allowable if__they are in accordance with stae law (such z2s emer-
gency situation or public health matters).

14,45 Medical Research. The  use of inmates -for “medical,
pnarmaceutical or cosmetic experiments is prohibited. 4 person
confined in a faecility 1s incapable of voluntesring as a human
subject without hope of reward and cannot dc so on the basis of
fully informed consént., Therefore, inmates shall nct participate
in experimental projects Iinvelving medical, pharmaceutical or
cosmetic research, ineluding aversive conditioning,
psychosurgery, electrical stimulation of the brain, or the appli-
cation of cosmetic. substance to the body that are being tested
for possible 11l effects prior to use in the general public. This
does noft preclude the use of a new medical procedure for the
individual treztment of an inmats by thelr physician,subsequent
to a full explanation o¢f the positive and negative features of
the treatment. Thnis agreement iz between the physicizn and the
inmate and may not be part of a general program of mediecal
eXperimentation.

14.46 Trainees/Students. When the institution uses students
or interns in healih care delivery, written policy and proecedure
shall provide for work experience under direct staff supervision,
commensurate with their level of training. :

T4.47 Serious Illness or Injury. A process shall be devel-
oped whereby those individuzls, designated by the inmate, are no-
tified in case of serious illness or injury. Permission for noti-
fication shall be obtained from the inmate pricr to need, is pos-
sible. There may be situations in which the inmate does not want
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the next of kin notified of an illness or injury:; therefore, the
inmate's consant should be obtained whenever poessible. The next
of kin or other individuals designated by the inmate to receive
notification shall be included on the facility admission form.

14,488 Personnel. The following hnealth care practitioners
shall be provided for a facility with five hundred inmates. The
staff must be adjusted proporticnately for facilities with fewer
Than or more than five hundred Inmates.

Medical Director: One full-time equivalent; responsible
for health care and will provide general physician ser-
vicas., _

Program Direcfior: QOne full-time equivalent; responsible
for program administration.

Registered Nurse: Three full-time equivalents;
responsible for primary czre and infirmary care.

Licensed Pracitical HNurse: Three full-time eguivalents;
responsible for bprimary care and Infirmary care.

X-Ray Technician: Ten hours per week; generzsl X-ray
procedures.

Pharmacist: Five hours per week; supervision of pharma-
cy operations.

Dentist: Cne full-time equivalent; dental screening and
primary dental care.

Dentzl Hygientist: Cne full-time equivalent; preventive
dentistry and assistance %o dentist.

Medieal Records Clerk: One full-time eguivaleni:
maintenance of mediecal records, administrative and
clerical support. ‘

Optometrist: Eight hours per week; optometric services.

Section 15. Inmates Rights

15.1 Access to Courts. Inmates shall have the right to
have access to courts to present any issue, including challeng-
ing the legality of their conviection or confinement; seeking re-
dress for illegal condicvions or Lreatment while under
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correcticnal control; pursuing remedies in connection with ecivil
legal problems; and, asserting against correctional or other gov-
ernment authority any cther rights protectad by constitutional or
statutory provisicn or commeon law. Inmates seeking judiecizl re-
lief shall not be subjected to repriszls or penaliies as a con-
sequence, : ' )

15.2 Access Lo Attorneys. Procedures shall ensure and
facilitate the right of inmates to have access to attorneys or
their authorized representatives. ,

15.3 ° Access to Law Library. Procedures shall provide
for the right of inmates to have access to an appropriate law
library and to supplies and services related to legal natters.
The law library shall include, at a minimum, relevant and up-to-
date constitutional, statutory and case law materials, applicable
court rules, and prasctice treatises. -

15.4 Access Lo Supplies. The institution shall make
reasonable efforts to assist inmates with the preparation and
processing of their legal documents. Items such as paper, tvpe-
writers, -and carbon paper shall be provided 211 inmates upon re-
quest and should be available free of chargs to indigent inmates.

15.5 - Equal Access.  When male and female inmates are
noused in the same institution, there shall he separats sleeping
gquarters, but equal =access Lo all available services and
programs. Neither sex shall be denled oppertunities solely on
the basis cf their smaller number in the population.

15.6 " mnefuszl to Participate. Procedures shall provide

inmates with the option to refuse tc participate in secondary or
postsecondary education, voecational training, religious services,
soclal services and counseling, psvychological and psychiatrice
treatment, library services, athletic, recreational and leisure
time activities, involvement with community groups, mail and vis-
iting, contact by media, centaeft by  attorneys or legal
rapresentatives, velunteer programs and prerelesase programs, In-
mates must accept work assignments, enrollment in basic education
programs, medical and dental care mandated by statute , and par-
ticipation in other programs crdered by the sentencing court or
required by statute. Inmates shall not be penzlized for refusing
Lo participate in the institution's total rehabilitastion program.

5.7 Ferscnal CGCrooming. Inmates shall be permitted
Tresedom in persocnal grocming as long as their appearance does not

Bara A
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conflict with the instituticon's requirements for safetly,
security, identification and hygiene.

1.8 Grievance Procedure, There shall be a written in-
mate grievance procedure which is made available to all inmates
and whicn includes at least one level of zppezl. The institu-

tion's grievance mechanism shall include the following: provision
for written responses to all grilevances, including the reasons
for the decision; provision for response within a prescribed,
reasonable time 1limit, with special provisions for responding to
emergencies; provision for supervisory review of grievances; pro-
vision for partigipation by staff and inmates in the design and
operation of the grievance procedure; provision for access by all
inmates, with guarantees against reprisals; applicability over a
broad range of issues; and, means for rescolving questions of ju-
risdiction.

Section 16, ITnmate Rules and Discipline

16.1 Rules of Ccnduct. There shall be Written rules of
inmate conduct which specify acts pronibited within the institu-
tion—and penalties that may be imposed for various degrees of
viclation; the written rules are reviewed annually and updated
if necesszry. Theée sanctions shall be proeporticnate to the impor-
tance of the rule and the severity of the violation.

16.2 Rulebook. There shzall be a rulebook that contalins
all c¢hargeable offenses, ranges of penalties and disciplinary
procedures posted in & conspicucus and accessible area; 2 copy
shall be given to each inmate and staff member. When a literacy
or language problem prevents an inmate fromw understanding the
rulebook, a staff member or translator shall assist the inmate in
understanding the rules,.

16.3 Informal Discipline. Written guidelines shall
specify misbehavior that may be handled informally.

16.4 Disciplinary Reports. o
16.4.7 Written Repcrts. Written procedures shall
provide that when rule viclations require formal
rescluticn, staff members prepare a disciplinary
report and forward it to 2 designated supervisor.

