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FOREWORD

This Policy and Procedure Manual of the Kansas Department of Corrections
has been formulated after many hours of staff deliberation and input.

This manual was prepared by SYSTEMS CONSULTANTS, IN.., of Washington, D.C.,
under Grant No. 75-~A-2828-3-A awarded by the Govermor's Committee on
Criminal Administration  (LEAA).

The basis for this manual was the Department's Administrative Procedures
as well as the still existing portions of the old Rules and Regulations
both of which are now superseded by the adoption of the Policy and
Procedure Manual.

It was compiled in a manner which will permit individual changes or
additions on a single page basis as the need arises.

- The Secretary of Corrections is empowered to adopt all necessary rules
‘ and regulations of the Department and the institutions and facilities
- thereof by K.S.A. 75-5205 and K.S.A. 75-5207, 1976 Supplement.

The director of each institution is empowered by K.S.A. 75-5256, 1976
Supplement, to make and issue such general and special orders and rules,
not inconsistent with law and the rules established by the Secretary.
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I. GENERAL ADMINISTRATIVE POLICIES , _ ‘
SECTION NUMBER: ' PAGE NUMBER:

POLICY AND 101 1 of 1
PROCEDURE SUBJECT:

MANUAL Absence of Administrative Personnel

Policy of the Department:

To ensure that approved personnel will assume the duties of institutional
and Field Service Administrators in their absence.

" Procedure:

1. Approval of an absence of more than 24 hours must be obtained from
the Secretary of Corrections by institutional directors and work release
administrators.

2. The Deputy Director or Administrator assumes full responsibility in
a Director's absence.

3. If a Director or Administrator and his Deputy Director are absent
simultaneously, one of the next highest ranking subordinates will assume
administrative duties.

4. A list of three top-ranking subordinates from each institution and
work release center must be submitted to the Secretary of Corrections
for his approval. The list will include names, titles, addresses, and
telephone numbers, and it must be updated whenever any individual's
-status changes. :

DATE: 2/1/77



I. GENERAL ADMINISTRATIVE POLICIES
SECTION NUMBER: PAGE NUMBER:

POLICY AND o102 Lof 1l
PROCEDURE  [Susict:
hﬂl\ﬂdl}l\L Policy Formulation

DEPA%T":MENT
CORRECTIONS

Policy of the Department:

Written policy statements serve as official communication of départmental
philosophy regarding operations and individuals under the authority of
the Secretary of Corrections.

They are the basis for procedural guidelines and regulation manuals.
Procedure:

1. Departmental policy statements are formulated and revised as needs
and requirements change. Possible areas of change include new legisla-
tion and revisions in penal philosophy and judicial decisions.

2. Whenever a new or revised policy is needed, the Secretary shall be
respon81ble for the formulation of the policy statements and accompany=-
ing directives detailing the procedures to be followed in implementing
the policy.

All new or revised policies and their directives will be disseminated in
the Department to all applicable divisions and for insertion in the
Policy and Procedure Manual.

 DATE: 2/1/77



I. GENERAL ADMINISTRATIVE POLICIES
SECTION NUMBER: PAGE NUMBER:

DEPAHATMENT
OF

CORRECTIONS POLICY AND 103 1 bf 1
PROCEDURE  |SUBJCT:

MANUAL Procedures, Rules, and Regulations

Policy of the Department:

Procedure statements are written as guidelines for departmental policy
and will ensure the orderly flow of departmental operations. The Depart-
ment's rules and regulations manuals detail the conduct expected of
employees, inmates, and volunteers.

Procedure:

1. Directives contained in the Policy and Procedure Manual detail the
Department's guidelines for all correctional operations.

2. General Orders originate with the institutions, work release centers,
honor camp(s), and probation and parole offices. The orders indicate the
procedural steps each facility will use to implement the directives con-
tained in the Policy and Procedure Manual. Copies of General Orders from
each facility shall be forwarded to the Central Office for review and
approval by the Secretary of Corrections. If it is not returned by the
Secretary within 15 days, the General Order will become effective at

the end of the fifteenth day from the date received by the Secretary of
Corrections.

3. Manuals of rules and regulations for employees, inmates and volunteers
originate with the Central Office and are distributed to all aspplicable
individuals.

DATE: 2/1/77



I. GENERAL ADMINISTRATIVE POLICIES
T DEPARTIAENT SECTION NUMBER: - PAGE NUMBER:

comicrons | py) Y AND 104 1of1l
PROCEDURE | SUBJECT:

hﬂl\PGlJlkL Implementation of New Programs

Policy of the Department:

To ensure that there will not be a conflict between the implementation of
new institutional programs and availability of funds and staff.

Procedure:

1. The Directors of institutions are to send requests for the initiation
of new programs to the Deputy Secretary of Institutions.

2. The Deputy Secretary of Institutions will determine the availability
of funds and staff to begin a new program. If he finds that adequate

resources are available, he requests program approval from the Secretary
of Corrections. :

3. If a proposed new program is approved, the Deputy Secretary of

Institutions will coordinate the implementation of the program within the
requesting institution.

DATE: 2/1/77



1. GENERAL ADMINISTRATIVE POLICIES
SECTION NUMBER: PAGE NUMBER:

DEPARTMENT
OF

CORRECTIONS POLICY AND 105 ot g
- PROCEDURE SUBJECT: |
MANUAL Incident Reports

Policy of the Department:

Any incident occurring apart from the routine activity on the institution
and field service levels is to be reported to administrative personnel.

Procedure:

1. It is essential that every incident, regardless of its nature, be
reported to the Director or Administrator of the institution or work re-
lease center in which the incident occurred. Reports of incidents are
to be documented on form KPS-4.

2. Within 24 hours after occurrence of an incident, form KPS-4 is to be
passed on to the appropriate Deputy Secretary of Field or Institutional
Services in the Central 0ffice. Each report is filled in the Central
Office by month and institution.

3. All reports of serious incidents are forwarded to the Chief of.
Intelligence, Central Office, who is responsible for follow-up investi-
gations. These investigations may lead to criminal prosecution or dis-=
ciplinary action.

4. The following are immediately reportable incidents: fires; escapes,
including attempts and apprehensions; homicides, including attempts;
death of inmates or personnel; suicide, including attempts; assaults of
any kind; riots and disturbances; self~inflicted inijury; possession of
contraband; taking hostages; and accidents with a state vehicle. Other
incidents of a serious nature must be immediately reported.

5. Each institution Director or designated staff member shall notify
the Secretary as soon as possible of the occurrence of one of the above
listed incidents, doing so in the following manner:

a. From Monday through Friday and from 8:00 a.m. to 5:00 p.m., the
Central Office should be informed by teletype (or telephone if the in-~
stitution does not contain a teletype machine).

b. After 5:00 p.m. (Monday through Friday), either the Secretary
or one of the three Deputy Secretaries is to be notified by telephone.

¢. Incidents occurring on Saturday, Sunday, br a holiday will be
~reported by telephone to the listed Central Office Duty Officer.

DATE: 2/1/77



I. GENERAL ADMINISTRATIVE POLICIES

DEP’AF}J‘LMENT
CORRECTIONS

POLICY AND
PROCEDURE
MANUAL

SECTION NUMBER: PAGE NUMBER:
105 ' 2 of 2
SUBJECT:

Incident Reports

6. After notification of an immediately reportable incident has been
given by telephone or teletype, the steps in paragraphs 1 through 3 will
be taken to confirm in writing the incident's occurrence.

DATE: 2/1/77



I. GENERAL ADMINISTRAT!VE POLICIES

SECTION NUMBER: PAGE NUMBER:

POLICY AND 10¢ tofl

PROCEDURE SUBJECT:
“ﬂ/\rdljl\L Teletype Machine Usage

Policy of the Department:

Teletype machine usage will be in accordance with ASTRA Manual of
Operation - Section 10.0, "Corrections Information Service."”

Procedure:
1. Information relayed via teletype includes all of the following:

a. Institution inmate daily population counts.

b. Emergency reports, as defined in policy/procedure 105.

¢. Administrative transfers of inmates.

d. General administrative information.

e. Inmate work release.

f. Inmate home furlbughs.

g. Central File resource information

h. Communications with law enforcement agencies.

2. Any type of information not on the list above is subject to approval
and regulgtion by designated department officials, prior to teletype
transmission.
3. Teletype units are located as follows:

| a. Central Office, Topeka, code CORQ.

b. Kansas Recepticn and Diagnostic Center, Topeka, code KRDC.
‘This unit will also trensmit and receive messages for the Kansas Cor-
rectional - Vocational Training Center.

c. Kansas State Industrial Reformatory, Hutchinson, code KSIR.

d. Kansas State fenitentidry, Lansing, cede‘KSPi, The unit here ™

' will transmit and receive for the Kansas Correctional Institution for
Wonien. ~

DATE: 2/1/77



I. GENERAL ADMINISTRATIVE POLICIES

e SECTION NUMBER: PAGE NUMBER:

CORRECTIONS POLICY AND 107 1 of 7

PROCEDURE  [SUBJECT:

MANUAL Criminal History Record Information
Management/Usage of Central Files

Policy of the Department:

In managing inmate files, the Department shall be responsive to guide-
lines in the State of Kansas Criminal History Record Information Plan
(commonly referred to as the Privacy and Security of Records Plan).

Procedure:

1. In the State of Kansas Criminal History Record Information Plan
(Privacy and Security of Records Plan), criminal history record informa-
tion is defined as information collected by criminal justice agencies
on an individual which contains an identifiable description and a nota-
tion of a formal criminal justice transaction involving the identified
individual.

2. Information regarding inmates which is kept by the Department will
be divided into -categories, including conviction data, non-conviction
data, and non-criminal history record information. A designation of
its treatment under the rules on dissemination, access, and review will
be made and set forth in Appendix A to this policy. Definitions of
"conviction data," "non-conviction data," and "non~criminal history
record information"™ will be in accordance with definitions of these
terms in the Kansas Privacy and Security of Records Plan of March 1976.
The Privacy and Security of Records Plan implemented the LEAA Regula-
tions set forth in Title 28, Chapter 1, Part 20 of the Code of Federal
Regulations.

3. The term "dissemination" means release of criminal history record
information to individuals or agencies other than the Department of
Corrections. Use or discussion of the information by employees or
officers of the Department of Corrections or any of its institutions or
facilities does not constitute dissemination. Reporting the occurrence
of a criminal justice transaction is likewise not dissemination. Thus,.
reporting an escape to the Kansas Bureau of Investigation and the
Federal Bureau of Investigation is not considered dissemination. On v
the other hand, confirming the existence or non-existence of a criminal
history record for an outside agency is dissemination. Whenever :
criminal history record information is released to individuals or
agencies outside the Department, notation shall be made in a dissemina-
tion log maintained by the Department. Indication shall be made of the
date the information was released, who received the 1nformatlon, and
exactly what information was released

DATE: 2/1/77




. GENERAL ADMINISTRATIVE POLICIES
SECTION NUMBER: , PAGE NUMBER:

DEPARTMENT
OF

CORRECTIONS POLIGY AND 107 | "2 of 7
; PROCEDURE | SUBJECT: |

hﬂl\ﬂdiJA\L Criminal History Record Information
Management/Usage of Central Files

4, "Conviction data" is information indicating that an individual
pleaded guilty or nolo contendere to criminal charges or that the indi-
vidual was convicted. "Non-conviction data" includes information dis-
closing: : '

a. The police have chosen not to refer a matter for prosecution.
b. A prosecutor has chosen not to commence criminal proceedings.
C. Proceedings have been indefinitely postponed.

d. All dismissals and acquittals.

e. An arrest record without a disposition if an interval of one
year has elapsed from the date of arrest and no conviction has resulted
and no active prosecution of the charge is pending.

5. LEAA Regulations and the Kansas Criminal History Record Information
Plan place no limits on the dissemination of data on convictions and
those cases which are carrently in some stage of processing or pro-
secution. All such information may be freely disseminated to both
criminal justice and non-criminal justice agencies. However, the Depart-
ment may restrict the dissemination of some items of conviction data
while allowing others to be released. Appendix A indicates how each
item is to be treated. '

6. LEAA Regulations and the Kansas Criminal History Record Information
Plan list four situations when dissemination of non-conviction data is
permitted. These are summarized in the following paragraphs.

a. Dissemination is authorized to criminal justice agencies for
background investigation on potential agency employees.

b. Dissemination is allowed to "individuals and agencies for any
purpose authorized by statute, ordinance, executive order, or court
rule, decision, or order, as construed by appropriate state or local
officials or agencies." This allows the dissemination of non-conviction
data when it is authorized either explicitly or implicitly by one of
the specified legal means. For example, such data may be distributed
if a licensing statute or ordinance™ requires licensed applicants to be

*An ordinance may be understood here as the enactment of the
legislative body of a local governmental unit (country, city, or
‘municipality). o

DATE: 2/1/77



l. GENERAL ADMINISTRATIVE POLICIES
ﬁ,—@)“—‘nmzm SECTION NUMBER: PAGE NUMBER:

comlis | poLICY AND 107 ~3of7
PROCEDURE  [SUBIECT:

hﬂl\hlel\l. Criminal History Record Information
Management/Usage of Central Files

of good moral character and if the statute or ordinance has been con-
strued by the appropriate authority to require or permit a review of
non-conviction records in making the determination of good moral char-
acter. (See also KSA 75-5266 on placing limits on release of KRDC re-
ports and stating who has right of access and who may have access with
permission of the Director of KRDC.)

‘ c. Dissemination is permitted to individuals and agencies if it is
pursuant to certain specific agreements with the Department of Correc-
tions or with the state on behalf of the D.0.C. The agreements must be -
for the providing of services required for the administration of criminal
justice. The agreement shall specifically authorize access to data,
limit the use of data to the purposes stated, ensure the security and
confidentiality of the data consistent with these regulations, and pro-
vide sanctions for violations. This would mean that private consulting
firms, for example, would have access to information necessary when they
assist the Department of Corrections in the development and operation

of an information system.

d. Dissemination is permitted to individuals and agencies for re-
search, evaluation, or statistical activities connected with agreements
with the DOC. Such agreements shall specifically authorize access to
data; limit the use of data to research, evaluation, or statistical pur-
poses; ensure the confidentiality and security of the data consistent
with this policy and procedure; and provide sanctions for any violations.
In this situation, any good faith researcher, including private indi-
viduals, would be permitted to use criminal history record information
for research purposes.

Dissemination of criminal history record information is author-.
ized if it is in connection with permits for international travel.
Conviction and non-conviction data may be disseminated when requested
by those issuing visas and granting citizenship.

Criminal history record information shall not be disseminated
except pursuant to a proper user agreement approved by or on behalf of
the Secretary of Corrections. Dissemination must also be pursuant to
an access request made in writing on a form prr. ided by the Department
of Corrections. The Department shall submit aun inguiry to the central
repository to ensure dissemination of the most up-to-date and accurate
information. :

DATE: 2/1/77



. GENERAL ADMINISTRATIVE POLICIES
 BEPARTIENT ] SECTION NUMBER: PAGE NUMBER:

_CORRECTIONS POLICY AND 107 4 of 7
PROCEDURE [SUBiEcT:

Criminal History Record Information
MANUAL Management/Usage of Central Files

The agency providing it shall attach the following notice to non-convic-
tion data before its distribution:

THIS INFORMATION IS RESTRICTED AS TO USE AND DISSEMIMNATION.
CIVIL AND CRIMINAL PENALTIES EXIST FOR MISUSE:

(Department of Corrections)
(Date) .

The notice is not required if the information is furnished for
the purpose of processing a charge through the criminal justice system
and if it relates only to the charge currently in process.

The following persons will be required to obtain, read, and be
prepared to answer questions on the criminal history record information
plan of Kansas dated March 1976: all institution and facility directors
and deputy directors, records officers and staff; all those in super-
visory positionszin the division of field services, institution services,
and management services, including all personnel in the division of re-
search and planning; and all persons having access to criminal history
record information. Copies of the plan may be obtained from the Records
Control Qfficer in the Department of Corrections Central Office in Topeka.

7. The following paragraphs contain regulations on the handling of in-
mate files. : '

a. The Kansas Bureau of Investigation will audit the Department's
files on a random annual basis, just as it audits the files of other
criminal justice agencies. The Bureau checks records for accuracy,
completeness, effectiveness of systematic audit procedures (such as an
audit trail and dissemination log), evidence of dissemination limita- -
tions, security provisions, and the individual's right to access.

b. The State of Kansas Criminal History Record Information Plan
(Privacy and Security of Records Plan) defines dispositionszto the
central repository to mean information disclosing that criminal justice
proceedings have either been concluded or indefinitelyzpostponed. 1In
accordance with the terms of the plan, the Department will report dis-
positions to the central repositoryzat the time when suchzreporting pro-
cedures and techniques are developed and implemented by the Kansas
Bureau of Investigation.

c. All individuals, including inmates, probaticners, parolees, and

final dischargees from incarceration, probation, and parole, have the
right of access to and review of criminal history record information

DATE: 2/1/77



I. GENERAL ADMINISTRATIVE POLICIES
SECTION NUMBER: PAGE NUMBER:

DEPARTMENT ||
OF

CORRECTIONS POLICY AND 107 5 of 7
'PROCEDURE [ SUBJECT:

MANUAL Criminal History Record Information
Management/Usage of Central Files

maintained on them if they are examining the records for the express and
intended purpose of verifying records accuracy and completeness.

All matters regarding the individual's right of access to and
review of his records are in accordance with Section VII of the State of
Kansas Criminal History Record Information Plan. This includes matters
of verification of identity, methods of review, means of obtaining a
copy and challenging, review and appeal, correction process, and informa-
tion availability. '

Probationers under the Department's jurisdiction and all parolees
should contact their probation or parole supervisor in order to make
arrangements for review of their records. 2An inmate should contact a
member of his Unit Team to have the member arrange access to the criminal.
history record information maintained on the inmate by the Department.
The appropriate records must be sent out from the central rep051tory
to the applicable institution or facility for controlled review.

: d. Access and usage of inmate files of the Central Office will be
governed by the following regulations:

(1) All inmate files contained in the file room of the Central
Office will be controlled by the person officially designated as the
file clerk. 1In his/her absence, only a clerk of the Probation and
Parole Division office adjacent to the file room will be authorized to -
enter the file room to check files out and in. :
(2) Only those employees in the Central Office and the Kansas
Adult Authority who have a right and a need to know will be permitted
to have access to files. Maintenance of the confidentiality of the
files is the responsibility of the person using the file.
Information contained in the files may be disseminated only
by the following Central Office officials in accordance with the
established criminal history record information guidelines:
(a) Secretary of Corrections.
- (b) Deputy Secretary of Field Services.
(c) Deputy Secretary of Institutions.
(d) Deputy Secretary of Management Services.
(e) Chief Legal Counsel.
(f) Chief of Intelligence Investigation.

- DATE: 2/1/77



I. GENERAL ADMINISTRATIVE POLICIES

SECTION NUMBER: "~ PAGE NUMBER:

POLICY AND 107 6 of 7

PROCEDURE SUBJECT:

MANUAL Criminal History Record Information
Management/Usage of Central Files

(g) Chief of Research and Planning.

"(h) Chief Jail Inspector.

(i) Compact Supervisor.

(j) Work Release Administrator.

(k) Chief of Records Management,

(1) Chief of Security.

(m) Program Specialist.

(n) Chief df Fiscal Management.

(0) Training Specialist.

(p) Chief of Personnel Management.

(g) Assistant Chief of Personnel Management.
(r) Equal Employment Opportunity Officer.

(3) The File Clerk will maintain a log of all files checked
out, noting the name of the individual using the file. An out card will
also be placed in the file cabinet showing the inmate's name and the
initials of the individual using the file. A file may be referred to
another staff member as long as the individual who initially receives
the file instructs the File Clerk to change the log and the out card to
identify the present location of the file. :

(4) Pulling of files for the purpose of mail matching will be
handled entirely by the File Clerk and the two Clerk Typists in the

- Probation and Parole Division office adjacent to the file room. The
secretary or clerk of another division will provide the File Clerk with
a list of files to be pulled and may pick them up after they have been

“logged out. : '

(5) All inmate files will be turned in to the file room before
the end of the work day unless overnight retention is authorized in
writing by the Chief of Records Management. Exception to this will be
those files checked out to the Kansas Adult Authority, whose respon-
sibility it will be to ensure proper control over the files and to
return the files as expeditiously as possible to the file room. Any
files not turned in will be picked up by the file clerk at the end of
the day.

DATE: 2/1/77



I. GENERAL ADMINISTRATIVE POLICIES

‘| SECTION NUMBER:

DEPARTMENT
OF

CORRECTIONS P 0 LI CY AN D 107

PAGE NUMBER:
7 of 7

PROCEDURE | SUBJECT:

“ﬂl\Plel\L Criminal History Record Information
Management/Usage of Central Files

(6) Files may be logged out to the Governor's Pardon and Extra-
dition Attorney and the Attorney General's Office with the approval of
the Chief of Records Management and will be hand-carried for delivery.

At no time will files be sent via building mail.

(7)  Lost files and any problems arising out of this control
procedure will be reported to the Chief of Records Management.

e. Access and review of inmate files at the institutions will be

governed by the following regulations:

(1) Inmate files contained in the central file room of the in-
stitution will be controlled by the Records Office: staff who have the

authority to check files in and out.

(2) Only institutional personnel who have a need to know and
a right to know shall be permitted to have access and use of inmate
files. Maintenance of the confidentiality of the flles is the respon-

sibility of the user.

Information contained in the files may only be disseminated by
those personnel designated by the institutional Directors in accordance

with criminal history record information guidelines.

The Directors

will establish a list indicating the names of those personnel who are
allowed to disseminate CHRI; this list is to be forwarded to the Central.
Office and is to be updated by the Directors whenever there is a

change in the list.

(3) The Records Officer will maintain a log of all files
checked out which indicates the date and name of the file user. As a
rule, all files should be returned to the Records Officer at the end
of the work day unless valid reasons exist for continuing the use of the

file, such as development of a rehabilitation plan.

(4) File users shall not handle the files carelessly by allow-
ing them to lie around in open view, and:-shall not allow files to be
accessible to inmates. If inmates express a desire to review their
record for the purpose of verifying accuracy or making changes to in-
accurate statements, they must follow the procedures for review as
indicated in Pairagraph 7.c¢ (Individual's right to access of CHRI flles)
above. All lost files shall be reported immediately to the Records

QOfficer.

(5) Partial or complete duplicate files are‘prohibitedyexcept
as authorized by the Director. The Director's approval is contlngent
upon the existence of proper security controls regardlng storage 1n ’

compliance with Pollcy/Procedure $107.

DATE: 2/1/77




I. GENERAL ADMINISTRATIVE POLICIES

(e SECTION NUMBER: PAGE NUMBER:
DEPARTMENT
OF 1l of 5

CORRECTIONS POLICY AND 107 APPENDIX A
PROCEDURE SUBJECT:
hﬂl\ﬂleI\L. { Access and Review Rules

Table 1 presents dissemination, screening, and access review requirements
for 75 types of documents encountered in the proclosing of inmates.

These documents fall into one or more dissemination categories: convic-
tion data, non-conviction data, and non-criminal history record informa-
tion.

Conviction Data. Conviction data may be released without restriction by
the Director of the Institution or his specified designatee.

Non-Conviction Data. Non-conviction data may be released by the Director
of the Institution or his specified designatee, after Central Repository
query, to the following if a user agreement is in force:

a. To criminal justice agencies.

b. To individuals and agencies authorized by statute; ordinance;
executive order; or court rule, decision or order.

c. To individuals in those agencies which have contracted with the
DOC to provide services required for the administration of criminal
justice.

d. To individuals and agencies conducting research, evaluative, or
statistical activities by agreement for the Department of Corrections.

Non-Criminal History Record Information. Non-criminal history record
information may be released only with the approval of the Director of
the Institution or his specified designatee.

Screening. Documents which contain information falling into more than
one of the above categories must be screened prior to dissemination to
ensure that the recipients of the information receives only that portion
of the document he 1s authorized to receive. Documents for which this
screening is required are identified by an asterisk (*) in the "screen-
ing Required" column. '

'Access Review. Those documents for which access and review by the inmate
are permitted are identified by a star in the right-hand column of the
table.
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SECTION NUMBER: PAGE NUMBER:

DEPARTMENT
lofl

comeenows | pOLICY AND 108

PROCEDURE . |SUBJECT:

MANUAL Sentencing Court Interchange

Policy of the Department:

All possible comnunication shall be maintained by the Department with
the sentencing courts.

Procedure:

1. Whenever the Department receives a court order tc release an inmate
into its autherity for trial or further proceedings, Form KPS-1A is to
be filled out indicating the identification of the inmate, county in
which court ordering the release is located, and type of judicial
proceedings to take place. :

a. A copy of this report is to be placed in inmate's central file
with another to be forwarded to the institution or jail housing the
inmate so that appropriate steps may be taken for the release of the
inmate. ‘ ‘ '

b. - Upon notification of court disposition Form KPS-1A will be com-
pleted indicating judicial action taken. Appropriate steps will follow
relative to the new status of the inmate. '

c. Form KPS-1A will also be completed when a court orders the re-
lease of an inmate in order to appear as a witness in court.

