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WEST VIRGINIA LEGISLATIVE RULE
WEST. VIRGINIA JAIL AND BPRISON STANDARDS COMMISZION
CHAPTER 31-20-9 - .
SERIES Z

Title: Minimum_Sitandards fox Comstruction, Operation and

Maintenance of PrisonsS ... .. el

Section 1. General _

1.1 _Scope - This legislative rule establishes minimum
standards. and procedures for prisons in West Virginia.

1.2 Authority and Related Code Citation - WV Code 31-2-9.
1.3 Filing Date =. .. . . __ . . . -

1.4 EBffective Date -

1.5 Repeal of Former Rule -.none _

Section 2. Administr@tiqn,:Qgganization and Management

2.1- Legislative Statute. A prison shall be established as
an integral part of the West Virginia Department of Correcticns
by means of statutes which set_ 1ts purpcse.

2.2 Mission Statement. Therxe shall be a written document
delineating the misslion ©f the. prison within the context of the
total correctional system. This description shall be reviewed at
least annually and updated if necessary.

2.3 Philoscophy and Geals.. A written statement shall be
prepared by the warden,/superintendént thdt describes the
philosophy and long=-range —goals_of the priscon and ilts satellites;
the statement shall be reviewed at least annually and updated if

nescessary. s T

2.4 _Annual Goals andngbjectives._‘?hewwa;den/superintendent
shall formulate goals for the prison at least annually and
translete them into measurable objectives.. | :

2.5 Chief Executive Qfficer. The_ priscn.shall be headed by
a warden/superintendent whc 15 1in charge cf all inmates,
personnel, volunteers_and all programs. and activities connected
with the institution._ :

2.6 Appointment. The warden of the prison shall be
appointed by the Commissioner of the Department of Corrections.




JAIL. AND. PRISON STANDARDS COMMISSION
Leglslative Rule 31-20-9.°  —~ SR

2. Qualifications. The educatioconal, operational and
admlnlst:atlve quallflcat1ons of the warden/superlntendant of the
prison shall be specified in writing by the appointing authority.

2.8 Tenure. The term of office of the
wardenfsuperlntendent and management or other personnel not
covered by civil service regulations, shall be at the will and
pleasure of the Commissioner cf Corrections.

2.9 OQutside Agencies. The roles and functions of employees
of other public or_.private agencies providing & sexvice to the
institution shall be covered by written policy and procedure
which specify their relation tc the Department ©of Corrections and
responsibility of the warden/superlntendent and which are

reviewed at least annually.

2.10 QOrganizaticn Chart. .A written plan with an
organizaticnal chart shall. describe the prison organization, and
group similar Zfunctions, services and activities into
administrative subunits._ This plan shall be reviewed at least
annually and updated as needed. _ o

2.11 Staff Meetings. Meetings shall be held at least monthly
between the warden/superintendent and all department heads, and
meetings shall be_held at_least monthly between department heads _
and their key staff members. Written records.of these meetings
shall be kept on file.

2.12 Staff/Inmate Communicaticn. There shall be & system of
two-way communication between all levels of staff and inmates.

2.13 Administrative Manual. .The pelicies.and procedure fox
cperating and maintaining the prLson and its satellites shall ke
specified.in a manual, which is accessible to all eleoyees and
o the public_and shallee":ev;ewed_at least annually

2.14 COperations Manual. Each department and major
administrative unit of the prison shall maintain a manual of
standard. operating procedures that specifies methods of
implementing policies. : The standard operating procedures shall
be reviewed at least annually, updated as needed, and made
available to employses.

2.15 Changes in Manuals. There shall ke a written system Lo
disseminate approved new or revised pdlicies and procedures to
designated staff, voluntee;s, and when appropriate, to inmates
prior to implementation.

2.16 Inspections and Reviews. There shall be a system ,
whereby the warden,/superintendent, or designated staff, monitors
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cperations and programs through inspections and reviews conducted
at least_annually.

2.17 Quarterly Reports. The warden/sueerlntendent shall
report in writing prison activities &at’ Teast quarterly to the
Department of Corrections. Regorts_igglude,major developments in
each department or. adm,antrablve unit, major incidents,
pepulation data, staff and inmate morale, and major problems and

plans for solving them.

.18 Legal Assistance. legal assistance for the
warden/superlntendent and ‘other staff shall be provided as needed
in the performance of their duties.

2.19 Instituticnal Programs. §he‘prlson shall provide for
all inmates the fgollowing cons;ructlve programs, including, at a
minimum: recept1on and orientation; evaluation and

classification; academic =ducation equ;yelentrtq;h1gh school;
vocational training; employment; religious services; soclal
services and counseling; psychological and psychiatric services;
library services; medical and dental health care; athletic,
recreational and leisure time sctivitiesg; inmate involwvement. with
community groups; mail and visiting; access to.media; legal '
materials; attorneys and courts; volunteer services; and

prerelease orientaticen.and _planning.

2.20 Regquests for Information. ~Reguests from federal, state
and local legislative, executive and judicial bodies for -
information concerning programs and specific cases shall be
responded to promptly and fully by institution.staff in
accordance with written policy and procedure, and provisons
relevant to _rights of privacy.

2.21 Media Access. . Representatives of the media shall bhe

granted aggcess to the 1nst1tutlon, _consistent with the

preservation of. inmates' privacy and the maintenance of ordexr and
security.

.21 Collaboration with Colleges. There shall be
co1laboratLon with collegées and unlverSLtLes Institutions of
higher learning can provide gualified perscns to serve as
advisors for policies and programs, and to provide speciazlized
training assistance. Internship or. practicum programs developed
with college and universities ganeassist.greatlymin the
development and recruitment of career correctional employees.
Mutual use of facilities and faculty can benefit both groups.

2.23 Political Activity. The institution shall have a
written peolicy confeorming tTo governméntal statues and regulations
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relating to campaigning, lobkbying and 9011t1cal practices, mhlch
is known and available tc all employess.

Section 3. “Eiscal Mapagement i

== SEESLL TN Tre ek cems e o ew s

3.1 ReSpOHSlbllltX ThemEarden/supeangendent of the prison
shall be ‘responsible for.:tiscal policy, management, and control.
Fiscal cperatiocnal management nay be delegated to a designated

staff perscn. o

3.2 Budgetary System. The prison's planning, budgeting and
program management “functions shall be interrelated, and linked
directly with objectlves defined by the Department of
Correcticns. ) )

3.3 Fisgal Qfficer.. The fiscal cfficer ¢f the prison shall
have approprlate pfofessmonal ‘qualifications, including at least
a Bachelor's Degree in business administration or a related
field, and/or three or more years of demonstrated supervwsory and
admlﬂlsbratlve axperience, -

3.4 Budget Process. Institution staff shall participate in

the preparation otf an annual written budget request.

3.5 Budget Reguests. The warden/superintendent shall
participate in budget deliberations conducted by the Department
of Corrections Central Office in order to reguest funds to
maintain the institution's daily operations, finance capital
projects, and suppcrt long-range objectlves, program development,
and additional staff reguirements.

3.6 Annual Evaluation. The warden/superintendent shall

review space requlrements and the need'For capltal 1mprovement
at least annually.

3.7 'Annual Pers¢nnel Assessment. There shall be an annual
assessment cof presently assigned positions and future personnel
needs reguired. to_meet institutional objectives. .

‘ 3.8 . Accounting System. The accounting system shall be
des1gned to show the curreﬂt _status of appropriations and
expenditures. .. .. ___.Z. _ .. _. R .

3.9 Accounting Procedures. Methods used for collection,
safeguarding and disbursement oOf moeniés . shall comply with
accounting procedures established by the Deparxtment of
Corrections Central QOfifice. :
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3.10 Deposit ©Of Monies. _All menies collected at the )
institution shall be deposited daily in &an officially designated
depository.

3.11 Financial Reports. Reports of all monles collected and
disbursed snall be prepared and distributed to.the Department of
Corrections Central Qffice on.a monthly basis.

3.12 Minimum Policies. Written policy and procedure shall
provide for at.least the_ following fiscal matters; internal
controls, petty cash, bonding for all appropriate staff,
signature control on _checks, and the issuance or use of vouchers.

3.12 Minimum Policies. .Written_pclicy and procedure shall
provide for at least the following fisgal matters: Internal
controls, petty cash, bonding for all appropriate staff,
signature control on checks, and the issuance or use of .vouchers.

3.13 Internal Monitoring. There shall be ongoing internal
monitoring of the institution’s fiscal, activities, which are
reported in writing at _least guarterly tc. the Department of
Corrections Central Qffice.. ... _ . .% -

3.14 Annual Audit. There shall be a_ departmental financial

audit of The prison's fiscal record, independent of the prison,
which is conducted annuelly.

3.15 aAnnual Inventory. there shall e an annual physical
inventory of property, supplies, and other asssts.

3.16 Purxchasing Procedure. The reguisition and purchase of
supplies and eguipment shall be in accordance with state statute.

3.17 pPositicn Contxol. The chief. fiscal officer shall have
information on the number and type of positicns filled and vacant

at any time. The payroll shall be based on time-keeping recoxds.
The fiscal office shall verify that persons on the roll are.
legally employed, that the positions are authorized in the
budget, that attendance records.support the payroll and that
needed funds are avallable. N o _ .

3.1% Insurance Coverage. There shall at a minimum be ,
institutional imsurance coverage to include .the following items:
workers' compensation, civil liability for employees, liability
for officdial vehicles, and public employee blanket bond.

3.19 Inmate Benefit Fund. Money availakle from donations,
commissary profits, or other sources, shall be placed in a fund
established for the benefit of the immates.. Responsibility for

administering this fund shall be fixed, controls .shall be
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established for cellecting and safeguarding the funds, and
specific guidelines shall govern the expenditure of these funds.

3.20 Inmate Commissary. There shall be an inmate commissary,
or other Mmeans by which inmates can plurchase items not furnished

by the facility from an approved list.. Strict controls shall be
maintained over its_coperation and standard accounting procedure
shall be followed.

3.21 Commissary Audit. A departmental audit or commissary
funds shall be conducted annually and standard accounting
procedures followed. _ .

3.22 Control Jf Inmate Funds. Inmates' personal funds held . ...
by the institution shall be controlled by accepting accounting
procedures. - e S e !

3.23 Deposit of Inmate Funds. Inmate funds shall be

deposited in interest-bearing accounts, with’interest accruing to
the inmate. o

3.24 Inmate Funds Transactions. Any transacticns between
inmates or inmates and staff, shall have prior approval by the
institution’s administration.

Section 4. Persconnel

4.1 Selecticn, Retention and Promction. The selection,
retention and promotion of &li personnél, with the exception of
the warden, contract personnel, and velunteers, shall be on the
basis of civil. service.regulations. _

4.2 Tmateral Entry and Promotion. "There shall be provisions
for lateral entry as well as promotioen from within the
institution. Lateral entry is_the employment of perscons from
outside the institution. . Any individual with the reguired
education, experience, and background should be eligible to be
considered for a position at the level at which the person is
qualified. While the institution's personnel policies may
emphasize promotion from within, there should be provisions for
lateral entry to obtain the best gualified persons to fiil
positions. S : -

Cm e

4.3 Equal Employment. There shall be egual employment
opportunities for. all _positions. ' o :

4.4 (Criminal Record Check. In accoerdance with state and
federal statutes, a criminal record check shall be conducted on
all new employees to ascertain whether there are criminal

convictions which have a specific relationship to job
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performance. The results shall be documented and placed in the
perscnnel file. L

4.5 Psychological Testing, All pérsonnel who directly
supervise inmates_shall undergd psychological testing prior to
their employment and when a justifiable need exists during their
employment, to determine suitability for appointment and
retention. . The testing shall be designed t¢ measure basic
attitudes and tendengles toward honestiy and against unprovokead
acts of personal vioclence and shall be administered, scored, and
interpreted by, or under the supervision of, a licensed

psychologist. : o o - -

4.6 Physical Examination. There shall be a physical
examinaticn of all employees by a physician at the time of
employment. Periodic re-examination may be regulred to assure
adherence to predetermined physical reguirements.

4.7 Probationary Term. new or promoted employees shall be
appointed initially tor a probationary term of not lass than six
moriths nor more than one year. _After completing a probationary
period, employees shall be granted permanent status.

4.8 Expense Reimbursement. Employees shall be reimbursed
for all approved expenses incurred in the pexrformance of thelr
duties. o : '

4.5 Personnel Policy Manual. There shall be a personnel
policy manual which covers, at a minimum, the following areas:
organization; recruitment procedures; equal employment
opportunity provisions; job gualifications, descriptions and
responsibilities; basis for determining salaries; benefits,
holidays, leave and work hours; personnel records; employee
evaluation; in-service training; promotion; retirement,
resignation and termination; employee-management relations;
physical fitness policy; disciplinary procedures; grievance and
appeals procedures; statutes relating to politlical practices and
insurance and professional liability reguirements. A copy of
this manual shall e available tg gach employee.

4,10 Grievange Procedure. gge:e sga;;,be a written grievance
procedure for employees. o : S e : .

4,11 Termination or Demotion. Employees on permanent status
shall have the right to reguest and exhaust grievance and appeals
procedures, including a formal hearing. :

4.12 Code of Bthics. There shall e available to all
employees a written coade of ethics that prohibits employees from
using their official position to secure privileges for themselves
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or others and om_engaging in activities that constitute a2
conflict of interest. . . _ - .-

-+

1

4.13 Consultants and Contract Personnel. Consultants and
contract personnel who work with inmates shall be informed in
writing and agree to akide by the institution's policles on
confidentiality c¢f Information. '

4.14 Perscnnel Regquirements. Personnel staffing reguirements
shall be systematlically determined in all categories on an .
ongoing basis in order to ensure inmate access to staff and
availability of support services. '

4.15 Shift Relief Factox. A forxmula shall _be used to :
determine the number of persons needed to staff key positions i
the institution which ccnsiders, at a minimum, regular days off,
annual leave, holidays and average sick leave. Positions in the
institution which reguire staffing for more than one shift and/or
more than five_days per week shall be budgeted for the additlional
staff needed. . Additional factors which shall be included in a ’
fermula are days off duty for training, military leave time, and
other factoxrs specific to the institution and the jurisdiction.

4.16 Personnel Records. Each institution shall maintain a
current, accurate and confidential personnel record on each
enployee.. LTIl

4.17 Record Corre¢tion. There shall be provision for
employees to challenge information in theilr personnel file and
have it corrected orxr_removed 1f it is proven inaccurate.

4.18 Annual Evaluation. There shall be a written annual ,
performance review of all employees, which i1s based on defined.
criteria and is reviewed and discussed with the emplcyee.

Section 5. Training and Staff Development

5.1 Program Supervigion.  Training programs for all
employees shall be specifically planned, coordinated, and
supervised by 2 qualified employee at the supervisory level, and

reviewed annually.

5.2 Specdialized Training. The individual coordinating the
training and staff development program shall have recelved
specialized training for that position. At a minimum, full-time
training persconnel shall have completed a 40 hour training-for-
fLrainers couxse. Cimees el =

5.3 Training Evaluation. The institutional training and

staff development plan shall proviide for an ongoing formal
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evaluation of_ all. pre-gervice, in-service and specialized
training programs, with a written report prepared annually.

5.4 Library and Reference Services: Library and reference

services shall be ava.laple tqo.compleément the training and staff
development program.

5.5 'Outside Rescurces.  The tralnlng and staff development
program shall use. the resources of other public and private
agencies, private industry, colleges and libraries.

5.6 Space and Eguipment Reguirements. Space and equlipnent
required for the training and staff development program shall be

available. Separate locations shall be provided for firearms and
gas eguipment training and for physical training. Eguipment
shall be provided for audig-visual presentations. Other

equipment shall include, at a minimum, firearms, gas equipment,
and ammunition. I :

5.7 Replacement Personnel.. The budget shall include funds

for reimbursing replacement personnel réguired when regular
personnel are off duty for training purposes. .. _

5.8 HNew FulT—T1me “Employses. AlL new full-time smployees
shall receive 40 hours ot orisntatiof/tF¥aining prior to being ~
independently a551gned to a particular job. This
orientation/training shall include, at a minimum: orientation to
the purpose, goals, policies and procedure of the institution and
the Department of Corrections; working conditions and
regulations; responsibilities and rights of employees; and an
overview of the corxecitional field. _Depending upon the
employee(s) and the reguirements of. the particular job, the
orientation/training may include some preparatory instruction
related to the particular job. There shall be provisions for

acknowledglng and giving credit for prior training received.

5.9 New Clerical/Suppdrt . Emplovees. All clerlcal/support
employees who have minimal contact with inmates shall receive a
minimum of an.additional 16 hours of training during the first

vedar of employmen;'and 16_hours. of training each year thereafter.

5.10 New Support Employees. All support emp]oyees who have
regular of dally inmate.contact shall recé€ive a2 minimum of an
additional 40 hours of treining during their first year of
enmployment and an additicnal 40 hours of training each subsequent

vear of employment.

5.11_new Professicnal Specialized Employees. All
professional specialist employees who have inmate contact shall
receive a.minimum of an additional 40 hours of training during

o
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their first year of employment, and an additional 4C hours of
training each subseguent year of employment.

5.12 New Ccrregctional Officers. All new corxecticnal
officers 8hall receive a minimim of an_additional 120 hours of
training during their first year of employment and an additional
40 hours of training each subseguent year of employment. At a
minimum this training shall initially cover the following areas:

Security procedures;

Supervision of iInmates;

Use of force regulations and tactics;

Report writing;

Inmate rules and regulations;

Rights and responsibilities;

Fire -and emergency procedures;

Firearms training;

Key control;

Interpersonal relations;

Social/cultural lifestyles of the inmate population;
Communication skills; and ’

First aid. . _. _

.