16.4.2 Disciplinary Beport Information..
Disciplinary reports prepared by staff nmembers
shall include, buit are not limited to, the follow-
ing informatlion:
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- {(a) Specific rules violated;

(b) A formal statement of the charge;

(¢} Any unusual inmate behavior;

(d) Any staff witnesses;

(e} Disposition of any physical evidence;

(f} Any immediate zctlon taken, including the
use of forcs; and

(g) Reperting staff member's signature and
date and time report iz made.

15.5 Prehearing Detention. Prehearing detentlon shall
.take place only under the circumstances set forth in BSection
1.2, and only for so long as set forth therein. The approval of
the warden or his designee must be obtained and include and
explanation of the reascon why inmate segregation is necessary and
the date fcor a hnearing, both of which shall be provided to the
inmate immediately upon 1ts preparation.

16.6 . Investigszation. When an alleged rule viclation 1is
reportaed, zn appropriate investigation shall begin within 24
hours of the time the violation is reported and shall be complet-
ed without unreasonzable delay, unless there zre exceptional cir-
cumstances Tor delaving the Investigation,

186.7 Commitment of Crime. In instdnces when an inmate.
is alleged to have committed a crime covered by eriminal law, the
instiftution shall refer the case to the appropriate cfficials for
pocssible prosecution.

16.8 Waiver of Hearing. Prccedures shall provide that
an inmate may waive the right tec a hearing, provided that the
walver is documented and reviewed by the chief executive officer
or designee. T ' i

16.9 Statement o¢f Changes. Procedures shall provide
that the inmate is given a written statement of the charge(s),
including a descripiicn ¢f the i1necident and ~specific rules
viclated, at the same ftime that the diseiplinary report is filed
with the disciplinary authority, but no less than 2% hours prior
to the disciplinary hearing. The hearing may be held within 24
nours with the inmate's written consent.

16.10C Postponement of Hearing. Disciplinary hearing
postponement or continuance may be granted for =2 reascnsble peri-
od of time for good causs, such as preparaticn of a defsnse, 111-
ness orr unavailability of the inmate, further investigation pof
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factual matters to. the hearing, or pending ecriminal court
prosecution. Delaying a disciplinary hearing is Jjustifiable on
the basis of factual recording of inmate's unaccepitable behavior
during the hearings process or his refusal to participate in =z
reascnable manner,

16.11 Speedy Hearing. Procedures shall provide that in-
mates charged with rule violations are scheduled for a hearing as
soon as practicable, bul no later than five days, excluding week-
ends and holidays, after reporting of the alleged violation. In-
matés shall be notified of the time and place of the hearing at
least 24 hours in advance of the hearing except as provided in
Section 16.5, and cases where the inmate is not available, or a
need exists to await z laboratory anzlysis. Reasons for all de-
lays shnzll be documented, , ,

19.12 Presence at Hearing. Procedures shall provide that
inmates charged with rule violations are present at disciplinary
nearings, except when their behavior during the hearing justifies
exclusion, ' '

16.13 . TInpartial Hearing. Disciplinary hearings of rule
violations 'cases shall be conducted by an impartial person or
panel or persoéons. £ record of the proceedings is made znd msin-

tained for at least two years.

16.14 Representative. Procedures shall allow inmates to
request the services of zan inmate or staff member to represent
them at disciplinary hearings and to question relevant witnesses.
Representatives shall be zappeinted when it is apparent that in-
mates are not capable of effectively collecting and pressanting
evidence on their own behalf. Having a representative shall not
interfere with the inmate's own right tec be heard.

16.15 Evidence and Witnesses. Procedurss shall provide
that the inmate iIs given an opportunity to make a2 statement, to
present documentary evidence, to call witnesses on his/her

behalf, and tc cross—-examine witnesses. Reasons.for the denial of
such requests shall be stated in writing.

15.16 Authority's Decision. Procedures shall specify
that the disciplinary authority’'s decision shall be based soclely
upeon information obtained in the hearing process, including staff
reports, the statements of the inmate charged, and evidence de-
rived from witnesses and documents.
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15017 Written Record. Procedures shall specify that a
written record shall be made of the disciplinary hearing decision
and the supporting reasons, and that a copy shzall be given to
the inmatese. The record of the hearing and supporting documents
shall be kept in thne inmate's f{ile and in the disciplinary
authority's records. The disciplinary hearing statement shall
include the decision, the disposition and the reason for the zc-
tion ineluding recitation of evidence upen which the determina-
tion is made and the rationale for any penalitiy impesed. A copy
cf the decision shall be promptly provided to the inmate.

16.18 Review of Findings. Procsdures shall provide for
a review of all disciplinary hearings and disposition by the
warden/superintendent to assure conformity with peliey and
regulations. '

16.19 Not Guilty. Procedures shall provide that the dis-
ciplinary report is removed from zall files of inmates found not
guilty of 2n alleged rule violaticn. When zan inmate 1s found
guilty of only some of the rule violations hne or she was
originally charged with in connectilon with 2 single incident,
and when that incident is described in a single disciplinary re-
port, .the inmate's record shall show clearly the vioclations that
were not proven. A1l discipliinary reports,  regardless of
disposicion, may be kept and used for statistical or research
purposes providing all identification is removed.

16.20 iAppeal. Procedures shall grant inmates the right
to appesl disciplinary decisions to¢ the warden/superintendent or
designee and receive a respone within three working days; and to
appeal Lo . the Commissioner of Correcticns and receive a response
within seven days of receipt. The appeal process shall consider
three factors: whether there was substantial compliance with in-
stitution standards and procedures in handling inmate discipline;
whether the deciszion of the committse was based on the greater
welght of evidence; and whether, under the circumstances, the
sanetion imposed was proporticnate to the rule violation.

16.21 Disciplinary Action. In any disciplinary action
taken agzinst any inmate: -

{a) The action must be reasonable and proportion-
ate to the vieclation;

{(b) The action must be taken in an impartial and
non-disceriminatory manner;

(e) The acticn must never be arbitrary or
retaliatory;
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(d) Physical abuse is strictly prohibited:
(e) Accurate, detailed reports of all disciplin-

ary actions must be maintained.

Section 17. Communication, Mail and Visitation

17.1 Written Regulations for Mail., Written policy and
procedure shall govern inmate correspondence; they shall be
avallable %to all staff and inmates, Inmates must utilize their
correct return address, although i1t need not specifically
indicate a ccecrrectional institution.

17.2 Limitations of Mail. When the cost is borne by the
inmate, there shzll be nec limitation on the volume of mail which
an inmate may send cor receive, or on the length, language,
content or source of the mail, except that of obtaining
permission for an inmate to correspond witnh an inmate of another

penal . institution. The number of approved correspondents for an
inmate shall be unlimited. Limitations may be placed on the use
of the mails for .the conduct of an inmate business. Inmates

shall hzave the right to reject any mail directed to them and such
rejection shall not subject an inmate to punishment.