2. It is essential that the sentencing court be made aware of any dis-
ciplinary infractions incurred by an inmate during the first 120 days
of incarceration following court conviction. Therefore, timely and
accurate reports reflecting the nature of offense committed, and pen-
alty or status of case pending are to be forwarded to the sentencing
judge. Reports of this nature are to be sent to the court shortly
after disciplinary action is taken, or as soon as there is a court-
ordered release of an inmate for further judicial proceedings. . Copies
of reports forwarded are to be placed in the central and institutional
files. ‘ - : ' :
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COTECTI?NS , POLICY AND 109 lofl k
) | PROCEDURE |SUBJCT:

MANUAL Recommendations for Reduction of
' Sentence

Policy of the Department:

Reduction of minimum sentence and clemency consideration for an inmate
may be recommended by the Secretary of Corrections and Directors of
institutions, respectively,

Procedure:

1. Pursuant to the authority given the Secretary of Corrections, aa in-
mate, who has a mandatory 15 year parole eligibility, may for good cause
be recommended by the Secretary for reduction of the minimum sentence.

~a. 'Some factors given consideration in recommending a reduction in
an inmate's sentence include: successful completion of programs (al-
though this is not a controlling factor), serious or terminal illness,
and most significantly - the inmate's record of behavior and attitude
adjustment.

b. Reports from institutional personnel, including a recommendation
signed by the institution Director, plus a psychiatric evaluation, must
be forwarded to the Deputy Secretary of Institutions and Deputy Sec~
retary of Field Services who, in turn, must make recommendations to the
Secretary before he can consider the merits of recommending reductiocn
to the sentencing court.

2. Institution Directors may recommend an inmate for Executive Clemency
based upon supporting evidence furnished by the Unit Team.

a. Factors to be considered prior to recommendation by a Director
include: thorough scrutiny of an inmate's progress reports, psychiatric
evaluation, length of time served and a recommendation report from the
Unit Team with agreement by treatment personnel.

b. The factors listed above are to be documented and sent to the
Director for his concurrence or disapproval. If the Director does
concur, he will forward his letter of recommendation, along with the
supporting documents, to the Secretary who then reviews them and passes
them along to the Kansas Adult Authority (KAA) with a copy to the
Pardon Attorney for their action.-’

c. Executive Clemency may be applied for by an inmate according to
statute, and as delineated in the Kansas Adult Authority Regulations
Manual.

3. Reduction of minimum sentence shall not be tried with the court
while a clemency action is pending.
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DEPARTMENT ||
OF

CORRECTIONS POLHCY AND 110 | ' l of 1
PROCEDURE  |SUBJECT:

“ﬂl\pdljl\L. Lawsuits Initiated Against Personnel | -

Policy of the Department:

Any departmental personnel named as the defendant in a lawsuit stemming
from the performance of correctional duties will be represented by the
Attorney General's office with the assistance of the Department's
Attorney.

Procedure:

1. Whenever a lawsuit is filed against the Department, or any personnel
thereof, all lawsuit papers are to be forwarded to the Secretary of
Corrections' offiice where they will be turned over to the Staff Attorney.

2. The Staff Attorney is responsible for directing pertinent information
to the Attorney General, who is, by law, the Counselor for the defendant
in these instances. The Department's Attorney shall assist the Attorney
General's office with the case as directed by that office. '
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e SECTION NUMBER: PAGE NUMBER:

conncnows ' POLICY AND 111 1 of 1l

PROCEDURE SUBJECT:

MANUAL Seeking Opinion of the Attorney
General

Policy of the Department:

The Attorney General's opinion may be solicited by the Secretary of Cor-
rections whenever a question of law arises in the performance of agency
duties.

Procedure:

1. Subsequent to the mandate of K.S.A. 75-704, the Secretary of Correc-
tilons may seelk, but not be bound by, the Attorney General's opinion on
an issue or question of law that may arise in any of the divisions of
the Department.

2. Specified procedures in preparing the formal request are taken care

of by the Department's Attorney who is also responsible for all corres-
pondence and files associated with the request.
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SECTION NUMBER: PAGE NUMBER:

DEPARTMENT

conngc;noms POLICY AND 112 | 1 of -1

PROCEDURE  [SUBIECT:
MANUAL Requests for Information

Policy of the Department:

Public requests for information concerning the Department shall ordinar-

ily be handled by supplying a General Information Brochure. Requests
for information concerning inmates and personnel shall be handled in

accordance with Department regulations.

Procedure:

1. All requests for information not found in the General Information
Brochure, including inquiries regarding documents, pamphlets, manuals
and internal operations, must have authorized approval prior to rélease
of the requested information.

Authorized approval can only be given by administrative personnel on the
field services, institutional services and management services level,
and by institution Directors and the division of research and planning
in the Central Office. :

2. Disposition of all requests and dissemination of information con-
cerning inmates shall be in accordance with the provisions stated under
item 1 of Policy/Procedure #107.

3. Requests for information concerning personnel shall be handled in
accordance with the Personnel Records Policy (Policy/Procedure #724).
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coanggﬂous ) POLICY AND 113 1 of 1
| PROCEDURE | SUBicr:

MANUAL Official Correspondence to Department
Personnel

Polidy of the Department:

All official correspondence, both to and from department personnel, shall
be addressed and signed off in a consistent manner to ensure that the cor-
respondence reaches and originates from designated officials.

Procedure:

1. All official correspondence, originating from, and keing forwarded
to, department personnel, is to specify the official's name, title, bus-
iness address, and Attention: WName and title of an individual within
the original addressee's office, if applicable.

2. Correspondence is signed off by indicating the writer's title and
nanme.

a. Correspondence originating from the office, and written by a
staff member other than the Secretary, shall have the Secretary's name
and title typed under the complimentary closing followed by his or her
own name and title underneath the Secretary's. All correspondence
shall be signed by the writer.

3. Official correspondence is considered to be any letter dealing w1th
Department of Corrections' bkusiness.
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CORRECTIONS POLICY AND | 114 , lof 1l
PROCEDURE  [SUBJECT:

MANUAL k Distribution of Literature and
Posting of Notices on Property

Policy of the Department:

Approval must be granted prior to the posting and distribution of any non-
department notices and literature on Department property.

Procedure:

1. Institutional Directors, field service administrators and designated
Central Office personnel have the authority to approve or disapprove of

any non-department notice or literature which comes to the attentlon of
their division.

2. Approval must ke given before a notice or piece of literature is dis-
played or disseminated on any Department property.
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comtenows | poICY AND 115 1 of 1
PROCEDURE | SUBJECT:
“ﬂ/\ﬁdl’l\L Public Relations

Policy of the Department:

It is the intent of the Department to keep the public well-informed about
Department activities and to maintain a consistently high community rap-
port through such actidns as speaking engagements and special programs.

Procedure:

1. In order to acquaint the public with the Department and its programs,
personnel are encouraged to accept outside speaking engagements.

a. Prior to acceptance of a speaking engagement, the speaker must
obtain approval from his superiors in order to ensure that there will
be no interference with official duties and responsihilities.

b. PRemuneration for speaking engagements may not be accepted by
personnel when the engagements take place during official working hours,
are under state travel orders, involve any state funds, or involve the
use of a state vehicle.

Any remuneration advanced to personnel when any of the above
conditions exist must be turned over to the State General Fund.

2. The Secretary of Corrections 1s responsibility for keeping the news
media and public informed of relevant facts in connection with Depart-
mental operations.

It is expected that personnel will not capriciously discuss Departmental
affairs, inmates and operations outside working hours. Any request for
information relating to the Department and made to personnel is to be
turned over to administrative personnel for proper handling.

3. Depending upon the availability of funds, programs such as volun-
teers in institutions, summer internships, and any other program designed
to acquaint the public directly with the various operations of the
Department are encouraged
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T ' SECTION NUMBER: PAGE NUMBER:
CORRECTIONS POLICY AND 116 1l of | 1
PROCEDURE  |SuBiEcT: |
Personnel Publications of Departmental
MAN UAL Affairs

Policy of the Department:

All manuals, pamphlets, books, or any other form of writing authored by',
personnel or staff and dealing with the Department or any component

thereof must be approved by the Secretary of Correct:ons prior to release
for publication.
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"SECTION NUMBER: "PAGE NUMBER:

CORRECTIONS POL'CY AND 117 1l of 1l

DEPARTMENT
OF

PROCEDURE  [SUBJECT:

MANUAL Public Visitation and Tours of
Institutions

Policy of the Department:

In order that the public may become acquainted with correctional goals
and accomplishments, interested groups are encouraged to tour the various
institutions and facilities.

Procedure:

1. Groups of individuals aged 18 and older may tour the Department's

institutions escourted by appointed personnel. Tours are expected to

take place at times which ensure the safety and convenience of the in-
stitutions.

a. Requests for a group tour of an institution must be approved by
the facility's Director. Friends and relatives of inmates who wish to’
visit personnel in the institutions must first secure the Director's
approval.

b. All groups are subject to the Directors' rules and regulations
regarding institutional visitation, which are to be explained by the
guides prior to the beginning of the tour.

c. When entering an institution, visitors may be subject to search
and may be fingerprinted.

2. TUnder certain circumstances and with an appropriate invitation,
visitors may attend athletic games and various other entertainment held
at the facilities. These visits are not to interfere with the opera-
tions and safety of the facilities and are not to jeopardize the
attendance of the inmates.
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DEPARTMENT
OF

S POLICY AND 118 ~ lofl
PROCEDURE SUBJECT: |
MANUAL ‘ Release of News Items

Policy of the Departmenti

Each institution and facility of the Department shall maintain open,’
honest communication with representatlves of the news media in a respon—,
sible and orderly manner.

Procedure:

1. No information will be released to the newspaper, radio, television
station, wire service, etc., by any employee of an institution ¢r facil-
ity except the Director, the Administrator, or his or her designated
representative. All employees, if contacted, shall immediately refer
such matters to the appropriate people. o

2. There are two types of press releases:

a. General Press Release - normally covers major changes, improve-
ments and personnel matters at the institution. Such changes or improve-
ments will be described in writing and be released by the Director,
Administrator, or his or her representative. :

b. Emergency Press Release ~ normally covers escapes, violent
incidents, hostage situations, inmate strikes, inmate disturbances, fires
and natural disasters. During an emergency or disturbance at an in-
stitution, no representative of the news media will be permitted inside
the walls or facility. Representatives of the news media will be housed
in a designated area on or near the perimeter of the institution or
facility, and the Director, Administrator, or his or her d951gnated
representative, will keep them apprised of the 51tuatlon.

3. All news releases will be in written form. They will be brief, con-
cise, and factual and will be approved by the institution Director or
designated representative prior to release. Copies of all releases w1ll
be forwarded to the Secretary of Corrections.

4. All news releases pertalnlng to the Department of Corrections as a

whole or to any change in institutional administrators w1ll be 1ssued
by the Secretary of Corrections or his de51gnee.
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POLICY AND 119 1 of 1
PROCEDURE SUBJECT:

News Media Visits to the Institu-
hﬂl\Plel\L. tions and Interviews

DEPA!:;F’:MENT
CORRECTIONS

Policies of the Department:

Permission for news media coverage of events and interviews with inmates
or employees in institutions is granted at the discretion of the Direc-
tors, who also determine the extent of such coverage. Personal inter-
views with an inmate by the media are conducted only if the inmate agrees
to the interview.

Procedure:

1. When media representativés visit an institution or facility, the
Director or Administrator has the responsibility to grant, deny or guide
the extent of: ’

a. Coverage of institutional functions and special events.

b. Use of facilities, personnel, inmates or records in connection
with the making of motion pictures and the writing of books, magazine
articles or syndicated stories (approval must come from the Secretary
of Corrections).

¢,  Interviews with inmates and personnel.

2. Interviewing and photographing an inmate will be allowed only with
the inmate's agreement.

3. Correspondence between the media and inmates is guided by the same
regulations imposed by the institutions for general correspondence.
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SECTION NUMBER: PAGE NUMBER:

POLICY AND 120 Lof'1
PROCEDURE |SUBiecT:
MANUAL Use of Department Vehicles

DEPARTMENT ]
CORRECTIONS

Policy of the Department:

The Department's (state) vehicles shall bhe used for official business
and by authorized personnel only. All vehicle usage shall be in accord-
ance with the Department's regulations.

Procedure:

1. Business conducted by and for the Department is considered official
business. :

2. Personnel may be authorized to use the Department's vehicles by |
institutional Directors, facility administrators or Central Office
administrators.

3. Regulations governing vehicle usage:

a. Drivers shall have in their possession a valid operator's Llcense' :
as issued by the Kansas Department of Motor Vehicles. : R R

b. Safety belts shall be worn at all times when vehicles are
equipped with them.

c. All vehicles shall be locked and the keys removed when the ve-
hicle is not in use. Department vehicles shall be parked in locations
provided in accordance with institution regulations.

d. 1In the event of an accident involving damage to state-owned or
other vehicles, the employee shall not move the vehicle until an in-
vestigation has been made by the proper law enforcement agency.

(1) © The employee shall secure the name and address of the
operator of other vehicles involved in the accident, the make and
license number of the vehicles, information concerning insurance held
by other drivers, and all other available information such as names
and addresses of any witnesses. ,

(2) All accidents shall be immediately repdrted to supérViSory i
personnel. - ‘ e e

e. Personnel are to make certain that the vehicles operated by ,
them are in good mechanical condition at all times. Any defects are to '
be immediately reported so that necessary repalrs can be made. :

0
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DE,,AW SECTION NUMBER: PAGE NUMBER:
' o , 121 1 of 2
B POLICY AND

PROCEDURE SUBJECT: PUBLIC EDUCATION

, Significance of a Conviction &
, MANUAL Confinement

PURPOSE: . The Department will maintain efforts to educate the public
about the consequences of felony conviction and incarceration. The
program will emphasize crime prevention and prison aversion.

METHOD: ©FEach Director will select a member of the staff to organize
~and coordinate, monitor and evaluate this public education program.

STAFFING: Trained and knowledgeable employees will participate. Inmate
participant selection will be accomplished in accordance with the
 Director's guidelines.

AGENCIES: Courts (judges and probation officers), school districts,
state and local governmental agencies, criminal justice agencies,
service organizations and religious denominations can initiate the
process and sponsor an individual or group.

TARGET GROUP: Juveniles and adults who have shown serious adjustment
prcblems and who in the judgment of the referring agency would benefit
from this type education program. Fourteen (14) will be the minimum
age that can be referred to this educational program. A person must
be over age eighteen (18) in order to be provided a tour of an insti-
tution. Parental awareness can be an integral part of the educational
program. Parents of troubled youth can also participate when properly
scheduled. The Department has additional distinct educational and
public relations programs that are addressed in Policies 115 and 117.

SCHEDULING: A ten-day (10) advanced scheduling is required (but can

be waived depending on circumstances). Programs will be made available
at the convenience of the institution with security being a basic con-
sideration. Groups exceeding ten (10) are discouraged. One adult
referring agency escort for every ten (10) people is required.

TOPICS & MATERIALS: Topics such as the fantasies and realities of
criminal activity, consequences of drug and alcohol use, peer influence,
family problems and the runaway youth, value clarification, human needs,
and responsible behavior are topics that are applicable to most audiences.
Scare tactics and exaggeration of institution living will not be utilized.
A balanced perspective of the effect and experience of incarceration

will be part of the presentation.

TOURS: Tours of institutions will take place only with the approval

" of the Director in accordance with Policy 117. The use of an auditorium
or suitable meeting place will also be arranged with the Director's
approval.
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121

"PAGE NUMBER:.
2 of 2

SUBJECT:  PUBLIC EDUCATION
Significance of a Conviction &

Conflnement

AUDIO-VISUAL PRESENTATION:

Video-tape or audio-tape programs are to

be approved by the Director and the Secretary of Corrections.  The

inmate is to give written consent to any video-taping in which he or she
takes part.

EVALUATION:

The monitoring and evaluation of- the program is essentlal,

Each institution will keep basic data for future retrieval.

DATE:L/12/78



SECTION IZXI

INMATE MANAGEMENT






il. INMATE MANAGEMENT

conngénous POLICY AND 201 1l of 1
PROCEDURE | SUBIECT:

nﬂl\ﬂﬂljl\L_ Taking Inmateé into Departmental
Custody

Policy of the Department:

To ensure the orderly transition of sentenced individuals into the custody
of the Secretary of Corrections.

Procedure:

1. The following steps are taken in processing male sentenced prisoners
into correctional custody:

‘a. After receipt of certified court conviction and commitment papers,
the Sheriff of the county in which prisoner is detained shall notify
KRDC.

b. The Records Officer at KRDC determines availability of space to
receive an incoming prisoner. If no space is available at KRDC, the
Sheriff will be advised to deliver the prisoner to KSP or KSIR where he
will be held until space is available at KRDC. KSP or KSIR will be in-
formed of the upcoming transfer,

¢. When an incoming prisoner is received at KRDC, admission and
evaluation procedures are initiated for his subsequent transfer to one of
the institutions to serve sentence.

d. Those prisoners received at KSP or KSIR (pending transfer to
KRDC for evaluation) will be segregated from all other inmates in the
institution.

Compilation of background data and initial admission procedures
will be undertaken for those inmates received at XSP or XSIR. When the
inmate is transferred to KRDC for evaluation, all records compiled at
the detaining institution shall be forwarded with him.

Transfers to KRDC from KSP or KSIR will take place in the order
in which the inmates were committed.

2. After receipt of certified court conviction, sentence and commitment
papers, the Sheriff of the county where a female prisoner is being de-
tained shall notify officials at KCIW. XCIW officials will inform the
Sheriff of the date on which the prisoner is to be transferred to the
women's institution.
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Policy of the Department:

The operations and procedures at Kansas Reception and Diagnostic Center
are designed to facilitate admission and placement of incoming male in-
mates into a Department institution.

KCIW is responsible for admission, evaluation and incarceration of female
inmates.

- Procedure:

1. By statutory mandate, male sentenced prisoners are sent to KRDC for
in-depth evaluation and admission procedures prior to transfer to the
institution in which they will be incarcerated.

All admission procedures and the collection of social and educational
history are completed at KSP or KSIR when inmates are sent to either
institution pending transfer to KRDC. All records compiled at KSP or
KSIR will be forwarded with an inmate when he is transferred to KRDC for
in-depth evaluation.

Admission and evaluation at KRDC and KCIW include:

a. Gathering of medical history and initial medical/dental
examination.

b. Compilation and evaluation of pyschological, social and educational
history. ‘

¢. Issuance of clothing and shoes.

d. Completion of Admission Data Form; means of identification such
as mug shots and fingerprinting; the recording and filing of evaluation
results; and the transfer of all reports with the inmate.

2. After completion of the inmate evaluation at KRDC, the inmate is
placed in one of the institutions. The institution is selected after
consideration of such factors as age, prior criminal history, proximity
of family, maturity of the individual, treatment plan, protective custody
status, violence potential and escape risk. Complled data and records
are forwarded to the 1nst1tutlon where inmate is placed. :

3. Once a sentenced prisoner is transferred to an institution, the
Director shall not surrender custody of any inmate except on order of a

~court of competent jurisdiction; by other due process of law, or. on

transfer orders issued by the Secretary of Corrections. .
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Policy of the Department:

The institutions maintain classification procedures for assessing the
needs of inmates to ensure their progression toward fulfillment of the
Department's rehabilitative goal.

Procedure:

1. There are four degree levels of classification to which an inmate is
assigned during his period of incarceration. Each degree of custodial
classification indicates the type of housing, the area of assignment or
activity, and the kind of supervision for maintaining control of each
inmate. The custody exercised over an inmate may be greater, but shall
not be less, than that prescribed in the definition of the degree of
custody.

a. Close Custody applies to those inmates whose behavior and atti-
tude, both past and present, indicate that active efforts will be made
to escape and violence will be used in doing so. This classification
further includes inmates returned or received to the Department's
institutions.

Inmates will be placed in this classification status as they be-
gin their individualized program. While in this status, an inmate must
complete those tasks applicable to the status as pre-determined and
agreed upon by the inmate and the institution staff.

b. Medium Custody applies to those inmates whose behavior and atti=-
tude, both past and present, indicate that they will not make active
efforts to escape, but would escape if it were made easy, probably
not using violence. Inmates in this status continue to work toward the
completion of those goals previously established and agreed upon.

¢. Minimum II Custody applies to those inmates whose behavior and
and attitude, both past and present, indicate that they are prepared to
serve their sentence, unlikely to walk away from an open institution,
and unlikely to use any type of violence in escape.

. This status will apply to those inmates who are approaching
satisfactory completion of their rehabilitation plan and to inmates con-
sidered ready and eligible for work release programs. REach institution

Director shall give final approval for inmates assigned to Minimum II
status.
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d. Parole Eligible Custody (Minimum I) applies to those inmates who
have completed their rehabilitation plan and appear ready for parole
consideration by the KAA.

The criterion for assignment to this status is fulfillment of
sentence requirement, which is the successful completion of the inmate's
rehabilitation plan. For those inmates serving a life sentence as the
minimum sentence, or whose minimum sentence is more than 15 years after
deductiun of work and good bhehavior credits, the criterion for parole
eligibility is fifteen (15) years service.

2. Any change in an inmate's custody classification status must be based
upon a recommendation initiated by the Unit Team, with approval by the
Program Management Committee.

Advancement of an inmate to Parole Eligible ~ Minimum I status must be
approved by the institutional Director and certified to the KAA by the
Secretary of Corrections.
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Policy of the Department:

The Department will grant jail time credit as indicated by the courts to
all applicable inmate sentences.

Procedure:

1. In accordance with the provisions contained in Statute 21-4614, jail
time credit will be granted if a judge orders the sentence to be computed .
from a date which adjusts the sentence begins date to allow for time

spent in jail awaiting disposition of the charge(s) for which the sentence
in guestion was imposed. The court will make such order in the Jjournal
entry of conviction (court conviction papers), but it may be made in a
separate order.

Also, any good time allowances as authorized by the Kansas Adult Authority
(Kaa) during this period of the defendant's confinement shall be credited
toward the defendant's sentence.

2. When an inmate with applicable jail time credit recorded in his court
conviction papers is admitted to the institution where he will be incar-~
cerated, the institution's Records Officer shall accurately adjust the
sentence begins date to allow for jail time and good time allowances and
indicate that such time has been credited.

3. These time credits in no way reducé the minimum or maximum terms of

an inmate's confinement, but serve as credits deducted from the release
date(s) from which good time may be deducted.
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MANUAL Disposition of Incoming Inmate
; Property and Monies :

Policy of the Department:

Directors of institutions are responsible for the proper dispoéition and
control of an incoming inmate's personal property and money.

Procedure:

1. All personal property an inmate has in his possession when admitted
to an institution shall be turned over to authorities.

a. Those items of personal property an inmate is allowed,to‘maintain
in his possession in accordance with the institution's General Orders
shall be properly registered in his name and turned over to him.

b. Items not allowed to be retained or not desired by the inmate
shall be stored in the institution or sent outside the facility.

(1)  Items to be stored in the institution will be inventoried
with a receipt of same given to the inmate.

(2) Items to be sent outside the institution will be mailed and
insured at inmate or state expense at the Director's discretion.

2. All money an inmate has in his possession when entering an institu-
tion shall be turned over to the institution's Business Manager who
places the money in an ac¢count in the inmate's name.

3. If an inmate is transferred to another institution, all personal‘

property, both that retained by the inmate and that stored by the institu-
tion, along with the money in his account, shall be transferred with him.
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Policy of the Department:

Inmates will be provided state-issued clothing and shoes. Guidelines for
clothing care and alterations will be in accordance with an institution's
General Orders.

Procedure:

1. Inmates will turn in all personal clothing and be given state-issued
clothing and shoes upon admission to an institution.

, a. Male inmates' personal clothing shall he disposed of in accordance
with the direction contained in Policy/Procedure 205.

b. Female inmates' personal clothing shall be returned to the inmate
upon completion of the admission process.

2. Inmates shall follow the institution's General Orders in regard to
clothing care and laundering procedures.
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Policy of the Department:

The institutions shall maintain certain standards regarding inmates'
personal cleanliness and grooming.

Procedure:
l. Cleanliness standards:

a. Inmates are to be provided with items such as soap, towels, toi-
let paper and cleaning materials in order to keep themselves and their
living quarters clean and neat. Other items for observance of cleanli-
ness, such as combs, deodorant, toothbrush and paste, etc., may be pur-
chased by inmates in the commissaries.

b. Inmates are to shower a minimum of once a week, or more frequently,
according to the facilities available and the institution's General
Orders. Inmates shall brush their teeth a minimum of once a day.

2. The Department's hair standards for male inmates, effective Jan-
uary 15, 1977, are:

a. Upon admission to the custody of the Secretary of Corrections,
or return for parole violation, male inmates' hair will be cut to approx-
imately one and one-half (1%) inches in length; they will be clean shaven
of beards and mustaches. These regulations apply to inmates received
directly at the Reception and Diagnostic Center and to those who are re-
ceived at the other adult male institutions. Mug photos for identifi-
cation purposes will be taken before and after the adm1s31on haircut,
within five (5) days after being received.

bh.  Male inmates,,regardless of,their admission date, will not be ,
permitted to grow sideburns below the bottom of the ear and will not be
permitted to grow beards.

¢. Male inmates, regardless of their admission date, are permitted
to grow mustaches, not to extend beyond the outer corners of the mouth.