3

SRR AODR

5.13 Administrative and Managerial Staff. All administrative
and managerial staff shall receive g minimum of an additional 40
hours of training during their first year of employment, and an
additional 490 hours of training 2ach subsequent year of
employment. This training shall_initially cover the following
areas, at a minimum: N B -

General management and related subjects;
Labor law;
Employee-management relations;
. Interaction of. elements cof the criminal justice
system; and
e. Other servige agencies.

2,0 T W

5.14 CERT Unit. When there is a correctional emergency
response team, all assigned officers shall have a minimum of one
yvear of experience as a c¢grrectional officer, which includes at a
minimum 160 hours of training. They shall receive a minimum of
40 hours of relevant efiergency unit training prior to assignment,
and subseguent annual training shall consist of a minimum of 40
hours emergency unit training in addition to the standard 40
hours of continuing training. -

5.1% Contract and Part-time Staff. ALl contract personnel
and pert-time staff shall recelve formal appropriate orientation
prior to their assignments and additional training as needed.

10
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5.16 Eirearms. Pirior to assignment toc a post involving
possible use of a. flrearm, all persorinel authorized to use
firearms shall receive appropriate firearm training; this
training shall cover the use, safety, care, and constraints
involved in the use of firearms. All audthorized personnel shall
be required to achieve Department of Corrections certification

reguirements.

5.17 Chemical Agents. All personnel authorized to use
chemical agenis shall be fhoroughly trained in their use and in
the treatment cf individuals exposed to the chemical agent.

5.18 Use of Force.  All security and custodial personnel
shall be _frained in self -defenge, passive restraining and use of
force to control inmates.

5.19 Continuing Education. The instituticn shall provide
administrative leave and/or reimbursement for employees attending
professional meetings, seminars and/or similar work-related
activities approved by the warden/super1nbendent with '
concurrence of _the Commissicner of Correctigns..

Section 6. ‘Management Information and Reseaxch

6.1 g8ystem of Information. The institution shall contribute
Lo, have access to, and use an orgldnized systen 5f information
storage, "retrieval_and review that is part ofi_an overall ressarch.
and decision-making capacity, relative to both inmate and
operaticnal needs. .. ... .. . _ . _.

6.2 .System Access._  Those perscns who have direct access to
the lnformatlon system “shall be specified.

6.3 Collaboration. The institution and the Department of
Corrections shall ¢ooperate with criminal justlce and service
agencies in information gathering, exghange and standardization.

6.4 Institutional Evaluation. The institution shall develop
standard evaluation Criteria which consider the nature of events
to be counted, the categorization of behaviors.and degrees of
sericusngss to be included, and the duration of the follow- up
period. Its system to measure the degree of lnternal order shall
include, but not be limited to the following:

Escape rate;

Freguancy and number ©f assaults on staif;
Group disturbances by inmates;

Assaults and homicides_by inmates;

Weapons and/or illegal drugs found; and
Major and minor disciplinary actions.

. *

D .0 T

.

11
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When management data concerning offenders is compiled,
it shall allow for cgategorxizaticon by age, sex, race, offense and
pricr record. o R : : -

6.5 " Populaticon Reports. The warden/super;ntendenu shall
receive, at least quarcerly, reports &Ad summariés of the
characteristics, movement and status of the inmate population
from those responSLble for .the information sys;em and research
programs. - - ST T o

6.6 gSystem EBvaluation. A written evaluation @f the
effectiveness oi.the overall infdrmation system, a§ it relates To

the management of_ the facility, shall be prepared at least
annually.

6.7 Institutional Program Evaluation. The priscon's programs
shall be analyzed and evaluated, at least every twd years, to
determine their contribution to the mission of the institution.

£.8. Researxch Tindings. The conduct of research in the
institution shall complv with state and federal guidelines for
the use and dissemination of research findings and with accepted
professional and scientific ethics.

6.9 _Approval. of Research. The wa?den/superlﬂtendent shall
review and approve all institutional reséarch projects in
conformity with deparumental pollcy p*lov to thelr_
implementation.

6.10 Inmate Participation. Written policy and procedure
shall govern voluntary inmate participating in nonmedical,
nonpharmaceutical and neoncosmetic research programs.

Section 7. Records

7.1 Record Management. Procedures governing case record
management shall inciude, but not be limited +to these areas:
establishment; utllization; content; privacy; security;
preservation; and, a schedule for retlr1ng or destroving inactive

case reccrds. These pOllCleS and proceau*es shal1 be reviewsd
annually.

7.2 Inmate Case History. The institution shall maintain a
""" All data in the file
shall be verified and maintained in accordance with applicable
state and federal regulations regarding security and
confidentiality.

7.3 Case Recoxd Content.  The contents of case recoxrds shall
be identified and separated according to an established format.

12
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7.3 Case Record Contept. The contents of case records shall

7. 4 Master Index. StaFf shall maintain an up-~to-date master

off the grounds, in a satellite. unit, or who have escaped
Information on the status and whereabouts cf each inmate shall be
readily available to administrative and supervisory personnel so
that sescurity and control can be maintained, and when

appropriate, accurate._information provided outSLde agenc1e5

7.5 (Casge Record Access. The institution shall establish
procedures to, limit access to case Tecords to- pexrsons and public
agencies that have both a ‘'need to know" and a "right to know"

and that <an demonstrate that access to such informaticon will
serve a criminal justice purpose. Written guldellnes shall
regulate inmate access to_records. B

7.6 Consent Form._  The administration shall use a consent
from which complies with applicable federal or state regulations.
The inmate shall sign a "Release of Information Consent FOTm”_
prior to the release of information as reguired by statute oz
regulation and a copy of the form shall be maintained in the
inmate's case regfrd..

ol L

7.7 Transfer of Recoxds. Procedures shall provide that when
an inmate is transferred irom one’ LnStltuthD 'to another, the
inmate's updated case file is simultanecusly transferred, or
transferred within 72 houxs. This procedure shall also lnclude
the transfer of medical files.

7.8 popu1atlon Movement Sheet OfflClal dally movement

releases each day and the count at the close ©of the day.

7.9 Inmate Time. Case files shall provide a continual and
accurate record of the inmate's time. Proper notification to all

appropriate parties shall accompany ‘any change reflected in the
record.

Section 8. Physical Plant

8.1 General. 2ll new prisons shall be designed,
constructed, maintained and operated in accordance with the
standards and reguirsments set cut and established by the State
Fire Code, including the current editicn of the National Fire
Code published by the National Fire Protection Asscciation and
the current BQCA Natiopnal Building Code published by Building
Official and Code Administrators Internaticnal, Inc. (BOCA). In

13
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any conflict between or among any ©of the aforementioned
standards, the West Virginia State Fire Code shall be preeminent.

Standards and Regulatﬂons All existing prisons shall

comply with the standards. and regulations set forth for existing
correctignal facilities in the State Fire Code and the current

National Fire Codes published by the National Fire Protection
Association (NFPA).

8.2 “Safety of Qccupants.. Because the safety of all
occupants in all detention and ‘¢orregtional facdilities cannot be
adeguately assured solely by a dependence upon evacuatlion from
the building, their protectlon_from fire shall be provided hy the
appropriate arrangsment of facilities, an adequately trained
staff, and the careful development of operating, security, and
maintehance procedures to include the following:

a. Proper design, construction and compartmentalization;

b, Provisicns for fire detection, alarms and
extinguishment;

c. Fire preventicn programs which include planning,
training, and drills covering such protection
activities as: 1isclation of the fire; transfer of
occupants to areas of refuge; evacuation of the
facility; or measures for in-lace protection of the
occupants; and

d. Secuxity provisions to the degree necessary to
provide for the safety of both the occupants of the
facility and the general public.

8.3 State Fire Marshal Review. Plans and specifications for
all new prlsons ‘shall be submitted td thHe State Fire Marshal for
review prior to the start of construction. ’

8.4 'State Fire Marshal Certificate. No prison shall be
occupied until a certificate af . occupancy is issued by the State
Fire Marshal's OQffice.. -~ . __:

8.5 Housing Units. Institutions of more than 500 inmates
shall be subdivided into unifs ©f not more than 500 inmates each
which are staffed_by a unit manager and the number and variety of
persconnel reguired to provide the program services and custodial

supervision needed for each unit.

8.6 Population Capacity. _the population assigned to housing
units shall not exceed the rated bed capacity of the facility.
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8.7 Single Occupancy. Cnly cne inmate shall occupy a room
or cell designed for single occupancy which ha a floor area cf at
least 60 square feet, provided inmate spend no more than 10 hours
per day locked in.. _When confinement exceeds 10 hours per day,
there are at least_70_sguare feet of floor space.

8.8 Environment. Each room or cell shall have, at a

minimum, access to the following facilities and conditions:

a. Toilet above flaor.level which is available for use
without staff_assistance 24 hours a day;

. Wash basin with hot and cold running water;

c. A bed at above flooxr level, desk, hooks or closet
space, chair or stool;

d. Natural light;

e. Lighting of at least 20 foot candles at desh level
and in the personal greooming aresaj-

f. Circulaticon of at least 10 cubic feet of outside or
recirculated filtered alxr per minute per human
occupant;

g. Temperatures are appropriate to the summer and winter
comfort zones; and

h. Noise-levels do not exceed 7C decibels in daytime and
45 decibels at night.

8.9 "Multiple Occupancy. Where used, multiple cccupancy
rooms shall normally house no less than four and no more than 40
inmates each. Inmates shall be screesned pricr to admission for
suitability to group llVlng Multiple ocgupancy rooms shall
provide for: i

a. Continuing cbservation by staff;

L. A minimum flcdr ared of 50 square feet per occupant
in the sleeping area and a clear floor to ceiling
height ¢f not less than eight feet;

¢. Tollet and shower facllities at a minimum of cne
operable toilet and shower for every elight occupants;

d. One cperable wash basin with hot and cold running
water for.every six occupants;

15




JAIL AND PRISON STANDARDS COMMISSION . _
Legislative Rule 31-20-9_. e . _—

e. Natural lighting;

f. Beds above flcor level, desk or writing surface,
chair or steool;

A locker for each occupant;

Lighting of a2t least 20. foot candles at desk level
and in the persconal grooming areas

i, Circulation cof at least 10 gubic feet cutside or
recirculated air_per minute per occupant;

j. Temperatures are appropriate to the summer and winter
comfort zones; and

k. Nocise levels do nct exceed 70 decibels in daytime and
45 decibels at night.

8.10 Minimum Security Housing. Minimum security
institutions, or minimum securiiy areas within laxrger
institutions shall provide individual rooms with elither key
control shared by the occupants.and staff, or continucus access
to toillet and shower facilities and hot and cold running water,
including drinking water. Rooms also provide the following
facilitlies and conditions:

a. Minimum floor.area of 60 sgquare Ifeati;

D. Bunk at above floor level, desk, hooks, or closet
space, chair or stool;

c. natural lighting;

d. Lighting of at least 20 oot candles at desk level
and in the personal grooming area;

@. Circulation_of at least 10 cubic feet of outside or
recirculated _filtered air per minute per occcupant:

f. Temperatures that are appropriate to the summer and
winter comfort zanes; and

g. Noise levels _that do not exceed 70 decibels in
daytime and 45 decibels .at night.
8.11 Segregation Rocms. Segregation room shall provide
living conditions that &pproximate thosé of the general inmate

population. Any exceptions shall be clearly documented.
Segregation housing units shall provide for.the following:
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a. Single occupancy rooms or cells with a floocr area of
at least 70 sgquare feet;

b. A bed above fldor level, desk or writing space and
stool;

c. Continuous access te above floor foililet facilities;
d. Hot and cold running water;
2. Natural light;

f. Lighting with at least 20 foot candles at desk level
and in the persocnal grooming area;

g. Circulation with at least 10 cubic feet outside or
recirculated, filtered air per minute per occupant;

h. Temperatures shall be apprcpriate to.the summer and
winter comfort zones; and

i. Noise levels.will not exgesad 70 decibels in davytime
and 45 decibels at night.

8.12 Segredation Observation. The segregation room sha11

have doors which permit cbservation by staif.

§.13 Day Rooms. ~Day rooms eguivalent te minimum of 35
square feet per inmate shall be available to all inmates Zfor
reading, "writing or table games. Tables shall be provided which
may alsoc be used for dining. Adequate seating shall alsc be
provided. e e _

£.14 Exercise. Area. Space. euts1de the cell or room shall be
provided for .inmate exercise.

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

8.16 Comniisgary Are&. An area shall be provided where
inmates can purchase personal items. The size of the commissaxy
shall be commensurate with the size of the inmate population.
When security consideraticn dictate, staff member may take
moveable carts to cell blocks orx orders may be placed for

delivery instead.

8.17 Watch Tower. If the institution has watch towers, they
shall be placed so that they permit an unobstructed view of the
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grounds . and perimeter and shall be equipped with the
weaponry,lighting, sighting and communication devices necessary
for effective execution of their function.

8.18 Administrative Area. Space shall be provided for
administrative, custodial, professional and clerical staff; this
- space includes conference rooms, storage- room,for records, a

public lobby and téilet facilities. o _
8.19 Handicapped Housing. Severely physically handicapped

inmates may be housed in spedial facilities. When the

institution. acgcepts handlcapped lnleLduals, provision shall be

made for their housing and for their use of facility resources. - -

8.20 Janitor Clesets. Space shall be provided for Janiter:
closets, which shall be &gduipfed with a ink and cleaning
implements. ... = _ -

8.21 Storage Rooms. Thereg shall be storage rooms in the
institution for.clothing, beddlnc and cleanlng supplles '

8.22 Inmate Property Storage. Safe and secure storage shall
be available to ensure accountability for personal property of
inmates. . - - -

8.23 Mechanical Egulpment. Sufficient space shall be.
provided for eguipment needed” for heating, ventilating, air
conditioning, water supply, waste removal, electricity,
communications, etc.

8.24 Preventative Maintenance. There shall be a written plan
for prevéentive malntenaqce of the phy51cal plant which provides

for emergency repalrs or replacement in life threatening
situations.

8.25 Indoor Exercise Space. ~ There shall be a separate indoor
space fox. vxgorous exércise in inclement wedthér; this space
shall be at leasti large enough to accommodate_inmates who wish to
lift weights, play volleyball, do calisthenics, etc.

8.26 Qutdoor Recréation Space. There shall be a minimum of
two. acres. of ocutdoor recreéaiion. space for eafh inmate unit of up
to 500 inmates; additional ocutdogr recreation _space is provided
at the rate of 50 sguare fest per inmate overFSOO

Section §. Safetzignéigmgygency Prqcedu:e$;

9.1 Policies and Procedures. Written policies and procedure
shall be adopted specifying the prison’'s fire prevention
regulation and practices. For purposes of clarlLlcaulon and
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identification these procedures and standards cf fire prevention
are divided inte two classifications;

a. General requirements applicable to 21l coccupancies
covered by the State Fire Code; and

b. Specific detention and correcticnal occupancies.

9.2 General Requirements. The following includes the
general reguirements applicable to_all occupancies covered by the
State Fire Code.. e e — - e . -

5.2.1 Construction, Repair and Improvement QOperations.
Adeguate escape facilities shall be maintained at all
times in bulldings under construction for the use of
construction workers. Escape facilities shall consist
of doors, walkways, stalrs, ramps, fire gscapes, ladders
or other approved means or devices arranged 1in
accordance with the general principles of the State Fire
Code insofar as they can reascnably be applied to
buildings under construction. Please refer to Standard
on Building Construction and Demolition Operations, NFPA
241. Flammable or explosive substances or equipment for
repairs or alterations may be introduced in a building
of nermally low. or ordinary hargard classification while
the building is occupied only if the conditions of use
and safeguards provided are such as not to create any
additional danger.cr handlcap to egress beyond the
nermally permissible conditions in the building.

9.2.2 Reliability of Means of Egress. Every reguired
exit, exit access or exit discharge shall be
continucusly maintained free of all cbstructions or
impediments to full instant use in the case of fire or
other emergency. ' '

9.2.3 Furnishings and Decoraticns. Furnishings and.
decorations in the means of egress shall bes subject to
the following:

a. No furnishings, decorations, or other objects shall
be placed in any manner to obstruct exists or -
visibility.

b. Hangings or draperies shall not be placed over exit
doors or cotherwise :located.as to conceal or obscure
any exit. Mirrors shall not be placed in cor adjacent
tec any exit in such a manner as to confuse the
direction of exit:; and
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c.

There shall be no obstruction by railing, bkarriers,
or gates that divide the open space into secticons
appurtenant to individual rooms, apartments, or other
uses. Where the authority having jurisdiction finds
the reguired path of travel to be obstructed by
furniture or other movable objects, he may requlre
that railings or other Qermanent barriers be
installed to protect the path c¢f travel against
encroachment.

£.2.4 _Eguipment Maintenance and Testing. Egquipment
maintenance and testifg shall include the following:

a.

Every regquired automatic sprinkler system, fire
detecticn and alarm system, exit lighting, fire door,
and any other item .cf eguipment required by these
standards shall be continuously maintained in proper
operating condition;

Any equipment requiring testing or periocdic operaticn
to assure i1ts maintenance shall be tested or operated
as specified elsewhere in these standards or as -
directed by the authority having jurisdiction;

Systems shall be under the supervision of a
rasponsible person who shall cause proper tests to be
made. at_specified intervals and who has general
charge of all alierations and additions; B
Systems shall be tested et intervels recommended by
the approprlate Standards listed in the National Fire

Automatic Sprinkler Systems. All automatic sprinkler
systems reguired by these standards shall be
maintained in operating condition at all times, and
such periodic inspections and tests shall be made as
are necessary to assure proper maintenance; and

Zlarm and Fire Detection Systems. TFilre alarm
signaling eguipment shall be restored fto. service as
promptly as possible after gach test or alarm and
shall be kept in normal condition for operation.