173 FPostage Allowance. Procedures shall provide that
indigent inmates, as defined in policy, receive a specified
postage allowance to maintain community ties. Provision shall be
made to esnsure that indigent inmates are able to send a reason-=
able minimum number of letfers per month. Community ties include
family, perscnal friends, ete., but not privileged communication
tc attorney, public officials and courts.

17 .4 Mail Forwarding. All first clzss mzil and packages
shall be ferwarded to inmates whe 2are transferred to other
institutions or released, provided a  forwarding address is

available. 1If a forwarding address is not available, first class
mail shall be refurned tec the sender. Post QOffice poliecy and
procedure shall be made available to inmates. .

17.5 Publications. Specific pelicies and procedures
shall .exist to define which publications are allowed in +the
institution and hew they will be inspected. Publications can be
prohibited only if they pose a clear, direct and immediate danger
Lo security.

17.6 Distribution. Procedures shall assure that
incoming and cutgoing mail is not delayed. A1l letters and legal
material shall be delivered on the same day of receipt, except as
provided in Section 17.7. - -
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17.7 Censoring. Ganeral correspondence, both incoming
and cutgoing, can only be c¢opened and read if, prior to reading,
there is reasonable cause to believe it contains plans for crimi-
nal activity or intreduction of contraband, in which event it
shall be subject to the following safeguards:

(a) Prior notftice to the inmate, and if a return address
is supplied, to the writer or sender;
(b} Reasonable opportunity to challange;
{¢) Ultimate determination by a disinterested party;
(d) Done in the presence of the inmate;
{e): When a complaint is made by an inmater regarding
mail, <{there shall be an on=-site investigation within
fourteen days.
Records shall be maintained ¢of all mail rejected and the reasons
therefore. .

17.8 Inspection. Procedures shall previde for the in-
spection of inmate mail to intercept cash, checks, and money or-
ders. Cash, checks and money orders shall be removed from in-
coming mail, ecredited to the offender's acccunt, and a receipt
given to the Inmate. -

17.9 Contraband. Procedures shall govern the inapee-
tion for and the disposition of contraband. It shall zlsoc speci-
Iy how seizures can be challenged, what should be done with the
contraband, =znd under wnat c¢onditions receipts are given the
sender or addressece. Policy shall indicate when tThe matier 1is
referraed for prosecution.

17.10 Sealed and Certified Letters.

17.10.1 Sealed Letters. Inmates shall be permitted to
send sealed letters ftoc 2 specified class of perscns and
organizations, ineluding, buft not limited to: courts,
counsel, officials of the confining authority, elscted
government officials, news mediz, grand Jjuries, law en-
forcement officials, administrators of grievance sys-
tems, and members of the parole board. Qut-going
privileged mail shall not be opened.

- 17.10.2 Privileged Ceorrespondents. Incoming mail from
such privileged cerrespendents shall not be c¢pened un-
less the warden or his designee determines that there
is reasonable cause to believe that it is counterfeit
or that it contzins contraband, subject to the proce-

dures set for in Seection 17.7.
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17.10.3 Certified and Registered Mail. Incoming
certified and registered mail for inmates shall be pro-
cessed as all other mail but delivered to the addressee
only upeon securing a signed receipt. Cut-gcing
certified and registered maill shall be permitted if the
inmate sender has the funds to pay for such service.

17.11 Telephone.

1T7.11.1 Telepnhone Access. Telephone facilities
shall be, provided to permit reasonable and equitable
access to 2ll inmates. Written procedures shall speci-
fy the hours of telerheone availability, maximum length
of -calls, and any limitation on telephone calls. 41l
limitations shzll be reasonable and in writing.
Telephone facilities shall allew for a rezsonable
amount of privacy and prectection frem the elements.

17.11.2 Telephcone Monitoring. No telephone communica-
tion shall be monitored cor intercepted in any way, un-
less the warden or his designee reasonably believes

- that such telephone communicaticn concerns escape
plans, plans to commit a2 erime, or plans to viclate in-
stitutional rules and regulations. The warden shall
inform any inmate that his c¢czlls will be monitored zand
give his reasons in writing why such action is being
taken. In no event shall telephone communications with
those perscns described as privileged correspondents,
as in 3Section 17.10.1 above, be monitored or intercept-
ed in any way. Records shall be maintzined of all
telesphone calls monitored.

17.11.3 titorney Calls. Telephone communications be-
tween 1inmate and counsel shall not be denied. 211
calls to attorneys shall be permitted daily between
§:00 a.m. and 9:00 p.m. without restiriction, except as
requested by the particular attorney to be czlled. The
institution shall not be responsible for payments for
long distance or local calls, Inmates shall be allowed
to accept direct calls from atiorneys.

17.12 Visitation Regulations. All regulations pertain-
ing teo wvisiting shall be made available to all inmates at admis-~
sion. Visitation shall be designed to enhance rehabilitation,

establish normalization of sceial relationships and satisfy secu-
rity. Reasonably comfortable accommodations and space, and rea-
sonable privacy shall be afforded for wvisitation. Suffiecient
seats for indoor visitation shall be provided,
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17.13 dccess to Visitation. The number of visiters an
inmate may recsive and the length of visits shall be limited only
by the institutien's schedule, space, and perscnnel constreints,
or wnen there are substantial reasons to justify such
limitations. Inmates shall be allowed at least three visitors at
one time (with all minor children in the same family counting as
onej. Each inmate may have at lezst fifteen approved visitors,
regardless of their relaticnship.

17.14 Registration. Ezeh visitor shall ke required to
register his/her name, address, and relation to the inmate upon
‘entry into the facility. All circumstances under which visitors
“and their belongings may be searched shall be in written poliey.

17.15 Security. The degree of informality of 1inmate vis-
iting facilities shall be consistent with the institutiocon's over-
all security requirements. Maximum physical contact shall be al-
lowed, consistent with an orderly visitation environment. In-
mates shall be permitted to heold infant children during visits,
and they may assist with feeding. Visiting areas must nect, ex-
cept for documented security purposes with respect to specifie
inmates _and their offenses, physically separate visiters from in-
mates, - '

17.16 Extended Visits. Procedures shall provide guide-
lines for determining whicn inmates are permitted extended visits
with thelr families, the length of the visit, where the visit .
shall. take place and other conditions fer the visit. Inmates
with appropriate security classifications shzll be permitted fur-
loughs home.