3. All inmates, male and female, shall keep thelr halr ‘neat and clean
and follow reasonable health and safety standards including:

a. When working in Food Serv1ces 1nmateq shall wear white cook'
hats for sanitary purposes.

b. When working around machlnery 1nmates shall wear hair nets or
tats for safety purposes.
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4. Fach institution reserves the right to take an up~dated mug photo of
any inmate for identification purposes at any time during his/her incar-

- ceration.

5. Inmates may not have tattoos placed on or removed from their person,
except with the Director's permission.
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Policies of the Department:

Oonly the necessary amount of force or restraint shall be used in the con-
trol of an inmate in a given situation.

Procedure:

1. The use of mechanical restraints on an inmate for punitive purposes
is prohibited and may occur only when necessary in the following instances:

a. When transporting prisoners.

b. When, based on the past history and present behavior or emotional
state of an inmate, it appears likely that the inmate will cause injury
to others. , '

c. Upon medical advice that an inmate will inflict self—injufy.

2. No restraining device will be applied in such a manner as to cause
physical pain, undue discomfort, or restrict blood circulation and
breathing.

3. No use of force against an inmate or inmates is permitted unless it
is necessary for the defense of personnel against inmate attack, in the
prevention of inmate escape or serious injury to persons or property, or
the removal of an inmate to a designated place when he refuses to obey
orders.

Any force utilized against an inmate must be only that which is neces-
sary to bring the inmate under control. All instances of force used
against inmates shall be reported on Incident Report Form KPS-4.
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Policy of the Department:

The Department prohibits the use of corporal punishment on any inmate.

Procedure:

1. Corporal punishment is generally defined as any measure intended to
be injurious to an individual. More specifically, it is the use of force
on an individual for the purpose of inflicting pain or discomfort, the
improper use of any type of chemical substance, or violence of any kind
to cause physical harm.

2. Use of corporal punishment by personnel shall be cause for discipli-

nary action and is to be reported to appropriate institutional super-
visors. '
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DEPARTMENT

Conduct of Inmates

Policy of the Department:

Inmates shall conduct themselves in accordance with the Department's rules
and regulations and shall comply with all statutes.

Procedure:

1. Upon admission to an institution, an inmate will be given a copy of
the Department's inmate rules and regulations manual. If the inmate is
unable to read and/or speak English, one of the institutional personnel
shall read the rules and regulations to him in a manner that will ensure
his comprehension. The inmate shall be required to sign a statement
that he received a rule book and that it has been read to him.

2., Inmates will also adhere to the procedures contained in the institu-
tion's General Orders. '

3. Violations or attempted violations of the rules and‘procedures may :
lead to disciplinary action, which, if taken, shall be implemented in the
manner prescribed by-the Department. : f :

Inmate behavior in violation of local, state or Federal law may be re-
ported to the proper legal authorities for judicial action.
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Policy of the Department:

Inmates may obtain interviews with institutional personnel through proper
procedures.

Procedure:

1. When an inmate desires an interview with institutional personnel other
than the Unit Team members, or when an inmate's problem cannot be resolved
by the Unit Team, the inmate shall ke directed to £ill out the Reguest for
Interview form detailing the nature and reason for the desired interview.

2. The Request for Interview form shall be given to the Unit Team which
will take charge of expediting interview appointments between the re-
quested personnel and the inmate. Also, the Unit Team will ascertain the
qualified personnel to aid the inmate in those cases in which the issue
is outside the Unit Team's purview or in instances in which an inmate has
not specified the individual with whom he/she wishes to obtain an inter-
view.
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hﬂl\hdljl\L Marriage Policy for Inmates

Policy of the Department:

To establish the criteria allowing an inmate to marry an individual of
the opposite sex.

Procedure:

1. Inmates generally will not be allowed to marry while incarcerated;
however, institutional directors may make exceptions and approve marriage
for: _

a. An inmate who, at the time of commitment, had established the
status of common law marriage, or was living with a person of the opposite
sex, and is responsible for a child or children, and both parties are
eligible to marry.

b. An inmate who is pregnant or who has, prior to commitment, caused
an individual to become pregnant, and both of the involved parties desire
to marry.

c. An inmate who is near his or her release date, or is in the work
release program, and has available and is eligible for home furlough.

2. Inmates must file a written request with their institutional.Director,
or, in the case of those inmates in the work release program, with their
facility Administrator, who will either approve or disapprove the

request.

An inmate shall not be allowed to marry an individual of the same sex,
a Department employee, or an individual who is already married.
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Policy of the Department:

To ensure that proper action is taken upon the death of an inmate under
the authority of the Secretary of Corrections.

~Procedure:
1. Notification procedures:

a. Upon verification of an inmate's death, the facility Director or
‘Administrator will immediately report the death to the Secretary of
Corrections via the directives contained in Policy/Procedure #105.

Administrators of medical or mental hospitals to which inmates
have been transferred for treatment will report an inmate death to the
correctional institution from which he was transferred. The Director of
the institution will in turn follow the notification action indicated
above and will give instructions to the hospital's administrator for the
disposition of the inmate's body.

b. The next individual to be notified is the coroner of the county
in which the inmate died. The coroner shall decide whether or not an
autopsy should be performed in accordance with the law and the interest
of the public.

The administrators of medical or mental hospitals will contact
the county coroner if: the inmate's death was the result of violence,
unlawful means, suicide, accident, or any other suspicious or unusual
means; or if the determination of cause of death is in the public:
interest. Such notification shall take place at the direction of the
Secretary or Director of the institution.

¢. The next person to be notified of an inmate's death is the next
of kin or nearest known relative. If neither of these parties can be
located, a friend will be notified.

d. If the next of kin, nearest known relative or friend cannot be
found, the Head of Anatomy at Kansas University Medical School will be
notified. :

2. Disposition of Inmate's body:
‘ a. As soon as possible after the occurrence of a death, the Dir-
ector or Administrator shall arrange for the delivery of the body to the

~ funeral home under contract with the Department's facility. (Annually,
- each facility Director or Administrator shall secure a contract, through
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bids, with a local funeral home which meets the standards and requirements
set out in law and regulations by the state legislature, Board of Health,
and the Board of Embalming.)

b. The relatives and friends of the deceased inmate shall be in-
formed, as soon as possible, of the funeral home where they may claim the
body, and shall be responsible for all costs of interment.

c. Unless the coroner has not made his report, if an inmate's body
is unclaimed seventy-two (72) hours after death and a reasonable and good
faith effort was made to notify the proper claimant, the facility Dir-
ector or Administrator shall contact the Anatomy Department Head at Kansas
University Medical School. The Anatomy Department has forty-eight (48)
hours in which to ascertain the school's need for the body or they shall
have waived all claims to the body.

If the Anatomy Department claims the body within the allotted tlme,
arrangements will be made between the university and correctional offi- ’
cials when the body is delivered to the school. No inmate body is to
be dissected until ninety (90) days after the body is delivered to the
Anatomy Department, so that relatives and friends may claim the body at
the school during that period.

d. If neither friends, relatives nor the Anatomy Department claim
the body, the Director or Administrator shall arrange for interment by
the' local funeral home at the expense of the correctional facility.

3. Disposition of deceased inmate's personal property and money:

a. An inmate's personal property may be converted to cash if his
cash assets are insufficient to cover funeral expenses (estimated at
$2000). The cash, not to exceed $2000, may then be paid directly to the
relative or friend claiming the body. The claimant must agree, in a
written, witnessed statement, that the funds will be applied toward a
basic proper funeral for the inmate. :

b. Any remainder of personal property and money, after the deduction
of funeral expenses,. shall be turned over to the inmate's legal represent-
ative. : E

Legal representatives must present written documentation of
their powers and authorities. Legal representatives include executors,
administrators, administrators with the will annexed, administrators de
“bonis non, conservators, and guardians. S
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c. If no person claims the body or estate, the institution respon-

sible for the inmate's personal property and money shall hold same for
a period of three (3) years. At the end of three years, all retained
personal property shall be converted to cash. The converted property
money, along with the money in the inmate's account, shall be forwarded

to the State Treasurer.
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Policy of the Department:

The Secretary of Corrections is authorized to enter into a contract on
behalf of the State of Kansas with the United States Bureau of Prisons
and such other states who have identical legislation for the purpose of
establishing programs whereby persons convicted of crimes in any state
party to the agreement, may be transferred to and incarcerated in facili-
ties in any other party state. No Kansas inmate may be transferred
agalnst his will from Kansas to another state where he is wanted for the
commission of another crime.

Procedure:

1. The Secretary of Corrections, Directors of institutions, and inmates
may either recommend or request such transfer for the following reasons:

a. To enable an inmate to be close to home, friends, job opportuni-
ties, etc. ,

b. To enable an inmate to serve two sentences concurrently.
c. To break up cliques within the sending institution.

d. To provide for greater immediate safety of an inmate.

e. For a combination of the above or for other valid reasons.

2. A Director recommending transfer of an inmate shall inform the Sec-
retary in writing of the specific reasons for his recommendation.

Inmates requesting transfer shall be thoroughly investigated and eval-

uated by the institution's Unit Team which will make recommendations to
the institution's Director for or against the requested transfer. The

Director shall review the evaluation and forward his own recommendatlon
to the Secretary.

3. The Secretary shall write to a party state to inquire whether the
state will accept transfer of the inmate. This letter will include the
inmate's history and reasons for the transfer, together w1th a request
for information as to cost and other contract terms.,

If both states agree to the terms of the tentative contract, the Sec-

retary shall request the Department's attorney to negotiate the official
contract between the states. : :
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Along with the official contract, the following documents shall be for-
warded to the receiving state with a letter of transmittal:

a. A certified copy of the Journal Entry and Commitment Papers.

b. Any additional related report from the County or District Attorney
who was the prosecutor in the inmate's case.

c. A recent pre-parole progress‘report.'
d. The admission summary.

e. The Sentence Data Sheet and all chronological supplemental sen-
tence data sheets. '

f. The inmate's work reports covering a reasc«nable period of time.

g. The Department's rules and regulations manual for inmates, infor-
mational pamphlet, and guidelines for inmate disciplinary procedures.

4. Notifying the Kansas Adult Authority of impending transfer - The
Kansas Adult Authority shall be notified at least two (2) weeks before
the inmate's departure to the receiving state so that they may have suf-
ficient time to conduct a parole hearing if they so desire.
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hﬂl\ﬁdlll\t. ‘ Settlement of Inmate Grievances

Policy of the Department:

To provide an opportunity for inmates to seek resolutions to their
problems and to find answers to gquestions regarding the operatlon of the‘
Department as it relates to them through the Department's system of
~grievance procedures and handling of special problems.

Procedure:

1. Procedures to be followed by inmates and personnel for implementation
of the grievance process:

a. An inmate shall first take his/her grievance to the institution's .
or facility's Unit Team. If a satisfactory response is not received from
the Unit Team, the inmate may fill out an "Inmate Grievance Report Form"
(Form KDC-3-1), to be sent to the Director or Administrator. The form
shall indicate: ‘

(1) The nature of the complaint - This statement must be specif-
ic, including dates and places when the grievance occurred, other per-
sons involved, and how the situation has affected the inmate.

(2) The rules, regulatlone, policies, or 01rcumstances ‘about
which the inmate is complaining.

(3) The action he believes the Director should take.

(4) The names of the responsible institution employees from whom
the inmate sought an answer to his grievance.

(5) The date the form was filled out. ,
b.  The completed grievance report form should be sent to the DlreCtor¥
or Administrator's office and should have the date of transmission indi-

cated on the form.
c¢. Appeal to the Director and his response:
(1) Upon recelpt of a grievance report form, the Director shall
a551gn a serial number, indicate the date of receipt, and return the

grlevance report form to the 1nmate with a ‘response within ten (10) work-
ing days. ~

(2) The response shall contain flndlngs of fact, conclu51ons
drawn, and the action taken by the Director. ,
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(3) In the event a grievance cannot be adequately answered with-
in ten {10) working days, the Director shall return a temporary response
within the allotted period stating the reasons a definite answer is not
available and establishing a date for a final answer, such date not to
exceed thirty (30) days from receipt of the grievance report form.

(4) In all cases, the Director shall return the original and
one photocopy of the grievance report to the inmate. One copy will be
retained by the inmate for his files; the original may be used for appeal
to the Secretary if the inmate desires. A third copy of the form shall
be retained by the Director.

(5) Grievance report forms shall not be placed in the inmate's
institution file. However, the institution may maintain a file of
grievance reports indexed by inmate name and subject matter.

; (6) A grievance report form filed with the Director shall be
rejected if Unit Team action is not indicated. The grievance report
form shall be sent to the Unit Team for an immediate response to the in-
mate.

d. Appeal to the Secretary of Corrections and his response:

(1) If the Director's response is nct satisfactory to the in-
mate, the inmate may appeal to the Secretary's office by indicating on
the back of the form why he is displeased and what action he believes the
Secretary should take.

(2) The appeal should then be sent directly to the Secretary's
office in Topeka.

(3) If an appeal of the Director's decision is made to the Sec-
retary, the Secretary shall have ten (10) days from receipt to return the
grievance report form to the inmate indicating findings of fact, con-
clusions drawn, and action taken.

(4) = A grievance report form to the Secretary without prior
action by the Director shall be returned to the Director.

(5) It is the Secretary's policy that all grievances will be
answered in as short a time as possible to ensure that delay will not
impose additional hardship upon the inmate or unnecessarlly prolong a
misunderstanding.

DATE: 2/1/77



1. INMATE MANAGEMENT
T TSECTION NUMBER: PAGE NUMBER:

. CORRECTIONS POLICY AND 215 '3 of 3
PROCEDURE | SUBIECT:

hﬂl\ﬂdl}l\L Settlement of Inmate Grievances

(6) If the inmate notifies the Secretary of Corrections in writ-
ing, within fifteen (15) days from receipt of the Secretary's response,
that the resolution is not satisfactory to him, the Secretary may, at
his discretion, refer the grievance to Legal Services for Prisoners, Inc.
(an independent body outside the Department of Corrections). Within
forty-five (45) days, Legal Services will initiate a complete investiga-
tion with a written report of the findings and conclusions to the ‘Sec-~
retary of Corrections and to the inmate filing the Grievance Report.

Such written report shall not be binding upon the Secretary of Corrections
and shall be for his information or simply considered recommendations.

e. - Instructions to inmates for filing grievances shall be posted
permanently on all housing unit bulletin boards.

2. Handling inmates' special problems and queries:

a. Inmates may have certain problems which they feel must be brought
to higher authority, but which would not fall in the area of a normal
grievance. In these cases, sealed and uncensored letters may be addressed
to the Director of the institution, the Secretary of Corrections, or the
State Pardon Attorney. These letters should be reserved for the most
difficult and complex problems. Generally, any matter which may be
internally handled under the Inmate Grievance Procedure will not be con-
sidered as appropriate for the uncensored correspondence privilege.

b. Any Department of Corrections or institution official who re-
ceives a complaint letter may return it to the inmate and instruct him
to follow the proper grievance procedure if, in the opinion of the of-
ficial, the matter should be handled through the normal grievance
procedure.

c¢. Notwithstanding the grievance procedures, any inmate may send a
sealed uncensored letter to his attorney, the courts, his legislator,
the Secretary of Corrections, the Director of the 1nst1tutlon, the Gov-
ernor's Pardon Attorney, or any other public official who is respon51b1e
- for matters with which the inmate is concerned.

d. All communications concerning parole or clemency must be ad-
dressed to the Pardon Attorney, Statehouse, Topeka, Kansas 66612 or to
the Director, Kansas Adult Authority (Parole Board), KPL Building,:
818 Kansas Avenue, Suite 500, Topeka, Kansas 66612,
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Policy of the Department:

Male parole violators convicted of a new felony charge will be re-evalua-

ted at the Reception and Diagnostic Center. Other reincarcerated male
parole violators will be evaluated at KRDC if they have not previously
been evaluated or if they have been out of a correctional facility for
more than two years. Information on violators who have previous KRDC
evaluations and were released from a Kansas correctional facility with-
in the previous two years will be updated by the institutional clinical
staff.

Female parole violators will be returned to the Kansas Correctional In-
stitution for Women for update by the clinical staff.

Procedure:

1. Parole violators will be returned to the parent institution, with
the exception of KCVTC parole wviolators, who will be returned to KSIR.

2. Following a re-evaluation at KRDC or an update by clinical personnel
at a parent institution, parole violators may be transferred to another
institution or facility for the remainder of their sentence.

3.  County sheriffs will deliver male parole violators convicted of a

new felony charge to the closest maximum security facility to await re-
evaluation at KRDC.

DATE: 2/1/77



Il. INMATE MANAGEMENT

SECTION NUMBER: PAGE NUMBER:
217 1 of 1

DEPARTMENT

cmino | pOLICY AND
) | PROCEDURE  |SUBJECT:
hﬂl\Fle/\L Detainers

Policy of the Department:

Since prior practice has denied an inmate with a felony detainer the
privilege of participating in outside activities in a minimum custody
status, it is now the policy of the Department for institution officials,
i1f deemed appropriate, to seek the permission of the jurisdiction filing
a felony detainer to grant minimum custody status to the affected inmate.

It is not necessary to seek permission for minimum custody status on mis-
deameanor detainers.

Procedure:

1. Upon receipt of a felony detainer, the institution's Records Officer

shall mail the "Request for Approval of Minimum Security Status" form to

the jurisdiction filing the detainer.

2. 1In cases involving a detainer from an out-of-state jurisdiction on a
. parole violation, the Records Officer should request the jurisdiction to

dispose of the pending parole revocation in the prescribed manner.

For disposition of any detainer, refer to:

a. The Governor's Pardon and Fxtradition Manual-on detainers.

b. KSA 22~4301 et seg. - The Uniform Mandatory Disposition of
Detainers Act.

c. KSA 22-4401 et seg. - The Agreement on Detainers.
3. Upon receipt of a reply from the jurisdiction filing the detainer,
the Records Officer will inform the inmate's Unit Team of the reply for

their consideration in program modification or possible recommendation
that the inmate be paroled to the detainer.
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~Policy of the Department:

It is the Department's policy that proper medical, dental and psycholog—
ical services and treatment be provided to inmates.

Procedure:

1. The Secretary of Corrections is responsible for establishing written
health care standards for the institutions. The administration of health
care programs is the responsibility of Directors.

Fach institution shall employ a Chief Physician who is a competent, well-
qualified physician. The Chief Physician advises the institution's Dir-
ector on medical matters, and is responsible for the supporting medical,
dental, and psychological services staffs.

2. Medical program

a. The scope of the medical program in institutions includes:

(1) Prevention of disease where possible by environmental, indi-
vidual, and group measures.

(2)  Early detection of disease.

(3) Treatment.

(4) = Health education.
b. Initial physical examinations shall be given to inmates entering the
Kansas Correctional System, and shall 1nclude the follow1ng tests and
procedures ~

(1) A medical history, to include present complaints and past

illnesses. (Family, social, and occupational information contained in
the admission interview record shall be made available to examining

nedical etaff.)

(2) . Complete stripped physical examination, to include fundu-
scopy, ocular tonometry (over 40), rectal digital examination (over 30)
and other indicated special procedures.

(3)  Tuberculin skin test.

(4) Serology for syphilis.
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(5) Sickle Cell screening for blacks and for those with South-
ern European ancestry.

(6) Blood counts (HB, HCT, and WBC, ut least).

(7)  Urinalysis.

(8) EKG (over 40).

(9) Visual and auditory acuity.

(10) For females--pelvic examination, GC culture, and pap smear.
(11) Immunizations as prescribed by the Secretary's regulations.k

(12) Inmates with inactive tuberculosis will be evaluated for-
chemprophylaxis surveillance under the tuberculosis control procedure.

(13) Work and recreation capacity evaluation with an appropriate
recommendation report to the Unit Team for their use.

¢. Medical evaluations of inmates will be performed annually or as

requested by institution officials to evaluate vocational rehabilitation
needs, welfare disability eligibility, eligibility for transfer to camps,
or for other special activities. Evaluations shall include:

(1) Medical history since last evaluation.

(2) Physical examination.

(3) Chest x-ray, if a need is indicated.

(4) Urinalysis.

(5) Hemoglobin and hematocrit.

(6) Tonometry of inmates over age 40.

(7) Pap smear for females over age 35.

d. Medical Attention - Medical attention will be made available to
inmates. The Chief Physician and his medical staff are available during
regular working hours for attending to inmate complaints. After regular
work hours, registered nurses and/or trained paramedicals will be avail-
able to handle emergency situations and minor inmate medical complaints.
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Properly trained paramedicals may be used in the institutions for
initial screening of inmate complaints; serious complaints will be refer-
red to the Chief Physician. Also, custodial personnel shall report com-
plaints and illnesses to the medical staff.

An inmate may be sent outside the institution to another physician
if, in the Chief Physician's opinion, his medical case calls for special-
ized treatment and diagnosis.

e. Inmate Medical Records
(1) Records shall include:

(a) Findings of the admission medical exam and recom-~
mendations. :

(b) Progress notes regarding continuing health, including
illnesses, hospitalization, surgery, annual re-evaluations, reports of
tests, immunizations, etc.

{(c) Nursing notes and hospital charts.
(d) Consultant's reports.

(2) Availability of records must be such that time is not lost
by the physician and other personnel in obtaining them for use in caring
for patients.

(3) Confidentiality requires that medical records be available
only to those who have a clearly defined need to know. In no case
should they be available to other inmates. The inmate must give his/her
consent before information in the medical record can be made available
to any person or agency outside the Department of Corrections. Any
receiving person or agency must respect the confidentiality of the
medical record.

Record confidentiality also extends to all dental and
psychological records.

3. Dental program in the institutions =

a. The institutions shall employ dentists whose duties include dental
examinations and advising inmates on dental hygiene.
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b. TInmates shall be given an initial dental examination when they
enter the Kansas correctional system. Dental examinations may include
filling of dental cavities, x-rays, extractions, and cleaning, 235 needed.
In cases where equipment is lacking, or major dental work is required,
inmates may be sent to another institution which has the necessary equip-
ment available, or in extreme cases, to dental physicians outside the
institution per the Director's approval.

c. Dental evaluations will be conducted annually upon inmate request,
or prior to transfer to camps or work release.

d. Dental records shall include results from the initial examination,
subsequent examinations, recommendations, treatment, etc.

4., Psychological services in institutions -

a. Psychologists employed by the institutions shall be responsible
for periodic inmate evaluation, counseling of inmates in need of treat-
ment, and evaluations of inmates prior to release from the institutions.
Psychologists will also give evaluation reports upon the institution
Directors' or the Secretary of Corrections' request.

b. Inmates in need of treatment beyond the capabilities of the in-
stitutinns, and upon the advice of the psychologist and Chief Physician,
shall be transferred to the Dillon Unit at Larned State Hospital or other
state mental hospitals for intensive in-patient treatment.

Restraint of inmates exhibiting psychotic behavior shall not be
more extensive than is necessary to hring the inmate under control.
Restraint shall be applied only on the orders of the institution's psy-
chologist or Chief Physician, except in emergencies to protect life,
property, or the safety of the institution. Full reports on how much
and what type of restraint was used shall be made to the psychologist
and Chief Physician.
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Policy of the Department:

Correspondence between inmates and individuals who are outside the Depart-
ment's facilities is a right of the inmates, to be abridged only if in-
stitutional security is threatened. Correspondence is encouraged for the
purpose of retaining community ties, stimulating intellectual pursuits,
assisting in attainment of vocational or educational goals, and facilitat-
ing inquiry in areas of legal concern to the inmates.

Procedure:

1. Mail inspection - All incoming mail shall be inspected by the mail
room clerk for enclosures which are prohibited by the institution's posted
rules and regulations, or are considered contraband.

Prohibited items include cash, personal checks, clothing not allowed or
posing a burden to the institution, and other items as defined by written
.and posted institution rules. Publications may be excluded if they con-~
tain instructions on the manufacture of homemade weapons, bombs, explo-
sives, escape material, or on the brewing of alcoholic beverages, or
manufacture of drugs. These items shall be removed from the transmitted
package or correspondence and returned to the sender. Inmates will be
notified in writing by the mail officer of all items returned.

Illegal items or contraband discovered shall be seized and held as evi-
dence for law enforcement officials.

Otherwise tﬁe content of correspondence and packages shall not be regu-
lated except as necessitated by factors identified above.

2, letters -

a. Outgoing letters - Inmates may send an unlimited number of first-
class letters to individuals of their choice. Inmate's outgoing letters
may not be opened except where the administration has probable cause to
believe that the content of a specific letter presents a clear and
present danger to the institution security or is in violation of postal
regulations or laws. In such instances, the opening of mail and the
reasons therefore must be documented in writing in the inmate's mail
room file. (Also see "readable mail" exception below).

(1) Addressing of outgoing mail - All outgoing mail must bear
~ the name and address of the sender; incoming bulk mail will not be de-

livered unless each piece is individually addressed to the inmate by
name. :
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(2) Correspondence supplies and postage - The institution shall
provide free writing paper and envelopes to all inmates in a reasonable
amount. Inmates will not be required to correspond on paper provided by
the state. One standard type of stationery will be sold in the institu-
tional canteen for use by those who desire to purchase their own writing
materials. The state shall pay postage for only two initial pieces of
first-class domestic mail weighing one ounce or less per week for all in-
stitution .inmates (legal or official correspondence excepted). All post-
age required beyond the limits cited above, and all postage for inmate
groups, shall be at the inmate's expense. Inmates on work release shall
provide their own postage.