9.2.5 Furnishings, Decorations and Treated Finishes.
Furnishings, deccrations dnd treatéd finishes shall be
subject to the following:

a.

Draperies, curtains and other similar furnishings and
decoraticns shall be flame resistant where reguired
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by the applicable provisions of the State Fire Code.
the materials reguired herein arxe to be tested in
accordance with Standard Method of Fire Tests for
Flams Resistant Textiles and rFilms, NFPA 701, and
shall comply with both the small and large-scale
tests;

b. Furnishings or deccrations cf an expleosive or highly
flammabkle character shall not be used; and

c. Fire retardant paints. or saluticns shall be renewed
at such intervals as necessary to maintain the
nacessary flame retardant properties.

9.2.6 Fire Exit Drills. Fire drills shall be subject
to the fol1owlng- S T R i ~

a. Fire exit drills conforming to the provisicens of the
State Fire. Code shall be regularly cenducted in
occupancies mhere specified by the provisions of ths
Code,

b. Fire exit drills, where required by the authority
having jurisdiction, shall be held with sufficilent
freguency to familiarize all occupants with the drill
procedure and to have the conduct of the drill a
matter. of estabTLShed routlne,

<. Responsibility for the planning and conduct of drills
shall be assigned only to competent persons gualified
to exercise leaderghip;

d. In the conduct of drills emphasis shall be placed
upon orderly evacuation under proper discipline
rather than upon speed;

e. Drills shall include suitable procedures to make sure
all persons in the building, or all persons subject
to the drill, actually participate; and

f. Drills shall be held at unexpected times and under
varying COHstLOﬂS to simulate the unusual conditions
prevalent in case of fire.

9.3 "Detention and Correctional Occupanciss. The following
includes reqguirements specifically dlrected to. detention and
correctional occupancies. =~ e = -
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9.3.1 Attendants, Evecuation Plan, Fi
ttendants, evacuacion plan, and fire

re BExit Drills.
.exlt drills shall

include the following:

a.

Datention and correcticonal facilities, or those

perticns of facilities having such occupancy, must be
provided with 24-hour staffing on any floor level

having residency and located within 100 feet (30.48M)

of the accessway to any housing area. Under Use T
Conditions III, IV and V, as defined in the NFPA Life
Safety Code for classification of correctional

occupancies, audio.monitoring shall be provided for - —
every sleeping space;

The administration o every detenticon and correctional
facility shall .have in effect and provided to all
supervisory personnel, written copies of a plan for

the protection of all persons in the area in event of
fire and for. their evacuation to areas of reiuge and )
from the building where necessary. All employees .
shall be periodically instructed and kept informed
respecting their duties . under the plan;

Books, cleothing and other combustible personal
property allowed in sleeping rooms shall 'be stored in
sloseable metal lockers or flre resistant containers;
and

The amount of heat producing appliances (such as
toasters, hot plates, etc.) and the overall use of
electrical power within a sleeping room shall be
controlled by facility administration.

9.3.2 Furnishings and Decorations. Furnishings and
decoraticns_shall be subjected to the following:

a.

Purnishings and decoraticons in detention and
correctional occupancies shall be in accordance with
the provisions the NFPA Life Safety Code.Cperating
features;

Combustible decorations are prohibited in any
detention or correctional occupancy unless flame
raetardant;

Wastebaskets. and. other waste containers shall be of
nonconbustible or other approved materials;
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Section 10. Segurity and Control

10,

d. Furnishings, such mattresses and upholstered or ~
cushioned furniture shall not be of a highly
flammable c¢haracter; and

e. Window draperies, curtains for decoration or - s—

acoustical purposes and privacy curtains shall be

noncombustible or rendered and maintained flame o
resistant _as per Standard Method of Fire Tests for o
Flame Resgistant Textiles and Films, NFPA 701.

9.3.3 Keys. All keys necessary for unlocking doors
installed in & means &f egress shall be individually
identified by both touch and sight.

9.3.4 Storage of Filammable, Toxic and Caustic Material.
Written policy and procedure shall govern the storage

and use of all flammable, toxic, and caustic material
ensuring that inmates are never in possession of items

such as lye, insecticide, anti-freeze and denatured }
alcohel, unless thy are under constant supervision by

gquali fled personnel. Such materials shall be stored in
secure areas that are_ inaccgzssible .to iomates; a2

prescribed system shall be used to account for their
distributiocon.

9.3.5 Fire and Safety Cfficer. An administrative staff
member shall be appointed as Fire and Safety Officer.
This officér shall be responsible for monthly inspection
of the prison and development of Standing and Emergency
Operating Procedures relating to fire and safety, and
for staff and safety training.

9.2.6 Inspeftion. "Each prison shall be Inspected at
least annually by the State Fire Marshal's Office. Any
violation noted shall be corrected immediately.

Policy and Procedure Manual. There shall be a manual

contalnlng all of the procedures for institution security and

control,

and detailed instxuctions for. implementing these

procedures This manual shall _be available to all staff and is
to. . be rev;ewed at least annpally and updated if necessary. The
manual shall contain ‘information on inmate classification,

physical

plant inspection, inmate counts, weapons and chemical

agent control, contraband, key control, tool and eguipment

control,

cell eguipment, emesrgency procedure, and inmate

programs/activities.;T,J_th_.", .
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10.2 Perimeter Security. The institution's perimeter shall
be controlled by an appropridte means to provide that inmates
remain within the perimeter and to prevent access by the general
public without the appropriate_authorization.

10.3 ggrvelllance. Tnere sha11 be survelllancm of all areas

et o e

10.4 Enirance Security. Safety vestibules and sally ports
shall constitute the only breafhes iIn the institutiocn perimeter
security.

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

10.6 Control Center. The institution shall maintain a |
contrcl center Lo E;ovwde order and security. A central control

is essential for integrating variou$ security and communications
functions. The control center shall be staffed around the clock,
and access to it._should be limited. The control center shall

monitor and take respons;blllty for inmate counts, key control
and the coordination of the institution's lnternal and perimeter
security network. It. shall serve alsoc as the communications
center for the institution. The control center shall monitor the
operation of various systems: fire alarm, 1, public address, smoke

and thermal detection, radio, teletype, computer terminal,
survelllance alarms, walk and perimeter lighting, and other
mechanical and electrical systems.

10.7 Inmate Movement. All inmate movement from one location
to another shall be controlled and supervised by staff in the
interest_of ordex, control, and expedience. Individual and group

inmate mpvement to and from work and Jpreogram assignments shall
also reguire staff cont*ol and. sqpeerSLOn

10.8 Inmate. Counts._ There shall be at least one inmate count
per shift. The cificer reiponsible for maintaining the master

count record shall be provided up-to-the-minute information
regarding all inmate housing moves and work assignment changes,
admissidns to the hospital, etc. Adequate ¢hecks shall be
instituted toc allow for human error. All inmates in legal
custody shall be accounted for in thé matéer count.  All temporary
absences from the facility shall be explalned in writing.

10.9 Inmate Transpcortation. Inmate transportation procedures
shall be designed to guard against escapé and to ensure the well-
being ¢f inmates, staff and the public. Guidelines for
transporting inmates. shall emphasize safety and shall be made
available to all personnel involved in transportﬂng inmates. The
institution shall have policies governing the use of restraints.
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10.10 Use of.Restraints. _Instruments of restraint, such a
handcuffs, irons, stralght jackets, and the like, shall never be
applied a punishment, and are to be .applied only with the
approval of the warden/superintendent or designee.

10.11 Use of Firearms._ Procedures governing the use of
firearms, shall. include the following:

a. Weapons shall be subjected to stringent safety
regulations and inspections;

b. Except in emergency situations, employees carrying
firearms shall be assigned only to watchtowers, gun
walks, mobile patrols, or cther positions that are
inaccessible to inmates;

c. Employees supervising inmate outside the institution
perimeter shall fcllow procedures which specify
methods for ensuring the security of weapons;

d. BEmployees .shall be instructed to use.deadly force
only after other actions have been tried and found.
ineffective, unless the employee believes that a
perscon's life is .immediately threatensd; and

e. Employees on duty shall only use firearms issued by
the institution and only when directed by or
authorized by the warden/superintendent cr officer in
charge.- T :

10.12 Firearms Loading Area. An area shall be designated for
the unloading and relcading of firearms for both institutional
personnel and visiting law enforcement officers to ensure that
this process presents the least possible danger.

10.13 Contreol of Firearms and Security Devices. Designated
staff shall determine, based on an analysis of the physical
plant, and number and profile of the inmate population, what
firearms, chemical agents, and cther security devices (such as
shields, batons, helmets, gloves, kody protectors, etc.) the
institution needs. Written poclicies and procedures shall specify
the level of authoritv required for access to and use of security
devices. Chemical agents shall be used only at the direction of
the warden/superintendent or delegated subordinate.

10.14 Storage of Firearms apd Security Devices. Flirearms,
chemical agents and related security equipment shall be stored in
a secure blui_readily adcessible depository outside inmate housing
and activity areas, and shall be inventoried at least monthly to
determine their condition and expiration dates.
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10.15 Distribution.of Firearms and Sscurity Devices. The
institution shall maintaln a written record ©f routine and
emergency distributions of security eguipment.

10.156 Reporting Use of Weapons. Persconnel discharging
firearms, Using chemical agents or any other weapon, "Or using
force to control inmates shall submii written reports to the ,
warden/superintendent or designee no later than the conclusion of
the tour of duty.

10.17 Seaxch Plans. Institutional search plans and procedure

shall include the .following: .

a. Unannounced and irregularly timed searches of cells,
inmates, and iInmate work areas; :

b. Freguent search and careful supervision of inmate
trustees;

c. Inspection of all vehicular traffic and supplies
coming inte the institution;

d. Use of metal detectors at compound gates and
entrances into cell blocks; and

e, Complete search and inspection of each cell prior to
occupancy by a new inmate..

The search plan shall provide for the following:

a. Avecidance of unnecessary force, embarrassment or
indignity te the inmate;

b. Use of noninvasive senscors and other technigues
instead of body searches whenever feasible;

c. Condict of searches nc nmoze freguently than necessary
to. control contraband or. to recover missing or stolen

property;

d. Respect of an inmate's right to any property
authorized by institutional regulations; and

2. Use of only those mechanical devices absclutely
necessary for security purposes.

10.18 Intrusive Body Cavity Inspections. Manual or instrument
inspection of body cavities shall be conducted only when there is
reason to do so and when authorized by the warden/superintendent
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or designee. This inspection shall be conducted in private by
health care personnel. . . o B

10.19 visuel Body Cavity Inspections. Visual inspection of
inmate bodv cavities snall pe conducted based on a xeasonable
pelief that the prisoner is_carxying contraband oxr other
prohibited material. The inspection shall be conducted by
trained staff in private. . ... . . . -

10.20 Contraband Searxches. _policy regardlng searches for the
control .of contraband shall be published, made available to staff
and inmates, reviewed at least annually, and updated if
necessary.

10.21 Key Control. The key control system shall provide a -

current accounting of tnhe location and possessor of each kev.

All keys shall be issued from a centrzl control area, and a log
shall be used to record the number of each key given out, the
location of the lock, the number of keys to that lock, and the
names of all employees possessing the key. Ke}s shall be storeﬂ
in a manner that permit easy determination of either .the presenc
or absence of keys. Keys shall be returned to the contrel centar
daily. All keys shall be. numbered, and the institution shall
maintain at least one duplicate key for_ each lock. Fire and
emergency keys shall be color-coded and marked for identification
by touch. Inmates shall not possess keys other than those o
living gquarters or: Wohk,aSSlGﬁmEHtS, when appropriate, and to
perscnal lockers.

10.22 Tool Control. Tools and utensils such as hacksaws,
welding egquipment, butcher knives and barber shears shall be
locked in_control_panels and issued in accordance with a
prescribed system. Provision shall be made for checking tools
and utensiles in and out, and for the control of their use at all

times.

10.23 SeCurLty of Vehicles. _Responsibility and keys for
certain vehicle shall be_assigned to specific staff, but the pool
of véhicles shall_be controlled by one person. Written policies
and procedure shall state the conditions under which inmates may
drive vehicles. . . . i o

10.24 Personal Vehicle. The use of. personal vehicles for
official purpcses shall be governed by written policy that
SpeleleS the conditlons for their use and the limits of the
prisons liability.

10.25 Post Qfders. _Mritten orders shall specify the duties of
each post and the procedures to be .followed td carry out the
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assignment. Copiles of the post. orders shall be available for all
employees, i o

10.26 Use.of Post QOrders. Procedures shall provide for
personnel to read the aoproorlate post ordéer éach time they
assume a new post and that they sign and date the pot order.

10.27 Supexrvisory Staff Inspection. Line supervisory staff
shall visit and inspect every area of the institution daily,
including weekends and holidays. Matters requiring further
attention, such as staffTand,inmate concerns, faulty, unsafe or
dirty conditicons, etc., shall be reported in writing to the
appropriate official for review and further action.

10.28 Maintenance Rrocedure. There shall be a scheduled
maintenance procedure to ensure that all bars, locks, windows,
doors, and other security devices are fully operational.

Emergency keys shall be checked at least quarterly to make sure
that they are in weorking order. Results of all lnspectlons shall
be submitted in writing to the chief executive oifficer and/or the
officer in. charge of security.

10.29 Staff Inspections. Procedure shall reguire that the
warden/superintendent or designee, the chief custodial officer,
the chief medical officer or health staff designee, andfor 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 Inmates is given control or authority over other
lnmates. S

10.31 Use ©f Physical Force.. Procedure shall xrestrict the use
of physical force to instances of justifiable self-defense, '
protection of others, protection of property, and preventicn of
esvapes, as a last resort and in accordange with appropriate
statutory authority. In no event 1s physical force justifiable
as punlshment A written report shall be prepared following all
uses of force and submltted to the administrative staff for
review. Tl LTI T/ oo T T L

10.32 Shift_Logs. Correctional Cfficers shall maintain a

permanent log and preparé shift reports that record routine and
emergency situations, and unusual incidents.

10.33 Medical Treatment. . AlL persons injured in an incident

shall receive an immed.ate medical examination and treatment.
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10.34 Escape Frocedure. Procedures regarding escapes shall be

reviewed at least annually &nd updated if necessary. Procedures
shall. include the following:

a. Prompt reporting of the escape to the
warden/superintendent;

. Mobilization cf employees;
c. Implementation of a predetermined search plan'’

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

e. Preparation of escape circulars for distribution and
maliling; and

f. After Capture &f the escapee,; prompt notification of
all who were previously alerted to the escape.

10.35 Emergency Plans. Written plans shall specify procedures _ .
+o be followed in situations which threaten instituticnal _
security, including, but not limited to, riots, hunger strikes,
disturbances, and taking of hostages. These plans shall be made
available to.all applicable personnel, and reviewed and updated
at least annually.

10.36 Emergency Units. Where there is a special unit of
employees to assist in the. évent of disturbances, those employses - —
shall be selected. and evaluated according to written criteria and
shall receive spetial training in methods of negotiation and
confrontation. The unit shall be activated only by the

warden/superintendent or designee. :

10.37 Csatimgency Plans. A written plan shall provide for
continuing operations in the event of a work.stoppage or other
job action. Copies of this plan shall be available to all
suparvisory personnel, and they shall be reguired to familiarize
themselves with it.

10.38 Emergency Communications. In emergsency situations, when
cornventional means Of comm#gication, such as telephones, are
disrupted, the facility shall have available walkie-talkies,
and/or a radio base station, receivers, and transmitters, or
other independent mechanical means of communication, in orxder to
maintain constant contact with. the outside community.

Section 1l. Special Management Inmates
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11.1 Segregation Units, Procedure shall provide for the
operation of segregation unLts forithe. supervision of inmates
under administrative segregation, protective custody, and
disciplinary segr=gation.

11. 2' Immediate Detentlon _ The warden/suoerlntendent or gshift

if & dangerous Condlthn exists that serlously threatens either
the safety of the inmate, the institution or.other perscns. No
inmate so temporarily confined mav continue in confinement longer
than 72 hours without a disciplinary hearing.

11.3 PDisciplinary Segregation. Inmates shall be placed in
disciplinary seqregationh for a rule violation only after a -
hearing, finding of guilty, and disposition by the designated
disciplinary authority.

11. Administrative Segregation. Placement in administrative ...
segregatlon shall be preceded by the ‘inmate receiving notice of
the intended placement, appesarance at a hearing, and an
opportunity to present his or her case to the hearing cificer(s).

11.5 Review of Status. Procedure shall provide for a review
of the status of lnmates LngggmgnleratLye segregation and

protective custody by the classification committee or other
authorized staff grdup every 30 days.

11.6 Release from seqrega;ion An inmate shall be.released ~
frém adminiStrative sé&gregation by action of the appropriate
authority with jurisdiction over the inmate’s placement in this
status.

11.7 Protective Custody. Inmate admission to the segregation
unit for purpose of. protectivé .custody shall be made only when
there is dogumentation that protective custody is warranted and
no reasonable altexrnatives axe aveailable.

11.8 Environment. ALl inmates in segregation shall be
provided prescribed medication, “¢lothing that is not degrading,
and access to basic perscnal items for use in thelr cells, unless
there is imminent danger that an inmate or any other Inmate(s)

will destroy an item or induce self-injury.