17.17 Special Visits. Procedures shall govern special
visits which may include visits from persons wno have come long
distances, prospective employers, non-immediate family members,
seldom visiting family members, visits to hospitalized Inmates,
visits to inmates in disciplinary status and visifts between in-
mates .and “their attorneys, clergy, social service agency
represéntatives, ete. Such persons need not be included on =
visitors list. Written policy and procedure shall specify the-
conditions of such visits.
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Section 18. Reception and Qrientation

18.1 tdmissions. Written procedures for admission of
inmates new to fthe system shall include, but are not limited to,
the followirig:

{a) Determination that %the individual is legally
committed Lo the institution;

(b} Complete search of the individual and nis/her
poessessions;

. (¢) Disposition of personal possessions; -
{d} Shower and hair care, i1f necessary;
(e Issue of c¢leazan, laundered clothing,as
needad;

(> Photographing and fingerprinting, including
netation of identifying marks or other unusual
pnysicezl characteristics;

(g) Medical, dental and mental health sereening;
(h) Assignment to a housing unit;

(i) Recording btasic personal data and informetion
tc be used for mail and visiting list; .

(3 Assisting inmates in notifying their nexit of
¥in and families of admissiocon;g

(kY Explanation of procedurss for mail and visit-
ing;

(1) Assigning a registered number to the inmate;
and

(m) Giving written orientaticn materials to
inmate.

Staff wmémbers shall explain the procedures being underiaken at
each sStep in the "admissions process, when necessary, these
procedures shall be reviewed for Iinmates transferrsd within the
correctional system.

18.2 Summary Admissicns Report. Procedures shall re-
guire the preparation of & summary admissicn report for all new
admissicns .te the institution that includes, but is not limited
Lo, the following: '

(a) Account of the legal aspectis of the casey
(b) Summary of criminal history, if any;

(¢) Soeial nistory;

{(d) Medical, dental, and mental hezlth history;
(e} Cecupational interests and experiences;

(.C‘

f) Educational status and interests;
. {g) Recreational preference and needs assessment;
{h) Psychological evaluations;
(i) 83taff recommendations; and
(j) Preinstitutional assessmeni information.




JATL AWD PRISON STANDARDS COMMISSICN
Leg. Rule, 31-20-9

Series 2, Section 18
183.3 Crientation; Transferred Inmates. Inmates trans-

ferred from other institutions shall receive an orientation to
the new institution.

18.4 Parsonal Properiv. Prccedures shall specify the
personal property inmates can retain in their possession.

183.5 Security of Persecnal Property. Procedures shall
govern the control and safeguarding of inmate perscnal propertiv.
Personal property retained at The institution shzll be itemized
in a written list which is kept in the permanent file; the inmate
receives a current copy of this 1list. All property retained at
the institution shall be accurately inventoried, handled caresful-
ly and securely stored. The property shall be zavailable if re-
guired by the inmate and returned at the time of release.
Confiscated i1tems shall be noted on the inventory list which 1is
signed by the inmzte. Receipts shall be provided to the. inmate
for all funds and possessions stored, and upon relezse from the
institution, receipts shall be signed bty inmates acknowledging
recurn of their property.

18.6 Orieritation, New Inmates. Orientation shall provide
new inmates an understanding of what is expected of them and what
they may except Lo derive from institution programs. Orientation
shall include formal classes, distribution of brochures that de-
scritce institution programs and rules znd regulations, and
discussion of the institution's programs and procedures.

18.7 Reception Prcgrams. The daily program for inmates
in the reception unit shall include interviews, testing, and oth-
er activities related to the admissicn process, as well as devel-
opment of the individual rehabilitation program, and recelpt of
information on educational, religious, work, and recreaticnal
programs. . New inmates shall be provided reazding materizls and be
permitted to attend religious services. They shall receive exer-
cise on the same scheduls 2s the general pecpulaticon and perform
work assignments on the unit. Key program elements of the insti-
tution shall be involved in the reception program,
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Seection 12. Classification.

19.1 Written Plan. There shall be a written plan for
inmate classification which specifies the objectives of the clas-
sification system, details the methods for achieving the objec-~
tives, and provides a monitoring and evaluation mechanism to de-
termine whether <the cbjectives zre being met. Classification
policies shall include, at a minimum:

(a) Detailed procedures for initizl inmate
classification and reclassification;
(b Instructions regarding the makeup of the

unit, team or full classification committees, as
Wwell as the duties and responsibilities of each;
{¢) Definitlion of the various committees' respon-
sibilities Tor custody, employmant and
vocatlonal/program assignments:

{d> Instructions as to what phases of zan inmate
program may be changed by the various committee
levels;

{e) Specific procedures relating to inmates trans-
fer from one rpregram to another and from ons
institution Lo another; and

(£) Content of the classification interview.

19.2 "Degres of Custody. The system for classifying in-
mates shall specify the level of custodial contrel required. 411
inmates shell be assigned the least restrictive custodial lavel
necessary.

19.3 Program Status Review. The writiten plan for inmate
classification szhzll specify that the program status review of
each Inmate cccurs at least twice every 12 months.

19.4 Program Changes. The written plan for inmate clas-
sification shall specify criferia and procedures for determining
and changing the program status of an inmate, Because progran
status reviews c¢an involve an increase in level of custody,
Cransfer to another institution, or other program changes that
effect inmates adversely, the review process shall ineclude an ap-
peal process wWhich may be-.invoked and must be responded to prior
Lo carrying out the program change. '

16.5 Classification. Hearings. Procedures shall re-
quire that unless precluded for security or other substantial
reasons, all inmates appear at their classification hearing and
are given notice 2% hours prior to these hearings; such notice
may be waived by the inmate, in writing.
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16.5 ‘Individual Rehabilitation Plan. Each 1Inmate
shall have developed, With his consuitation., a - individual
rehabilitation plan within sixty days of .initial custody. The
plan shall include an assessment of the needs and long term goals
of the inmate, and a means for providing educational znd/or voca-
tional programming, apprenticeship programs, work-release pro-
grams, and other rehabllitative programs as are appropriate for
the individual.

19.7 Spgcial Needs Inmates, Procedures shall provide
for identification of special needs inmates which include, but
are not limited to, drug addiets, drug abusers, alcoholiecs, alco-
hol abusers, inmates wWho are emotionally disturbed, mentally re-
tarded, suspected mentally 111, or who pose high risk or require
protective custcdy. Procedures shall exist to identify the num-
ber, ftype and frequency of commitment of these groups of inmates.
Wnen numbers or frequency of commitment warrant, special pro-
grams shall be instituted for the appropriate management and ef-
fective handling of these inmates.

1.5 Parcle Hearing. The written plan Tfor inmate
classification shalil specify that, prior %o = parcie hnearing,
preparole material shall be made available to the parclin
authority including a current and complete histery of the
inmate's activities in the institution and a proposed parcle
plarn.