The postage for all outgoing legal or official correspon-
dence shall be paid for by the institution. Legal correspondence is
limited to letters to attorneys, judges, public officials, or public
employees in their official capacities.

b. Incoming letters - Incoming letters shall be officially opened
and inspected for contraband and illegal items only. (Incoming mail from
the inmate's attorney shall not be opened except in the presence of the
inmate regardless of whether that inmate is on the "readable mail" list.)
Letters shall not be read or censored. After inspection for contraband,
all letters shall be returned to their original envelopes and sealed for
delivery to the inmates.

(1) Responsibility for the content of letters rests with the
sender. Sending obscene, threatening, or criminally conspiring letters
through the United States mail is unlawful and notices to this effect
should be posted at each receptacle. Complaints by outside citizens
concerning contents of letters received from institution inmates should
be registered with U.S. Postal Service authorities. Citizens may also
make a complaint to the appropriate institution enclosing a copy of the
letter in question to serve as evidence for investigating authorities.

(2) Funds sent to inmates must be in the form of a money order,
or cashier's or certified check.

3. Handling and mail disposition - Inmates' mail, whether incoming or
outgoing, shall be handled with all possible dispatch. Any letters that
cannot be delivered shall be returned to the sender. No incoming or
outgoing mail, regardless of class, is to be handled in any stage of its
processing by institution inmates beyond the inmate who has written the
letter or for whom incoming mail is intended. Institution staff shall
be held responsible for the handling of all mail and correspondence once
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it has been placed by the writer in a receptacle for mailing or until
such time as incoming mail has been delivered to the inmate addressee.

All enclosures not constituting contraband under the above definition ~
shall pe forwarded to the inmate. Postal money orders or cashier's
checks will be deposited tc his/her account by use of a restrictive en-
dorsement such as, "FOR DEPOSIT ONLY IN THE ACCOUNT OF (inmate's name)".

The mail room clerk shall maintain records detailing the dates, names
and articles involved in the following actions:

a. Incoming or outgoing registered, insured, and certified mail:
the sender's name and address, the addressee's name and address, the
date, and name of the person (Clerk) logging such mail.

b. Outgoing mail that is opened: the name of sender, date, reason
opened, and to whom addressed.

¢. Incoming or outgoing packages: name of addressee, the date and
the name of the person logging such mail.

Incoming Package:

(1) MName of inmate.

(2) Number of packages received this year to date.

(3) Property slip receipt describing contents of package.
Outgoing Package:

(1) Certificate of mailing.

. d. Readable mail list: those whose mail may be read; the name of
person, the date placed on the readable mail list, the person lodging
the complaint (if one is made to the Director concerning correspondence
by an inmate), the dates on which the inmate's readable mail status is
to be reviewed, and the facts establishing probable cause for placing

the inmate on the readable mail list.

e. BExpenses incurred in the transmittal of mail through the mail
room.

£f. Contraband list: the sender's name, thé addresseé's name, the
date of receipt, description of contraband, disposition of contraband.
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4. Prohibited correspondence - Inmates may be denied permission to cor-
respond with: R

a. Inmates of other institutions or jails, unless special approval
has been obtained from the Director. ;

b. Minors whose parents or guardians object, in writing, to the
continued correspondence.

c. Individuals who complain of having been sent lewd, threatening,
or similarly offensive material by the inmate. On receipt of such a
complaint, institution staff should instruct the inmate to discontinue
correspondence with the individuvual involved. If this is not done, such
letters may be intercepted and returned to the inmate. ‘

5. The readable mail list - An inmate's name may be placed on the in-
stitution's readable mail list and shall be recorded in the inmate's

mail room file when there is probable cause to believe an inmate or his/
her correspondents have violated Departmental or postal regulations
relating to correspondence. The inmate shall be informed in writing of
the date and the reason he/she is being placed on the readable mail

list and that his/her mail may be read. Those individuals placed on the
readable mail list are not denied the right to correspond but their
letters may be opened and read to prevent the dispatch of further illicit
correspondence. ‘

Legal or official mail shall never be read or censored unless there has
already been proven an abuse of privilege and a sound justification for
reviewing, reading or censoring the mail is provided and shown in the
record. Legal or official mail may be opened for inspection only, but
it must be done in the presence of the inmate, and may not be read by
the officer. These restrictions on legal or official mail shall apply
to an inmate even though the sender or the receiver is otherwise on the
readable mail list. The general rule is clearly that legal or official
mail shall not be read but the exception exists when there has been a
clear abuse of privilege which has been proved and documented.

An inmate's name is removed from the readable mail list when the insti-
tution Director believes that he/she has adhered to the regulations.
The readable mail list must be reviewed at least once a month and, upon
such review, appropriate notations shall be made in the inmate's mail
room file. '

~DATE: 2/1/77



i1l. OPERATIONAL SERVICES
SECTION NUMBER: PAGE NUMBER:

POLICY AND 302 5 of 5
PROCEDURE  [SUBIECT:
“ﬂ/\ﬂﬂl}[\l_ Mail Services for Inmates

6. Publications -

a. Inmates may receive books, newspapers, and periodicals, if they
have adequate storage facilities for such publications. Reception Center
inmates may receive newspaper publications only.

b. Inmates shall have the option of mailing such publications out of
the institution at their own expense, or discarding them, to make storage
space available for new acquisitions.

c. Publications that have as thelr central emphasis pictures which
constitute hard core pornography shall not be allowed into the institu-
tion.

d. On transfer between institutions, it is the inmate's responsi-
bility to arrange change of address for newspapers and periodicals.

7. Packages -

a. Policy and procedures for the handling of packages, both incoming
and outgoing, will be established by the institution Director, to be con-
sistent with other rules and policies, whether or not they pertain to
mail.

b. Handmade gifts from inmates - Inmates may send gifts of their

own properly approved hobby, craft or curio work. Such gifts shall be
made and sent at the inmate's expense.
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Policy of the Department:

The Department encourages inmate participation in religious expression,
worship and guidance of the Catholic, Hebrew, Protestant and other recog-
nized faiths.

Procedure:

1. The institutions shall employ Chaplains to provide religious instruc-
tion, and spiritual and personal guidance to those inmates who desire to
avail themselves of these services. Chaplains may utilize the resources
of the institutions and private and social service agencies in order to
provide assistance to inmates. At their own expense, outside auxiliary
organizations, endorsed by the Chaplains and approved by the Directors,
may provide special religious programs and services in the institutions.

2. Clergy from recognized religious faiths may hold religious services

in the institutions, at their own expense, and at such times authorized

by and in accordance with the institution's General Orders. No proselyt-
izing of religious faiths or heliefs shall be allowed in the institutions.

3. A group of inmates of a common religious faith who are without bene~
fit of clergy may appeal to the institution's Chaplain for his recommen-
dation and to the institution's Director for his approval to meet as a
~group and hold religious services among themselves under the control of
the institution and its rules and regulations.
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Policy of the Department:

The Department shall establish standards and procedures insuring that a
well-balanced, nutritional diet will be served to all inmates.

Procedure:

1. Menus and diets -~ A master menu, ba'ed on a 4-6 week cycle, shall be
prepared by the Food Service Manager at each institution oxr facility.

Meals are served three times a day with a minimum daily requirement of
2,500 calories per inmate.

Inmates placed on special diets shall have their needs served by the
wide variety of foods offered at each meal.

2. Sanitation -

a. White clothing only shall be worn by all food service workers
including inmate aides and trainees. White hats shall be worn by males
and hair nets shall be worn by female food service workers.

b. BSmoking shall be allowed in designated areas only.

c. Gauges on the dishwashing equipment must be maintained 8n opera-
tional order with the final rinse cycle set at a minimum of 180 F.

d. All food service personnel are subject to a physical examination
before commencing their employment.

e, Standards for food preservation shall be in accordance with the
General Orders of the institution or facility.
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Policy of the Department:

Each institution shall maintain library facilities and services in order
that inmates have access to all educational, recreational and legal
reading materials available.

Procedure:

1. Administrative regulations for institutional libraries shall be for-
mulated by each Director. These regulations, including operational hours,
shall be conspicuously posted in all libraries or cel’house facilities.

Inmates who vioclate institutional libraryv regulations may be denied use
of the library.

2. Cellhouse libraries are smaller facilities containing only popularly
read periodicals and paperbacks, and are situated in centralized loca-
tions in the individual cellhouses. Where maintained,; cellhouse libraries
shall follow the same administrative regulations formulated for main :
library usage.

3. The number of library books an inmate may have in his possession at
any one time shall be in accordance with the institution's General
Orders. The only exceptions to the book number limitations are for
religious books and educational textbooks concerning a course of current
study. ‘

4. Each institution shall designate a suitable area as the law library.
Inmates shall have access to all the law reference materials available.
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Barber Services

Policy of the Department:

Barber services shall be provided for those inmates desiring to have
their hair cut.

Procedure:

1. In those institutions which have a certified vocational training
barber program or a certified wvocational training beautician program,
barbering services shall be provided by the inmates enrolled in the pro-
gram.

2. In those institutions without a vocational training barber program,
barbering services shall be provided by either qualified inmates as part.
of their correctional work program, or a contract shall be negotiated by
the institution for an outside barber to come in and provide his services
on a weekly basis.
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Policy of the Department:

Each institution shall maintain a commlssary to facilitate the 1nmates
purchase of approved merchandise.

Procedure:

1. The institutions shall post a conspicuous price list of merchandise
available in the commissaries (canteens). Any new items of merchandise
an institution desires to add to the commissary inventory list must be
approved by the Central Office via written communication between the
Director of the institution and the Secretary of Corrections.

2. Directors shall establish rules and regulations governing the scope

of allowable purchases, and commissary hours. The Directors may establlsh
procedures whereby inmates may purchase approved items through recognlzed
catalogs or mail order houses of the inmate's choice.

3. In the operation of commissaries, the institutions shall observe
applicable government controls, including the collection of appropriate
taxes, and shall utilize recognized accounting procedures for all inmate
commissary accounts.
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Policy of the Department:

Specific items shall be furnished by the lnstltutlons for the benefit of
inmates.

Procedure:
1. The following items and materials shall be supplied to the inmates:

a., Items needed to maintain personal cleanliness including: tooth-
brush and paste, comb, soap, towels, toilet paper, linens, and bedding.

b. The materials and supplies, in guantities specified by the in-
stitution's General Orders, utilized by inmates enrolled in vocational,
educational or handicraft programs.

c¢. Tobacco, in quantities as stipulated in the institution's General
Orders.

d. Stationery and envelopes; 2 first class stamps per week all
postage for legal and official correspondence.

2. All other items and materials desired by inmates, and allowed by the
institutions, shall be purchased from the commissaries, or from recog-
nized and approved catalogs; mailed to inmates from outside sources; or
shall be furnished to inmates at the Director's discretion.
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Pclicy of the Department:

Each institution shall estaklish rules and regulations governing the para-—
meters of T.V., movie, and radio entertainment.

Procedure:

1. The institution's General Order shall indicate inmate allowance of
purchase, receipt, and use of personal radios and T.V.'s, and schedule of
programs. :

a. Radio and T.V. receivers may be placed in the housing units, din-
ing rooms, recreation areas, hospital or therapy rooms, and barber shops,.
or other appropriate locations in the institution as approved by the
Director. :

b. State-owned television receivers shall be lccated to give the
privilege of viewing to authorized inmate groups. Where conditions
permit, all available T.V. channels shall be shown to allow for indivi-
dual taste and variety.

2. Movies shall be shown in the institutions to those inmates whose
names are placed on the viewing eligibility list in accordance with the
Director's permission and availability of funds.

3. Radios and T.V.'s that are individually owned by inmates and are in"
housing units will be required to have earphones. '

4. All personally owned inmate property will be at the owner's risk, a
stipulation of which he/she shall be informed. :
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Policy of the Department:

The institutions shall provide free notarization service to those inmates
with valid documents requiring a notary seal.

Procedure:
il bede i it

1. Designated institution officials shall be responsible for substantiat-
ing the validity of an inmate document which requires notarization. If
valid, the signature shall be notarized by appropriate personnel, free of
charge.

2. Any inmate who submits a signature for notarization which he knows
contains a false statement, and which he swears or affirms is correct
~at the time of notarization, is guilty of perjury and may be subject to
prosecution and/or disciplinary action.
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Policy of the Department:

Institutional Directors are responsible for ensuring that proper and ac-
curate accounting procedures are employed in the maintenance of 1nmate
accounts.

Procedure: X
1. Upon admission to an institution, the Business Manager at the institu-
tion shall establish an account in the inmate's name. All money in the
inmate's possession at time of admission shall be placed in this account.

Thereafter, all earnings from the inmate's institutional job shall be
accrued and applied to the inmate's account on a monthly basis.

Also, all money sent to an inmate from outside sources shall be immediatelyv'
deposited into his account. All compounded interest on the funds in the
inmate's account shall be credited to the Inmate Benefit Fund.

2. The Director of an institution shall formulate regulations for the
withdrawal of funds by an inmate (e.g. for purchases by an inmate).

3. All accounting books and records malntalned in an 1nst1tutlon are ,
subject to audits at any time.

4. The Directors of institutions shall ensure that all funds in an indi-
vidual inmate's account are disbursed no later than at the time of the -
inmate's final discharge from an institution either on completion of
sentence or adm1551on to parole status and release by the courts to
probationary status.

5. Work release accounts - All earnings received by inmates participat— 
ing in the work release program shall be accounted for separately from
the inmate's regular institutional account.

These separate work release accounts shall be subject to audits, shall

have earnings applied on a monthly basis, and shall credit compounded
interest to the account the same way as regulaxr 1nmate accounts.
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Policy of the Department:

Upon release from an institution on parole, conditional release, or expi-
ration of sentence, an inmate may be entitled to receive gate money, the
amount of which is determined by need. All inmates are to be provided
with suitable clothing and transportation allowance.

All inmates released by court order within the first 120 days will be paid
off up to the date of release and their account and file closed out.
Funds and all personal effects will go with the inmate upon release.

Procedure:

1. A released inmate shall be entitled to gate money {(gratuity) of up
to two hundred fifty dollars ($250.00) contingent upon the following need
determination, exclusions and limitations:

a. ‘Determination of gratuity amount need:

(L) An inmate shall be determined to have a need of $250 if the
institution Director is not aware of cash assets of the inmate in excess
of $400 at time of release.

(2) If the Director is aware at the time of release that the in-
mate has cash assets in excess of $400, whether in the institution ac-
count or elsewhere, then the Director shall subtract 20% of the amount
in excess of $400 from the $250 in determining need.

(3) After need has been established, the total amount of
"forced savings" accumulated at the rate of 5¢ per day for each day in-
carcerated before July 1, 1975 shall be subtracted from the $250 deter-
mination of need.

(4) In other words, all inmates shall be considered to have a
need factor of $250 less the 5¢ per day forced savings and less 20% of
cash assets in excess of $400 at the time of release.

b. Exclusions and limitations for "gate money" eligibility:
(1) Those released to a detainer shall be excluded prov1ded that
parole to detainer shall not act as an exclusion if the detainer is can-

v?elled the charges dropped, the inmate is tried and found innocent or
1f by any other means the effect of the detainer is negated within a
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reasonable time after release so that the person paroled to the detainer
subsequently is placed in status of being on parole rather than incar-
cerated. The distinction is made here so that if a parole to a detainer
results in an active parole status the inmate will have available to him
the gate money necessary to get started in the community. When an in- =
dividual is paroled to a detainer and the outcome does not result in any
further incarceration, he is eligible to receive the gate money. The L
supervising Parole Officer/parolee shall obtain written verification from
the court indicating that the detainer has been satisfied and forward:
this information to the Director of the appropriate institution from
which released. The name and address of the parolee shall be furnished
to the Director of the institution in order that the check may be for-
warded.

(2) Those released to court shall be excluded.

(3) Those deceased shall be excluded.

(4) Those escaped shall be excluded.

(5) Those released on appeal bond shall bhe excluded.

(6) $50.00 is the limitation on the maximum amount for which
any misdemeanant may be eligible.

(7) Those who are incarcerated upon revocation of parole, and
who are subsequently re-paroled, or released on conditional release or
discharge shall be eligible for full gate money gratuity only if they
have completed at least six (€) months incarceration after their return
due to revocation of parole. Any inmate who has completed less than six
(6) months incarceration after parole revocation shall be eligible to
receive not more than the maximum amounts shown in the follow1ng schedule:

Release during first month 1ncarceratlon after P.V. - $ 0.00
Release during second month incarceration after~PQV. ; >$ 25.00
Release during third month incarceration after P.V. - § 50.00‘
Release during fOurth menth incarceration after P.V. - $100.00
Release during fifth month incarceration after P.V. f‘ $150.00
Release dufihg sixth,monﬁh‘inCarceraﬁion afﬁer P.V. F: $200.00
Release during seventh month ihcarceration after P.V. §'$250.00
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(a) Time spent in jail awaiting disposition of the parole
violation shall not be credited for purposes of determining gratuity
amount.

(b) These eligibility limitations shall be applicable to
those incarcerated for parole violations whether revoked for technical
violation of parole or for commission of a new offense. The amount of
time spent on parole shall, in itself, have no significance.

2. Clothing and transportation allowance: The $250 gratuity figure is
separate from clothing and travel allowance.

a. Upon release of an inmate on parole, transportation or money for
transportation shall be provided to take the individual to his or her
place of employment.

b. Those inmates released on conditional release or expiration of
sentence shall be provided transportation, or money for transportation
to his or her home if in the state. If the individual's home is out of
the state, transportation will be provided to either the place of con-
viction, or some other location which is selected by the individual and
is not at a distance greater than place of conviction.

c. Suitable clothing will be provided to all released inmates.

3. Upon receipt of a court order for the release of an inmate within the
first 120 days of incarceration, the closing out of an inmate's file
will be handled by institutional officials in the following manner:

a. At the time an inmate is released, a request for a disposition
will be mailed to the Clerk of the District Court.

b. If within two weeks no disposition is received, a follow-up
second request will be sent to the Clerk of the District Court, a copy
of which will be sent to the attention of the sentencing judge. A tele~
phone call to the Clerk of the District Court at this time will suffice
in determining the disposition.

‘c. Upon release of the inmate, a Supplemental Sentence Data Sheet
(Form 1-A) showing "released by court order-account closed," along with
a copy of the court order will be submitted to the Central Office.

d. Upon receipt of the disposition from the court a copy of the
face sheet (Form DC-043) bearing the rubber stamp on the front marked
"released on probation" along with his BPP 11 card (pink card) will be
submitted to the Central Office to close out the file. The pink card
~serves as a permanent record for Central Office files.
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MANUAL Institutional Daily Count Reports

Policy of the Department:

Each institution Director is responsible for maintaining an adequate
method of counting inmates at least four (4) times during each calendar
day.

Procedure:

1. During each twenty-four (24) hour period, a minimum of four counts
shall be taken of all inmates in the custody of the institution.

2. Each institution shall transmit the inmate population count for the
previous 24~hour period via teletype to the Secretary of Corrections no
later than 9:00 AM on each working day (Monday - Priday). No inmate
count will be transmitted on holidays.

Daily count reports shall include the numher of maximum and minimum
inmates. '
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Pre-Sentence Investigation Report

Policy of the Department:

To ensure proper channeling procedures for all pre- sentence 1nvest1gatlon
reports.

Procedure: : : : .

1. When pre-sentence investigation reports are prepared by the courts
and are sent to the Secretary. of Corrections, the file clerk in the
central office shall mail a copy of each report to the Records Officer

at XRDC or to the Records Officer at KCIW. In both instances, copies'
of the reports will be held pending receipt of the inrmates. The reports
will then be made available to the clinical staff at KRDC or KCIW to

be used in the inmate's evaluation report.

2. If the courts mistakenly send a presentence report to an iﬁstitution,k

the Records 0Officer at the institution will immediately forward the re-
port to the Secretary of Corrections for proper channellng

- DATE: 2/1/77
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Policy of the Department:

~ The Secretary of Corrections has the authorlty to permit any justified
transfer of inmates between the Department's 1nst1tutlons and facilities
and state-supported institutions or facilities.

Procedure:

The following procedures shall be followed in transferring inmates be-
tween Departmental institutions and state- supported institutions or
polltlcal subdivisions:

1. Institutions requesting inmate transfer:

a. An undated Minute of Transfer is to be drafted by the institution
requesting the transfer. This form shall list the name of the transfer-
ring institution; the name of the receiving institution; the inmate's
name and number; and the statutory authority (KSA 21-4609 if transfer is
to a state-supported institution or a political subdivision thereof,
and KSA 75-5206 if transfer is to a Department facility or institution).

b. The Institution's Unit Team must make  the recommendation for trans-
fer of an inmate, stating the explicit reason for transfer. The inmate's
current medical and psychiatric reports must be attached to the recom-
mendation. At KRDC, the recommendation for transfer shall be endorsed
by the Clinical Director and institution Director after a Special Clas-
sification Committee has recommended a tentative program for the inmate.

c. The Minute of Transfer and the recommendation shall be forwarded
tn the Secretary of Corrections' office, where the Minute will be dated
if the Secretary approves the transfer. The Secretary shall send copies
of approved Minutes to both the transferring and receiving institutions.

d. The inmate's records, the reason for his transfer, his security
status, and any information which would help the receiving institution
to classify him shall be forwarded with the inmate when he is transferred.

2. Transferring inmates to Toronto Honor Camp:

: a. The following criteria must be met before a male inmate can be
transferred to the (minimum security) Toronto Honor Camp:

(1) The inmate must be within two years of the projected date for
his parole eligibility hearing before the KAA. ~

, (2) - The inmate has demonstrated a good attltude, work record,
and record of accomplishments.
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b. The transferring institution's Director shall forward to the Sec--
retary of Corrections a request for an immate's transfer to the honor
camp. The request will be accompanied by the Unit Team's ecommendatlon,
an indication that the above—mentloned crlterla have heen met, and a
Minute of Transfer.

'c. The affected inmate must obtain medical and dental clearances
from his institution prior to transfer.

d. The inmate's institutional file, personal belonglngs, and monetary
account shall be transferred with him to the honor camp.

3. ‘Emergency transfer of inmateS°

When an emergency necessitates an inmate's immediate transfer, the Sec-.
retary of Corrections or his designatee shall be informed by telephone
of the emergency transfer. The regular procedures of forwarding perti-
nent inmate information and Minute of Transfer shall be followed as soon
as p0531b1e after the transfer. Transfer of an inmate's records in this
instance shall be made to the receiving facility by the most expedient
method.

4., Inmate-requested transfers:

a. The procedures described in the following paragraphs are to be.
followed for inmate-requested transfers. (The Director may also use °
them for Director-recommended transfer of an inmate) :

(1) Requests~by inmates for transfers should be referred to the
individual inmate's Classification Counselor, who will review the rea-"
sons for the request with the inmate. The Counselor will then prepare
a brief report and recommendaticn for the supervisor of the Unit Team
meeting.

(2)  The Unit Team will review the request. If the request is
approved, a transfer order w1ll be issued and arrangements for transpor—‘
tatlon will be made. : : :

(3) The transfer order forwarded to the receiving institution
will be accompanied by the inmate's medical and health records, a copy
‘of the admission summary, the progress report, a statement of the rea-
sons for the transfer, and the inmate's complete file jacket record.
This material should normally be received at the receiving institution
prior to actual transfer of the inmate. It shall be dellvered with the
inmate if it is not sent ahead of him.
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v b. The above listed transfer procedures should not be used in cases
of medical emergency if they would delay necessary treatment. .The pro-
cedures should also not be followed if the security of the inmate in-
volved or the safetv of other inmates would be affected. (In such in-
stances, the institution’s segregation facilities are to be used).

_ Finally, the procedures should not be followed when the reason for trans-
fer is to obtain a psychiatric or mental examination, evaluation, or re-
evaluation; in cases of apprehended escapees; and when the transfer is
already documented in the execution of approved work or training release
plans.

5. Transfer of apprehended escapees:

a. When an inmate 1is apprehended after escape from the honor camp(s),
work release centers, or other minimum security facilities, he shall be
returned to the last institution of medium or maximum security where he
was incarcerated.

b. Escapees from institutions other than the above shall be returned,
upon apprehension, to the institution from which they escaped, unless
they have been out of custody for more than one (1) year. In that case,
they shall be transferred to KRDC for re-evaluation and admission.
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Policy of the Department:

Inmates with mental illnesses or selective types of retardation may re-

quire treatment beyond the capabilities of the correctional institutions.
It is the policy of the Department to obtain such treatment for those in-
mates in state mental hospitals in accordance with the guidelines listed

“below.