11.9 Deprivation of Ttem of Activify. Whenever an inmate in
segregation is deprived of any usually authorized item or
activity, a written report &f the action shall be made for the
master file and forwdrded to.the chief security officer.
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11.10 Meals. Procsdure shall reguire that inmates in
segregation receive meals . of edqual:’ quallby and guantity as those
served to the general poPulatlon

11.11 Pexrsonal Hygiene, Inmates in segregatwon shall have the
opportunity to maintain an acceptablé level of personal hygiene,
including the opportunity to shave and shower dailly, unless
procedures present an undue security hazard. Inmates shall be
provided toothbrush, toothpaste, sovap, towels, shaving materials,
shampoo and comb._ T D '

11.12 Clcthing and Linen. Procedure shall provide for the _
issue and exchange of <lothing, bedding and linen and for
laundry, bargering and hair care services- for inmates in
segregation on the same basis as inmates in the general
population; EXCGDLLOQS shall be permitted only where found
necessary by the senior officer cn duty, and shall be recorded in
the unit log and justified in writing.

11.13 7 Mail. Inmates in segregatlon shall be provided the same
opportunities for. the writing and receipt of letters as those
available to the genera1 inmate population. Letiters shall be .
delivered promptly. If any item consistent with pelicy and
procedure 1is rejected, the inmate shall be advised of the reason
for the rejection, and the item, shall be returned tc the sender.

11.14 visitation. Inmates in segregation shell be provided
opportunities for visitation, consistent with classification and
other institutional visitation policies. An adeguate visitation
area with tables and chairs shall be provided, where appropriate.

11.15 Telephone. Inmates in administrative segregation,
disciplinary segregatidfi an pr@tectwve tustody shall be allowed
telephone privileges. _

11.16 Legal ¥aterials., Inmates in segregation shall have
access to legal materials at least three times per week.

.17 Reading Meterials. Inmates in segregation shall have

access to pocks, magazinés afid writing materials.

11.18 Exercise. Inmates in segregation shall receive a
minimum of one hour per @Yy, “Seven ‘days per week,of outdoor

exercise. A written recoxd shall be kept of each inmate's

participation in the exercise program. o

11.19 Programs and Serv1ces. Inmates in administrative and
protective custody shall have accefs to programs and services
that include, bhut are not l;mlted to the following: educatiocnal
services, commissary sexrvices, library services, social services,
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counseling services, religicus guidance,” and recreaticnal
programs. Inmates in the administrative segregation unit shall
be allowad to participate in facility programs to the same extent
as the general inmate populaticn. They shall also have the same
opportunity to receive treatment from professional persons, such
as social workers, psychologists, counselors, and psychiatrists.

11.20 Permanent Tog. Admissions of all inmates to segregation
units shall be recorded with information on npame, number, housing
location, date admitted, type of Iinfraction or reason for
admission, tentative,release date, and special medial or
psychiatric problems or needs. .The log also shall be used to
record all visits_ by officials_who inspect the units or counsel
inmates, all unusual inmate behavior, and all releases.

11.21 Staff visits.  _inmates in segregation shall receive
daily visits from the ‘chief | security officer or shift supervisor
members df .the program staff upon reguest, or a gualified
healthcare official, unless medical attenticn .is needed more
freguently. o

Section 1l2. [ Food Service

12.1 Menu Review. There shall be documentation that the menu
is rev'ewed_by a registéred dietician on at least a guarterly
basis to insure that the focd allowances required for basic
nutrition are met. Menu evaluations shall be conducted at least
monthly by institution food service supervisory staff to verify
adherence to the established basic daily servings.

12.2 Men Planning. Food service staff shall develop planned
menus in advance, and substantlally follow the schedule. In the
planning and reparation of all meals, food flavor, texture,
temperature, appearance and palatablllty shall be taken into

consideration. _ -

12.3 _Therapéutic Diets. Therapeutic diets shall be available

upon medical authorization. _Specific diets shall be preparsed and
served to inmates_according to the orders of the treating
physician or dentist, or as directed by the responsible health
avtheority. medléélfaiéi'presdii§E1On'shal1 be specific and
complete, furnished in writing tec the food.service manager, and
rewritten monthly. Special diets shall be kept as simple as
possible .and should conform as_closely as possible to the foods

served other inmates. o

12. Religious Diets. Rellglous diets shall be approved by
the chaplaln and warden. Rellgwous diet prescriptions shall be
specific and complete, furnished in writing to the food service
manager, and rewritten monthly. Special diets shall be kept as
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simple as possible and shall conform as ¢losely as possible to
the foods. served other inmates.

1l2.5 Managsmant. A,zul1—t1ﬁe stafi’ member, exparienced in
food management, shall supérvise fodd service operations. This
staff member shall have the resourcés, authority and
responsibility to prov1de for. the institution's complete food
service, including three meals_a_day that are nutritionally
adeguate, palatable and attractive, and which are produced under
sanitary conditions, at reasonable costs. The food service
manager shall have a minimum of three years experience 1in food

management.

12.6 Health Protection. Procedure shall provide for adequate
health protection for all “fnmates and staff in the institution,
and inmate and other persons worklng in food service with the
following reguirements;

a. A preassignment medical examination of all persons
involved in the preparation of food, and periodic
examinations thereafter, shall be conducted to insure
freedom from diarrhea, skin infecticis, and other
ilinesses transmissible by food or utensils; all.

Xamlnatlons shall be conchted in accordance with
local. requirements regarding restaurant and of
service employees in the community;

b. When the prison's food services are provided by an
cutside agency or_individual, the prison must have
written verification that the outside provider
complies with the state and local regulations
regarding food service; and,

. All food handlers shall be instructed to wash their
hands upon reporting to duty and after using toilet
facilities. —— o

12.7 Code Compliance. There shall be documentation by an -
independent, ocutside source thit food servige facilities and
equipment meet esLabJ;shedfggvgrnmental health and safety codes.

12.8 _Inspections. Procedures shall regquire weekly

inspections of.all fo0d s&rvice aggggLilncludlng dining and food

preparation areas and egquipment. Refrigerator and water
temperatures shall be checked on a daily basis by administrative,

medical or dietary personnel.

12.9 Group Dining. Space shall be provided for group dining
except when security or safety considexation justify otherwise,
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12,10 Meal Schedule. At least three meals, of which two are
hot meals, shall be provmded At ¥egular meal times during each
24-hour perisd, with no more than 13 hours between the evening
meal and,breakfast.

12.11 .Meal Service. All inmates and staff, except those on
special medical or religious diets, shall ea;_ghe same meals.
Food shall not be withheld, nor the standard ménu varied, as a
disciplinary sanction_fO:,an_;ndLVLdual inmate. Thls_btandard,
does not preclude rewarding groups of inmates with special foods
in return for special services ¢or under spscial circumstances.
Food not_prepared on a regular basis may also be used on seasonal

food patterns.

12.12 Meal. Records. " A uniformed system shall be established
to record _the number, cost, and typé of meals served inmates,
employees, guests, and v151tors Such records shall be required
for fiscal agcounting, dietary purpeses, and budget planning.
Emplcyees, guests, and visitors sheall be served the same food
inmates are served, _Food service recgrds shall include the
published menus, information on waste, food costs and nutritional |
gccounting, and notation of fogdﬂproducbs,raisednor produced in
the system.

1.13 Bddget. The fcod sexrvice operations shall use budgeting,

purchasing and accounting practices that .include, but zre not
limited to ithe following systems:

a. Food expenditure cost accounting designed to
determine cost per meal;

b. Estimation of food service reguirements;

c. Purchases of supplies. at wholesale prices and under
other favorable conditions, when possible;

d. Determinaticon ¢f and responsiveness to inmate eating
preference; and

2. Refrigeration and storage of food, with specific
storage periods, e

Section 13. _Sanitatiéh and Hygiene

13.1 Responsibility. Prison auuhorltles shall maintain the
facility in a condition that  is clean, healthful and sanitary,
and which conforms to all applicable health laws and regulations.

13.2 HMaintenancé. Prison authorities shall develop and
implement a plan for the maintenance of &n acceptable level of
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cleanliness and sanitation throughout the prison:. Such a plan
shall provide for a.regular schedule 0f housekeeping tasks and
inspections which sha*l lncluoe, but not be limited to, the

fellowing: . - e

2. The daily cleaning of toilets, showers and sinks;

b. The daily cleaning of floors;

c. The emptying and cleaning of receptacles provided for--

clgarettes and other refuse each day and provision for adeguate
trash removal;

d. The scrubbing and rinsing of living units, washing of
windows, cleaning of janitcor's closets, and dusting of bars,
screens and ledges on & regular basis; '

e, The contractlng of extermlnation services to be
performed with.suificient ireguency and thoroughness to keep the
faClllty free of _insects and, vermin. Services shall include, at
a minimum monuhly inspecticns by quallfled Persons; and

f. The cleaning and sanitary maintenance of all kitchen
areas and all eguipment.

13.3 'Facility Inspecticon. The institution shall be inspected
at least annually by appropriaté govérnment offitials to ensure
the health of personnel and inmates. In addition to the regular
inspections by governmental officials, all instituticn areas
shall be inspected at least weskly by a designated staff member,
who sheould submit a written xreport to the warden/superintendent,
documenting deficliencies whenever they occur.

13.4 Potable Water. The institution's potable water source
and supply, whether ownéa and operated by the public water
department or the lnsb1tutloni_§hall be certified by an

independent, outside source to.be in compliance with state laws
and regulaticns.

13.5 Housekeeping Plan. A written housekeeping plan for all
areas of.the faClllty s phys;cal plant’ shall provide for oally
housekeeping and regular maintenance by assigning specific duties
and responsibilities to steff and inmates. Sufficlent cleaning
équipment and supplies shall be provided to maintain the facility
in a c¢lean condition, —_—

13.6 Vermln and Pest Control Licensed pest control

conduct reoular monthly 1nspectlons to ldentxfy rpest problems and
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eradicate by whatever means is.effective any insects, rodent or
vermin which are found.

13.7 Waste Disposal. _Liquid and solid wastes shall be
collected, stored and . dlsposed of in a manner that will aveid
nuisance and hazards, agg_;hat hlll protect the health and safety
of inmates and staff.

12.8 (Clething TIssue. _A ‘standard wardrobe shall be provided
all inmates at the time of TadmisEion "and ‘shall anlude, as

appropriate, shirts, blouses, dresses, trousers, skirts, belts,
undergarments, slips, socks, shoes, coats,jackets and headwear,
etc. R

13.9 Personal Hygiene Articles. Procedure shall reguire that
articles necessary. for maintaining proper persdnal hygiene are
provided tc all inmates including, but not limited to,
toothpaste, toothbrush, socap, towels, thres razors per month,
shaving cream, comb agd when applicable, feminine hygiene
articles. Other persondl hygiene materials shall be offered for
sale in the commissary at wholesale cosgst, including products
regquested and used by black inmates. N

13.10 Special Clothing. Procedurg shall provide for the issue
of special and, when appvoprlate pro;ectlve clothing and
eguipment to inmates assigned to food service, hospital, Zarm,
garage, lnstltutlon phy51ca1 plant mawntenance shops, and other
special work. L ) e

- Lo e - L

13.11 Bedding and Linen. Procedure shall provide for the

issue of suitable, clean bedding, towels and linen, to include
two. sheets, pillow and pillowcase, one mattress and sufficient

blankets to provide comfort under existing temperature controls.
There shall be prOVlSlQn,for Iinen exchange on at least a weekly

basis. -

13.12_Recorde., The issue of.all clothing and bedding shall be
recorded, and inmates shall be held accountable for its use.

13.13 EBathing Facilitieg. .There. shall be sufficient bathing
facilities in the housing areas.to’ ‘pe¥mit inmates in the general
populaticn to shower at least three times per week. Ideally,
each inmate shall be permitted to shower daily; however, no
inmate shall b permitted to shower Ies than three times per week.
Inmates .In special ijobs, such as food serwvice, medical,
sanitation or mechanical service, shall be encouraged to bathe
daily. Hot and cold water shower facilities shall ke available
in the proportion of at least one shower unit to 15 inmates.

36




JAIL AND PRISON STANDARDS COMMISSION
Legislative Rule 31-20-9. ; .

13.14 Thermostatically Controlled Water. Water for showsrs
shall be Thermostatically controlled. to ensure the safety of the
inmates. _

13.15 Hair Care. There shall be hair care services avallable
to inmates wnich comply with applicable health reguirements.
Hair shall be cut under sanitary conditions and in an area
located to permit observation by stafi. ~Eguipment shall be
stored securely when not in use.

Section 14, Medical an@“Hgalthﬂgaxg §erv%ces,

14.1_.Right to Medical Care._ All inmates shall have prompt
access to necessary medical, dental, and psychiatric care
provided in a reasconable manner by licensed personnel.
procedures shall provide for unimpeded access to health care and
for a system for processing complaints regarding health care.
These policies shall be communicated corally and in writing to the
inmates upon arrival in the facility. Policies assuring access
to health care shall be communicated orally and in writing to
sach inmate on arrival at the facility.

14,2 Responsibility. Medical, dental, and mental health
matters involving clinical judgments shall be..the sole province
of the responsible physician, dentist, and psychiatrist oxr
gualified psychologist respectively; however, sscurity
regulations applicable tg facility perscnnel also apply to health
personnel. The official responsible for the facility shall
provide the administrative support for the accessibility of
health services to inmatss.  -... . S -

14.3 Responsible Physician, A responsible physician shall e
designated tc approve nealth care policies, procadures and
agreements which can include use of hospital emergency rooms.
Each priscn shall have agreements for Z4 hour on-call physician
coverage. All physicians and dentists examining or treating
inmates sheall be licensed to practice in the State of West
Virginia. S B - .

14.4 On-Site Health Authority. There shall be designated on-
site health authorities wnho shall be responsible for arranging

and making available all_ health care serviges. There shall be a
health authority on site 24 hours per day. The health authority
may ke a physician, physician's assistant, registered or licensed
practical nurse, nurse practitioner, paramedic, emergency medical
technician, or a health-trained staff member. A physician must
be available on-site for primary care for & minimum of forty
hours per week.at an inmate level of 600_.6r more, and
proportionately in terms of hours for inmate levels above and
below this number. :
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14.5 Msdical Autcnomy and Prison Administratlon. Medical
decisions shall be made only by the responsible physician or

designee(s). It shall be made clear to the health authorities

and physicians that secuzrity regulations which apply to the
nonmadical. facility staff also apply to them. They shall be -
provided with a list of. these regulations and an orientation to
the prison system. The nonmedical staff’ shall have no role in
authorization of medical care.

14.6 Duties and Responsibilities. Appropriate state and
fedexal licensure, certificatian Or registration reqULremants and

restrictions apply to pergonnel who provide health care services .
to inmates. The dut%ggﬂgnd responsibilities of such personnel
shall be governed by written job descripiions approved by the
responsible physician and the facility administrator.
Verification ©f current credentials and Jjob descriptions shall be
on file in the facility. The provision of gquality health care
shall ke insured by u51ng only gualified health care personnel to
determine and supervise health caré& procedures. Written job
descriptions shall include qualifications reguired and the
specific role in the | health care delivery system _in keep1ng with
the individual's professional bralning' Verification of
qualificdtions may ¢onsist of coples oz current credentlals

14.7 Administrative meetings and Rggorts.. Thexre shall be
meetings between the resgpdnsible phySician and the facility
administrator. to.discuss prison health care at least quarterly.
Notes. of these mestings shall be kept by the administrator. The
responsible physician shall submit quarterly reports on the
health care delivery system and annual statistical reports. the
guarterly report shall include. topics such as the effectiveness —
of the health care delivery system, description of any health
environment factors which need improvement, changés effected
since the last reporting period and, if needed, recommended

corrective acticn, There shall a1so be an annuaT statistical
report which shall include the number and nature of sick call
visits, diagnostic studies performed, emergency services
rendered, specialty referral visits, hospitalizations, special
procadures performed, ambulance transfers, communicable diseases
reported, and deaths. The annual statistical repcrt shall be
submitted to the administrator and Commissioner of Corrections.
The responsible physician shall submit an annual appraisal of the
priscon's _health care deliver to the admlnlstrauor and
Commissigner of. CorrectLons

B I UL

14.8 Review. Each Eochy, procedure, and program in the
health care delivery prog¥am shall be reviewed at. least annually
by the responsible physician and revised if necessary. Each
document shall besar the date of the most recent review or

revision and the signature of ~the reviewer.
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4.9 ©Policies and Procedures. . The responsible physician shall
write or approve pre-written health po1lc1es and procedures at a
minimum for the following aspects of prison health care: :

Decision-making: special probklem patients;
Notification of next of kin;

Postmorten examination;

Minimal staff training reguirements;

Emergency services;

Suicide prevention;

Prohibitions; :

Receiving screening;
Health appraisal;

Care for persons under the influence of drugs;
mentally ill;°

Psychiatric illness;
Access to .treatment, daily health complaints;
Sick call; . o o

Health promot1on-

Disease prevenLlon,

Dental Care;

Special medical programs;
Prostheses,
Management of pharmaceuticals;
Administration of medications:
Health recocrds;

Transfer of recocrds;

x. Confidentiality;

yv. Facilities and equipment;

z. First aid kits;

aa. Informed consent;
bb. Medical reseaxrch; and
cc. Serious illness.

.