Section 20. Inmate Work Programs

20.1 Written Plan. The institution shall msintalin a
written plan that provides full-time work and/or program assign-
ments for all inmates in the general populztion. An inmate work
program may include industrial, agricultural, maintenance, and
service Jobs and shall provide employment for all eligible in- .
mates. The work provided an inmate shall match the inmate's in-
terests, past experience and/or educational progrzam to the extent
pessible. The work and educational programs shall be compensated
at a level whilich encourages participation.

20.2 Work Assignments. The institution shall provide 2
variety of work assignments that afford inmates an oppoertuniiy to
learn Job skills and develop good work habiis and attitudes that
‘they «can apply £to Jobs after they are releassd. Whenever
possible, inmate work assignments shall provide experience rele-
vant to the current job market. Work assignments for women shall
net be limited to traditional tasks assigned to women. Inmates
shall be wutilized on community and public works projects off
grounds.
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20.3 " Adviscry Committese. Tne institution shall form a
task ferce or advisory committee of. laber, business, industrial
and educational community organizzations which advises and assists
in providing inmates with Jjobs which will taszeh them skills rele-
vant tec the job market.

20 .4 Minimum Standards. Inmate work programs shall meet
all applicable requirements for the safety and heszlth of workers.

2C.5 Handicapped Inmates. The inmate wWork pian shall
inclilude prevision for employment for -handicapped inmates.

Section 21. Academic and Vocational_Education

21.1 Comprehensive Program. There shall be a comprehen-
sive educstion program available to z2ll eligible inmates that ex-
tends from literacy training through high school and includes
cemmunication skills, mathematics, and social science. The educa-
Ticnal program shz2ll be structured s¢ that inmztes can enter zt
any time and proceed at their own pace. Progress through the
brogram shall not be defined by grade level attainment.
Individual instruction shz2ll be supplemented by %the use of pro-
grammed instruction, teaching machines, educational television
and correspendence ccourses when appropriate.

21.2 Standardized Curriculum. Ther shall be a
standardized competency-based curriculum suooorted by appropriate
materizls and c¢lassroom resources, Standardization of eurriculum
shall be developed in order to monitor student progress from
¢lass to class or between institutions.

27.3 Program Availability. Educational programs shall
not compete with work assignments, visitauion, counseling, etec.,
but snall be offered at offpeak program hours and shall be avail-
able in the evenings and on weskends.

21.4 Specialized Equipment. The educaticnzl program
shall be supported by specialized equipment, ineluding , at =
minimum, classrcoms, teaching carrels, audiovisuazl materials and
facilities, chalkboards, and administrative space.

21.5 Postsecondary Programs. Pcstsecondary programs in
academic and vocational education shall be zvailable to quali-
fied inmates. An adequate number of college courses shall be
available at no cost to 2311l appropriate inmates. Aporopriate

classrcom space shall be provided for =211 such courses.

21.8 Scelal 3kilils. The institution shall provide
courses 1n consumer activities, 1ife skills, and family 1ife, and
where possible, should incorporate instruction of social skills
in regular course content, Such courses shall be coordinated
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with social services, leisure time activities and religzious pro-
grams, and in a comprenensive social skills development program.

21.7 Vocational Training. Vocationzl training progrzams
shall be integraced with academic programs and shall be relevant
to the vocational needs of inmates and to employment opportuni-
ties in the community. A variety of areas shall be available in-
cluding ccoperation with correcticnal industries, work assign-
ments, apprenticesnips, on-the-Jjob traianing, and cther
vocationally related programs. Equipment and curricula for the
vocational training programs shall be updated periodically to en-
‘sure capatability with training developments in the community.

21.8 Educational Records. Academic/vocational informa-
tion shzall become 2 part of the master file and transferred when
offenders are moved ft¢o other institutions or relocated in the
ccemmunity during prerelease.- :

21.9 Staffing. An adeguate Job placement staff whoss
full-time responsipility shall be the classification, placement,
develcopment of placement, and individual programming {or Inmates
shall be maintained. This staff shall access individuzl needs zas
well zs facilitate the develcpment of apprenticeships, community
work release, and vocational zand educational placement. The fa-
cility shall maintain an adequate staff of counsselors with train-
ing in eduecationzl guidance counseling. There shall be a ratio
of one counselor for every sixty inmates. Counselors shall work
with each inmate individually te¢ develop a rehabilitative progran
for such inmate. This program and the inmate's progress shall be
reviewed at regular intervals.

21.710 Work ZRelezse. Sufficient work release centers
shall be maintained for eligible inmates. Inmates shall be
eligible for WOory release selection after six montns cf
incarceration and/or within two years of possible release.

Section 22. Library Services

22.1 Comprehensive Services, The institution s8hall’
mzintain and/or provide access to comprehensive library services
which include, but are not limited to, a reference ccollecticn
which includes generzl and specizlized materials, and planned and
continuous acquisition of materials to meet the needs of the in-

stitutional staff and inmates.

22 .2 Library Materials. Library materials shall be se-
lected to meef the educationzl, informational and recreational
needs of the inmates. They shall be easily accessible and regu-
lated by a system that prevents abuse.
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(d) Return of personal effects or contraband;

(e) Check to see that no facility property leaves
the facility;

(£ Arrangements for completion of any psnding
action, such 2s grievances, claims for damages or
lost possessions;

{g) Medical screening and arrangementis for commu-
nity follow-up where needed; and

(h) Instruections on forwarding of mail.

-

Section 27. “"Citizen Involvement and Volunteers

-

27 .1 Leeountability. Procedures shall specify the lines
cf authority, respeonsibilify, and sccountability for the institu-
tion's citizen Involvement and volunteer services program. When
volunteer activity can be shown te threaten the order and securl-
ty of the institutien or %the safety of the volunteer, such
activity shall be limited or discontinued until the problem is
resolved. .

27.2  Scereening and Select
method for screening and selecting
S=curity concerns.

tion. There shell be a uniform
veolunteers in zccerdance with

27.3 Orientaticon and Training. Procedures shall provide
that, prior to assignment, each volunteer completes a documented
orientation and/or training program appropriate to the nature of
the assignment. An initial orientation session for long-ternm

velunteers shall address the history, policles zand regulations of.

fthe institution and shall include an cgverview of the progrzm sc
that the veclunteers may develop a2 sense ¢f their role in the pro-
gram. The currizulum shall include 2 description of the volun-
teer's duties, as well as a revisw of the nesds, attitudes and
life styles of the inmate population. One-time o0of short-term
volunteers may redquire less intensive orientation. A1l wvolun-
teers shall receive a copy of an zapproved code of ethies.

27.4 Policy Compliance. Volunteers shall agree in writ-
ing to abide by 211 faeility policies, particularly those relat-
ing to the security and confidentiality of information.

27.5 " Sc¢hedule of Services. A current schedule of vdlun~_

Teer services shall be avallable to 211 inmates and posted in ap-
propriate areas of the institution.