Inmates under treatment in state mental hospitals may be allowed to
participate in outside group activities with the approval of the Deputy
Secretary of Institutions,

Procedure:

1. Transferring inmates to the Dillon Unit (Kansas Sécurity Hospital
at Larned) for inpatient psychiatric treatment:

a. Recommendation for a Larned State Hospital transfer shall be
based upon an inmate's need for intensive psychiatric treatment. Need
shall be determined by the irstitution's Chief PhjSlClan, w1th the con-

currence of the psychologist or psychiatrist.

b. The Chief Physician at the transferring institution shall contact
the Clinical Director at KRDC who, in turn, contacts Larned State Hos~
pital to secure the date of admissimn. Once the date is determined, the
Director notifies the Central Office of the pending transfer. The
Central Office then initiates a Minute “of Transfer for the Secretary s
signature, notifies the applicable institutions of the inmate's admis-
sion date, and coordinates transportation of the inmate transfers to
Larned. :

c.  After rece1v1ng notice of the inmate's admission date," the trans—

ferring institution's Unit Team shall prepare pertinent case material

on the inmate, including all available diagnostic evaluatlons,_doctor s
statements, and psychologist's statements. This data shall be sent (with
the inmate) to Larned, to the Secretary of Corrections' Office, and to
the Clinical Director at KRDC. Copies of the Minute of Transfer written
by the Central Office shall be forwarded to the transferring institution,
to Larned, and to the Division of Mental Health and Retardation Services.

2. Transferring inmates to state mental hospitals (other than Larned) :

a. Treatment at state mental hQSpitals other than Larned is’limited e
to those inmates who are diagnosed as non-violent types. They must also .
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not be escape risks and must be on the Minimum II custody level.

b. The transfer of an inmate to a state mental hospital shall be
carried out as indicated in steps l.a and l.c.

3. Rules and procedures applicable to inmates at Larned or other state
mental hospitals:

a. Escapes - The Department maintains its jurisdiction over inmates
confined to state hospitals. When an inmate escapes from a hospital,
the hospital's administrator or his representative shall notify local
law enforcement officials, request that a radio broadcast be made, ar-
range for the issuance of a warrant by the applicable county attorney,
notify the Secretary of Corrections and the transferring institution
of the escape, and inform the Clinical Director at KRDC of the psycholo-
gical-clinical status of the escapee.

b. Accidents c¢r illnesses - If an inmate accident or illness requires
regular medical hospital treatment, the state hospital administrator
shall contact the Secretary of Corrections who shall make the arrangements
for transfer.

c. Death -~ If an inmate dies, the hospital administrator shall con-~
tact the Director of the nearest Department institution. The Director
shall take charge of notification procedures and shall direct the hos-
pital administrator on the disposition of the body.

d. Parole of inmates in a mental hospital - An inmate may be paroled
from a state hospital if the hospital's clinical staff determines that
the inmate's return to an institution would be detrimental to his men-
tal health.

Prior to KAA parole certification, the institution responsible for

" the inmate shall regquest a current progress report, psychiatric report,

and parole plan from the hospital treating the inmate. This material,
along with pertinent institutional material, shall be presented to the

" KAA for review.

, The XAA shall hear parole cases at Larned at least once a year,
or more often 1f necessary. Inmates in other state hospitals shall be

 transported to Larned or to the nearest correctional institution on the

day when parole hearings are to be held. The responsibility for inmate
transportation resides with the sending or closest institution. The

~sending institution and the state mental hospital are responsible for

providing the paroled inmate with adequate clothing and all funds due
him. - . '
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e. ©State hospital releases - When an inmate is ready to be released
or refuses treatment, the hospital will notify the Secretary by letter,
attaching .a copy of the inmate's psychiatric report. Copies of the
letter and report shall be mailed to the Clinical Director at XKRDC and
to the sending institution. The inmate shall then be transferred from
the hospital to XKRDC. KRDC officials will instruct Central Office
personnel to make arrangements for transportatlon of the inmate back to
the sending institution. :

f. Outside group activities = It is the responsibility of the admin- :
istrator of a state mental hospital or his representative to notify the <
office of the Deputy Secretary of Institutions when an outside activity
is planned in which inmate patients are to participate. Notification
should be by written memo. A list of the inmates to participate will
be forwarded for approval by the Deputy Secretary of Institutions prior
to the activity. Only supervised activities will be approved; approval
will not be granted for unsupervised activities.

g. Documentation on all of the above procedures shall be sent with
the inmate to a state hospital in order to allow the administrator to
learn the steps necessary for outside group activities and in case of
inmate escape, accident, illness, death, parole, and release:.
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Policy of the Department:

The Director of each institution shall formulate the rules and procedures
for inmate use of telephones.

Procedure:

1. Each institution Director shall formulate rules and procedures govern—
ing the fregquency, length, and permitted hours for inmate telephone calls.

~ 2. All inmate telephone calls, whether personal or business, outside or
intra~institutional, may be monitored.

3. Inmate initiated calls should be collect.
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Institutional Security Management

Policy of the Department:

The security management in all of the Department's facilities and institu-

\

tions shall be in accordance with the rules and procedures in the Depart-

ment's Security Manual.

Procedure:

1. Directors and administrators of institutions, work release Centers,
and honor camp shall ensure that Security Manual rules and procedures
for security management are implemented and followed.

2. All personnel associated with security management shall become famil~

iar with Security Manual rules and procedures through in-service training.

v
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a

Policy of the Department:

The Chief of Security shall conduct security inspections in all Depart-~
mental institutions and facilities on a continuous but non-scheduled
basis.

Procedure:

1. The Chief of Security or his representative shall conduct non-sched-
uled inspections of all institutions and facilities to ensure their ade-
quate compliance with the Department's security rules and procedures as
indicated in the Security Manual.

2. An itemized security inspection report shall be filled out during
the inspection, rating compliance with security requirements in the
institution or facility.

3. A copy of the security inspection report for each institution or
facility shall be given to the Director or Administrator, the Secretary
of Corrections, and the Security Manager of the Institution or facility.

4. 'Any deficiencies indicated in the report shall be immediately cor-
rected by the applicable institution or facility. Further inspections
shall be conducted to ensure that deficiencies have been corrected.

5. Those conducting the security inspection will ensure that the

*institution is in compliance with approved staffing patterns.
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Policy of the Department:

Each institution and facility shall maintain high safety and sanitary
standards and practices in accordance with Departmental regulations.

Procedure:

1. The Director or Administrator of an institution or facility must .
establish rules for the safe-keeping of all materials that might threaten
the welfare of the institutional community as hazards to either safety

or security. These potentially harmful materials include medical ,
supplies and equipment, foodstuffs, food equipment, industrial equip-

ment, and any other items pertinent to operation of the institution or
facility. :

2. The Director or Administrator shall establish sanitary practices and
procedures that provide institutional personnel and inmates with a
clean and odorless environment.

3. Department officials shall evaluate the safety and sanitary prac—
tices of each institution or fac111ty in conjunction with their security.
inspections. Any deficiencies in safety and sanitary practices will be.
reported to the Director or Administrator for his corrective action.
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Policy of the Department:

~All institutional personnel are responsible for deoing everything possible
to prevent emergency, disorder, and escape situations. They shall handle
these situations when they do occur, according to plans formulated by the

Director of the institution.
Procedure:

1. Each institution shall maintain written plans of action that describe
procedures to be followed during escapes, emergencies, or disorders. All
of the following situations must be covered: riots; strikes; attacks
‘upon inmates, visitors, or personnel; explosions; fires; suicides or
attempted suicides; accidental injuries to visitors, inmates, and person-
nel; etc.

Plans of action shall include proper notification procedures. “Escape
plans of action shall include procedures for notifying law enforcement
officials.

a. The institution's Director and his staff shall make annual re-
views of all plans of action and shall update the plans if necessary.
After the annual review, all modified plans of action from each institu-
tion shall be forwarded to the office of the Secretary of Corrections for
his review and information. The Central Office maintains updated coples
of each institution's plans of action.

2. All institutional personnel shall be familiar with the institution's
plans of action. This familiarity shall be acquired through in-service
training. '

3. Reporting emergencies, disorders and escapes:

a. All emergencies and disorders shall be immediately reported to
supervisory personnel, who, in turn, report them to the Director of the
institution. The Director of the institution shall supervise the prep-
aration of reports for the Secretary of Corrections or his designee and
shall subsequently file Form KPS-4 with the Central Office (as indicated
in Pollcy/Procedure 105)

4 b. After supervisory personnel law enforcement, officials, and the
Director have been notified of an inmate escape, the institution's

- Record Clerk shall complete Form KPS-9 and forward two (2) coples of the
- form to the office of the Secretary of Corrections. The copies should
be marked "Attention: Chief of Intelligence Investigation," and should
be delivered within twenty-four (24) hours after the escape occurrence.
An FBI Rap sheet is to accompany Form KPS 9.
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The institution's Record Clerk is also responsible for immediately
notifying Central Office via telephone of the apprehension of each escapee.

4. The Central Office and institutional personnel shall initiate follow~
up investigations as soon as possible after the occurrence of an emergency,
disorder, or escape.

a. All assaults upon inmates, visitors, or personnel shall also be
reported to the FBI for their lnvestldatlve proceedings.

b. An accident investigating committee app01nted by the 1nst1tut10n s
Director shall investigate all accidental injuries to inmates, visitors,
or personnel. This committee shall make recommendatlons on measures for
preventing accidents in the future.

5. Inmate hunger strike:

a. 0Official detérmination that an inmate hunger strike is occurring
shall be made after the inmate(s) has missed six (6) consecutive meals.

b. After four (4) days, the medical staff will medically monitor
affected inmates and give the necessary treatment. No other special con-
siderations shalil be accorded the inmate(s) participating in the strike.

c. Regular procedures for reporting to the Secretary of Corrections

shall be implemented after the official determination of the hunger
strike.
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Policy of the Department:

It is the responsibility of each Director to maintain an up-to-date list
of all institutional personnel.

Procedure:

1. EBach institution Director's personnel list shall contain the names of
all personnel, their addresses, telephone numbers, and automobile license
tag numbers. :

2. Whenever a change to any item on the list becomes necessary, the Dir-
ector shall be immediately notified. He shall see that the necessary
change is made.

3. The Director and his staff shall conduct an annual review and update
of the personnel list.

4. Copies of all institutional personnel lists, with changes, shall be
regularly forwarded to the Office of the Secretary of Corrections.
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Policy of the Department:

Each institution shall maintain an updated list of items which would be
dangerous to the safety and security of the institution if any of the
inmates should gain unauthorized control of them.

Procedure:

The following items in the institutions must appear on an up-to-date in-
ventory of potentially dangerous items:

1. Dangerpus and toxic substances, including:

a. All drugs and medical supplies.

b. Cleaning fluids.

¢c. Paint or lacquer thinners.

d. Duplicating fluids.

e. Insecticides.

f. Disinfectants.

g. Acids or corrosives.

h. Any other noxious, intoxicating, sedative, or hypnotic substance.
2. Tools -~ any hazardous tools or equipment used in the institution.
3. Fire equipment.
4,. Pirearms and ammunition, éxplosives;

5. Xitchen equipment such as knives, forks, etc.
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Policy of the Department:

Each ‘institution shall use Unit Teams and a Program Management Committee
to design, monitor, and modify an inmate's rehabilitation plan.

Procedure:

1. The Unit Teams are composed of institutional personnel who are respon-
sible for developing, implementing, and monitoring an inmate's rehabilita-
tion plan; counseling the inmate on a first-line basis; and recommending
modifications to an inmate's sentence when necessary. A Unit Team is
located in every housing unit within the institution and is headed by a
Unit Team Manager responsible for the superv151on of the unit and its
functions. The Unit Team has the functions and duties descrlbed in the
following paragraphs.

a. Within one (1) month after an inmate's admission, his Unit Team
shall meet with him to develop a rehabilitation plan. The plan will con-
sist of tasks for the inmate to complete within an approximately specified
length of time. The tasks will help the inmate to prepare for his eventual
release on parole.

The development of an inmate's rehabilitation plan shall be based
on his interview with the Unit Team and on their review of a number of
documents concerning him. The rehabilitation plan can then be modified
according to the institution's available facilities and programs. Docu-
ments used in developing the plan include all of the following:

(1) XRDC's clinical evaluation and recommendations.

(2) The inmate's criminal history record and record of escapes,
if any.

‘ (3) The inmate's work history, education records, and medical
history. :

$4) The admission-orientation reports of the security and treat-
ment officers of the institution.

{5) The inmate’s leisure time activity interests.
(6) The inmate's preference of programs.
b. The rehabilitation plan includes various tasks for the inmate to

perform. The tasks will help him to make changes in his behavior and
attltude so that he will be better able to re-enter the community and
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live without coming into conflict with the law. The tasks may include
activities in education, vocational training, counseling, work, religion,
and social groups. The rehabilitation plan shall also include maintenance
of certain characteristics (e.g., acceptable social behavior, obeying the
institution's rules and regulations and the laws of the city, state, and
Federal governments) that the Unit Team may indicate are in need of devel-
opment to benefit the inmate and to make possible his return to society.

c. In addition to developing the inmate's rehabilitation plan, the
Unit Team shall recommend the custody level at which the inmate should
begin that plan. By law, all inmates are expected to enter at the high-
est level of custody, in order that they may have the incentive to work
their way into less stringent custody levels.

d. An inmate who does not wish to participate in a rehabilitation plan
should be advised by the Unit Team that he has a right to serve his sen-
tence without interference, although he will be expected to participate
in any work assignment made by the institution staff. The inmate should
also be informed that the sentence conditional release date will be the
earliest possible release date. An inmate may at any time change his
mind and ask that a rehabilitation plan be designed for him. He will then
begin his participation in rehabilitation.

e. 1In addition to work on the inmate's rehabilitation plan, the Unit
Team has responsibilities as described in the following paragraphs.

(1) Recommending changes in an inmate's custody level to the
Program Management Committee.

(2) Making recommendations to the Deputy Director of Treatment
upon an inmate's request for furlough.

(3) Reviewing an inmate's case every ninety (90) days, as
requested by the staff or inmate, and making a progress report. Based
on this review of the inmate's prior 90 day performance and attitude, the
Unit Team recommends incentive good time credlts from 0-9 days to be de--
ducted from the inmate's sentence.

(4) Recommending an inmate's readiness for parole to the Program
Management Committee, and supporting the recommendation by providing
progress reports, current medical and psychiatric reports, conduct re-
ports, and any other data that will assist the Program Management Com-
mittee in deciding on whether to advance an inmate to Parole Ellglble
status (Mlnlmum I).
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(5) The Shift Captain or Senior Security Officer may temporarily
increase an inmate's custody status if that is necessary and shall furnish
and/or coordinate any reports on inmates as requested by institutional
officials or committees or as requested by the Central Office,

(6) The Unit Team in their first-line counseling position shall
also coordinate each inmate's request for interviews with institutional
personnel other than the Team's members.

2. The Program Management Committee members are appointed by the institu-
tional Director. They represent treatment, custcdial, educational, and
vocational services; when possible they also represent psychological
services. If it is not possible for psychological services personnel to
be full members, they shall work with the Committee on a consulting basis.
The Program Management Committee has functions and duties as described in
the following paragraphs.

a. The Program Management Committee is responsible for modifying an
inmate's custody level and program plan, based upon recommendations from
the Unit Team.

Whenever the Unit Team recommends an inmate for Parole Eligible
status, the Program Management Committee shall review all material sent
to them in support of the recommendation. After thorough scrutiny of
the supporting documents, the Committee will pass their recommendation
for or against an inmate's parole status to the Director, who also may
endorse or reject the recommendation. If endorsed by the Director, the
recommendation is passed on to the Secretary of Corrections for his cer-
tification of the inmate to the KAA.

b. The Program Management Committee shall also approve oxr disapprove

t & incentive good time credits given to the inmate by the Unit Team
during their 90 day review.
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Policy of the Department:

Without exception, all inmate discipline shall be administered in accord-
ance with the Department's documented disciplinary rules and procedures.

Procedure:

1. Inmate infractions of the Department's rules of conduct are divided
into three classes of offense. Class I offenses are the most serious in-
mate infractions, with Class II offenses less serious and Class III
offenses least serious.

2. Disciplinary action for any of the three classes of offense is com-
mensurate with the seriousness of the offense.

3. Rules and procedures concerning inmate discipline are described in
the Inmate Rule Book. A copy of this book shall be provided to every
inmate.

4. Fvery institution Director or facility Administrator shall ensure
that a listing of all institution rules is conspicuously posted and that
all Depactment disciplinary procedures are fully documented and strictly
followed by institutional personnel. ‘
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Policy of the:Départment:

A separate area in each institution shall be maintained for administrative
and disciplinary segregation.

Procedure:

1. The disciplinary segregation area is used to confine inmates serving
sentences meted out by the institution's board (and approved by the Dir-
ector). It is also used to confine inmates who pose a security risk
while they are in administrative segregation. Disciplinary segregation
is maintained under maximum security procedures. The privileges and
certain rights of inmates in disciplinary segregation are restricted.

2. The administrative segrégation area is used to confine inmates for an
administrative purpose other than punishment. These purposes include
the following:

a. Protective custody.

b. Holding an inmate during investigation of possible charges against

c. Pre-hearing detention.
d. Communicable disease.
e. Special security inmates.

Where possible, inmates confined to administrative segregation shall re-
tain their privileges and property. Administratively segregated inmates
are under maximum security custody.

3. All rules, procedures, rights, and definitions associated with dis-
ciplinary and administrative segregation shall be strictly followed.

They are a part of the Department's policy and guidelines for inmate
disciplinary and administrative segregation as set forth in the Inmate
Rule Book and the Policy, Guidelines and Inmate Disciplinary Procedures
Manual. Inmates can familiarize themselves with all aspects of discipli-
nary and administrative segregation by reading the Inmate Rule Book.
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MANUAL Recreation for Inmates/Participation
in Athletic Sports

Policy of the Department:

Inmates may participate in the athletic activities which are available
at the institution. depending upon their physical ability, fitness, and
acceptable behavior.

Procedure:

1. Recreational programs and activities in Department institutions and
facilities shall be guided by the following:

a. When inmates are confined in disciplinary or administrative seg-
regation, individual exercise should be provided for those who so desire,
weather permitting, for at least one (1) hour per day, if possible. When
limitations are necessary, every feasible alternative should bhe explored
to provide adequate exercise.

b. As much as possible, every institution and facility shall estab-
lish recreational programs, including leisure time activity, compatible
with the varying interests, activities, and physical needs of inmates.

c. Under certain conditions, recreational programs and activities
may be considered as a program task to be incorporated in an inmate's
rehabilitation plan.

2. Athletic competition in the institutions shall be conducted in
accordance with the following guidelines:

a. Institutional personnel may not compete in athletic programs, but
may serve as instructors or coaches if they are competent and qualified.

b. Competition between inmate teams and outside teams held within
an institution is contingent upon the Director's approval. Such com-
petition should not interfere with work or training programs and should
not become a spectator sport.

A limited number of athletic events may be held outside the in-
stitution annually. These events must take place within the state, and
shall be held only with the Director's approval and with the knowledge
of the Central Office. Any costs associated with outside athletic
events shall be deducted from the Inmate Benefit Fund.

c. Inmate athletes shall not be accorded any special privileges or

- change in institutional work assignments in order to participate in
athletic events. ‘ :
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d. All athletic equipment, including any trophies or prizes awarded,
shall be purchased with money from the Inmate Benefit Fund.

e. The institutions or facilities shall not permit any game or con-
test which involves possible injury, especially boxing.

Institution personnel must take every reasonable precaution to
prevent injuries to inmate participants.

3. It is a Director's or his designee's responsibility to advise the
Office of the Secretary of Corrections of any outside inmate group
activity granted by the Director. Prior to such activity, a list of
those inmates who will be participating in any outside group activity
(including handicraft shows) shall be submitted to the Secretary, in
writing, for approval.
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"MANUAL Correctional Industries in Institu-
tions/Inmate Job Assignments

Policy of the Department:

Where available, participation in correctional industries shall afford
inmates the opportunity to exercise acquired vocational skills and to
develop acceptable work habits, Jjob-related attitudes, and self-confidence
while producing needed goods. '

Inmates shall be assigned to jobs in the institutions or facilities as
aides or as part of work details or maintenance crews.

Procedure:

1. As much as possible, inmate participation in institutional jobs or
correctional industries shall be on a forty (40) hour work week schedule.

2. Institutional or facility work assignments shall be divided into
gggf (4} classifications depending upon the nature and’function of the

a. Skilled - inmate daily pay rate at 920¢.

b. Semi-skilled - inmate daily pay rate at 60¢.

c. Unskilled - inmate daily pay rate at 45¢.

d. Student - inmate daily pay rate at 30¢.
In KSP, XSIR and KCIW, the job classification shall be made so that. the
number of jobs in each category shall approximate the following percen-
tages of the total number of inmates in each institution:

a. Skilled -~ 25%.

b. Semi-skilled - 30%.

c. Unskilled - 25%.

d. Student -~ 20%.
3. Inmates may be moved from one job clasélflcatlon to another, either

up or down, (with daily pay rate commensurate with cla551flcatlon),

dapendlng upon the Unit Team's recommendation and judgment of the in-
mate's performance.
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4. Under the Management Services Division, the Director of Prison Indus-
tries is responsible for product planning, marketing, production, product
sales, and coordination of the industries program with institutional
personnel.

5. Evaluation of inmate performance in institutional jobs or industries

shall be a major indicator of progress toward fulfillment of the rehabil-
itation plan.
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Policy of ‘the Department:

All institutions, except for KRDC, shall provide meaningful vocational
education programs designed to meet the needs of inmates to acquire gain-
ful employment and maintain a well-adjusted lifestyle after their return
to society.

Procedure:

1. The institutions should employ or contract with well-qualified,
certified personnel as instructors in the vocational programs. Instruc-
tors shall design the content of the programs to emphasize an inmate's
acquiring future employment.

2. Inmate need for participation in any particular program shall be
determined through counseling, testing procedures, and interviews admin-
istered by the institution.

a. Participation and completion of a vocational program shall be
congsidered a task in the inmate's rehabilitation plan, with the Unit
Team evaluating the inmate's progress and attitude in the program every
90 days.

b. Hours and length of attendance in the program shall be determined
by the instructors. :

c. All rules and regulations governing inmate conduct while partici~
pating in the programs shall be in accordance with the institution's
General OQrders.

3. Any new program an institution desires to implement must be approved
through the procedures cited in Policy/Procedure #104.

«

£
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Policy of the Department:

Academic education programs shall be made available in the institutions,
except for KRDC, to meet the particular educational needs of inmates.-

Procedure:

1. The institutions should only employ or contraét with qualified and
certified personnel to teach the various academic programs available.

2. The General Educational Development (G.E.D.) program shall be main-
tained in all institutions to afford inmates an opportunity to attain an
educational equivalent level of the twelfth grade, as measured by the
G.E.D. test. ~

Specialized and advanced educational programs, including Adult Basic
Education, college, correspondence, tutoring workshops, and Title I,
may be available to inmates in those institutions offering such programs.

3. Participation in an academic education program shall be contingent
upon the educational needs and desires of an inmate and may be designated
as a task in an inmate's rehabilitation program.

4. Program hours, length of attendance, and course content shall be
determined by the individual instructors and coordlnated by the Depart-
ment's Fducation Program Specialist.

All rules and regulations regarding inmate conduct while participating‘
in the programs shall be in accordance with the 1nst1tutlon s General
Orders.

5. Any new educational program an institution desires to implement must
be approved through the procedures cited in Policy/Procedure #104.
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Policy of the Department:

Handicraft programs in the institutions shall be conducted in accordance
with Departmental stipulations surrounding such activity.

Procedure:

1. The following conditions are to be observed in those institutions
nffering authorized handicraft programs:

a. Inmates must seek approval through the Unit Team to participate
in the handicraft programs.

b. Handicraft activity shall be performed only in authorized areas
and during hours designated by the institutional Director.

¢. Regulations concerning the security of handicraft articles and
tools shall be in accordance with the Department's custodial manual. 2An
ongoing inventory list of handicraft materials and tools and the inmates
to whom these articles are assigned shall be maintained by the institu-
tions.

d. Handicraft regalations shall he conspicucusly posted. Inmates
participating in the handicraft program must be thoroughly acquainted
with the following: ‘

(1) The materials utilized in the manufacture of handicraft
articles shall be purchased from the commissaries by the inmates. How-
ever, unfinished articles donated by released inmates or articles con-
fiscated by personnel may be used by inmates without charge.

The institutions may add a nominal percentage to the cost of
handicraft materials to offset handling costs and balance possible losses.
The added percentage collected shall be placed in the Inmate Benefit Fund.

(2) No inmate shall employ another inmate in the manufacture of
articles, although inmates may collaborate on an article if approval
is granted by designated personnel.

(3)  Inmates may manufacture gifts for individuals on their
approved correspondence list or for other inmates, if approved by the
institutional Director.

(4) A reasonable limit shall be placed on the number of handi-
craft articles and materials an inmate has in his possession.
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(5) Violation of any of the above-listed rules, as well as trad-
ing, bartering, or solicitation of handicraft articles shall be cause for
discipline and/or suspension from the program.

e. Institutional Directors may establish other rules of conduct which
are necessary for effective operation of the handicraft program.

2. Sale of Crafts

a. Art and craft work produced by inmates may be displayed and sold
in the institutions, public buildings, fairs, or on property owned by
non-profit associations.

b. Articles are to be priced with proper excise and sales taxes in-
cluded. Ten per cent of the collected price shall be deducted to defray
exhibit costs and the balance of the selling price shall be placed in
the inmate's account.

. c. Inmate attendance at organized handicraft exhibits shall not be
permitted, unless approved by the Director.
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Policy of the Department:

The Department encourages inmate communication with family, friends and
relatives through visits to the institution.