.
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14.10 Decision-Making: Special Proklem Patients. Before
inmates with dlagnosed psSychiatric. or signizicant medical illiness
re given housing assignments, work assignments, disciplinary
measura, or transfers, consultation bestween the facility
administrator.and responsxble physician or thelr designee shall
take place to decide on any special precautions or preparations.
A list of frequent illnesses which require 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
seriocus illness or . injury, or who dies while incarcerated shall,
with the explicit consent ¢f the inmate, if possible, have his
next of kin or legal guardian notified by the facility
administrator, the respcnsible physician, or their designee.
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14.12 Postmortem Examination. In the event of an inmate
death, the state medical SRAMiner shall be notified immediately.
if the cause of death is unknown, or the death occurred under
suspiciocus circumstances, or the inmate was unattended from the
standpoint of not being under current medical care, a postmortem
examination shall be performed.

14.13 Minimum S$taff Training Requirements. Health trained
staff 1% defined as prison personnel who have the eguivalent of
EMT training and also have received information Tegardlng the
symptoms of physical and mental illnesses commen %o the inmate
populaticn. (anludlng depression and chemical dependence), basic
management of selzures, medication administraticon, health record
maintenance, recognifion of poterntial suicides, ability to .
respond to health-related situations within four minutes, first
aid training and procedures for patient transfers to appropriate
medical facilities or_ health care providers.. Training may be
effected and aﬁ@fﬁved through the respons;ble physician. An
appropriate training course may be completed in approximately 60-
80 hours. FEach shift shall include at least one member who has
become health-trainad_as described _above

14.14 Emergency Services. . There shall be twenty-four hour
emergency medical carée available. By definition, a medical o
emergency 1s an acute illpess or _unexpected health need that must
be attended to immediately and _cannot be delayed_ until the next
scheduled sick call.. The responsible physiclan shall approve a
rlan providing for the use of émergency transportation, use of a
local hospital emergency department or appropriate health
facility with emergency on-call physician services, procedure for
the transfexr of inmates to o;hex medlcal facilities and security
procedures. . - - .

14.15% Suicide Prevent;gpq hg;g?shall be & written suicide
prevention and intervention program that is réviewed and approved
by a qualified medical or_mentel health professional. All staff
with responsibility for inmate supervision shall be trained in
the implementation of the program. 8taff shall have
responsibility for preventing suicides through intake screening,
identification, and supervision of suicide-prone inmates. Thes
staff shall receive special training in the implementation of the
suicide prevention program.

14.16 Prohibitions. Inmates shall not be used fox the
following duties: Tl CoTT oo o ' ;

a. Performing direct patient care services;

b. Scheduling health care appointments;
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¢. Determining access of other "inmates to health care
services;

d. Handling or having access to surgical iInstruments,
syringes, needles, medications, health recoxrds; and

e. Operating equipment for.which they are not trained.

These restrictions, however, shall not preclude inmates from
participating in a certifled vocational training program. They
shall be able to perform maintenance and janitorial services
under supervision of gualified.staff. They shall not operate
medical eguipment unless appropriately credentialed and licensed,
and directly supervised by the responsible physician. Inmates
shall not perform direct. .services such as _dental chair-side
assistant, unless they are part.cf a certified vocational
training program.

14.17 Receiving medical Screening. A receiving medical
screening appraisal to elicit Information pertinent to the
inmate's health shall be performed ¢n every inmate at the time of
admigsion. The screening shall be recorded on a form which has
been approved by the responsible physician. Screening 1Is a means
to discover an prevent health and safety threats to inmates and
staff. The _goal of regeéiving screening shall be to detect any
communicable diseases, chemical dependence, sulcide potential, or
other medical or psychiatric problems before the inmate is placed
within the prison population. When the inmate has been
transferred from another facility and is accompanied by a
previously completed screening form, the form shall be reviewed
and verified. Receliving screening shall be. conducted by &
health-trained staff member. Inmates who are in need of
immediate medical attention at the time of admission shall be
referred immediately for emergency care_after the physician on
call has been notified. . The screening process shall include at
least an inguiry, Observations and disposition.

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

2. Current. illness and_health problems, including dental
problems;

b, Veneral dissases and other infecticus diseases;
c. Medication taken and special health reguirement;
d. Use of alcohol _and other drugs which includes types

of drugs used, mode of use, amounts used, freguency
used, date or time of last use and history of
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problems which may have occurred after ceasing use
(e.g. convulsions);

e. Past and present treatment or hospitalization for
mental disturkbance ¢r sulcide attempts; and

f..Other health problems designated by the responsible
rhysician.

14.17.2 Observations. _The screening process shall
include, but not be limited to, cbservaticons including:

a. Behavior; which includes state of consciousness,
mental status, appearance, conduct, tremor and
sweating'

b. Body deformities, trauma markings, bruises, lesions,
jaundice, ease of movement, etc.; and

c. Indications. of recent or chronic substance abuse,
i.e., needle marks...

14.17.3 Disposition. The screening process shall
include the following disposition to: o

a. General population;

5. General population and referral to appropriate health
care services; :

c. Referral to appropriate health care services on an
emergency basis; and

d. medical isoclation or. special cbservation.

14.18 Health Appraisal. Within seven days of admission a
health appraisal shall be conpléted £0r each inmate which include
a history and examination, recoxrded on a form approved by the
responsible physician. Although a physician, physician's
assistant, or nurse practitioner must perform the physical
examination, the health history may be caollected hy a health-
trained staff member.. The health appraisal shall include: o

a. Review of the earlier receiving screening by the
examining clinician;

b. Collection of additional data to complete the

medical, dental, psychiatric and immunizaticn
histories;
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¢c. Administration of laboratory and/or diagnostic tests
to detect communicable disease and tuberculosis.

d. Record of helght, weight, pulse, blood pressure,
temperature, administration of other tests, and
examinations; with comments about mental and dental
status;

e. Review of the results of the medical examination,
tests, and identificaticon of problems by a physiciang
and

f. Initiation of therapy when appropriate.

.19 Care for Persons Under the Influence of Drugs. The
respon51ble physician Shall approve policies and procedures for
the identification of alcohol and drug dependence as well as
subseguent management and/or transfer for the care of persons
under a drug lniluenqe, Unless the prison has special facilities
and constant medical supervision to perform detoxificati@n, the
process shall not be p4erformed on site; the inmate shall be
transferred to a hospital or community detoxification cente
designated by the responsible physician. Procedures. for aaequate
care of persons under the influence of drugs include policies and
training governing medical screening, observatlon, referral
evaluation, and safety protection. :

14.20 Mentally T1]l Inmates. Post admission screening and
referral for care of mentaﬁly ill or retarded inmates whose

inpaired shall be. prOVLded Psychlatrlc problems identified,
either during recelving screening or -after admission, shall be
followed up by medical staff.  The urgency of the problems
determines the reponses. Sulc;dal and psychotlc patients are

emergencles and require pfompu attention. Inmates awaiting
emargency evaluation shall be housed in a spec1ally designated
area with constant supervision by trained staff. Inmates shall
be held for only the minimum time necessary before emergency care
is rendexed. All sources of assistance for menbally ill and
retarded inmates shall be Identified in advance of need, ang
referrals should be made on all” $uch cases. No person shall be
housed selely on account &% involuntary commitment proceedings
instituted pursuant to Chapter 27, Article 5 of NestLVlrginia
Code. .

S ez mie e

14.21 Mental Health Evaluatlon A comprehensxve lnd1VLdual
mental health evaluation shall be performed on specially referred
inmates by a multi-disciplinary mental health team. The

evaluation shall be completed within fourteen days after the date
of referral, and shall include at least the following elements:
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a. Review oifi mental health screening and appraisal data;

b. Collection and review of additional data from staff
observation, individual diagnostic interviews and tests assessing
intellect and coping abllities;

c. Compilation of the individual's mental health
histeory; and,

d. Development of an .overall treatment/management plan
with appropriate referral.

14.22 Psychiatric Illness. There shall be consultation
between the facillity administrator and the responsible physician
or their designees prior-to the fellowing actions being taken
regarding patients who are diagnosed as having a psychiatric

illness: T T i I

Housing assignments;

Program assignments;

Disciplihary measures; and

Transfers in and out of the institution.

0o

14.23 Detoxification. Procgdures shall reguire that gradual
detoxification from. alcohol, opilates, hypnotics, and other
stimulants, and sedative hypnotic drugs be effected as follows:

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

b. When not performed in the facllity, arrangements are
made for it td be conducdted in a hospital or community
detoxification cgnter.

14.24 Chemical Dependency. Procedures shall guide the

clinical management of chemically dependent inmates with the
following regulrements: S

a. Diagnecsis of chemical dependency by a physician;

b. Determination by a physician s to whether an
individual reguires non-pharmacclogically or pharmacologically
supported care; -

c. Individualized treatment plans which are developed
and implemented by a multidisciplinery team; and

d. Referrals to specified community resources upon
releass when appropriate. ]

B
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14.25 Access to Treatment. It shall be reguired that each
inmate, at the time oL admissidn, be given orally and in writing,
information concerning the right to medical treatment. The
information sheet shall be approved by the responsible physician
and shall include procedures for registering complaints and the
prison's sick call schedule. ,

14.26 Daily Health Complaints. Inmate's health complaints
shall be solicited daily and &a¢ted upon without delay by trained
personnel such as a licensed nurse or registered nurse and
followed by appreopriate triage and treatment by gqualified
perscnnel. Triage is the sorting and allocation ¢f treatment of
patients according to priorities of need.

14.27 gick Call. Sick.call is the system through which sach

inmate reports for and receives appropriate medical services for
non- emergency illness or 1njury Inmates will have daily access

authority or other person deSLgnated by the reSponSLble
physician. All complaint forms will become part of the inmate's
health record. Sick ¢all shall be performed by a licensed
physiclian,; physician's assistant, registered nuxss or .other
perscn designated by theigesponSLble physician. Sick call is . a

designated time to see non-emergency problems. Minimum freguéency
of sick call should be as folldws:

a. In facilities with fewer than fifty inmates, one day
per wesk;

b. In facilities with fifty to one hundred inmates, two
days per . week;

c. In fecilities.with_one hundred to._.two hundred
inmates, three days per week; and

d. In facilities with more than two hundred inmates,
five days per week.

If an inmate's custody status precludes. .attendance at sick call
arrangements shall be made to provide sick call services in the
place of the inmate's detention. o

14.28 Continuity of Care; Surgery. Inmates shall be provided
all needed follow-up care; laboratory services, physical_therapy,
phvsical ailds and surgery, other than cosmetic surgery, as needed
including referral to comiiuhity care. o

14.29 Use of Resfraints or Isolation for Qut of Control
Residents. The responsible physician shall approve a plan
guiding the use of restraints or lSOlathD and providing for
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mental health personnel to evaluate inmates who are repeatedly
out ¢f control or.remain out of contrel for more than a short

amount of time. _Physical restraints in controlling inmate 1n51de
the facility may ‘be used only for the protection of the
individual or others. The use of restireints shall be recorded in

the inmate’'s file.._Any time an inmate remains out of control for
more than a sheort amount of time, mental health perscnnel should
be consulted. e e el

14 .30 Health Promcticn. The responsible physician shall
consider plan providing inmates with health educatlon and
preventive medical services, and shall review the inmates’
opportunities _to engage in exerciser -

14.30.1 Disease Preveriition. Prisons shall establish a
holding bed area fior use by “inmates having medical problems
regquiring separation or close observation. Inmates shall be.
allowad to participate in some form of exsrcise inveolving
large muscle activity for a minimum of one hour daily.
Structured programs should be offered.

14.30.2 Health Education. _Procegdures shall provide that a
program of health education is provided Lo the inmates of the
facility. Health education shall provide information on
medical services such as immunizations, hypertension
detection. and instructicn in seli-care for. chronic _
conditions. Subjects for health education may iInclude the
following: ©personal hyglene and nutriticn; veneral disease,
AIDS, tubercuiocsis and cther communicable diseases; effects
of smoking; self-examinatlion for breast cancer; dental
hyvgiene; drug abuse and danger of elf-medication; family
planning, including as appropriate, both services and
referrals; Dhy51cal fitness; and chronic diseases and/or
disabilities. . ... . — - o

14.31 Physical Examinaticns. Procedures shall specify the

conditions for periodic health examinations for inmates. Persons

fifty vears of age or older. . .shall be given annual physical
examinations. All other inmates shall receive thorough physical
examinations at least biannually. &2ll inmates shall he examined
prior to release for_ the detection of diseases which may reguire
reports to the Department of Health and/or the Center for Disease
Contrel. . -

14.32 Individual Treatment Plan. Procedures shall provide for

supervision. _A wrltten _individual treatment. plan, which shall
include directions to health care and other personnel regarding
their roles in the care and supervision of these patients, shall

=
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ke developed for each inmate by the appropriate physician,
dentist, or gqualified mental health practitiocnerx.

14.33 Dental Care. DRental care shall be provided to =ach
inmate under the direction and. superVLSlon of a dentist, licensed
in the state, in the LOllOWLng circumstances:

a. Dental screening within fouxteen days of admission as -
part of the health appraisal; and

b. Appropriate check-ups, examinations, extractions,
amergsncy corrective, preventive and other dental sexnvices.

14.34 gpecial medical Programs. Arrangements shall be made
for the provision ci special medical programs, including chronic
care, -convalescent care and_medical preventive maintenance for
the inmates. The special medical program shall serve a broad
range of health prcblemns, such as, seizure disorders,
hypertension, ischemic heart disease, diabetes, AIDS, potential
suicide, chemical dependency and psychosis. These special
medical conditions reguire close.medical supervision. Chronig

care is medical sexvice rendered Lo a patient over a long per;od
of time; treatment of diabetas, asthma and epilepsy aré examples.
Convalescent care is medical services rendered to & patient to
assist in_the recovery from illness or injury. Medical
preventive maintenance includes health education. and medical
services,; such as inoculation and immunization, prOVldDd to take
advance measures against disease, and, instruction in self-care
for chronic conditions. '

14.35 Medigal and Dental Prosthesis. As determined by the
responsible physician or dentist, medical .and dental prostheses
shall be provided when the health cof the inmate would be
otherwise adversgly a affected. Prostheses are artificial devices

to replace missing body parts or to compensate for defective
bodily function.s

14.36 Management ¢f Pharmaceuticals. Frocedures for
prescribing, dispensing and administering drugs shall be in
compliance with applicable state and federal laws and
regulations.  The responsible physician shall approve written
procedures for.distribution, administration, accounting and
disposal of medical log .and maintain one for each inmate
receiving medication; the log shall include the date, time, name
of drug and dosage administered. Any inmate refusing medication
must sign a statement £o that &€ffeci, which shall also 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. regquirement may

=3
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be made in that insulin injections may be self-administered by
the. inmate with the supervision of the health authorwty or health
trained staff member. - The thSLClan shall inform prison
personnel of possible side effects of medication on inmates.

When medications are taken by mouth, the person admlnlsLerlng the
drug will obkserve the inmate swallow the drug and have him/her
speak after swallowing to insure ingestion of the medlcahlon

The fac11lty shall provide a locked storage area for medications
and maintain a list of medications stocked by the facility.
lMedications shall be reifrigerated, if necessary.

14.37 Administration of Medications. Persons administering
medications shall do so under the SupeerSlOn ‘of the responsible
physician and shall have received training appropriate to their
assignment. They are accountable for administration of
medications accordlng to orders and and the recording of the

administration of medications in 2 manner and on form approved

by the responsible physician. training from the responsible
physician encompasses the medical aspects of the administration
or distribution of medications; training from the facility
administrator encompasses securlty matters 1nherent in the
administration or distribution of medications in a correcticnal
faCllLty The concept of adm1nlstrat1on,or dlstrlbut1on of
manner. Medications will be administered on schedule th.ch is
consistent with the individual's needs rather than the

institution's neseds. _ ... _

14.38 Health Records. A separate health file shall be
established on evéry inmate at_the time of their receiving

screening. The health record shall be. Sufficiently detai led to

enable any practitioner to give Contlnu1ng care and enable them
to determine what the inmate's cgondition as at a specific time,

what procedures were. effected, and ;gqenable consultants to give
an opinion after- examination Qi _the inmate. Entries must be
legibly written. in ink, SLgned and dated. Record shall be

maintained for a minimum of sevéen years after the inmate's

release fIodm incarceration. The FJ_le shall contain the f0110w1ng

information: - . 1 i ] -

a. The completed rxeceiving screening form:

b. Health appraisal data (if_ inmate has been
incaxcerated for at least thirty days);

c. All findings, diagnoses, orders and treatments;

d. Medication log sheets;
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e. Results of _any laboratory, x-ry or diagnostic
studies;

f. Completed medical complaint forms;

Place, date and time of health encounters;

Dental, psychiatric or other consultation reports;
i. Consent and refusal forms; and
j. Release of ianrmapgqn forms.

14.39 Transfer of Records. When off-site examination,
treatment, transfer to another facility, or hospital admLSSLon
occurs; the copy of the inmate's health record or a summary of
the record shall accompany the inmate. Documentation of any off-
site examination ©or treatment shall be made in the health record
by the physician or other health professional involved. Health
records shall be returned to the prlson_w1th the inmate, or, in
the event of transfer or hospital admission, as soon as poss1ble

theresafter. Written authorization by the inmate is reguired forx

transfer of health record information, except in an emergency
situation where the inmate is unable to authorize the transfer.

14.40 Confidentiallv. The inmate's medical information,
recoxds, and confidences @ntrusted to a physician or other
medical carxe professional in the course of screening, examination
or treatment re confidential and shal1 not be dlSClOS@d to anyons
axcept. - -

a. With the inmate's Ainformed copnsent; or.