JAIL AMND PRISON STARNDARDS COMMISSION
Leg. Rule, 31-20-9 _ ) . o

Series 2, Section 27

27.6 Registration znd Identification. All wvolunteers
shall be registered witn the Institution or parent agencey for in-
surance purposas. An i1dentification ¢ard shall be issued to each
volunieer and an identification record shall be kept at the
institution for each voluntieer. This record ensures proper iden-
tification and shall include & photograph, address, telephone
number at which the volunteer c¢can be reached, and other Jjob- rs-
ilated informaticn.

277 Professional Services, Volunteers shall not pesr-
form professional services without proper certification, examina-
ticon or licénsa. Volunteers coffering professional services shall
be regqulred fto cite their credentials and/or certificate status
in their initial zpplication., Tutoring or sponsorsnip of z craft
or hobby precgram 1s not censidered a professional service.
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ADMINISTRATIVE SEGREGATION

A form of separation frcm the general population adminis-
tered by the classification committee or other authorizad
- group, when thne continued presence of the inmate in the gen-
eral .population would pose a serious threat to 1life, proper-
ty, self, staff or other inmates, or the security or orderly
running of the institution. Inmates pending investigation
for-trial on a c¢riminal aét or pending transfer can also be
included. - (See Protective Custody and Segregation),

ADULT CORRECTIONAL INSTITUTICN

4 econfinement facility, usually under stzste or federal aus-
pices, which has custodial zuthority over adults sentenced
Lo econfinement for more thzn a year.

CLASSIFICATION

&L process Tfor determining fthe needs and requirements of
those for whom confinement has been cordered and for assign-
ing them to housing units and programs according to their
needs and existing resources.

CONTRABAND

Any item possessed by inmates ¢f the facility which are pro-
nibited by program policy and regulations.

COUNSELING

Planned use of interpersonzal relationships to promote soclal
adjustment. Counseling programs provide opportunities to
express feelings verbally with the gosl of resolving prob-
lems of individual residents. There are at least three
types of ccunseling that may be provided: individusl in a
cne~to-one relationsnip; small group counseling; and large
group counseling in a living unit (i.e., "therapeutic commu-~
nityv).
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PISCIPLINARY DETENTION

& rform of sepzration from the general population in which
inmates committing serious vioclations of conduet regulaticns
are confined by the disciplinary commitfee or other zautho-
rized group for short periods ¢f time to individual c¢ells
separated from the general populaticn. Placement in deten-
tion may only cccur after a finding of rule violation at an
impartial hearing and wnen there 13 no adaquate alternative
disposition Lo regulate the inmate's behazvior., (See Prctec-
tive Custody and Segregation):

EDUCATIONAL RELEASE

The designated time when inmates leave the program or insti-
tutien to attend school in the community, returning to cus-
tcdy after school hours.

FISCAL POSITION CONTROL

Process by which control is maintained to ensure that per-
sons con the payroll are legally employed, that positions zre
authorized in the budget and fthat funds are available,

HEALTH AUTHORITY .
The physician, health administrator or agency responsible
for the provision of healih care services at an institution
or system of institutlion; the responsible physician may be
the health =zuthority.

HEALTH CARE

Tne sum of =211 action taken, preventive znd therapsutic, Lo
provide for the physical and mental well-being of a2 popula-
tien. Health c¢are Includes medical and dental services,
mental health services, nursing, personal hygiene, dietary
services, and envirconmental conditions.

HEALTHE CARE PERSONNEL

Individuals whose primary duties are to provide hezlih ser-
vices to inmates in ¥esping with their respective levels cof
health care training or experience., - " (Ses Qualifisd Heszlth
Personnel) . :

HEALTH-TRAINED PERSONNEL (MEDICALLY TRAINED PERSCHNNEL)

Correctional officers or other correctional personnel such
as social workers, who may be trained and appreopriately su-
pervised to carry ocut certain specific duties with regard to
the administration of hsalth care.
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HEARING

A proce=ding in which arguments, witnesses or evidence are
heard by a judicial officer and administrative officer or
body.

HOLIDAYS -

All days legally designated as nonworkdays by statute or by
the cnief governing authority of a jurisdiction.

INDIGENT i

4 person with limited funds and/or no source of income.
INFORMED CONSENT

The agreement by the patient to 2 treatment, examination or
procedure after the patient receives the materizal facis re-
garding the nature, consequences, risks, and alternatives
concerning the proposed ‘Etreztment, examination and
procedure.

LIFE SAFETY CODE

& manual published by the National Fire Protection Associa-
tion specifying minimum standards for fire safety necessary
in the publiec interest; two chapiters are devoted to correc-—
tions facilities.

MANAGEMENT INFORMATION SYSTEM

The concepts, personnel and suppertin technology for the
collecticon, corganization and delivery cf information Tor
administrative use. _ There are two such Lypes of
informaticn:

{13 Standards information, consisting of the data required
for operational control, such as the daily count, peositive
and negative release rates, escape or runaway rates, refer-
ral sources, and payroll data in z personnel office; and;

(2) Demand information, whiceh can be generated when a re-
port is required, such as the number of residents in educa-
tional and training programs, and duraticon of incerceration.

MEDPICAL RESTRAINTS

Either chemical restraints, such as sedatives, or physieal
restraints, such as straight jackets, applied only for medi-
e¢al or psychilatric purposes.
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MENTALLY RETARDED ' . ;
The individual functions at subaverage general Iintellectual
lavel and is deficient in adaptive behavior cor the degree tce
whichh the individual meets the standards of personal
independence and scocial responsibility expected of individu-
als of this age and cultural group.

PARENT AGENCY

The admpinistrative department or division to whom the
Tacility administrator reports; 1t is the policy-setting
body. This can be a cerrectional agency, part of a cabinet
agency, or the governor's office.

PERMANENT 3TATUS
4 Dpersconnel status whiceh provides due progess rprotecition
prior To dismissal, -

FPOLICY

A& course or line_of =zection adopted and pursued by an agency
whnich guides and deiermines present and future decisions
znd actions. Peolicises indicats the generzl course or direc-
tion of an crganizaticn, witnin which the activities of the
personnel and units must operate. They are statements of -
gulding principles which should be followed In direcfting ac-
tivities toward the attazinment of cobjectives. Their atitzin-

ment may lead Lo compliance with standards as well 2as
compliance with the overazall goals of the agency/system.

POPULATION CENTER

A geographical area containing at least 10,000 people and
public safety services, professional services, employment
and educaticnal opportunities, and cultural/recreational op-
portunities. -

PROCEDURE

The detailed and seguential actieons that must be executed to
ensure that a policy is fully implemented. It is LThe method
of performing an operaticn, or a manner of proceeding on a
course of action. It differs from a2 policy in that it di-
rects acticon in a particular situation to perform a specific
tazak within the gulidelines of pollicy.