Procedure:

1. The following rules and procedures shall be observed by the institu-
tions in the administration of wvisits:

a. A suitable area within the institution must be provided for  inmate
visitation. All visits shall be held in this area, except when authoriza-
tion is granted by the Director to visit an inmate elsewhere.

b. Each inmate may make a list of ten (10) friends or relatives whom
he desires to have visit him in the institution. A married couple liv-
ing in the same household is considered as one (1) eligible visitor.
The list of potential visitors, including their full names, relationship
to the inmate, residence or mailing address, and telephone numbers, if
known, shall be submitted to the Director for his approval. Prior to
approving of the list of visitors, designated officials shall:

(1) Inform the individuals listed that the inmate has requested
permission to receive visits from them and ask if they want to make such
visits.

(2) Furnish copies of institutional regulations concerning vis-
its and a notice that a search of the visitor may be required; inform
potential visitors that violation of the regulations or a refusal to be
searched may result in cancellation of their visiting privileges.

(3) Conduct investigations necessary to verify the relationship
to the visitor claimed by the inmate and confirm that good reasons
exist for approving visitation.

(4) Inform the proposed visitors that persons below a set age
limit may not visit, unless they are members of the immediate family.

c¢. Regardless of any visiting list restrictions, visitation is per-
mitted inmate's attorney of record or clergy, unless any clear abuse
of this privilege has occurred or unless such a visit may prove dan-
gerous or harmful to the security and order of the institution or to
the rehabilitation of any inmate.
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The institution and inmates may be visited at any time by members
0of the state legislature, judges of criminal or appellate courts, the
state attorney general, or the Governor.

Those individuals requesting visits with an inmate who are not
designated on the list shall be interviewed and identified by authorized
personnel. If the requested visits conform to institutional and Depart-
mental requirements, one (1) visit may be approved pending further in-
vestigation and approval of subsequent visits.

Ex~inmates are prohibited visitation unless approval is given by
the institution's Director. Parolees and probationers must be approved
by the Director and have written authorization from their supervisor
prior to visitation.

No individual involved in or convicted of any type of narcotic
offense shall be permitted to visit an institution without prior approval
of the Director.

If an inmate refuses to see a particular visitor, the refusal
shall be stated in writing and noted in the institution's records.

d. Visitors in the institution shall:

(1) Wear appropriate attire.

(2) Not give or receive any written material, article or mer-
chandise of any sort except in accordance with approved institutional or
Departmental regulations, or with the permission of the Director.

(3) ©Not be permitted to visit more than one (1) inmate at any
one visitation time unless the visitor is a member the immediate family
of more than one inmate confined in the institution; other exceptions
to this regulation are at the institutional Director's discretion.

(4) Sign the institution's register prior to and after the
visitation. : : '

(5) Be subject to search, photographing or fingerprinting.

(6) Be restricted in visitation rights 1f institutional distur-
bances occur.

(7) ‘Completely fill out Form KPS-1l0 if requesting wvisitation

rlghts and not designated on an inmate's list or if aLtendlng activi-
ties in the institution.
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e. Designated personnel shall be present during all visitations, and
shall supervise visits to the extent appropriate to the nature and pri-
vacy of the relationship between the visitor and inmate.
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Policy of the Department:

To provide the criteria and procedures whereby selected inmates may parti-
cipate in the furlough program for the purposes of strengthening such
family and community ties as the inmate may have; assisting the inmate
developing, preserving, and maximizing his financial and interpersonal
ties; stabilizing responsible social attitudes and behavior; obtaining
needed health services not otherwise available; handling emergency situa-
tions; and for other purposes consistent with the furtherance of an in-
mate's rehabilitaticn plan.

Procedure:

1. Under K.S.A. 75-5260, a Director of an institution is authorized to

grant furloughs, with the Secretary of Corrections' approval, to inmates

who have been incarcerated for at least two (2) years, have a good be-

havior record, and are classified under minimum custody status. Fur-
,1ough may be granted for the following purposes:

a. Emergencies, including critical illness, death, emotional crisis,
or similar situations in the inmate's immediate family.

b. Obtaining health services not available in any of the Departments'
institutions.

¢. Seeking employment if:
(1) 8Specific job interviews have been arranged.

(2) The inmate has been assigned to the work release program for
at least thirty (30) days. :

(3) In preparation of a parole plan and within sixty (60) days
of a parole hearing. ,

d. Settllng reSLdentlal plans for parole release, if a personal ar--‘
pearance in the community where the inmate is to settle is required.

e. Caring for business affairs in person when not doing so would
cause depletion of an inmate's assets or resources so seriously as to
affect his family or future economic security.

f. Family visits in order to strengthen or preserve relationships,

.exerc:.se parental responsibilities, or prevent family division or dis-
integration. :
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2. Criteria governing furlough releases:

a. Inmates shall not be granted furloughs unless they are under min-
imum security custody status; are considered good risks by the institu-
tion's Unit Team and the Director; have no detainers pending; have com~
pleted at least two (2) years of confinement if the furlough is granted
under the auspices of KSA 75-5260 only; have maintained a good behavior
record; and have no formal protests filed against their returning to
their home community.

Prior to granting any furlough release, special screening pro-
cedures shall be undertaken for those inmates with a record of violent
crimes. WNormally, furlough for inmates with a history of repeated
violence will be limited to the final sixty (60) days prior to their
release date or parole hearing for purposes of seeking employment or
finalizing parole plans. Inmates on furlough whose criminal histories
include sexual offenses involving children must be constantly supervised
so that at no time are they left alone with minors.

b. Under the provisions cited in KSA 75-5267, Work Release or Work
Study Program, an inmate shall not be granted furlough release until
he has served time to within one (1) year of his tentative parole
eligibility date and has successfully participated in the program a
minimum of 30 days. Under provisions of KSA 75-5260, the conditions
for furlough shall be as stated under paragraph 1 of this procedure.

In both instances of statutory justification for furlouch re-
leases indicated above, any other time restriction may be prescribed
as deemed necessary by the institution's Unit Team or Director. Any
other extension of the furlough must be approved by the Director and
the Secretary of Corrections.

¢. PFurlough duration times - Under KSA 75-5260, an inmate shall be
permitted furloughs up to, but not exceeding, thirty (30) days per
year, granted in increments of five (5) days or less. Under KSA 75-
5267, an inmate in the Work Release Program may be granted furloughs
up to thirty (30) days at one time, but not exceeding a total of thirty
(30) days per year.

d. Inmates on furlough must remain within the state at all times and

may be required to remain in a specific area(s) or location(s) within
the state.
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e. Every submitted plan for furlough must have the name of a sponsor
with whom the inmate will stay while on furlough. This can include any
responsible adult such as a family member, friend, or volunteer sponsor.
Every sponsor must be sent copies of the "Sponsor Agreement" form, one of
which must be signed and returned to the institution considering the fur-
lough.

Potential sponsors named in the furlough plan shall be investi-
gated via telephone, field investigation, or mail by designated personnel
to verify their identity and appropriateness as a sponsor.

3. Procedures for processing furlough plans -~ Upon receipt of an appli-

cation for furlough, the counselor will send "Staff Recommendation Forms"
to institutional personnel who have frequent contact with the applicant.

Personnel must state any reasons for recommending denial. The Unit Team
will carefully consider these recommendations in evaluating applications

and will include them in the inmate's permanent file.

Furlough applications must be reviewed by the Unit Team at least six (6)
weeks prior to the date of furlough except for work release participants.
Applications must reach the Unit Team Leader at least one (1) working
day before the Unit Team meeting.

a. If the Unit Team recommends approval of the furlough application,
probation and parole staff must conduct an in-person field investigation
of an inmate's first furlough plan or a furlough plan that deviates
markedly from previous furloughs (e.g., home address changes or sponsor
changes). It will not be necessary to conduct a field investigation
every time an inmate is furloughed, but random spot checks of 20 percent
of the plans will be made to ensure their validity for furloughs to the
original sponsor and/or home. :

Within one (1) day following approval by the Unit Team, the
application, file material, and supplements will be copied by the Unit
Team supervisor and distributed as follows:

(1) One copy of the application, file material, and supplements
goes to the district supervisor or administrative head of probation and
parole in the region where the furlough will take place. A cover memo
will include the following information: '
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(a) Name of furloughee.

(b) Name, address, and telephone number of Sponsor.

(c¢) Date furlough begins.

(d) Date furlough field investigation request was sent.

(e) ILocal Probation and Parole Office from whlch the field
investigation is requested.

(£) Requested reply date which should reflect the day that
the field report is expected by both the Director's and the Secretary's
designees. This date shall be at least sixteen (16) days prior to the
date of furlough. This will be a target date which the region's pro-
bation and parole administrative head may use in timing and setting
priorities for field duties.

, (2) One copy of the application, file material, and supplements
goes to the local Probation and Parole Office of the county in which the
furlough will take place.

b. If the Unit Team recommends denial of the furlough application, a
written reason for the denial plus one copy of the application and file
material will be sent to the Director within one (1) working day follow-
ing the Unit Team meeting.

If the Director recommends denial, he will forward the application
to the Secretary's designee, with stated reason for denial. If either
the Director or the Secretary's designee determines that more information
is needed to make a final decision, with five (5) days either person may
subnit a request to the Unit Team for a review of the application or a
field investigation. If the recommendation of the Unit Team is upheld,
the Secretary's designee will return the file material to the institu-
tion., It will be the responsibility of the inmate's counselor to
notify the sponsor and the inmate of the reason for denial.

c. Field investigations by probation and parole offices:

(1) Upon receiving the request, the local Probation and Parole
Office will have a minimum of nire (%) working days to complate the
field investigation. When the investigation is completed (not less than
21 days prior to the beginning date of furlough), two copies of the
field report and recommended special conditions for furlough will be
- forwarded to the district head. The file material and application will
remaln with the field 1nvest1gator for later use in writing a post-
furlough report.
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(2) The regional supervisor or administrative head will review and
make recommendations based upon the field report. Copies of materials
will be forwarded within eighteen (18) days prior to the furlough date
as follows:

(a) One copy each of the application, file material, sup-
plements and field report to the Director of the inmate's institution.

(b)  One copy of the field report to the Secretary's designee.
d. Director's review and recommendations:

(1) The Director will receive the furlough package approximately
sixteen (16) days prior to the furlough. He will review the material
and recommendations, and forward the completed furlough package to the
Secretary's designee at least twelve (12) days prior to the furlough.

(2) The Secretary's designee will issue a furlough order or
denial not less than four (4) days prior to the furlough date. If fur-
lough is denied, a copy of the denial and reasons for it will be sent
to the Director. The Director will note denial and forward the file
material, application and field report to the inmate's counselor, who
shall inform the inmate of the reason for denlal and the appropriate
time to reapply.

4., Notification procedures of furlough release.
a. Within the institutions:

(1} The conditions of furlough, written on the furlough applica-
tion and on the furlough order, shall be mailed to the sponsor prior to
the inmate's release and discussed between the inmate and his counselor
before the inmate leaves the institution. A copy of the furlough order
shall be carried by the inmate at all times while on furlough

(2) The counselor will be responsible for promptly notifying
the inmate and the sponsor if a furlough has been denied. If a field
investigation has been done as a result of the furlough plan and the
furlough has been denied, the counselor should contact the sponsor via:
the local probation and parole field unit. If no contact is made, the
sponsor may assume that the furlough has been granted ,

(3) If a field investigation was requested for a series of
furloughs (such as weekend furloughs) and the inmate has taken only part
of these approved furloughs and has had the remaining ones cancelled
for any reason, the institution will notlfy the approprlate parole staff
of such cancellation.
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(4) If the institution sends an inmate on a furlough without a
field investigation, the parole office in the county of the inmate's des-
tination will be notified of the furloughee's name, dates of furlough,
address at which he will be staying, and the name of the sponsor. This
procedure should also be followed for emergency furloughs.

(5) Any Department staff member who is informed of a furlough
escapee shall notify immediately the Highway Patrol; K.B.I., local law
enforcement officials; the Probation and Parole office where the
furlough took place; the Director of the institution from which furloughed;
and the Office of the Secretary of Corrections.

(6) A furlough identification card with photograph will be issued
to the inmate prior to his departure and returned at the end of the
furlough.

b. DNotification of law enforcement agencies - Upon receipt of approved
furlough, the institution will notify, in writing or by telephone, the
law enforcement agencies, local Police Department, and Sheriff in the .
area where furloughee is scheduled to be. Furlough reports should be
headed with the capitalized words "FURLOUGH INFORMATION."

5. Emergency furlough procedures.

a. Eligibility - Eligibility is determined by the same criteria as
for any other furlough. In extraordinary cases, the Director may waive
administrative restrictions.

b. Duration - Emergency furloughs should normally be limited to
48 hours, plus travel time.

c. Application - Inmates should apply for furlough through their
counselors to the Director. Whatever the specific procedure in an in-
stitution, it must be flexible enough to prevent delays due solely to
the unavallablllty of staff involved. After an emergency furlough has
been obtained; the 'normal application procedure for a furlough w1ll be
completed as a matter of record.

(1) Line 1l: Name of furloughee, date of birth, and physical
description, (race, sex, height, weight, color of hair and eyes).

(2)  Line 2: Namn and address of the person to whom subject is
being furloughed (sponsor).

(3) Line 3: Offense of which the furloughee has been of com-
mitment, FBI number, institution, and dates of furlough.
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d. Notification.

(1) The Probation and Parole Office in the county of the fur-
loughee's destination will be notified. Follow-up procedures will 1nclude
a post~furlough report by the Probation and Parole Office.

(2) It is the Director's or designated personnel's responsibility
to notify the Secretary of Corrections, either by telephone or teletype,
of all emergency furloughs or job interview furloughs (when the interview
appointment date does not allcow enough leeway to accomplish all the above-
listed furlough procedures).

(3) Law enforcement officials will be notified of an emergency
furlough as soon as possible, and in all cases before the inmate is re~
leased. The requirement of 48-hour advance notification does not apply
to emergency furloughs. :

6. Furloughs from mental hospitals - Inmates being treated in mental
hospitals qualify for furlough releases if they have served at least
two years, are otherwise qualified as previously cited in this policy/
procedure statement, and hospital officials determine that a furlough
would be of therapeutic value to the inmate.

Mental hospitals treating inmates shall be provided with the necessary
forms for furlough application. The hospital administrator recommending
a furlough shall apply to the Secretary of Corrections via the appropri-
ate forms. If the proposed furlough is within the scope of the law and
Departmental procedures, it may be approved by the Secretary.

The rules of conduct and length of furlough shall be the same for inmates
on furlough from a mental hospital as they are for other types of fur—
loughs. ;

7. Conduct expected of inmates while on furlough - Tt is mandatory that
an inmate be made fully aware of the follow1ng ‘regulations prior to hlS
release on furlough: ; : :

a. A furloughee may not drink intoxicatihg beverages. Bars and cock~
tail lounges are off limits to furloughees. :

b. An inmate shall adhere to all other condltlons as sp901f1ed on
furlough paper.
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8. Revocation or suspension of furlough.

a. Any employee of the Department having knowledge.of a furlough in-
fraction shall report the facts to the Secretary's designee or the insti-
tution Director will regain custody of the individual and return him to

his place of confinement, i

b. After a complete investigation of the alleged violation by a Pro-
bation and Parole Cfficer and a full report and recommendation by the
Director, the designee will determine whether to confirm the revocation
of the furlough or credit the time lost.
the designee will indicate under what circumstances, with what modifica-
tions- of plan, and after what length of tlme the inmate may reapply for

furlough.

’

If the revocation 1s confirmed,
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Policy of the Department:

To apply statutory good time credits.to an inmate's sentence for the pur-
pose of establishing the conditional release date.

To establish procedures for the award, revocation, and restoration of in-
centive good time credits dependent upon the status of an inmate's good
conduct and work achievement records.

Procedure:

1. Statutory good time credits - Statuatory good time is used to reduce
the maximum terms of an inmate's sentence, thus establishing his/her con-
ditional release date. The determination of the inmate's conditional
release date is accomplished by the institution Records Officer within
one (1) month after the inmate's confinement begins. The Records Officer
shall utilize the "Good Time Table," as adopted by the KAA on July 1,
1974 and shown in the KAA Regulations Manual, in their assessment of the
amount of time to be deducted from the maximum terms of sentence.

2. Incentive good time credits.

a. Application - At each regular ninety (90) day inmate review, the
institution's Unit Team will assess the inmate's work, achievement, at-
titude, and behavior record for the prior 90-day period for recommenda-
tion of 0-9 days incentive good time credits to the inmate's sentence.
The Unit Team's recommendation shall be passed along to the institution's
Program Management Committee, who will either approve or dlsapprove the
amount of time recommended and will forward the necessary 1ncent1ve good
time information to the Records Department for recording.

(1) Good time credits may be denied by the Unit Team for poor
conduct or work, malingering in education programs, or for other rea-
sons determined by the Unit Team. Inability to work due to legitimate
health problems or for''other,reasbns beyond:the inmate's control shall
not be considered as grounds for denial of good time credits.

(2) The Records Department in the institutions shall issue a
sentence supplemental data sheet (Form 1l-~A) to the inmates at regular
intervals not greater than one (1) year. The sentence supplemental
data sheet will indicate the total number of incentive good time credlts
(days) applied to an inmate's sentence.

b. Revocation of good time credits may be ordered by the Instltu-

tion's Disciplinary Committee as a penalty for an 1nmate s comm1351on,
of Class I or II offenses.
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(1) Commission of Class I offenses - good time forfeiture of 30

days to 1 year.

(2) Commission of Class II offenses - good time forfeiture of up
to 30 days.

c. Restoration of good time credits.

(1) The loss of good time credits for Class I offenses shall be
restored to an inmate's sentence after:

(a) The inmate has a clear institutional conduct record and
satisfactory work performance for one (l) year from date of last report.

(b) The request for restoration of lost good time is ini-
tiated by the inmate to his Unit Team, who will verify the good conduct
and vork record and make a recommendation if so indicated.

(c) The Unit Team's recommendation for restoration shall ke
reviewed by the institution's Program Management Committee and Director
for final approval or disapproval. If approved, the institution's Re-
cords Department will be notified to make the proper changes.

(2) The loss of good time credits for Class II offenses shall
be restored to an inmate's sentence by the same procedures indicated
under restoration of Class I offenses, except that an inmate must have
a good conduct record and satisfactory work performance for six (6)
months from date of last report to qualify for the restoration.

(3) An inmate will not be certified as parole eligible before
he/she has earned the restoration of all good time lost.
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Policy of the Department:

To establish a program of volunteer services within the institutions to
provide inmates with the opportunity of expanding and developing the
scope of their relationships with diverse groups of individuals.

Procedure:

1. Individuals interested in becoming a volunteer should contact one of
the institutions to express theilr interest and receive and complete a
volunteer application form.

2. Fach institution Director shall designate a staff member to be res-
ponsible for the coordination of the volunteer program including: inter-~
viewing (approving or disapproving) potential volunteers; screening;
training; and orientation of the new volunteers. :

a. The screening process for volunteers includes fingerprinting,
picture taking (for the purpose of issuing a volunteer I.D. caxd), and
the completion of all necessary security forms.

b. The training of volunteers shall include a thorough briefing of
all institutional security rules and regulations and the exact procedures
the volunteer is to follow in order to enter the institution.

c. The orientation process for volunteers shall include specific
information on the volunteer program with special emphasis placed on
the guidelines and some techniques to he followed for counseling the
inmates. Also, at this time, the Department's "Volunteer Information
Guidelines" shall be distributed to each volunteer for his information,
and assignments to specific areas in the institution will ke given to
the wvolunteers.

3. The Director of an institution shall be responsible for notifying
the other institutions and the central office of those volunteer(s) who
have been "barred" from the institution, and citing the reason(s) for

barring the individual(s), within seven (7) days from the date of action.
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Policy of the Department:

To establish procedures whereby male inmates who have demonstrated good
work, conduct, attitude, and achievement records, and are considered low
security risks, may be assigned to the minimum custody honor camp.

Procedure:

1. Procedures for transferring inmates to the honor camp(s) shall be
in accordance with Item b of Policy/Procedure #403.

2. When considering an inmate's assignment to the honor camp(s), the
Unit Team shall consider the following criteria before making their
recommendation to the institution's Director:

a. The inmate's past history and adijustment (with particular atten-
tion given to any history of assaults, excessive use of alcohol or
narcotics).

b. The offense for which the inmate was convicted. Normally, an
inmate confined for first degree murder or any heinous offense will not
be eligible for honor camp assignment, unless institutional personnel
have strong reason to believe that there is no risk of inmate violence
to himself or others.

¢. The inmate's institutional work, conduct, adjustment, and dis-
ciplinary record.

d. The inmate's prognosis for the future.

e. An evaluation of the inmate's potential in the honor camp(s) pro-
gram, with special consideration given to whether or not the inmate
is minimum custody material, regardless of the length of time served.

3. Honor Camp rules and réegulations.

a. Operation of the honor camp(s) shall be in accordance with the
Department's policies and procedures.

b. Inmates will conduct themselves in accordance with the Depart-
ment's inmate rules and regulations manual, shall adhere to all state
and federal laws, shall obey the procedures delineated in the camp's
General Orders, and will be subject to disciplinary action for v1oJa—
tion of any of the aforementioned guidelines.
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4, Additional guidelines for inmates assigned to the honor camp(s)
include:

a. No inmate shall go beyond designated camp limits (i.e. out of
sight of the building or beyond other limits as determined by the Direc-
tor), except to attend work or special events under direct supervision.
Inmates will return to camp immediately after the finish of work assign-
ments or special events.

b. Transportation of inmates to and from work assignments (or special
events) shall be under constant supervision by custodial personnel or
other authorized state employees. All transportation of inmates will be
by the shortest route possible and with stops only as necessary or in
emergencies.

c. Only those inmates.authorized by the Director will be allowed to
drive vehicles. Inmate drivers must have current operator permits and
must obey all posted speed limits.

; d. Inmate visitation rules and regulations shall be in accordance
with Policy/Procedure #506.

e. Inmate escapes from the honor camp(s) will result in disciplinary

action by the Disciplinary Committee and return of the inmate to the
maximum sSecurity institution from which he was transferred.
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Policy of the Department:

Work Release serves as a transitional program which extends the limits of -
confinement for selected inmates committed to the custody of the Secretary
of Corrections. Through this program, the inmate is granted the privilege
of leaving the institut:ional or center setting to maintain gainful employ-
ment, reestablish community ties, and assume a responsible position in
his/her family and society. The program participants are selected to:
complement the educational-training programs offered at the institution

by providing job-placement opportunities; develop stable work habits;
assume responsibility for support of dependents or payment of debts; and,
provide a period of observation for the Department of Corrections and

the Kansas Adult Authority. This policy is in accordance with K.S.A.

1976 Supplement 75-5267 and K.S.A. 1976 Supplement 75-5268 and supersedes
any existing policies and procedures pertaining to the selection process
of work release candidates.

Procedure:

BASIC ELIGIBILITY CRITERIA

1. NEED - The selection of program participants will be based upon the
individual applicant's need to be involved and is not intended for all
inmates who may be technically eligible according to the following
criteria. The subject's "need," in the casework sense, for the oppor-
tunities, responsibilities, and benefits of this transitional release
program should be identified by the Unit Team or institutional staff in
recommending applicants to the Secretary of Corrections.

2. PARTICIPATION - Participation in the program is a privilege and the
applicant must be willing to participate of his/her own accord. During
the development of the inmate's initial rehabilitation plan (program),
the Work Release Program may be explained to the inmate for inclusion in
“the original program projection. Referral to the program may be made

by outside sources such as the Unit Team or Kansas Adult Authority;
however, the application must be initiated by the inmate.

3. MINIMUM CUSTODY - The Department must be reasonably assured, based
on past performance in the institution and overt behaviors, that there
is minimal risk involved by placing an inmate in the community setting.
Inmates who have not been granted minimum custody status will not be
considered ellglble for the program: thirty (30) days satlsfactory
performance in a minimum custody setting may be required.
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4. BEHAVIORAL FACTORS - Each applicant's institutional vrecord will be reviewed to assess
his/her adjustment and behavior while incarcerated in regard to serious rules violations,
etc. Applicants who are considered emotionally unstable, or, those with a history of
assaultive behavior or crimes of violence may be denied. Work release is not authorized
for offenders identified with large-scale, organized criminal activities, or inmates who,
in the opinion of the reviewers, would be a risk to the public safety or discredit the
Work Release Program. ‘

5. RESIDENCE - Preference will be given to residents from the State of Kansas who have
previously established ties, in or near, the community where the work release plan can
be implemented. The preference will be based upon the applicant's intention to parole -
to that area.

Exceptions to the residency criterion may include permanent relocation to another commun-
ity, or, temporary relocation for the purpose of participating in work release. Permanent -
relocation will consist of the applicant's development of a parole plan to a community :
wherein the work release opportunity is available with the intention of establishing ties

to that community. The applicant will agree to remain in that community for employment,

- furlough, and parole purposes. ' '

Applications will be accepted from inmates who intend to parole to area not immediately
serviced by the Department of Corrections's Work Release Program or contract agencies.
Applicants for temporary relocation must have formulated a parole plan to the community
in which he/she intends to reside following release prior to the submission of the work
release application. Placement of such inmates in the program will be to provide the
Employment Adjustment Benefits of Work Release. Privileges, such as furloughs, will be
limited to the parole placement community in accordance with the policy regarding fur-
loughs (Section 507). Approved applicants will be placed with employers who shall be
advised by program staff of the participant's intended parole plan. -

Any recommendations for the relocation, either permanent or temporary, of work release
applicants should be justified by a narrative comment -prepared by the Unit Team. This
recommendation should consider the need of the individual and the advantages to the in-
dividual as opposed to returning to the community of commitment.