. Where the law regquires disclosure, e.g., reporting of
ccommunicable diseases; or '

c. When the security of the priscns or the safety of the
individual requires disclosure and then only to the
extent necessary for the protection of the inmate and
the security of the facility; or

d. The chief administrative_ officer can review medical
records bhut must maintalin the1r confidentiality
except as provided above.

e. The inmate shalll have access to thelr own medical
records.  _ .

14.4]1 Facilities and Egquipment. If health services are
delivered on-site, the prison shall have a private
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examination/treatment area._ PBasig.items provided shall include:
stethoscope, blood pressure cuff, thermometer, tongue depressors,
flashlight, ophthaimoscops, otoscope and ear specula, percussion
hammer, weight scales, examination gloves, vaginal specula, and
first ald kits. as well _other eguipment designated as necessarxy
by the responsible physician,

14.42 Qutside Rescurces. FProcedures shall require that
patients who need health care beyond thé Tesources available in
the facility, as determined by the respons1ble physician, be
transferred under appropriate security provislons to a facility
where such re is available.

14.43 First Aid Kits. .Each_prison shall have one or more
first-aid kits contalnlnc but not limited to, bandage, gauze, a
sling, adhesive tape, and band-aids. . The responsible physician
shall designate the number, locaticn and content of first aid
kits. The health authority must periodically inspect all
egquipment and first-aid kits. -

14.44 Informed Consent. The informed consent of an inmate is
necessary for all medical examinations, treatiments and procedures
except those which are reguired by law, e.g., treatment of
infectious diseases where public health law reQULre such
treatment. Informed consent is_ the voeluntary consent to a

treatment, examinaticn, or procedure by the patient &fter the
patient has received. al the material facts regarding the nature,
consequences, risks and alternatives concerning the proposed
treatment, examinatlion or procedure. When the inmate is a minorxr,
the infoxrmed consent of a parent, guerdian or legal custodian
applies when zeguired by law. Exceptions to obtaining informed
consent are allowable if they are in accordance with state law
(such a an emergency situaticn or public health matters).

14.45 Medical Research. The use of inmates. for medical,
pharmaceutlcal_or Cosmetic &xpeériments 1s prohlolted A person
confined in a facility is lnﬂapable of volunteering as & human

subject without hecpe of reward and cannot do so on the basis of
fully informed consent. Therefore, inmates shall not participate
in experimental_proijects invelving medical, pharmacesutical or
cosmetic research, lnclud;_g avereiye_gpndltlonlng, —--
psychosurgery, electrical stimulation Of the brain, or. the
application of cosmetic substange to the body that are being
tested for possible ill effects prior to use in the general
public. This does not preclude the use of a new medical
procedure for the individual. treatment of an inmate by their
physician, subsequent to a full explanation ©f the positive and
negative features ¢f_the treatment._ This agrgement is between
the phvsician and the inmate and may not ba part of a general

program of medical experimentation.
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14.46 Tralnee515tudents When the institution uses students
or ilnterns in health carendelLvery, written policy and procedurm
shall provide for work experience under direct staff supervision,
commensurate wlth their level of training.

14.47 Sericus Illness or Injury. A process shall be developed
whereby those individuals,’ deSLgnated by the inmate, are not ified
in case of sexripus illness or injury. Permission for notification

shall be obtained from the inmate prior o néed, if possible.
There may be situations in which the inmate does not want the
next of kin notified of an illness or injury; therefore, the
inmate's consent should be Qbualned whenever possible. The next
of kin or other individuals designated by the inmate to receive _

notification shall be ln;lyded_qn,the_faCLl;ty admission form.

14.48 personnel. The fOllOWLHg health care practitioners
shall be provided for a fAcilit¥ with five hundred inmates. The
staff must be adjusted proportionately for facilities with fewer
than or more than five hundred inmates.

Medical Director: One full-time equivalent; responsible Ior

health care and will provide general physician services.

Program Directeor: One full-time eguivalent; responsible for
program administration. 0 -

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

Licensed Practical Nurse: _Three full-time equxvalents,

responsible for primary care and infirmdry care.

%-ray Techniclan: Ten hours .per week; general x-ray

procedure. . .. . _ - - L L -

Pharmacist: Five hours per week; supervision cf pharmacy
operations. o

Dentist: One full-time eguivalent; dental screening and

primary dental caxe..

Dental Hyglenist: One full-time equivalent; preventive
dentistry and assistance to dentist.

Medical Records Clerk: One full-time equivalent; maintenance.
of medical records, administrative and clerical support.

Optometrist: Eight hours pexr week; optometric services.

Section 15. Inmates Rights
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15.1 Access to Courits. Inmates shall have the right to have
access to_courts to present any issue, including challenging the
legality of their. .conviction.or conflnement-_sgghggg redress for

illegal conditions or treatment while under correctional control;
pursuing remedies in connection with civil legal problems; and
asserting against correctional or other government authority any
other rights protected by constitutional or statutory provision -
or ctommon law. Inmhates seeking judicial relief shall_not be
subjected to reprisals or penalties as a._consequence.

15.2 Access to. Attorxneys. Procedures shall ensure and
facilitate the xzight of inmates.to have access to attorneys or
their authorized representatives.

15.3 Access to Law Library. Frocedures shall provide for the
right of inmates to have access to an appropriate law library and
toc supplies and services related to legal matters. The law
library shall include, at a minimum, relevant and up-to-date
constitutional, statutory and case law materials, applicable

court rules, and practice treatlises.

15.4 Access.  to Supplies. The institution shall make
reasonable efforts to assist inmates with the preparation and
processing of their legal documents. . Items such as paper,
typewriters, and carbon paper shall be provided all inmates upon
reguest and should be_available free of charge to indigent
inmates. : VO

15.5 Equal Access. When male and fémale inmates are housed
in the same instltution, there shall e separate sleeping
quarters, but equal access to all.available services and
programs. nelther sex shall be denied opportunities solely on
the basis of their smaller number in the population.

15.6 Refusal _to Participate. - Procedures shall provide
inmates with the option to refuse to participate in secondary ox
postsecondary education, vocaticonal training, religious services,
social services and counsellng, psychological and psychiatric
treatment, library services, athletic, recreational and leisure
T ime activities, invdolvement with community groups, mail and
visiting, contact by media, contact by attorneys or legal
representatives, volunteer programs and pre-release programs.
Inmates must accept work assignments, enrollment in basic
education programs, medical and dental care mandated by statute,
and participation in other programs ordered by the sentencing
court or. regquired by statute. Inmates shall not be penalized for
refusing to participate in the institution's total rehabilitaticn
program. - - :
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15.7 Personal Grooming. Inmates shall be permitted freedom
in persconal grooming as lofig a their appearante does not conflict
with the institution's. yxeguirements for safety, security,
identification and hygiene. :

15.8 Grievance procedure. _There shall be a written inmate
grievance procedure which_is made avallable to all inmates and
which includes.at least one level of .appeal. The institution's
grievance mechanism shall include the following: provision for
written responses to all grievances, including the reasons for
the decision; provision for response within prescribed,
reasonable time limit, with special provisions for responding to
emergencies; provision for supervisory review ¢f grievances;
provision for participation 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 resolving guestions
of jurisdicticn. - . S

Section 16. Inmate Rules and Discipline

16.1 Rules of Copduct. .There shall be written rules of
inmate conduct wnich specify acts prohibited within the
institution and penalties that may be imposed for various degrees
of viclation; the written rules shall be reviewed annually and
updated if _negessaxy. The sanctions_shall be proportionate to
the importance of the_rule and. the severity of the vioclation.

16.2 Rule Book. There shall be a rule book that contains all
chargeable coffenses, ranges of peralties and disciplinaxy
procedures posted in a conspicuous and accessible area; copy
shall be given to each inmate and staff member. When a literacy
or language problem prevents an inmate from understanding the
rule book, a staff member or.translator shall assist the inmate
in understanding the rules.

16.3 Informal Disciplife.  Written guidelines shall specify

misbehavior that may be handled informally.

16.4 Disciplinary Reports.

16.4.1 Written Reports. Written procedures shall provide
that when rule violatlons regqulre formal resolution, staff
members shall prepare a.disciplinary report and forward it to
a designated supervisor.

16.4.2 Disciplinary Report Information. Disciplinary reports
prepared by stafi members shall include, but are not limited
to, the fellowing information:

53




JAIL AND PRISON STANDARDS COMMISSION
Legislative Rule 31-20-9 _ L . )

a. Specific rules wviclated;

b, & formal statement of the charge;

c. Any unusual inmate behavior;

d. Any staff witnesses;

e. Disposition c¢f any physical evidence;

f. Any immediate action taken, including the use of
force; and

g. Reporting staff member's signature and date and time
report is made.

16.5 Pre-hearing Detention. Pre-hearing detention shall take
place only under the circumstances sét forth in Section 11.2, and
only for so long as set forth therein. The approval of the
warden or his. designee must be obtained and’ include an
explanation of the reason why inmate segregation is necessary and
the date for a hear;ng,rbggh of which shall be provided to the

inmate immediately upcn Its preparation.

16.6 Investigatidn. When a alleged rule viclation is
reported, an appropriate investigation shall bagin within 24
hours of the time_the violation 1s reported and shall be

completed without unreasonable delay, unless there re exceptiocnal
circumstances for delaying the investigation.

16.7 Commitment of Crime. In instances when an inmate is
alleged to have committed a crime covérad by ériminal law, the
institution shall refer the case to_.the appropriate off LClaTS for
possibkble prosecution.

16.8 Wailver of Hedring. Procedures shall provide that an

" inmate may waive.the right to a hearing, provided that the waiver
is documented and revxewed by Lhe wardenjsuperlnteﬂdent or
nis/her designee. - - -

16.9 Statement of Changes. Procedures shall provide that the
inmate be given a written_statement of the charge(s), including a
description of the incident and specific rule_viclated, at the
same time that the disciplinary report is filed with the
disciplinary authority, but no less than 24 hours prior to the
disciplinary hearing. The hearing may be held within 24 hours -
with the inmate's written consent.

16.10 Péstponeméhﬁ'df'Hearing Disciplinary hearing

ostponement or contlinuance may be ranted for a reasonable
| Y
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pericd of time fcr good cause, such as preparation of a defense,
illness or unavailability of the inmate, further investigation of
factual matters to the hearing, or pending criminal court. .
prosecution. Delaving a disciplinary hearing is justifiable on
the basis of factuzl recording of inmate's unacceptable behavior
during the hearings process or his refusal to participate in a

reascnable manner.

15.11 Speedy Hearing. Procadures shall provide that inmates
charged with rule violationg be scheduled for a hearing as sodn

as practicable, but no later than five. days, excluding weekends
and holidays, after reporting of the alleged viclation. Inmates
shall be notified of the time and place of the hearing at least.
24 hours in advance of the heavlng except as PrOVlded in Secticn
16.5 of these ruleés, and cases where the inmate is not avallable,
or a need exists to.awalt & laboratory analysis. Reasons for all
delays shall be documsnted.

16.12 Presence at Hearing. procedures shall provide that
inmates charged with rule violdatigons be present t disciplinary
hearings, except when thelr behavior during the hearing justifies
exclusion. S B ' -

‘ 16.13 Impartisl Hearing. Disciplinary hearings of rule
viclations cases shall be conducted by an impartial person or
panel. A record of the proceedlngs shall be made and mzintained
for at least ftwo _years.

16.14 Representative. Prccedures shall allow inmates to

them at d1301pllnary hearmngs “and to questlon relevant witnesses.
Representatives shall be appointed when it is apparent that
inmates are not capable of effectively collecting and presenting
evidence on their own.behali. Having a representative shall not .
interfere with the inmate's own right to be heard.

16.15 Ewvidence and Witnesses. procedures shall provide that

the inmate be glven an opporcunlty to make a statement, to
present documentary_evidence, to call witnesses on his/her
behalf, and to crossexamine witnesses. Reasons £0r the denial of
such requests shall ke stated in writing.

l16.16_Authority's Decision. procedures shall specify that the
disciplinary authority's dectisidn shall be based solely upon
information obtained in the hearing process, including staff

reports, the statements of the inmate charged, and evidence
derived from witnesses _and documents.

156.17 Written Record. Prgcedures shall specify that & written
record shall be made of the disciplinary hearing decision and the
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supporting reasons, and that a copy shall .be glven to the inmate.
The record .f _the_hearing and supporting documents shall be kept
in the irmate's file and .in the. warden/superintendent's records.
The disciplinary hearing statement shall include. the deClSlOﬂ,
the disposition and the reason for the action including
recitation of evidence upcn which the determination is made and
the rationale for any penalilty imposed.

16.18 Review of Findings. Procedures shall provide for a
review of all disciplinary hearings and dispocsition by the
warden/superintendent to assure.conformity with policy and
regulaticns.

15.19 Not Guilty. Procedures shall provide that the
disciplinary report be removed from all files of inmates found
not guilty of an alleged rule_violation. When an inmate is found
guilty of only some of the rule violations he or she was
originally charged with in_connection with a single incident, and
when that lnCLdent is described. in a_single disciplinary report,
the inmate's record.shall show clearly the viclations that were
not proven. All dlSClpl nary reports, regardless of dispesition,
may be kept and used for statistical or research purpcses

providing all identification is removed.

16.20 Appeal. "Procedires’ €hall grant inmates the right to
appea1 disci pllnary'déCLSLOns to the warden/superintendent or-
his/her designee and receive a response within three working -
days; and to appeal to the Commissicner of Correctlons and
receive a response within_seven days of receipt. The appeal
process shall consider three factors: whether there was
substantial compliance. with lnstxtutlon standards and procedures
in handling inmate discipline; whethexr the decision was based on
the greater weight o evidence; and whether, under the
circumstances, the sanction imposed was propcerticnate to the ruls

violation., . . S T

16.21. DlSC1panary ACth .7 In any disciplinary action taken
against any Iinmate: ) ) T ' '

a. The action must be reascnable and proportionate to
the violation;

b. The action must be taken in an impartial and non-
discriminatory manner;

c. The action must never be arbitrary or retaliatory;

d. Physical abuse is strictly prohikited;
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e. Accurate, detailed reports of all disciplinary
actions must be maintained. - )

Section 17. Communication, Mail and Visitation

17.1 Written Regulations foxr Mail. TWritten policy and
procedure shall govern inmate correspondence and shall be

avallable to all .staff _and inmates. _Inmates must utilize thelir

correct return address, although it need not specifically
indicate a correcticmal institution. .

inmate, there shall be no llmltatlon on the vo1uma of mail which
an inmata may send or receive, or on the length, language,
content or source of the mail, except that of,obtaining
permission for an inmete_ to correspond with an inmate cf ancther

penal institution. . The number of approved c¢orrespendents for an
inmate shall be. unlimited Limitations may be placed on the use
0of the mails. for the conduct ¢f an inmate business. Inmates

shall have the right to reject any mail directed to them and such
rejection shal1_nqt subject an inmate to punishment.

17.3 Peostage Allowance. Procedures shall provide that
indigent inmates, as definsd in POllCV, veceive a specified
postage allo~ance te maintain community ties. Provision shall be
made to ensure that indigent_ inmates are able to send a
reascnable minimum number cf letters per month. Community ties
include family, personal fxiends, etc., but not privileged
communications to attqgngys,,public,off;CLals and courts.

17.4.Mail Forwarding.  All first class mail and packages
shall be forwarded to inmates§ who are ftransferred to other
institutiecns or reledsed, prOVlded a forwarding address is-
avallable. . If . a Lorwardlng address 1s not availlable, first class
mail shall be returned to the sender. Post Office policy and
procedure shall._be made available tc inmates.

17.5 Publications._ Specific policies and procedures shall
exist to define which publications are allowed in the institution
and how they will be inspected. Publications can be prohibited
only if they pose a clear, direct and immedlate danger to

security.

17.6 Distxibution. .Brocedures shall_ insure that incoming and
outgoing mall.- is not delayed TTA1ITlettEers and legal material
shall be delivered on the same day of receipt, except as provided
in Section 17.7 of these rules. :

17.7 Censoring. ~General correspondence, both incoming and

outgoing, can only be opened and read if, prieor to reading, there
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is reasonable gause to believe it contains plans for criminal

activity orw;ntroductlon Qf conuraband in which event it shall
be subject to the following safeguards,

a&. Prior rotice. to the inmate, and if a return address
is supplied, to the writer or sender;

b. Reasonable opportunity to challenge;

c. Ultimate determination by a disinterested party;

d. Donez In the presence of the inmate;

e. When a complaint is made by an inmate regarding mail,

there shall .be an on-site .investigation within
fourteen days.

Records shall be malnualned of 211 mail rejgg;gq_and the reasons
therefore. L o -~ i

17.8 Inspection._ Procedures shall provide for the inspection
of inmate mail to_ intercept cash; checks, and money orders.

Cash, checks and money orders shallhbe removed from incoming
mail, credited to the inmate's account, and a receipt given to

the inmate.. ) . e L

17.9 Contraband.  Procedures shall govern the inspection for

and the disposition of contraband. It shall also specify how
seizures . can he challenged _what should be done with the
contraband, and under what conditions receipts are given the
sender or addressee. . Policy shall indicate when the matter is

referréd'for'prosecutlon.i”"

17.10 Sealed and Certified }-_e—._f:-??fS-

organlzatlons, lncludlng, but not limited to: courts,
attorney of recoxd, officials of the Department of
Corrgctions; elected government officials, news media, grand
juxies, law enforcement cofficials, administrators of )
grievance systems, and members of the parole board. Outgocing
privileged mail shall not be opened.

7.10.2 Privileged Correspondents. Incoming mail from such
privileged correspondents shall rot bhe opened unless the
warden/superintendent or his/her designes determines that
there is reasonable cause to belisve that it is counterfeit
or that it contains contraband, subject to the procedurses set
forth in . Secticon 17.7 of these rules.