PROGRAM

The. . plan or system through which 2 correctional zgency wWorks

Lo meet iis goals; often this rogram requires a distinet
< y =3

physical setting, such as a correctional institution.




JATL AND PRISON STANDARDS COMMISSICON
Leg. Rule, 31-20-9

PROTECTIVE CUSTODY .
A form of separation from the general population for inmates
regquesting or_requiring prectection from other Inmates for

reasons of heaith or safety. The inmate's sftatus is
reviewed periodically by Tthne c¢lassification committee or
other designated groups. {See Administrative S3Segregaticn

and Disciplinary Detention)
QUALIFIED HEALTH PERSONNEL

Physicians, dentists, and other professional and technical

-workers whe by state law engage -in =zetivities that support,
complement or supplement the functions of physicians and/or
dentists and whe are licensed, registered, or certified, as
appropriate to thelr qualifications, Lo practice,.

RATED BED CAPACITY

Rated bed capzcity is the number of inmates whce may be prop-
erly housed and cared for in the facllity as determined by a
survey which excludes areas net adapied to housing, such as
basements, attics, corridors and day rooms; housing facili-
ties which, because of obsolescence or other reason, consti-
tute a major fire or health hazard; facilities not available
for regular inmate occupancy, such as hospital, isclation,
and reception units; and temporary housing, such as a tempo-
rary dermitory. In determining instituticnal bed
cazpaglties, zdegquacy of the total facilities of the institu-
Tion for program activities, such as dining, teoilet, recre-
ation, education, and religion are taken into consideration,

RESPONSIBLE PHYSICIAN

The physician 2% an institution with finzl responsibilitily
for the medical judgments and other decisions related to
medical Judgments; this physician may also be the health au-
theority for the institution, )

SAFETY VESTIBULE

A secure area located at the entry/exits that divides the
inmate areas from the remainder of the institution. These
safety vestibules have Lwe doors or gates, only one of
which opens at a time, To permit entry to or exit from in-
mate ardgas in a safe and controlled manner.
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SALLY PORT.

An snclosure situated in the perimeter wall or fence of the
institution, containing gates or doors at both ends, only
one of which opens at a time. This method of entry and exit
ensures there will be no breach 1in the perimeter or interior
of the institution. The sally port may be small encugh to
accommodate only pedestrian trafflc, or large enough tc han-
dle large delivery trucks.

SECURITY : -

The degree of- restriction of inmate mevement within a
- correctional faecility, usually divided into maximum, medium
and minimum risk lsvels.

SEGREGATION -

The confinement of an inmate to an individual cell that is
separated frem the general popul=ztion. There are three
forms of sagregation: administrative segregation, disciplin-
ary detention and protective custody.

SELF-INSURER

Any parent agency or governmental Jurisdiection which acts as
the insurer. For publie agencies, the self-insurance pro-
gram 1s usually authorized by the legislature. & "memorandum
of insurance’ or similar document is requlired which zcts as
a poliey, setfing the limits of 1liability for various
categories of risk, including deductible limits. Approval
of the policy by a2 cabinet level offiecial is also reguired.

SERIOUS INCIDENT

A situation in which injury serious ernocugh Lo warrant medi-
cal attention occurs invelving an inmate, employes, or visi-
Tor on the grounds of the insftitution. 41sc a situation
containing an i1mminent fhreat to the security of the
institution and/or to the safety of inmates, employess or .
visitors on the grounds of the institution.

SEVERE MENTAL DISTURBANCE

The individual is a dangsr to him/herself, others, or is in-
capable of attending to basiec physicleogiczl needs.

SPECTAL MANAGEMENT INMATES

Inmates wnose behavior presents a serious threat to the
safety and security of the faeility, the inmzte, the staff
or thne generzl inmate population. Special handling and/or
housing is required to regulate thelir behavior,
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SPECIAL NEEDS INMATES

Inmates whose mental and/or physical condition require spe-
ceial nandling and treztment by staff. Special needs inmates
include, but are not limited to, the drug addict, drug abus-
er, alecohaolie, alecohol zbuser, emotionally disturbed,
mentally retarded, suspectad mentally ill, physically handi-
czpped, chronically 111, and those disabled or infirm.

TEMPORARY RELEASE

A period of time during which an inmate is allowed to leave
the program or institution and go inte the community
unsupervised for variocus purposes ceonsistent with the publie
interest. )

TRAINING

An organized, planned, and evaluafted activity designed to
achieve specific learning objectives. Training may cccur on
gsite, at an academy or training center, at an institution of
higher learning, through contract service, at prefessionzal
meetings, or through closely supervised on-the-job training.
Meetings of professionsl asscciztions are considered train-
ing when there is clear evidence of the above e2lements.

TREATMENT PLAN

A series of written statements which specify %the particular
course of therapy and the roles of mediecal and nonmediesl
perscnnel in carrying out the current course of therapy. It
is individualized and bassed on assessment of the individual
patient's needs and includes a statement of the shert-~ and
long-term goals, snd the methods by which the goals will be
pursued. When cliniezlly indicated, the treatment plan pro-
vides inmates with access to a range of supportive and reha-
bilitative services , e.g., individual or group counseling
and/or self-help groups that the physician deems
appropriate.

YOLUNTEERS

Persons from the community who participate in the faeility
operations. They are selected on the basis of their skills
or personal gqualities to provide programs and services for
the inmate population in recreation, counseling, education
and religicus activities. Their services are provided with-
out cost teo the facility.
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WARDEN/SUPERINTENDENT

The erson in charge of the instituflon;
H

or administrative officer.

WORK RELEASE

4 formal arrangement, sancticned by law,
is permitted to leave confinement

regular employment in the community,

during nonworking hours.

returning

the top sxecutive

whereby an inmate
to maintain approved and

to custody
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22.3. Availability of Services. Library services shall
be available daily, including evenings and weekends. All inmates
shall be afforded adequate time for use of the library, which is
nct in conflict with work, recreation or educzticnal programs.

22.4 Qualifications of 3taff. The institution shall
have a qualified staif memper who cocordinated and supervises 1i-
brary services. If thnis person i1is not a ¢trained librarian,
he/she shall receive training in the provision »of library servicg-
es. '

-

Section 23. Recreation and Inmate Activities

23.1 Comprehensive Program. Procedures shall - provide
for a comprehensive recrestionzl program that includes leisure
time aectivities. _

23.2 Qualification of Staff. The recreational program
shall be. supervised by a gqualified person with a minimum of a
bachelor's degree 1in recreation or leisure services, or. the
equivalent in combined education and experience; in institutions
with more than 100 inmates this position shall be full time.