6. PHYSICAL CONDITION - The candidate for work release must be considered by the Unit

Team to be in good physical condition based on observation of the inmate's use of insti-
tutional medical services. Any condition known to exist which may require out-patient care
-or could interfere with work performance whould be reported in the team's recommendation.
Approvals from the Secretary of Corrections office will be contingent upon a complete
physical examination by the institutional medical staff and are required to be returned
to the Secretary's office prior to the subject's transfer to the Work Release Program. -
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7. PAROLE ELIGIBILITY ~ The Department will accept applications from inmates who are
within ten (10) months of the earliest projected hearing date before the Kansas Adult
Authority. Entry into the program is restricted to eight (8) months prior to this date.
The recommended optimum time in the program is 90 - 120 days. The Tatest recommended
date for submitting applications is three (3) months prior to the projected hearing date.
Applications will be accepted at a Tater point; however, the applicant should be coun-
seled that he/she may be required to remain in the program a minimum of three (3) months
from the transfer date.

MECHANICS OF PROCESSING APPLICATIONS AND SELECTING CANDIDATES

1. Any inmate interested in making application for the Work Release Program must, of
their own volition, request the application forms from the Unit Team and elicit the teams
assistance in prccessing the application forms from the Unit Team and elicit the teams
assistance in processing the application. A1l applicants, whether referred by the

Kansas Adult Authority, Unit Team, or the initial projected program, must follow this
application procedure:

a. Inmate requests of Unit Team the necessary copies (4) of application form WR-01.
These are completed by the inmate and returned to the Unit Team to initiate the appli-
cation procedure.

b. The Unit Team receives the application, reviews the request, and verifies as much
information supplied as possible. The Unit Team members prepare their recommendation to
the Deputy Director (Form WR-02) based upon their knowledge of the inmate and the eligibility
criteria established in this Administrative Procedure. This narrative recommendation should
present the work release plan in a manner similar to a parole plan.

c. On the recommendation from the Unit Team, the Deputy Director (or, Director in
smaller operating units) may personally review the file or present the task to an es-
tablished institutional review board Program Management Committee, etc.) for consideration. -

- The review at this point will consider the applicant's progress in the established
~ rehabilitation program, adjustment to dnstitutional environment and structure in regard
to rules violations, use of positive vresources, etc., If, at this review, the applicant
is not viewed as a fit candidate for the program and the reviewer(s) cannot recommend him/
~her for the program, the inmate shall be informed of this denial through a departmental
memo form. Every such denial shall include the reviewer(s) purpose and provide the in-
mate with suggestions on how he/she might improve his/he, record in order to garner a
recommendation. If an inmate has reason to dispute this review and denial, he/she should
express the objection in the established grievance procedure. A copy of this denial will
be added to Form WR-02 and be forwarded to the Work Release Administrator's office for
information purposes.

If the reviewer(s) concupr with the Unit Team's recommendation, an explanation of
why the applicant is considered a good candidate will be entered in the space for Deputy
‘Director's comments and Form WR-02 will be sent to the Director's office. :
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d. The Divector will have the benefit of the inmate's record of total institutional
adjustment and staff recommendations. If the Director has reason to dispute the recommen-
dations of the Unit Team and the Deputy Director, he/she shall advise the inmate of his/
her disapproval of the application and provide a justification on a departmental memo
form, a copy of which ai1l be added to Form WR-02 and sent to the Work Release Admini-
strator.

The Director's concurrence with the recommendations provided on WR-02 should be :
noted and the application processed to the Secretary's Review and Transfer Board accompanied
by two copies of WR-02.

e. The Secretary's Review and Transfer Board, comprised of at least two (2) members
such as the Deputy Secretary of Field Services, Work Release Administrator, or other
staff members as assigned by the Secretary of Corrections, shall review each application. -
Consideration will be given to the candidate's eligibility, the adjustment factors de-
scribed by the institutional staff, the resources available in the community and the
development of a positive parole plan from the proposed work release placement..

The Review and Transfer Board may request additional information from the insti-
tutional staff if necessary. Upon reaching a decision, Form WR-03 will be completed to
advise of approval or disapproval; the decision to disapprove shall result in an explan-
ation to the inmate as to the reason for the denial and suggestions for improvement, if
within control of the applicant.

The approval of the Secretary's Review and Transfer Board will be contingent upon
a physical examination by the institutional medical staff which would detail any physical
condition which may be corrected or which may 1imit the type of work in which the
candidate may engage. The institution, or other operating unit, shall be responsible to
have this physical examination performed and reported on the stancard forms to the Work
Release Administrator's office. The applicant's name will be added to the waiting list,
if one exists, and will be transferred to the specified work release center as space is
available. This transfer will be initiated by the Work Release Administrator.
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WR-01 , INMATE WORK RELEASE APPLICATION

TO

I,

Secretary of Corrections

, NO. » INSTITUTION

respectfully submit application for participation in the Work Release Program.

l.

I am requesting Work Release privileges in County.
1 will/will NOT accept Work Release privileges in any County designated by the Secretary.

List c¢lose relatives or other resources (friends, sponsors, etc.) currently residing in or
near the county in which work release is requested.

NAME AGE ADDRESS RELATIONSHIP
3. Current marital status: Single Married Divorced
4. Number of legal dependents . Are these dependents now receiving public assistance
through the Department of Social and Rehabilitation Services? .
5. 1 (A)  am NOT under court order to support my dependents at this time.
(B) am under court order to support my dependents at this time. This court order
was rendered in County,
6. List individuals or business concerns to which you are obligated as a result of loan,
purchase, court ordered restitution or other legally incurred debt.
BUSINESS CONCERN ADDRESS - ’ AMOUNT OWED
7.

List your education background:
1-6 7 8 9 10 Il 12 GED AA DEGREE BA/BS DEGREE TOTAL COLLEGE HOURS

1f vocational school, list type of training received while in the institution:

List work skills and occupations:

Do you have your own tools? Yes No ‘ List past employment:

FIRM NAME ADDRESS YOUR JOB DATES




9.  Social Security Number: - -

10.. Do you have any writs (habeau corpus, certiorari, etc.) pending in a court?.

—— e

If yes, in which court?

Do you have any detainers lodged against you? Yes No

If yes, from what jurisdiction and for what type of offense?

l11.. Are you eligible for a parole hearing? Yes No

If yes, when are you due to see the Kansas Adult Authority?

List physical disabilities, if any:

Are you taking medication? Yes _ ¥o
If yes, describe the type and purpose of the medication:

In applying for work release candidacy, I hereby authorize the Department of Corrections to
reveal any portion of my offense record to prospective parties and/or agencies involved in.
considering my application. I further agree to exempt the Department of Corrections from all
liabilities arising from the disclosures of said information. I agree to abide by all rules
and regulations concerning my assignment to the Work Release Program.

(DATE) ' (INMATE'S SIGNATURE)

(WLTNESS) (WLTNESS)
(WITNESSES MUST BE EMPLOYEES OF THE DEPARTMENT OF CORRECTIONS)

DISTRIBUTION: Secretary of Corrections (2)
Unit Team
Institution File




WR~02

DEPARTMENT ' OF CORRECTIONS

HOUSING/TREATMENT RECOMMENDATION

FROM: Director DATE:
TO: Secretary of Corrections
SUBJECT: - Recommendation/Comments

ITnmate

Number

Institution
COMMENTS :

DIRECTOR

FROM: Deputy Director, Programs DATE:
TO: Director
SUBJECT: - Recommendation/Comments

Inmate

Number

Institution
COMMENTS :

DISCIPLINARY REPORT

DEPUTY DIRECTOR




FROM:

TO:

SUBJECT:

COMMENTS :

Unit Team

Deputy Director, Programs

Recommendat ion/Comments

Inmate

Number

Institution

DATE:

P.E. DATE

CORRECTIONAL COUNSELOR




WR-03 ¥KANSAS DEPARTMENT OF CORRECTIONS

WORK RELEASE STATUS

FROM: Seecretary of Corrections - DATE:
TO: Inmate -

Number -

Institution -~

SUBJECT: Application for Participation in the Work Release Program

Your application for partiéipation in the Work Release Program has been

FOR THE SECRETARY

DISTRIBUTION:
Applicant
Unit Team

Institutional File Work Release Administrator
Receiving Center
Work Release File

File
WR~-03 KANSAS DEPARTMENT OF CORRECTIONS
WORK RELEASE STATUS
FROM: Secretary of Corrections DATE:
TO: Inmate -
Number -
Institution -

SUBJECT: Application for Participation in the Work Release Program

Your application for participation in the Work Release Program has been

FOR THE SECRETARY

DISTRIBUTION:
Applicant
Unit Team

Institutional File Work Release Administrator
Receiving Center !

Work Release Tile

File
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Policy of the Department:

INTRODUCTION - Supervision of Work Release Participants

Philosophy of Supervision

SECTION I - CUSTODIAL SUPERVISION

A.

RESIDENT ORIEMNTATION

1) Review of Rules and Regulations
2) Program Conditions and Privileges
CUSTODY REQUIREMENTS

1) Extension of Confinement

2) Room and Person Searches

3) Urinalysis

4) Blood Tests

5) Breathalyzer Test

SECTION II - PROGRAM-PLAN SUPERVISION

A.

CI

"PLAN IMPLEMENTATION

1) Participant ~ Employer Agreements
EDUCATION - TRAINING RELEASE

FACILITY GUIDELINES

TRANSPORTATION

1) Sstate Vehicles

2) Public Transportation

3) Private Transportation

4) Personal Cars

DATE:

2/1/71
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SUBJECT:

Supervision and Operation of Work
Release Program

SECTION IIT

E. WORK RELEASE PRIVILEGES

1) Point-to-Point Passes

2) Special Furloughs

3) Forty-Eight Hour Furloughs

F. REMOVAL FROM WORK RELEASE

1) Parocle Release

2) Revocation

3) Participant Request for Removal

G. SERVICES AND MEDICAL CARE

1) Counseling Services

2) Medical Care

H. WORK RELEASE ACCOUNTING

1) Disbursement of Work Release Farnings

2) Inmate Benefit Fund

3) Institutional Account

4) Outside Savings/Checking Accounts

- WORK RELEASE RECORDS

A. ADMINISTRATIVE FILES

B. FACILITY LOGS

C. INCIDENT LOGS AND REPORTS

D. RECORDS CONCERNING RESIDENT PROPERTY

l) Resident Property Inventory

2) Abondoned Property

3)' Contraband Records

- DATE: 2/1/77
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PRGCEDURE  [SUBJECT:

MANUAL Supervision and Operation of Work
Release Program

SECTION IV - FACILITY REPORTING REQUIREMENTS
A. REPORTING WORK RELEASE INCIDENTS
B. ESCAPE PROCEDURE - REPORT
C. MONTHLY ACTIVITY REPORT
D.  MONTHLY PARTICIPANT EARNINGS LOG

E. WEEKLY WORK RELEASE DATA SHEET

DATE: 2/1/77
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Policy of the Department:

Restoration of the adult criminal offender to society as a useful citizen
under conditions which provide maximum protection to the community is the
primary objective of the Kansas Department of Corrections. Protection of
society and rehabilitation of the offender are sometimes seen as being in
conflict , but in fact are inseparable. If the offender has been truly
rehabilitated, society has been adequately protected.

Work release offers a unique opportunity to realize correctional objec-
tives. 1In no other part of the system can the offender be permitted to
leave confinement and work in the community while under close supervision
and custody.

Work release is only one aspect of the community—based corrections con-
cept, but it could play a major role in the corrections process.

This policy is in accordance with K.S.A. 1976 Supplement 75-5267 and
K.S.A. 1976 Supplement 75-5268 and supersedes any existing policies and
procedures pertaining to the operation of Work Release Programs, including
Administrative Procedure 501 - Work Release Manuals; A.P. 502-Work Release -
Program Advance; A.P. 503 - Field Supervision of Work Release Participants;
A.P. 504~-Rule Violations -~ Work Release and Study Release Participants;
A.P. 505 - Disbursement of Work Release Earnings; A.P. 507 - Work Release
Earnings Account. o :

DATE: ‘2,/1/77,
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INTRODUCTION

SUPERVISION OF WORK RELEASE PARTICIPANTS

This procedure will be most concerned with the practical aspects of super-
vision and how they will relate to rehabilitation of participants.

However, before reviewing the procedures, policies, and rules concerning
supervision, a philosophy of supervision is being provided. Only when
interpreted in the llght of this philosophy will the practical functlonal
approach of supervision be effective.

PHILOSOPHY OF SUPERVISION

Persons under supervision in work release represen’ i wide range of potent-
ial for readjustment. Their potential for further criminal behavior also
varies widely. Certain offenders will be considered a physical threat

to the community, while others are property offenders with little poten-
tial for violence. Still others fall into a "nuisance" category, typically
committing crimes of a petty nature.

Within the legal and administrative constraints of the program, different
treatment and behavior standards will be required of these groups. For
the potentially serious or violent cases, emphasis will be placed on re-
directing the hostility or anger and the need for self-control. These
persons will be returned to prison for behavior which might be tolerated
in a person who offends in a less serious way. In short, each case will
be measured by the kind of threat the individual represents and his/her
potential for change.

It would be naive to expect an offender from a low socioeconomic group to
suddenly assume middle class values and standards of behaviors; goals

and objectives must therefore he in terms of the individual's capacity to
achieve them. While offenders may be grouped according to broad charac-
teristics, the solution to each case must be in terms of the individual's
specific circumstances, capacities, and resources. The casework method
hest lends itself to this individual approach. Through surveillance and
control, use of community resources, individual counseling, and practical
a551otance, the Work Release Supervisor and/or Unit Team help the offender
resolve his problems and if necessary, change his behavior.

Casework supervision in a work release facility setting will generally

require a broader use of authority than that authorized in other portions
of comnmunity corrections. However, it is 1mportantkthat the authority

DATE: 2/1/77
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be used in a positive manner and in the best interests of society and the
individual case. The enforcement of regulations (by arrest, if necessary),
* imposition of necessary restrictions, the control of personal finances,
and revocation of work release, are as much a part of the casework process
as helping to find a job, providing counseling, or getting medical care.

Decisions as to when and how to use authority must be a casework decision.
-Its misuse by a Work Release Supervisor and/or Unit Team to satisfy their
own needs for domination or control is unacceptable and inappropriate.
Constructive use of authority does not conflict with the principles of
casework and treatment, but i1s an integral part of the rehabllltatlon
process.

SECTION I -~ CUSTODIAL SUPERVISION

1. RESIDENT ORIENTATION

The Work Release Administrator will notify the Work Release Center .when
. an inmate intends to transfer from the parent institution so that the
staff may be prepared to receive him/her. Within a few hours of the in-
mate's arrival, a knowledgeable staff member should conduct an orien-
tation to the Center, including its rules and physical layout. A newly
arrived inmate should not be allowed to stay overnight or through a week-
end without having the Center's rules and regulations explained to him/
her. The housing regulations and the program criteria may be explained
in two separate sessions, although orientation must contain the points
outlined below. ‘

a. REVIEW OF RULES AND REGULATIONS -~ During the initial contact with
an inmate following his/her arrival at the Center, a complete review of
facility rules shall be conducted. The staff member responsible for this
familiarization shall provide the inmate with a copy of the rules to be
retained throughout his/her a551gned to the Center. The inmate should
be given the opportunity to review each rule with the staff member and re-
gquest clarification to eliminate any doubt regarding the rules and/or
their implications. The inmate shall acknowledge the orientation and
rules by signing a statement indicating that he/she understands and is
prepared to conform to them. :

; b. PROGRAM CONDITIONS AND PRIVILEGES - This portlon of the orienta-
tion may be delayed and conducted by the Supervisor or Counselor. This
session should expose the inmate to the general program criteria as
opposed to the specific facility guidelines; i.e., conditions of work

‘ release (WR—O4) inmate work release plan (WR-05), furlough ellglblllty

DATE: 2/1/77
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criteria, and conditions of furloughs, etc. Usually, this criteria will
deal with specific behavior and rewards dependent upon the inmate's good
‘behavior. These conditions should be impressed upon the inmate as well

- as the consequences of the violation of them. Each inmate shall sign two

copies of the conditions of work release, retaining one copy for refer-
ence. If the inmate has, at any time, questions or doubts concerning
these points, he/she should be encouraged to ask a staff member for assis-
tance and clarification.

2. CUSTODY REQUIREMENTS

Because all work release facilities under the jurisdiction of the Kansas
Department of Corrections are considered extensions of the state correc-
tional institutions, each facility is expected to conform to basic custody
~requirements. A primary requirement is 24 hour coverage, seven days a
week by authorized staff. At no time should any facility be without this
supervision. ' In an emergency situation, if the supervising staff person
must be absent from the facility, his absence should be cleared first
with the facility Supervisor. Responsible supervision is as important

as full time supervisor. Volunteers and student interns should seldom,
if ever, be left in charge of a facility. Although there may be a few
occasions when the intern or volunteer might find himself temporarily

"in charge," this should be the exception rather than the rule and should
be limited to very brief time periods.

a. EXTENSIONS OF CONFINEMENT - Although each facility will be respon-
sible for the 24 hour supervision of its residents, state law does permit
the releasee to leave the confines of the facility when it is necessary
to implement his plan. Kansas Statutes Annotated more specifically state
that the Secretary of Corrections may extend the limits of confinement
for participants in the Work-Study Program. Program participants shall
be confined to the facility at all times except: (1) when interviewing
prospective employers or arranging for registration in a training facil-
ity: (2) when at paid employment or attending a training facility; (3) if
enrolled in an on-campus training program or when participating in neces-
sary on-campus activities or mandatory field trips; (4) when authorized
a point-to-point pass not to exceed two hours for the purpose of trans-
acting personal business and (5) when on furlough or pass.

b. ROOM AND PERSON SEARCHES ~ Participants are subject to the search
of his/her person, packages, and living quarters at any time. Person.
searches may be either of the pat-down or strip search type at the dis-
cretion of the officer(s) conducting the search; such searches will ;
probably not be a frequent occurrence. Any contraband seized will be dis-
posed of as per regulations specified by that facility. In the event

DATE: 2/1/17
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contraband is discovered, an incident report should be provided, noting .
when the search was made, by whom it was conducted, and who acted as wit-
ness, and on whom the search was made. This information should also be
entered into the permanent facility log.

In every facility, regardless of who is providing custody staffing, peri-
odic room and ground checks are to be made daily at irregular intervals.
In particular, at least hourly checks are to be made after the curfew
hour to ensure that all individuals listed as present are present.

c. URINALYSIS - A urinalysis is a relatively swift and uncomplicated
way of determining whether or not an individual has used drugs or nar-
cotics. A disadvantage of urinalysis is that it will not detect all il~-
legal substances, marijuana and LSD being prime examples.

a) When a urine sample is secured from a resident, the resident
should remain under observation at all times to avoid either dellberate
or accidental adulteration of the sample. :

b) The urine sample should be removed from the possession of the
resident immediately and the responsible staff person should label it
and identify it as to name of the witnessing staff member. The sample,
in the appropriate container, should then be delivered immediately for
processing. Thus, a chain of evidence can be maintained and deliberate
efforts to destroy the sample can be defeated.

The results of the urinalysis may be used as evidence in
administrative hearings concerning disciplinary action against the re-
lease. The staff member obtaining the urine sample must be prepared to
testify that he observed the sample being given, and that it was not sub-
ject to tampering during the intervening period of time. Under the cir-
cumstances, the fewer persons involved in handling this evidence before
it is processed, the greater its credibility.

d. BLOOD TESTS - In detecting the use of illegal substance, the blood
test is a much more accurate tool than urinalysis. At the same time, it
has much greater disadvantages. For one thlng, the blood test should
only bhe taken by a qualified lab technician or nurse. For another, the
processing of theé sample is more complex and expensive. llevertheless, -
there may be occasions when a blood test is absolutely~necessary.

As with the results of the urinalysis, those of blood tests may be used
as evidence for disciplinary action. Establishing a chain of evidence

will probably be done at the laboratory itself by professional staff us-
ing accepted labeling techniques. Nevertheless, it will be necessary to -
establish that the blood test taken from the resmdent and the one belng
placed in evidence are one and the same. -

kDATE’: 2/1/77
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€. BREATHALYZER TEST - A necessary part of an effective alcoholism pro-
gram 1s accurate determination of when a participant has been drinking.
One relatively effective way of making this determination is through the
use of the breathalyzer. A supply of breathalyzer units should be avail-
able to the officer in charge and he may request that any participant
suspected of being under the influence of intoxicants, submit to the
test. An incident report should be written when such tests are adminis-
tered and results indicated.

SECTION II - PROGRAM-PLAN SUPERVISION

A, PLAN IMPLEMENTATION

The work release plan should be implemented as quickly as possible fol-
lowing the completion of the inmate's orientation to the facility and pro-
gram rules. In some cases the inmate may arrive at the facility with an
offer of employment or have prospects for employment from previous em-
ployers. These potential positions should be investigated by the super-
visor, counselor, or other staff persons assisting the plan development.
Otherwise, the initial interview should reveal the type of training, prior
work experience, and resources the inmate has to present an employer,

and the staff should initiate its own search through contact with pros-
pective employers and community resource persons or agencies. The inmate
should be active in searching for employment, and shall not passively
permit others to secure his/her employment. The Work Release Administra-
tor shall have the authority to remove an inmate from the program if he
has been at the facility for 30 days and has been unable or unwilling to
locate employment (see Removal of Inmates From Work Release).

1) PARTICIPANT-EMPLOYER AGREEMENTS ~ The inmate will be transported to
job interviews and the supervisor, counselor, or other staff member shall
be available to establish personal contact with the employer and/or the
immediate work supervisor. At this point, the philosophy of the Work
Release Program and the "Employment Plan Information Sheet" (WR-06)
should be explained to the employer. The WR-06 is designed to provide
information about the program to the employer and information about
normal work hours; rate of pay; days to be worked; date of pay; .and job-
site location, to the work release staff.

When employment has been secured and approved by the supervisor, the
counselor or designated staff member will complete the "Inmate Work Re-
lease Plan Agreement" (WR-05), discussing it with the inmate to ensure
that he/she understands the committment. At this time, the "Conditions
of Work Release Agreement" (WR-04), should also be explained to the
inmate. The inmate will sign and certify that he/she understands the
contents of both documents. ‘

DATE: 2/1/77
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B. EDUCATION-TRAINING RELEASE

Work release participants may wish to pursue further educational or voca-
tional training during their placement in the Work Release Center. Re-
quests for authorization to attend classes at a local university, junior
college, or vocational-trade school should be made in writing to the
supervisor of the Work Release Center, who will determine approval or
disapproval based on the following criteria:

1) Subject's efforts to involve him/herself of the educational-vocation-
al training opportunities available in the community prior to incarcera-
tion and/or in the correctional system.

2) Subject's full~time employment while at the Work Release Center and
possible disruption by the proposed educational/study plan.

3) Subject's ability to finance the costs of tuition, books, and regis-

tration either through his/her own earnings or through educational,grants—b‘
in-aid, and his/he:r understanding that the state shall not be responsible -

for such expenses. Tiransportation charges shall be at the same rate as
for work release transportation. The use of public transportation systems
should be encouraged. ‘

4) Approval of subject's plan detailing the location, class schedule
(Form WR-05), verified by the Correctional Counselor.

Approval for this release program will be granted by the Work Release
Supervisor as a privilege which must be earned through the individual's
cooperation in the Work Release Program, and through continued compllance
with all rules and regulations of the program.

C. 'FACILITY GUIDELINES

Each work release facility will establish a set of guidelines for its
residents, supplemental to the Secretary of Corrections' Administrative
Procedure and general policy statements of the Work Release Administrator.
For the most part, these guidelines will deal with behaviors necessary
for group living situations. In order for these guidelines to be
enforceable, they must be approved by the Work Release Administrator and
Deputy Secretary of Field Services' review. If there is some guestion
concerning the rules, they will be referred back to the facility for
clarification or modification. If they are accepted as written, they
will be initialed by the Work Release Administrator and the Deputy Sec-
retary of Field %erv1ces and . date of approval noted,

DATE: 2/1/77
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When reviewed and signed, the facility guidelines should be distributed

as follows: Original - Work Release Administrator; carbon copy - Facil-
ity Supervisor; carbon copy = Facility staff. Once approved, the facility
guidelines will be given to each resident and a orientation provided to
give in-depth understanding. The resident is to sign the guidelines
noting that he has received and read a copy of them. Only when this is
completed do the rules become binding and enforceable.

Facility guidelines shall be written in clear narrative style that may be
understood by participants and staff. Ambiguous rules should be avoided
to prevent confusion and misinterpretation. Subijects which guidelines
will address include, but are not limited to: wvisiting hours and policy;
room and facility cleanliness; accounting and budget procedure; care and
use of state-owned equipment; telephone use policy; boundaries and autho-
rized areas; shake down and count procedures; participant property in-
ventory; etc. The purpose of the guidelines is to define behavior,
structure environment within the Center, and provide for the control and
management required in a minimum security setting.