58




JATL AND PRISON STANDARDS COMMISSICON .
Legislative Rule 31-20-5 o

17.10.3 Certified and PRegistered Mail. Incoming certified
and registered mail for inmates shall be processed as all
other mail but _delivered t the addressge only upon securing &
signed receipt. outgoing certified and registered mail shall
be permitted if the inmate sender has the funds to pay for
such service.

17.11 Telephone. -~ =

17.11.1 Telephone Access. Telephone facilities shall be
provided to permit reasonable and eguitable access to all
inmates. Procedures shall specify the hours of telephone
availability, maximum length of calls, and any limitaticn on
telephone calls. ~All limitations shall be reasonable and in.
writing. fTelephone facilities shall .allow for a2 reasonable
amocunt of privacy and protection frxom the elements.

17.11.2 Telephone Monitoring. No telephone communication
shall be monitored or intercepted in any way, unless the
warden/superintendent or his/her designee reasonably believes
that such telephone communication concerns escape plans,
plans to commit a ¢rime, or plans to violate_ institutional

rules and regulations. The warden shall inform any inmate
that his calls will be monitored and give his reasons in
writing why such action is being taken. In no event shall

telephone communications with those persons described as
privileged correspondents, as in Sectiocn 17.10.1 above, be
monitored or intercepted in any way. Reccrds shall be -
maintained of_ all teléphone calls monitored.

17.11.3 7 Attorney Cells. Telephone communications between an
inmate and.nis attorney shall not be denied. All calls to
attorneys shall be permitted daily between 8:00 a.m. and 9:00
p.m. without restriction, except as reguested by the
particular attorney to be called. The institution shall not
be responsible for payments for long distance or local calls.
inmates shall be allowed to accept direct calls from
attorneys. - ;

17.12 Visitation Regulations. _All regulations pertaining to
visiting shall be made._available to all inmates at admission.
Visitation shall be designed to enhance rehabilitation, establish
normalization of_sogial relationships and satisfiy securlty.
reasonably comfortable accommodations and space, and reasonable
privacy shall be afforded for wisitation. Sufficient seats for
indoor visitaticn shall be provided. S

17.13 Access to Visitation.  The number of visitors an inmate
may receive and the length of visits shall be limited only by the
institution's schedule, space, and personnel censtraints, or when
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there are- substaniial reasons-to justify such limitations.
Inmates shall be allgwed at least three visitars at one time
(with all minox .children in the same famlly counting as one).
Each inmate may have at least fifteen approved visitors on an
approved wvisitors' list regardless of their relationship.

17.14 Registration. Each visitor shall be reguired to
register his,/her name, address, aHd reélation to the inmate upon
entry into the prison. All circumstances under which visitors
and their belongings may be searched shall be in written policy.

facilities shall be consistent with the institutions cverall
security requlrements_. faximunm. phys1cal contact shall be
allowed, consistent with an orderly visitation environment.
Inmates shall be permitted_to hold infant c¢hildren during wvisits,
and they may assist with feeding. Visiting areas must not,
except for documented security purposes with respect to specific
inmates and thelr cffenses, phvsically separate visitors from.
inmates. T = e e

17.15 Security. The degree of .informality o©f inmate visiting

17.16 Extended Visits.  Procedures shall provide guidelines
for determining whigh lnmates_rae_permltted extended visits with
their families, the length of the visit, where the visit shall
take place and other conditions for the wvisit.  Inmates with

appropriate securlty classifications shall be permitted furloughs
home. ‘- - T T T - o

17.17 Special Visits. Procedures shall govern special visits._
which may include visits from persons who have come long
distances, prospective employers, non-immediate family members,
seldom visiting f&mily members, visits to hospitalized inmates, -
visits to inmates in disciplinery status and visits between
inmates and their attorneys, clergy, soclilal serxvice agency
representative, etc. Such persons need not be included on a
visitors list. _Written policy and procedure shall specify the
conditions of such visits. ...

Section 18. Recepticn @nq"Q;;entatipn

JEE e

18.]1 Admissions. Written procedures for admission of inmates
new to the system shall lnc1ude, but are not lwmlted tc, the
following:

a. Determinaticn that the individual is legally
committed tc the_ institution;

b. Complete.search of the lndlv1dual and his/her
possessiocns;
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¢. Disposition of personzl possessions;

d. Shower and hair care, 1f necessary;

2. Issue of clean, laundered clothing, as needed;

f. Photographing and fingerprinting, including notation
of identifying marks or other unusual .physical
charateristics;

g. Medical, dental and mental health screening; T

Assignment to a housing unit;

i. Recording basic persconal data and information to be
usad for mail and visiting list;

j. Assisting inmates in notlLylng thelr next <of kin and
families of admission;

k. Explanation of procedures for mail and visiting;
1. Rssigning a registered number to the inmate; and
m. Giving written orientation materials to the inmate.

Staff members shall explain the procedures being undertaken at
each step in the admissions process. When necessary, these
procedures shall be reviewed Zor inmates transfefred within the
correctional system.

18.2 Summary Admissions Report. Procedures shall require the
preparation ©of a summary admission report focr all new admissions
to the institutions that includes, but is not limited to, the

following:

Account of the legal aspecis ©f the cases;
Summary of criminal history, i1f any:

Sccial history;

Medical, dental, and mental health history;
Occupaticnal_interests and experiences;
Educational status and interests;
Recreational preference. and needs assesment;
Psychological evaluations;:

Staff recommendaticons; and

Preinstitutlional assesment information.

.

+

.

LS R 0 T

18.3 QOrientation; Transferred Inmates. .Inmates transferred
from octher institutions shall receive an orientation to the new
institution.
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18.4 Perscnal.FProperty. Progedures shall specify the

personal property lnmates cdan retain in their possession.

18.5 ZSecurity of Personal BProperty. procedures shall govern
the control and safeguarding of inmate personal property.
Personal property retained at the institution shall be itemized
in a written list which i1s kept in the permanent files. The
inmate shall rsceive a current copy of this list. All property
retained by the iInstitution shall be accurately inventoried,
handled carefully and securely stcored. The property shall be
availlable if reqguired by the inmate and returned at the time of
release. - Configcated items shall be noted on the inventory list
which is signed by the inmate. Receipts shall be provided to the
inmate for all funds and pcssessions stored, and upon release
from the institution, receipts shall be Slgned by inmates
acknowledging return of their property.

18.6 Orientation, MNew Inmates. Orientation shall provide new
inmates an understanding of what is expected of them and what
they may expect to derxrive from institution programs. Orientation

shall include formal classes, distribution <f brochurxss that .
describe-institution programs and rules and regulations, and
discussions of the institution's programs and procedures.

18.7 Recepticon Programs. The dally program for inmates in
the reception unit shall include interviews, testing, and other
activities related to the admission process, as well as _
development of the individual rehabilitation program, and receipt
of informatiocn on educaticnal, religicus, work, and recreatlional
programs. new inmates shall be provided reading materials and be
permitted to attend _religious services. They shall receive
exercise on the same schedule as the general population and
perform work assignments.on the unit. Key program elements of
the instifution shall be invelvéd in the reception program.

Secticn 19. Classificaticon

19.1 Written Plan. There shall be a written plan for inmate
classification which specifiies the objectives of the
classificaticn system, detalls the methods for achlieving the
objectives, and provides a monitoring and evaluation mechanism to
determine whether the cbjectives are being met. C(Classification
policies shall include, at a minimum:

a. Detailed procedures for initial inmate classification
and reclassification;

b. Instructicons regarding the makeup of the unit, team

or full classification committees; as well as the duties and
responsibilities of ech;
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¢. Definition of the wvarious committees'
responsibilities-for custody, employment and vocaticnal/program
assignments;

d. Instructions as to what phases of an inmate program-
may be changed by the varicus committee levels;

e. Specific procedures relating to inmate transfer Zrom
one program to another and from one institution to another; and

f, Content of the classification interview.

19.2. Degree of Custody. The system for classifying inmates
shall specify tne ievel of custodial control reguired. All
inmates shall be assigned the least restrictive custodial level
necessary. ' - ' :

19.3 Program Status Review. The written plan for inmate
classification snhall specify thatf the program status review of
each inmate_occurs 2t least.twice every twelve months.

19.4 Program Changes. = The written plan for irmmate
classifization shall specify criteria and procedures for
determining and changing the program status of an inmate. Becauss
program status _reviews can involve an increase in level of
custody, transfer toc another institution, or other program
changes that effect inmates adversely, the review process shall
include an appeal process which may be invoked and must be
responded to prior to carrying out the program change.

19.5 Classification Hearings. procedures.shall reguire that
unless precluded for security or other substantial reasons, all
inmates shall_appear at thelir classificaticon hearing and be given

notice twenty-feour hours prior_to these hearings; such notice may -

be waived by the inmate, in writing.

18.6 Individual. Rehabilitation Plan.  Each inmate shall have
developed, with his consultation, an Tndividual rehabilitaticn
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 and,/or vocational
programming, apprenticeship programs, work release programs, an
other rehabilitative programs as are. approprlate for the
individual. e mm e mi e e

19.7 Special Needs Inmates.__Procedures shall provide for
identification of special needs inmates which include, but are
not limited to, drug addicts, drug abusers, alcoholics, alcchol
abusers, inmates who are emotioconally disturbed, menteally
retarded, suspected mentally i1ll, or who pose high risk or
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reguire protective custody. Procedures shall exist to identify
the number, type and freguency of commitment of these groups of
inmates. When numbers or freguency of commitment warrant, special
programs shall be instituted for the appropriate management and
effective handling of these inmates.

19.8 Parole Hearing. The written plan for inmate
classification shall specify that, prior tc a parocle hearing,
pre-parcle material shall be made available to the paroling
authority including a current and complete history of the
inmate's activities in the instituticon and a proposed parcle
plan. ’ o

Section 20. Inmate Work Programs

20.1 Written Plan. The institution shall maintain a written
plan that provides. full-time work and/cr program assignments for
all Inmates in the general populaticn. An inmate work program
may include industrial, agricultural, maintenance, and service
jobs end shall provide employment for all eligible inmates. The
work provided an inmate shall match the inmate's interests, past
experience and/or educational program to the extent possible. The
work and educational programs shall .be compensated at a level
which encourages participation.

20.2 Work Assignments. The Institution shall provide a
variety of work assignments that afford inmates an opportunity to
learn Jjob skills and develop good work habits and attitudes that
they can apply to jobs after they are released. Whenever
possible, inmate work assignment shall provide experience
relevant td the currént job market. Work assignments for women
shall not be limited . to traditional tasks assigned to women.
Inmates shall be utilized on community and public works projects
off grounds. - : :

20.3 Advisory Committes. The institution shall form a task
force or advisory committee cof labor, business, industrial and
educational community organizations which shall advise and assist
in providing inmates with jobs which will teach them skills
relevant to the job market.

20.4 Minimum Standards. inmate work programs shall meet all
appliceble reguirements for the safety and health of workers.

20.5 Handicapped Inmates. the inmate work plan shall include
provision for employment for handicapped inmates.

Section_2l. Academic and Veccational Education™
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21.1 Comprehensive Program. There shall be a comprehensive
education program available to all eligible inmates that extends
from literacy training through hlgh school and includes N
cemmunication, skills, mathematics, and sggiél_SCLence The
educational program shall be structured so that inmates can enter
at any time and proceed at their own_ pace.. Progress through the
program shall not be defined by grade level attainment,

Individual instruction shall be supplemented by the use of

programmed instruction, teaching machines, educational television
and correspondence courses when appropriate.

2.2 Standardized Curriculum. There shall be a standardized
competency-based curriculum supported by appfoprlate materials
and classxoom resources..Standardization of curriculum shall be T
developed in order to mcnitor . student progress from class ©o T
class or between institutions. :

2.3 Program Availability, Educational programs shall not
compete with work. assignments, visifatfion, counseling, etc., but
shall be offered at off. peak program houxrs and shall be available

in the evenings and on weskends.

2.4 Specialized Eguipment. The educational -program shall be
supported by specialized equipment, inclading,” af a minimum,
classrooms, teaching carrels, audiovisual materials and
facilities, chalkboards, and administrative space.

2.5 Postsecondary Progrems. Poestsecondary programs in
academic and_vocaticnal education shall be available to qualified

inmates. An adequate number of college courses chall be available
at nc cost to all apprOpriate,inmates.

Section Elq,;ﬁcademic%andﬁVQgggigqal7Education_

21.1 Comprehensive Program. There shall be a comprehensive
education program avallable tc all eligible inmates that extends
from literacy training through high school and includes
communication skills, mathematics, and social science. The
educational program shall he structured so..that inmates can enter .
at any time and proceed at their own pace. Progress through the
program shall not be defined by grade level attainment.

Individual instruction shall be supplemented by the use of
programmed instructlon, teaching machines, educatiocnal television
and correspondence courSes when appropriate.

21.2 Standardized Curriculum. There shall be a standardized
competency-based currxiculum supported by appropriate materials L
and classroom xegources. . Standardization of curriculum shall be
develcoped in crdexr to monitor. student . progress from class to
class or between. institutions. _
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21.3 Program Availability. Educaticnal programs shall not
compete with work assignments, visitation, counseling, etc., but
shall be offered.,at off.peak program hours and shall be available
in the evenings and on weekends.

2] .4 Specialized Egquipment.  The educaticnal program shall
be supported by specialized equipment, including, at a minimum,
classrooms; teaching carréels, audicvisual materials and
facilities, chalkboards, and administretive space.

21.5 Postsecondary Programs. Postsecondary programs in
academic and vocational education shall be available to gualified
inmates. _An adegquate number of college courses shall ke

available at no cost te all. appropriate inmates. Appropriate
classroom space shall be provided for all such courses.

21.6 Social Skills. The institution shall provide courses in
consumer activities, l1ife skills, and family life, and where
pessible, should incorporate instruction of social skills in
regular course content. Such cdurses shall be coordinated with
social services, leisure time activities and religicus programs,
and in comprehensive soccial skills development programn.

21.7 Vocational Training. Vocatioconal training programs shall
be integrated with academic programs and shall be relevant to the
vocaticnal needs of inmates and te employment opportunities in
the community. A variety of areas shall be aveilable including
cooperation with correcticonal industries, work assignments,
apprenticeships, on-the-job training, and othex vocational
related programs. Eguipment and curricula for the vocational
training programs shall be updated periodically to ensure
compatibility with training develcpments in the community.

21.8 Educational Records.. _Academic/vocational information
shall becdme a part Of the master .file and transferred when
nffenders are moved to other institutions cx xrelocated in the
community during pre-release.

21.9 Staffing. An adeguate job placement staff. whose full-
time responsibility shall be the classification, placement,
development of placement, and individual programming for inmates.
shall be _maintained. This staff shall assess individual nesds as
well as facilitate the development of apprenticeships, community
work release, and vocational and educational placement. The .
prison shall maintain_an_adeguate staff of counselors with
training in educational guidance counseling. There shall be a
ratio of one counselor for every sixty inmates. Counselors shall
work with.each inmate individual to_ develop a rehabilitative
program for such inmate.. .This.program and the inmate’'s progress
shall be reviewed at regular intervals. ' -
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21.10 Viork Release. Suificient work release centers shall be
maintained for eligible inmates. Inmates shall be eligible for
worl releaseselection after six months of lncarceratlon and/or

within two years of possible release. -

Section 22. Librarv Services S

22.1 Comprehensive Services. The institution shall maintain
and/or provide access to comprehensive library services which
include, but are not limited to, a reference collection which
includes general and specialized materials, and planned and
continuous acqguisition of materials to meet the needs of the
institutional staif and inmates.

22.2 Library Materlals. Library materials shall be selected
to meet the educaticnal, informaticnal and recreational needs of
the inmates. _They shall be eaSLly access;b1e and regulated by a
svstem that prevents .abuse. ,

22.3 CTommunity Intérection. Procedures shall provide for
interaction with the commumity through recreational activities.
Community interaction shall include bringing in ¥volunteers to
provide instruction and inviting local teams to compete with
institution teams; it may include taking inmates lﬂ*O the
community for recreational activities. -

23.4 Facilities and Egquipment. Facilities and equipment,
which are maintained in good condition an dare suitable for the
planned leisure activities, shall ke available in proportion to
the inmate population.

23.5 Leisure Time Activities. .The institution shall provide
opportunities. for all inmates to partLC1pate in leisure time
activities outside the cell or room on a daily basis. Each
inmate shall be permitted at least one hour of leisure time
activity 'each dey, i1.e., radio, television, movies, crafts,
cards, puzzles, checkers, chess, or indcor exercise. There shall
be adequate lndoor space and equleenL to. enable 1arge muscle
exercise, s s g s U

23.6 Outdoor Exercise.  The institution shall provide
opportunities for at least one hour cof outdoor exercise per day
with adequate space and equipment to permlt regular outdoor
sports activity.

23.7 Recreation Records. Written records shall be maintained
which specify the date, time and type of recreational opportunity
offered, as well as the housing unit ox classification of inmate
to whom the opportunity was offered,.
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Secticon 24. Religious Services

24.1 Access to Programs. Procedures shall provide for access
to religious resources, services or counseling for all inmates on
a voluntary basis. it shall be the responsibility of the
institution to ensure that all inmates are able to voluntarily
exercise their constitutlicnal right to relligicus freedom when
this freedom does not interfere with the order and security of
the institution. .Inmates _shall be kept_informed about
opportunlules to. partLCLDate ln re11glous programs on a
continuing basis. : - .