23.37 7 Community Interactiion. Procedures shall provide
for interadétion with the community through recreational activi-
ties. Community interaction shall inelude bringing in velunteers
to previde instruction and inviting local teams to compete with
instituticn fteams; 1t may include taking inmates into the
community for recreational aciivities.

23.4 3 ‘Faelllities and Equipment. Facilities and
egquipment, which are mzinfiained in good condition and ars suit-
able for the planned lelsure activiiies, shall be available in
proportion to the inmate population.

23.5 Leisure Time Activities. The institution shall
provide opportunities for all inmates to participate in leisure
time activities outside the cell or room on a dally basis. Each
inmate shzll be permitted at least one hour of leisure time
activity e&ach day, i.e., radio, television, movies, <crafts,
cards, puzzles, checkers, chess, or indecor exercise., There shall
be adequate indoor space znd equipment to enable large nmuscle ex-
ercise. . . ) -

23.58 . Qutdoor Exercise. The Iinstitution shall provide
oppertunities for at leasi one hour outdoor exercise per day with
adequate space and equipment to permit regular outdoor sports ac-
tivity.

23.7 Recreation Records. Written records shall be mzin-
tained whiech specify the date, time and type of recreational
opportunity offered, as well as the housing unit or

classification of inmate to whom the opportunity was offered.
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Section 24. Religious 3ervices

24,1 Access to Programs. Procedures snzll provide for
access to religious resources, services or counssling for zll in-
mates on a voluntary basis. It shall be the responsibility of
the institution to ensure that zll inmates are able fto voluntari-
ly exércise their constitutlional right to religious freedom when
this freedom when this freesdom does not interfere with the order
and security of the institution. Inmates shall be kept informed
about opportunities to participate in religious programs on =z
continuing basis. .

24,2 Program Supervision. A qualified and trained chap-
lain shall .coordinate and supervise the institution's religious
programs. The chaplain shall recognize the validity of all reli-
gicus faiths and their contribution to the persons inveclved with
them. Qualified chaplains shall have the ecclesiasticzl endorse-
ment from a recognized religious organization according to admin-
istrative procedures. These chaplains may be zble to provide
cliniecal pastoral educzticn at the institution.

24,3 Representation. Representatives  of 21l faith groups
shall be available to inmates. Either a full-time chaplain or
representatives of faith groups from the community shall be
available to provide regular religiocus services, individual and
group ccounseling, family ceontacts, and ciher services.

28 .4 Access to Institution. 3taff chaplains shall have

access to all areas of the institution.

2h.5 - Religious Visits. Inmates shzll be permitied to
recelve visits from accreditad representatives of their respec-
tive faiths during normal visiting hours. Provision &lso shall
be made for emergency visits.

24.6 - Faecilities and Equipment. The institution shall
provide facilitlies and equipment for the conduct of religious
pregrams for inmates. :

Section 25. Social Services

25.1 Staff Assignment. At initial classification, each
inmate shall be assigned to a staff member to ensure supervision
and personal contaet; 2 unit management team may perform this
I .
funection.
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25.2 . . taff Availability. Appropriate staff shzll be
avallable to help inmates with Their personal problems and with
their adjustiment to the institufion on a regularly scheduled ba-
sis, and for zppointments with inmates who request them. Treat-
ment offet¥ings shall include group therapy and group and
individuzl counseling. Because inmates may have problems that
require immediate attention, at least one staff member shali Dbe
available seven days per wWeelk. Crisis intervention services
shall be =available on an as-needed bssis to assist disturbed in-
mates,

25.3 Counseling Program. A pianned, organized counseli-
ing program shall be provided by persons qualified either by for-
mal education or tralning. Staffing shazll be In accordance with
Section 21.9. '

25.4 Substance Abuse Program. Procedures shall provide
for substance abuse pregrams for inmates with drug and slcohol
addiection problems. These programs shall include, at a minimum,
the following: - .

(a) 8Staff trained in drug and zlecoholic treatment
to design znd supervise the program;

(b) Selection and training of former addicts and
recovered alcohnolics tTo serve as emplovees or vol-
unteers in these programs;

(el Coordination of institution and community
substance abuse programs;

(dY Efforts to motivate addicts tec seek help;

(e) Realistlic goals for the rehabilitation of in-
mates with drug or alcohol abuse probliems; and

{f) A variety of approaches to provide flexibili-
ty to meet the varying needs of different addicts.

Section 28, " Release Preparaticn and Tempofary Relezse

25.1 " Release Preparation Program. Procedures shall pro-
vide that wll inmates have access %to a program of releass
preparation prior to their release to the community. Programs to
prepare inmates for release may include the following:

(a) Lectures and discussions that address the
concerns of soon-to-be released inmates;

{b) Individual counseling that focuses on each
inmate's particular needs;

(e) Prerelease visits by parole officers and

family members; and
(d) Graduated release through short furloughs.
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26.2 " Temporary Release Programs. Temporary release pro-
grams shall include but not be limited to the following: ‘

(a) Written operational procedures;

(b) Careful screening and selecticn procedures;
(e) Written rules of conduct and sanctions:

(d) A system of supervision to minimize inmate
abuse of program privileges;

(e) A complete reccordkeeping system; and

(f) A system for evaluating program effectiveness.

Selection of inmetes shall be restricted to those eligible for
release within c¢cne year znd others deemsd suitable, and shall be
based on an assessment of the potential benefits to the inmate
and the safety of the community. Sanctions commensurzte” with
rule viclations shall be specified, ranging from reprimand to re-
moval from the pregram. ‘ Co

26.3 Graduated Release. Procedures shall include gradu-
ated release through a systematic decrease in supervision and
csorresponding increase in inmate responsibility as part of the
classification program.

z26.4 Leaves. FProcedures shall provide for escortaed
and/or unescorted leaves intc the ccmmunity. Inmates shall be
a2allowed escorted leaves of absence from the institution to obtain
medical care neot avallable in the institutieon, to visit a ecriti-
cally 111 family member, or to attend the funeral of a family
member, to participate 1In community events a&s a member of a group
or team, or bte participate in other community activities that can
have 2 positive influence on the inmzste. Unescorted leaves of
absence for a predetermined pericd time may be appropriate to al-
low inmates to szek postrelease employment, make residential
plans for parecle, conduct business affairs when =2 personal
appgarance 13 necessary, visit family to strengthen or preserve
relationships, or for any othner purpose deemed consistent with an
inmate's rehabllitation and classificeatich.

26.5 ~ Release Progess. Written procedures for releasing
inmates at <tThe end of their term shall include, but are not
limited ¢35, the folleowing:. ‘ )

{a) Verification of identity;

(b) Verification of release papers:

(¢) Completion of release arrangements, ineluding
noctification of the parole authorities in the ju-
risdicticn of release, if required;