24.2 Program Supervision. A gualified and trained chaplain
shall coordlnate and supervise the institution's religious
programs. The chaplain shall recognize the validity cf all
religious faiths and their contribution tc the persons involved
with them. Qualified chaplains shall have the ecclesiastical
endorsement from a recognized religious. oxganization according to
administrative procedures. These chaplains may be able to
provide clinical pastoral education at the institution.

24.3 Representation. Representatives of all faith groups
shall be avallable to .inmates. "Either a full-time chaplain or -
representatives of faith groups from the community shall be
avalillable to provide regular religicus services, 'individual and
group counseling, family contacts, and other serwices.

24.4 Access.to Institution. Staff chaplalns shall have
access to all areas Of the institution. -

24.5 Religiocous Visits, Inmates shall be permitted to receive
visits from accredited represéntatives of their respective faiths
during norxmal visiting hours.. Provision also shall be made for

emergency visits. . ..

24.6 Facilities and Eguipment. The institution shall provide
facilities and equlpment for the conduct f religious programs

for inmates. L DLl R _

Secticn 25. Sccial Services” - T _

25.1 Staff Assignment. At initial classification, each
inmate shall be.assigned to a staff member to ensure supervision
and personal.contact; a unit management team may perform this
function. - ) o -

25.2 sStaff Availablllty Appropriate staff shall be
availeble to help inmates with their personal problems and with
thelr adjustment to the instituticon on a regularly scheduled
basis, and for appointments with inmates who reguest them.
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Treatment offerings shall include group therapy and group and
individual counseling. Becausejiﬁﬁéfés may have problems that
require _immediate attent;gn, at least one Staff member shall be’
available seven days per week. Crisis intervention services
shall be avallable on_an as-needed bas*s to assist disturbed

inmates. s = s o

23.3.Counseling Program. & planned, organized counSOllﬂg
program shall be provided.hy persons gqualified either by formal
education or tralnlng Staffing shall be in accordance with

Section 21.9 of these..rules.

25.4 Substance Abuse Program. Procegures shall provide for
substance abuse programs for inmates with drug and alcohol
addicticn problems These programs shall include, at a minimum,
the following: ' T L ) ' o

a. Staff trained in drug and alcohollc treatment to
design and supervise the program; -

. Selection and training of former addicts and
recovered alcoholics to serve as emplayees or
volunteers in these programs

c. Coordination of institution and comnmunity substance
abuse programs;

d. Efforts to.motlivate. addicts to seek help;

2. Realistic goals forx the rehabilitation of inmates
with drug or alcchol.ebuse problems; and

f. A variety of approaches to provide flexibility to
meet the varying needs of different addicts.

Section 26. Release Preparation and Temporary Release

25.1 Release Preparatlon Dvogram . Procedures shall provide
that all Inmates have access Lo 2 program of release prepvaration

prior to_their release Lo 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;

c. Pre-relesase vigits by parcle officers and family
membexrs; and
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d. Graduated release through short furlcughs.

26.2 Temporary Relecage Programs. Temporary release programs
shall incTude but not be limited. to.the following:

a. Writtenngperational procadures;
b. Careful screening and selection procedures;
c. Written rules of conduct and sanctions:

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

e. A complete record-keeping system; and
f. A system for evaluating program effectivensess.

Selection of inmates shall be restricted to those eligible for
release within cne year-and cthers deemed. suitable, and shall be
based on an assessment _of the potential benefits to the inmete

and the safety of the community. Sanctions cCommensurate with
rule viclations shall be specified, ranging from reprimand to
removal from the program.

26.3 Graduated Releage.  Procedures shall inglude graduated

release through a svstematiC decrease in. stperv151on and

corresponding increase in inmate responsibility as part of the
classification program.

26.4 Leaves. Procedurgs_shall provide for.escorted and/or
unescorted leaves into_the community, _Inmates shall e allowed
escorted leaves of absence -from the lnstltutlon to obtain medical

care-not available ipn the institution, to visit a critically ill
fanily member, <r to attend the funeral of a family member, to
participate in community events as a member of & group or team,
or to participate in other community activities. that can have a-
positive influénce on the inmate. Unescorted .l leaves cf absence
for a pre-determined period of time may be appropriate to allow
inmates to seek post-release employment, meke residential plans
for parcole, conduct business affairs when a personal arpearance
is necessary, visit family to strengthen or preserve
relationships, or for any other purpose deemed consistent w1th an
inmate's rehabilitation and ¢lassification.

26.5 Release Process. . . Written procedures_for releasing

inmates at the end of their term shall include, but ars not
limited to, the following:

a. Verification of identity;
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b. Verification ¢f release papers;

c. Completion of release arrangements, Including
notification of the parole authorities in the
jurisdiction of release, if required;

d. Return of personal effects or contraband;

e. Check to _see that no facllity property leaves the
facility;

f. Arrangements for completion of any pending action,
such as grievances, claims for damages or lost
possessicns, etc.;

g. Medical scresning and arrangements for community
follow-up where needed; and

h. Instructiong on forwarding <f mail.

Section 27. Citizen Involvement and Vo;ynteers

27.1 RAccountability. Procedures shall specify the lines of
authority, responsibility, and accountablility for the
institution's citizen .involvemernt and volunteer services progranm.
When volunteer activity can be shown to threaten the order and
security of the instituticn or 'the safety of the volunteer, such
activity shall be limited or discontinued until the problem is
resolved. — e .

27.2 Screening and Selection. There shall be a uniform
method for screening and selecting volunteers in accordance with
securlty concerns.

27.3 Orientation_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-term
volunteers shall address the hilstory, policies.and regulations of
the institution and shall include an overview of the program so
that the volunteers may develop a sense of their role in the

program. the curriculum shall include a.description of the
volunteer's duties, as well as a review of the needs, attitudes
and lifestyles of the inmate population: One time or short-term

voluntee¥s may regquire less.intensive. orientation. All
volunteers shall receive a copy ©of an approved code of ethics.

27.4 Policy Compliance.  Voluntgers shall agree in writing to
abide by all prison policies, particularly those relating to the.
security and confidentiality of information.
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27.% Schedule of Services. A current schedule of volunteer
services shall be avallable to. all inmates an posted in
appropriate areas of the institution.

27.6 Registration and Identification. All volunteers shall

be reglstered with the priscn or Department of Corretctions for

insurance purposes. An identification card shall be issued to
each volunteer and an identification record shall be kept at the
institution for each volunteer.. This record ensures proper

identification and shall include a photograph, address, telephone
number at which the volunteer can be reacheq, and other job-
related information. = [ o _

27.7 Professicnal Services.. Volunteers shall not perform
professional services withont proper certlflcatlon, examination
or license. Volunteers cifering professional service shall be
regquired to cite .their credentials and/or certificate status in
their initial applicaticen. tutoring or sponsorship of a craft or
hobby program is not considered a professional service.
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GLOSSARY

Administrative Segregation o

A form of separation from the general population administered

by the Classification Committee or other authorized group, T
when the continued presence of the ipmate In the general
population would pose a serlous threat to life, propexty,

self, staff _or other inmates, or the security or orderly

running of the institution. Inmates pending Investigation
for trial on a criminal act or pending transfer can also be
included. (See Protecgtive .Qustody and Segregation.)

Adult Correctioqa;_iﬁigitupggn

[T, o

A confinement facility,usually under state auspices, which
has custodial authority over adultis sentenced to coniinement
for more than a year. o ' '

Classification

o o — - = - P
S e I

A process for determining the needs and requirements cf those
far whom confinement has. been ordexed and for assigning them
to housing units and programs according to theilr needs and

exlisting resources. - .-

Contraband

Any item possessed by inmates of the facility which are
prohibited by program policy and regulations.

Counseling

[
|
?
|

Planned use of interpersonal relationships to promote social
adjustment. Counseling programs provide opportunities to
express feelings verbally with the goal of resolving prcblems
of individual résidents. There are at least three types of
counseling that may be provided: individual in a one-to-one
relationship; smell group counseling; and large group
counseling in a living unit (i.e., "therapsutic community™).

Disciplinary Detentlon

fe o o imee_m_m e I

A form of separation from the general populaticon in which
inmates committing serious .viclations of conduct regulations
are confined by the disciplinary committee or other )
authorized _group for short periods of time to.individual
cells separated from the general populatlon. Flacement in
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detention may only occur after a finding of rule violation at
an impartial hearing and _when there is no adequate _
alternative. disposition t¢. regulate the inmate's behavior.
(See Protective Custody and Segregation.)

Educaticnal Relegase

— L= smmr e o mmmeERo Lo R .

The designated time when inmates leave the program or
institution to attend school _in the community, returning to
custody aiter school. hours.

Fiscal Position Contgol . .. . .. .. __

Process by which control is maintained to. ensure that persons
on the payroll are legally employed, that positions are
authorized in the budget and that funds are available.

Health Authori?z_

The physician, health administrator or agency responsibkle for
the provision of health care services.at .an institution oz
system of institution; the responsibkble physigcian may be the
health authority. -

Health Care : L e L

The sum of. all action taken, preventive and therapeutic, to
provide .for.the physical and mental well-being of a
population. Health care ingludes medigal and dental services,
mental health services, nursing, perscnal. hyglens, dietary
services, and environmental condliticns. '

Health Carg Personnel

et - D l-ciso By _smm =oE o df-= wad - > -

Individuals whose primary duties are to provide health
services to.inmates in keeping with thelr respective levels
of health care training or-experisence.  (See Qualified Health
Personnel.)

Health-Trained Persqgnel_(Me@écalLXiTEéined Pgrsonnel)

Correctional cfficers or other correctional psrsonnel such as
sccial workers, who may be trained and appropriately
supervised to carry out certalin speciiic duties with regard

to the administraticon of _health care.

Eearing LTI T Tl o
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A proceeding in which arguments, witnesses or evidence are
heard by a judicial officer and administrative officer ox
body. '

Holidays - o

——TE—== e o= e - — .

All days legally designated as non-workdays by statute or by
the chief governing authority of .a jurisdiction.

Indigent

A person with limited funds, and/or no source of income.

Informed Consent

——Sm = e i piczoa B S _ . -

The agreement by the patient to a treatment, examination or
procedure after the patient receilves the material facts
regarding the nature, conseguences, risks, and alternatives
concerning the proposed treatment, examination and procedure.

Life Safety Code  __. ____

s - e e Tl =T =

A manual published by the National Fire Protéction )

Association specifying minimum standards for _fire safety

necessary in the public interest; two chapters are devoted to —
corrections facilities... . . _ . | i

Management Information System

S

The concepts, personnel and supporting techneclogy for the
collection, organization-and delivery of information for
administrative use. There are_ two such types of information:

1, Standards .infcrmation, consisting of the data reguired for _
operational control, such as the daily count, positive and
negative ‘release rates, escape or runaway rates, referral -
sources, and payroll data in a perscnnel office; and

2. Demand information, which can be generated when a report
is required, such as the number of residehts in
educational and training programs, and duration of
incarceration.

Medical Restrgigtsfﬁudmmk e »

Either chemical restraints, such as sedatives, or physical
restraints, such as straight jackets, applied only fox
medical or psychiatric purposes. ,

Mentally Retarded ... . = ____

= - tmw ez v mer
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The individual. functions at 2 subaverage genaral intellectual
level and is deficient in_ adaptive behavior or the degree to
which the individual mets the standards of perscnal
independence and social responsibility expected of
individuals of. this _age and cultural group.

Parent Agency

The administrative department or division to whom the
facility administrator reports; it is the policy-setting
body. This can be a correctional agency, part of a cabinet
agency, or the Governor 5 QOffice. :

Permanent Status

A personne1 status which provides due process protection
prior tc dismissal. . _ __. .

Policy L

2 course or line of actlion adopted and pursued by an agency
which guides and determines present and future decisions and
actions. " Policies indicate the general course or directicon of an
organization, within which the activities of the personnel and
units must operate. They are statements of guiding principles
which should be followed in directing activities:toward the
attainment of . objectives. Thelir attainment may led to compliance
with standards as well as compliance with the overall goals of
the agency/system.

Population Center

A geographical area containing at least 10,000 people and
public safety services, professional services, employment and
educational opportunltles, and cultural/recreatlonal
cpportunities. - . ...

Procedure .

The deteiled and sequential_actions that must be executed to
ensure that a policy 1s fully implemented. It is the method of
performing an cperation, or a manner of proceeding on a course of
action. It differs from a policy in that it directs action in a
particular situation. to. perform a specific task within the
guidelines of policy.

Program i L
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The plan or system through which a correctional agency works
to mset its goals; often this program reguires a distinct
physical setting, such as a correctiocnal institution.

Protectiye_ng%ng;

A form of separaticn frem the general population for inmates
requesting or reguliring protection from other inmates for reasons
0f health or safety. The inmate’'s status is reviewed
pericdically by the classification committee or other designated
groups. {See Administrative Segregation and Disciplinary
Detention. )

Qualified Health Personnel _ = ..

Physicians, dentists, and other professionals and technical
workers who by state law sngage in activities that support,
complement or supplement the functions of physicians and/or
dentists and who are licensed, resgistered, or certified, as
appropriate to their qualificaticns, to practice.

Rated Bed Capacity

Rated bed capacity 1s the number of inmates who may be
properly housed and cared for in the facility as determined by a
survey which excludes_areas not adapted to housing, such as
pasements, attics, corridors.and day rooms; housing facilities
which, bescause of obsolescence or other reason, constitute a
major fire or health hazard; facilities not available for regular
inmate occupancy, such as hospital, isclation, and reception
units; and temporary housing, such a temporary dormitory. In
determining institutional bed capacities, adeguacy ¢f the total
facilities of the institution or program activities, such as
dining, tollet, recreation, education, and religion are taken

intoc consideration.

Responsikble Physiclan

The physician at an instituticn with final responsibility for .

the medical judgments and othexr decisions related to medical
judgments; this phy51c1an may also be the hea1th authori ity for
the institution.

Safety Vestibule . . e e B} .

A secure area locdted t the entry/exits that divides the
inmate aregas from the remainder of the instituticon. These safety
vestibules have two doors cr gates, only one of which opens at a
time, to permit entry to cr eXlt from lnmate areas in a safe and
controlled manner.
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Sally Poxt

An enclosure situated in the perimeter wall or fence of the
institution, contalning gates or.docors.at.both ends, only one of
which opens at at time. _This method of entry and sxit ensures
there will be no breach. in the _perimeter or interiocr cof the
institution. The sa11y port may ke small encugh to accommodate
only pedestrian traific, or large encugh to handle large delivery

trucks. . - C L

Security R, T

The degree of restriction af inmate movement within a
correctional faCLlluy,usually divided into maximum, medium and
minimum risk level. _ : I . -

Segregaticn

The confinement of an inmate to_an individual cell that is
separated from the general population. There .are three forms of
gsegregaticn: administrative segregation, disciplinary detention
and protective custedy.

Self-Insurer

Any parent agency or governmental jurisdiction which acts as
the insurer. For _public agencies, the self-insurance program 1is
usually authorized by the Legislature. A "memcrandum of
Insurance” or similar _documents is reguired which acts as a
policy, setting the 1limits of liability for various categories oi
risk, including deductibkle limits. Approval of the policy by a
cabinet level official is also reguired.

Seriocus Incident

A situation in which injury serious encugh to warrant medical
attention occurs involving an inmate, employee, or visitor on the
grounds of the institution. Also a situation Contalnlng an
imminent threat to.the security of the institution and/or to the
safety c¢f inmates, employees orxr visitors on the grounds <i the
institution. T T T '

Severg Mental Disturbance = _ : S

The individual is a danger %o him/herself, others, or is
incapable of attending to basic physiclogical needs.

Special Management Inmates =
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Inmates whose behavior presents a serious threat to the
safety and security of the facility, the inmate, the staff or the
general inmate population. Special handling and/or housing is
reguired to regulate their behavior.

Special Needs Inmates

Inmates whose mental and/or physical condition regquire
special handling and treatment by staff. Special needs inmates
include, but are not limited te, the drug addict, drug abuser,
alcoholic, alcohel abuser, emotionally disturbed, mentally
retarded, suspected mentally ill, physically handicapped,
chronically 111, and those disabled or infirm.

Temporary Release ~ . o . . -

A period of time during which an inmate is allowed to leave
the program or institution and go into the community unsupervised
foxr various purposss consistent with the public interest.

Training T T o J—

An organized, planned, and evaluated activity designsd to
achieve specific learning dbjectives. Training may occur on
site, at .an academy or training center, at an institution of
higher learning, through contract service, at professional
meetings, or through closely supervised on-the-job training.
Meetings i professicnal associaticns are considered training
when there 1s clear evidence of the above elements.

Treatment Plan . S

A series of written statements which specify the particular -
course of therapy and the roles of medical and non-medical —
personnel in carrying out the current course of therapy. It is
individualized and based on assessment of the individual '
patient's needs and includes a statement of the short- and long-
term goals, and the methods by which the goals will be pursued.
When clinically indicated, the treatment plan provides inmates
with access to a range of supportive and rehabilitative services,
€.g., Individual or group counseling and/or self-help groups that
the physicianh deems appropriate.

Volunteers - . — - _—

Persons from the community who participate in the facility
operations. They are selected on the basis of their skills or
perscnal qualities to provide programs and sevices for the inmate
population in recreation, counseling, education and religious
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activities. Thelr services are pro¥ided without cost to the
facility. E o '

Warden/Superintendent . L

The person in charge of the 1nst1tublon, the top executive or
administrative officer. .. - o o )

Work Release =~ - T T

A formal arrangement, sanctioned by law, whereby an inmate is
permitted to.leave confinement to maintain approved and regular
employment in the communlty, returnlng to custody during non-
working hours. o - S -

go.