D. TRANSPORTATION

1) STATE VEHICLES - The transportation officer and food service personnel
should be supplied with information concerning the inmate's work schedule
for coordination purposes. The participant should be transported to and
from work in the state vehicles until he/she can assume the responsibility
of utilizing other approved transportation.

As the participant proceeds with the program plan and has been given a
parole release date by the Kansas Adult Authority, the supervisor and/or
counselor should investigate alternate methods of transportation so that
the participant becomes more reliant upon the resources available in the
community and not dependent upon the state's transportation vehicles.
Because of work site locations or work hours, this final option will not
always be practical; however, it should be considered as each participant
receives a parole release date.

2)  PUBLIC TRANSPORTATION ~ Whenever possible, the participant should use
the public transportation available. He/she will be expected to meet the
costs for that transportation and the monies to cover it should be added
to his/her weekly expense check. :

3) PRIVATE TRANSPORTATION - For transportation to and from work, the
Work Release Coordinator, may, after proper investigation, approve private
transportation with co-workers. If employment is within a reasonable
distance and the participant so desires, he/she may, at his/her expense,
purchase a bicycle to be used for transportation.

DATE: 2/1/77
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4) PERSONAL CARS - In exceptional cases, when an individual participant
is nearing his/her release date and it is necessary that he have a per-
sonal car for transportation while on parole, a request may be made to
purchase a car while residing at the work release facility. Authorization
" for such a purchase may ke recommended by the Work Release Supervisor

and authorized by the Work Release Administrator and will be contingent
upon: individual need; the participant's work release account and income;
the possession of a valid Kansas drivers license; arrangements for suf-
ficient insurance coverage to comply with current Kansas Vehicle Registra=-
tion requirements.

E. WORK RELEASE PRIVILEGES

The statute which authorizes the work release program also allows the
Secretary of Corrections to release inmates to the community for super-
vised leaves or outings. This program flexibly extends the limits of an
inmate's confinement, retaining him/her within the Secretary's custody
while in the company of an approved sponsor and restricted to a general
geographic area or address. The use of passes is a means of restoring .
normal family and community relations and developing a sense of respon-
sibility in the participant. Generally, furloughs will not be approved
for areas other than to the community to which the applicant intends to
return on parole, which should always be in or near the area of ‘the work
release center. All outings must be authorized and documented. No
part1c1pant shall be allowed to leave the center without a pa ss indicat~
ing date, time, sponsor, address, etc. : '

Releases should be monitored at least on an intermittent basis. If the
participant is released for a specific purpose (to purchase clothes,
haircut, etc.,) he/she should return with sales slips for items pur-
chased or with other indications that the outing was completed as proposed
in the request. Treatment outings, if the participant is involved in

a communlty treatment program as a part of the overall work release pro-
gram, should be monitored through the counselor's contact with treatment
staff to determine the participant's progress for report purposes.
Appointments w1th lawyers,. doctors, etcs, may be conflrmed by telephonic
contact ,

1) POINT-TO-POINT PASSES ~ Point-to-point passes are unescorted outings
- permitted for the transaction of essential personal business and are to
be incorporated in the facility's incentive program. The initial ‘bus-
iness outings may be escorted at the discretion of the supervisor. ‘What ,
constitutes essential business will be specified in the facility regula—'
tions. Basically, if it cannot be justified as a business outing, it
should not be granted. Some outlngs Wthh fall in the justlfled category
include: :

DATE: 2/1/77
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a) Outings to purchase work clothes;

'b) Outings to purchase essential toiletries;

¢) Outings to obtain haircuts;

d) Outings to visit doctor for health needs;

e) Mandatory field trips for work study personnel; and,
f) Approved religious activities.

The "point~to-point" pass or business outing is generally not to exceed
two hours in length. Additional time may be included to accommodate trav-
el time, but the allowance should be as accurate as possible. In the
event of any emergency which should create a delayed return, the partici-
pant should telephone the facility's supervisor for clearance of addi-
tional time. The clearance should be granted, however, only after staff
personnel have been satisfied that it is a legitimate request and that

the participant is conducting the business he/she set out to do. Approp-
riate notation of extended clearance time shall be entered in both the
facility log and the partlclpant check~in, check-out log.

2) SPECIAL FURLOUGHS - (Policy/Procedure 507) Special furloughs allow
participants who receive the recommendation of the center staff to be re-
leasad to the company of an approved sponsor for an eight hour period.
This furlough shall not interfere with the participant®s normal work hours
. and may not be granted as an overnight outing. The granting of a special
furlough in the work release setting will be based upon the follow1ng
criteria:

a) Application for the furlough must be initiated by the sponsor, who
has been approved per Policy/Procedure 507. Furlough duration may wvary
according to the spongor's schedule, not to exceed eight hours. Furlough
termination shall be before the last shift change of correctional offi-
cers on the date the furlough began;

b) The application shall be specific to include the purpose of the fur-
lough, date and time, and indicate an address where the participant and
sponsor may be contacted for emergency or monitoring purposes;

¢) Participants must have maintained a good behavioral and work record
in the facility;

d) Special furloughs will be limited to two per month. The supervisor
may wish to recommend the initial furlough prior to the approval of a

48 hour furlough as a testing period for the participant and sponsor.
~This furlough may be recommended after the parole officer's field investi-
gation has been completed and after the participant has three weeks suc-
cessful placement on a job.
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3)  FORTY-EIGHT HOUR FURLOUGH - Participants are eligible for a 48 hour
furlough after successful employment in the program for a period of thirty
days. Additional 48 hour furloughs may be granted on a monthly basis,
generally on the anniversary date of the first granted furlough (Policy/
Procedure 507). When the participant has been granted a parole release
date, the Supervisor may recommend additional 48 hour furloughs to allow
the releasee an opportunity to locate housing or attend to other essential
business matters preparatory to the actual release date.

F. REMOVAL FROM WORK RELEASE STATUS

The work release experience of every participant will be terminated ;
through one of the following methods: parole release; revocation; or at
the inmate's own request. The objective of the Department of Corrections
is to maintain the participant in the program to a successful completion.
Removal from the program will bhe reported on form WR~07 "Report of Status
Change and/or Removal."

. 1) PAROLE RELEASE ~ Pre-parole planning is the joint responsibility of
the facility staff, the participant, his/her family and future parole
officer. Each parole plan should be considered and discussed by the
participant and counselor to determine the most viable alternatives open
to the individual. The plan should include opportunities for the parti-
cipant's utilization of community resources and treatment programs, and
intentions for securing a decent residence, improved personal resources,
and social contacts, etc. Generally, the participant will plan to retain
the employment secured while in the program.

2) REVOCATION - The decision to remove a participant from the program -
due to his/her inability to conform to the structure or rules should be
tempered with the Department's philosophy of supervision (Introduction).
While all rules violations are serious, the discretion of the staff will ,
be based upon the individual participant's adjustment and behavior in con-
sidering disciplinary sanctions. In all but the most serious of cases,

an attempt should be made to maintain the participant in the program and
provide an opportunity for his/her decision to comply to the expectations
of the program.

If the work release Supervisor is aware of an inmate's lack of interest

in locating ~mployment, refusal to accept employment, loss of employment

due to his/her inability to adjust to the work, or conflict with the

employer or co-workers, the participant should be counseled about the

situation. If within 30 days the participant does not improve in atti-
. tude and motivation, the supervisor may recommend hls/her removal.
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a) DISCIPLINARY ACTION - Disciplinary sanctions should be imposed in the
form of restrictions and/or the denial of privileges. However, when
these efforts have been attempted and the participant's behavior has not
improved, the decision to revoke a participant's work release status
should be made in the same philosophy of supervision. Every recommenda-
tion to remove a participant through revocation should be as a result of
a disciplinary board's hearing in which the participant has the oppor-
tunity to defend his/her position. The recommendation of the Unit Team
will then be made to the Work Release Administrator or Program Management
Committee who shall made the decision to transfer the inmate or retain
him/her.

b) ESCAPE - The willful failure to remain within the extended limits of
confinement or to return within the time prescribed from work or a fur-
lough may be an aggravated escape from custody (K.S.A. 1972 Supp. 21-3810).
If it is determined that evidence exists that a participant has violated
this status, the escape procedure shall he activated and an incident re-~
port prepared.

c) NEW CHARGES - All cases in which a participant becomes involved in
new criminal activity shall be reported to the District/County Attorney
for prosecution. The Department will place a hold on the subject to
ensure his/her appearance at the trial. Conviction on the charge shall
result in revocation.

3) PARTICIPANT REQUEST FOR RIMOVAL - Infrequently, a request may be made
by a participant to return to the institution from which he/she was trans-
ferred. The inmate may assess his/her total work release experience and
conclude it is in his/her best interest to seek removal from the program.
This situation may develop as the result of disciplinary action, friction
within the facility, etc. Those participants who have reached this
decision should make their request to the Work Release Administrator, who
shall conduct interviews with the participant, staff, and employer before
granting approval or denial.

G. SERVICES AND MEDICAL CARE

1) COUNSELING SERVICES - The Work Release Supervisor and Correctional
Counselor shall aid in the transitional adjustment from the institutional
setting to the community based program. In some cases, participants may
be recommended for, or require, counseling services to provide support
which will maintain him/her on parole and in the community. The work
release staff shall assist in locating the services for the participant
throggh consultation with the local parole supervisor and community
service agencies.
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Participants will be responsible for all expenses associated with such
services and payments will be budgeted for and paid from the work release
earnings.

2) MEDICAL CARE - Each work release facility shall maintain an adequate
first-aid kit for minor medical treatment.

Prior to their arrival at the work release facility, each participant

will have an examination by the institutional physician. In the event
the participant requires emergency medical attention, the Work Release
Supervisor is empowered to take the necessary action to provide care.

Non~emergency medical appointments should be coordinated with the work
release staff and not conflict with normal work hours, if possible.

Because participants shall be responsible for their own medical expenses,
if possible, they should be encouraged to enroll in medical-hospitaliza-
tion plans, etc. Emergency treatment will usually be covered through.
such group insurance programs or through Workmen's Compensation.

H. WORK RELEASE ACCOUNTING

All earnings éoﬁpensation or monies received from paid employment or job
training (including G.I. Benefits) shall be paid over to the Work Release
Accountant for control and distribution according to the following pro-
cedure. :

1) DISBURSEMENT OF WORK RELEASE EARNINGS - The disbursement of work re-
lease earnings shall comply with the statutory mandate (K.S8.A. 75-5268},
relevant administrative procedures issued by the Secretary of Corrections,
and policy statements from the Work Release Administrator. The work re-
lease participant shall be advised of all disbursements in a statement
from the accounting office indicating each transaction involving his/her
account. A copy shall be retained in the accounting file.

a) Each participant shall receive a designated amount of his/her earn-
ings to cover incidental expenses connected with the employment or job
training. The Work Release Administrator shall issue a memorandum to
indicate the amount as necessitated by cost of living indicators. The
amount paid to the participant shall allow for cash on hand at the time-
of the request so the amount in the participant's possession does not ex-
ceed the maximum allowed by facility guidelines.

b) Work release participants shall be charged, at a rate to be designated

by a Work Release Administrator's memorandum, for maintenance (room and
board) and transportation. The charge to be deducted from the account
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shall be calculated on the basis of days worked and the shortest, most
direct, route traveled to and from the place of employment.

¢) A minimum work release balance shall be maintained by each partici-
pant and the amount shall be designated in a memorandum from the Work Re-
lease Administrator. This balance should be attained as soon as possible
and requests for other withdrawals should be monitored to determine the

~need of the participant for such expenditures.

d) All payments for debts or to dependents shall be made by check through
the facility accounting staff. A properly addressed envelope and postage
shall be furnished by the participant for this purpose. In the case of
payments to dependents residing in Kansas who are recipients of public
assistance through the Department of Social and Rehabilitive Services,
payments shall be made to the District SRS Office servicing the recipient.
Money disbursed to dependents directly or through SRS shall be noted on
accounting forms as dependent support. "Dependents"” shall be identified
to the supervisor in the participant's written request to contribute his/
her earnings. The supervisor should attempt to verify the legitimacy of
the request through contact with the SRS District Office, or otherwise
attempt to indicate that the dependents rely upon the participant for
support.

e) Participants desiring to purchase luxury (non-essential) items shall
request the purchase through the supervisor who will consult with the

- accounting staff to determine the status of the account and ability to

purchase. The counselor should be advised and counsel the participant
concerning the need for the item through the budgeting process. Work re-
lease participants shall not enter into installment contracts or lay-away
purchases without approval of the Work Release Supervisor.

2) INMATE BENEFIT FUND - Work release inmates, when received at the

‘facility, will be permitted to communicate with their families by tele-

phone (see facility guidelines) to request work clothing and/or tools
required by their employment. In the event the inmate has no resources
available, the supervisor may approve a loan from the inmate benefit
fund available to the facility. Loans from this fund shall not exceed
a total of fifty dollars ($50) per inmate.

The inmate should request the loan via a written request to the counselor
who shall check with the accounting office to determine whether the appli-
cant has sufficient funds in his account to provide his/her needs until
the first paycheck is received. If it is evident that there are not

funds available the counselor shall make the recommendation in writing
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to the Supervisor for approval of the loan. Upon approval by the Super-
visor, the accounting office will advance the requested amount to the
inmate applicant. This transaction shall be recorded on. the inmate's
account when the inmate has signed a suitable receipt form, a copy of
which shall become a part of his/her work release file.

Repayment of the loan shall be made from the first two payche:sxs and re~
turned to the inmate benefit fund. The inmate shall be notiirisd in ad-
vance, through budget planning, etc., that the loan payment wiil be taken
from the account and a receipt issued at the time of the deduction.

3) INSTITUTIONAIL ACCOUNTS - The participant's account from his/her parent
institution will be transferred to the Work Release Center, although
institutional earnings and Center earnings will be maintained separately
in one account. The institutional earnings of the new arrival may be

used by the inmate for the purchase of tools, clothing, etc., to avoid
making a loan through the benefit fund. Transactions from the institu-
tional account for such purposes should be identified on the monthly

work release earnings log (WR~08).

4) OQUTSIDE SAVINGS/CHECKING ACCOUNTS - It is not within the scope of the
Department of Corrections to control an individual's savings or checking
account established prior to his/her incarceration. The participant :
may have such accounts of which the Department may have no knowledge.

New accounts may be opened through the supervisor or counselor immediately
prior to the participant's release and whatever monies used to establish
such accounts shall be considered as assets in determining the amount

of gratuity as detailed in Policy/Procedure 312. Participants shall
deposit monies in savings or checking accounts through this same procedure,
if authorized by the Work Release Supervisor. ‘ ;

 SECTION III - WORK RELEASE RECORDS

Work release facilities, as with all organization entities, will maintain
files concerning all official correspondence, facility inventories, con-
tract agreements and appropriate personnel files. Additional files,
however, must be maintained on each work release participant.

A. ADMINISTRATIVE FILES

The administrative file maintained by the facilities supervisor on all
participants in residence and those approved for the program are used
for ongoing reference and as a control instrument for check-dating re-
ports, formalized actions, and status changes. Such files should be
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maintained in one central location within a facility in a file cabinet.
All inmate records and files shall be handled in compliance with Policy/
Procedure 107. Included in each administrative file, arranged chronolog-
ically with the latest papers on the top are:

1) Institutional Admissions Summary;

2} Institutional Progress Reports;

3) Work Release Application;

4) Work Release Agreement, Employer's Agreement, etc.;

5) Signed copies of Rules and, if any, Special Conditions;

6) Progress Reports, Parole Placement Referrals, Violation Reports, etc.,
in order of their completion;

7) Federal Bureau of Investigation Identification Sheet.

The administrative file will be closed only when the facility's interest
in a given participant ceases. When an individual is paroled from the
work release facility, his/her file will be forwarded to the Central Of-
fice or to the parent institution maintaining control of the case.

B. FACILITY LOGS - Check-In/Check-Out Records - A record of all partici-
pants' whereabouts at any given time should be maintained during the
duration of his/her confinement. This should be in the form of a check-
in/check~out .log which may be individualized by date or party concerned

and used in conjunction from form WR-09, which monitors employment.

There must be a written record, monitored by the staff, which could con-
firm an individual's whereabouts at any time. The log should, therefore,
contain such information as when an individual signs out of a facility
(daté and time), destination by name and address, and purpose and time of
return. Each entry should be countersigned to reflect the monitoring
taking place. A log of this nature may be used as part of the facility's
legal records so it 1is important that all entries be accurate and com-~
plete.

_ This logging system will show: 1) where each participant who leaves

the facility is going; 2) how long he will be gone; 3) what he will be
doing when he leaves; 4) when he plans to return, and 5) when he does
return, the time of return. The participant should make these entries
himself but each entry should be monitored and initialed by a staff member
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0 assure its accuracy, at least in terms of time and the person making
the entry. This should prevent one resident from signing another re51dent
out or in and assure that the time out and time in are correct.

C. INCIDENT LOG AND REPORTS ~ Frequently, incidents will occur at the
facility that should be communicated to staff not present at the time of
the incident. Verbal communication of such incidents may be forgotten.
One manner of maintaining communication is adopting an incident log with
each member of the staff required to review the log at the beginning of
each workday. This assures important communications will not be lost,
misplaced, or ignored. If an incident log is used, each person reviewing
the log should initial it to confirm he has read the entries.

Information contained in facility records, if properly maintained and-
observed, constitute a portion of the facility's official records and
may be used as evidence in administrative hearings and/or new legal pro-
ceedings. For this reason, the entries shall be made in an appropriate
manner and comments of a frivolous or wholly subjective nature avoided.
Furthermore, each individual making an entry should identify the time and
date the entry is made, initialing it to identify the writer. At this
time there are no standardized formats for facility logs. Nevertheless,
some consistency should be maintained including that already mentioned.
Each log should be a permanent record and not just a series of notes
written on scraps of paper. Entries should be made in ink to avoid
erasures and change of reported information. Residents should not have
access to this log.

D. RECORDS CONCERNING RESIDENT PROPERTY

1) RESIDENT PROPERTY INVENTORY - Upon receiving all residents, care will
be taken to ensure that all individually owned property is properly iden-
tified and entered on an inventory sheet. Any additional property ob-
tained while subject is in residence shall also be recorded on the in-
ventory sheet, llstlng the date it is obtained or removed from the Center.
The inmate shall sign a release as he/she removes property from the in-
ventory list.

2) ABANDONED PROPERTY - If a participant escapes, is revoked and returned
to the institution, or dies, his/her property must be inventoried and ;
maintained until it is claimed by the participant or a persOn designated
by the participant. A written 1nventory of this property is to be .
maintained by the facility permanently. The inventory should include not
only the list of articles inventoried, but the date the inventory took
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place and by whom the inventory was conducted. Similarly, when personal
property is claimed, the name of the person who claimed it, the individ-
ual's written authorization for this purpose and the date of reclamation
should be made a part of the facility's permanent recorad.

3) CONTRABAND RECORDS -~ A record of all contraband seized, both legal
and 1illegal, is to be maintained by the facility. The record should in-
clude a list of items confiscated, by whom, ownership if known, and the
date and disposition of the items. This, too, should be considered a
permanent record. ’

SECTION IV - FACILITY REPORTING REQUIREMENTS

A. REPORTING WORK RELEASE INCIDENTS

Whenever a serious incident involving a work release occurs, the facility
supervisor, or staff person in charge, shall immediately telephone per-
tinent information about the incident to the Work Release Administrator
or the Deputy Secretary of Field Services. Reports made after working
hours and on weekends and holidays should be directed to the assigned
central duty officer, a list of which should be distributed to each
staff person. A serious incident may include, but is not necessarily
limited to: c¢rimes of violence; automobile accidents causing injury to
others; crimes involving large sums of money or expensive property;
arrests involving violation of the controlled substances act or federal
drug abuse laws; and serious disturbances within the facilities them-
selves.

Whenever an incident is reported by telephone, it is to be followed-up
within 24 hours or on the first working day ,following the incident

by a narrative report, giving full details to include: persons involved;
time; place; and status of case at time of report. The report should

be di:ected to the Work Release Administrator (see Policy/Procedure 408).

B. FESCAPE PROCEDURE - REPORT

It is extremely important that an escape be reported in an appropriate
manner and as soon as it has been determined that an escape has occurred.
At no time is the facility to allow more than one hour to elapse after
it has been determined that the resident is absent without leave before
reporting that escape. Thus, if a work releasee does not return from
work at the normal time, 5:00 P.M., for instance, and his/her whereabouts
are unknown, his/her escape must be reported no later than 6:00 P.M, the
same day. In those instances where one hour has not elapsed, but all
indications are that a resident has escaped, notification procedures
should begin immediately. The procedures to be used in case of escape,
~regardless of when the escape occurred, are as follows:
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1) Immediate contact with local law enforcement agencies and the state
patrol, giving as much accurate, precise and detailed information regard-
ing the incident as possible; i.e., full description of the individual,
time last seen, place last seen, mode of dress, and the offense on which
the individual was incarcerated.

2) Telephone contact should be made with the Work Release Administrator,
Special Investigator, or the duty offlcer, again, with detailed informa-
tion regarding the incident as outlined in Administrative Procedure.

3) Within 24 hours a written follow-up report should be made giving full
details of the incident. This will be directed to the Department of
Corrections.

4) If the facility wishes to press escape charges, it should contact the
local prosecuting attorney and follow-up with the appropriate procedures.

5) If an escapee is apprehended within the jurisdiction of the work re-
lease facility, that facility should notify the Central Office and all
other concerned agencies.

C. MONTHLY ACTIVITY REPORTS

A monthly summary is to be prepared by each work release facility on the
forms provided by the Central Office Research and Planning Section. The
information contained in the summary provides the basic data for statis-
tical reports concerning population movement, disciplinary cases, per-
sonnel, fiscal expenditures, resident income, etc. All information is

to be computed on a monthly basis only. Care should be taken to provide
accurate and complete information as the figures will frequently be used
for publication and budgetary requests. The last day of the month should
be considered the cutoff date for the monthly summary and it should be
submitted to the Central Office by the 10th of the succeeding month.

D. MONTHLY PARTICIPANT EARNINGS LOG

A monthly report to the Work Release Administrator regardlng partlclpant
earnings will be prepared by the Account Clerk using form WR-08. This
report should represent all transactions involved with eachkpa;t1c1pant's‘
work release account during the calendar month, including total income, ‘
withdrawals for dependent support payments, legal debts, personal spend-
ing, maintenance, and, transportation, etc. This report should be pre-
pared after the monthly transactions for maintenance and. transportation
are completed and should be available to the Central Office about. . the 5th
of the month. A composite of work release earnings for the entire pro-
gram will be prepared by the Work Release Administrator's staff and w1ll
be made available to the Department for statlstlcal purposes.
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E. WEERLY WORK RELEASE DATA SHEET"

Because of the constant change in participants' status within the program
relative to position of employment, work hours, parole eligibility status,
etc., a weekly "Data Sheet" (WR-10) shall be maintained for use within
the facility by staff and a copy sent to the Work Release Administrator.
This report should be prepared at the week's end so the information will
be current on Monday. Informational categories on the data sheet should
include the participant's name and institutional number; date received
into the facility or program; date on which employment began; name and
address of employer and of job site, if different; regularly assigned
work days and hours; method of transportation; and parole status.
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Pclicy of the Department:

The Department's Probation and Parole Services shall supervise those

“individuals who are placed on probation by the district courts, within

the Department's jurisdiction until released by such courts, and all in-
mates granted parole release by the Kansas Adult Authority (KAA) for the
length of time specified by the KAA. :

Procedure:
1. Probation Services -

a. Probation release may be granted by court order to inmates within
the first 120 days after beginning of sentence as determined by the dis-
trict courts.

Supervision of probation cases is divided among six counties,
supervising probationers independently of the Department, and the remain-
ing counties under the jurisdiction of the Department. Probationers under
the jurisdiction of the Department shall be supervised during their entire
probation period by personnel from the Probation and Parole Services divi-
sion, and shall be subject to the adherence of the terms and conditions
of their status as indicated by the district courts granting probation.

2. - Parole Services -

a. Parole release of an inmate is determined by the KAA when a parole
hearing takes place after the inmate has been certified to the KAA as ‘
ellglble for parole by the Secretary of Corrections, based upon a Unit
Team's evaluation and recommendation.

1) The initial step toward an inmate's potential parole release
is taken by the institution Unit Team, who make a recommendation based
upon their determination of a parole eligible (minimum I custody level)
inmate's readiness to get out of prison and re-enter society successfully.
Factors to be con51dered by the Unit Team in recommendlng an inmate for
parole include: ,

(a) ‘Successful completion of programs in the institution,
although this is not a controlling factor since an inmate is encouraged,
but not required, to participate in a rehabilitation plan.

(b) A record of good behavior and attltude._ This is a con-
trolling factor since a poor behavior and attitude record does not in-
dicate a potentially successful adjustment in society whether the re-
habilitation plan has been completed well or not. On the other hand
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an unsuccessful rehabilitation program record, or non-participation in a
plan, but good attitude and behavior record, should not deter the unit
team from making a recommendation.

(c) PFavorable psychiatric evaluation and progress reports.

b. Guidelines concerning all aspects of the parole process, includ-
ing revocation and final discharge, shall be in accordance with the KAA's
Regulations Manual. Guidelines concerhning Executive Clemency Procedures
shall also be in accordance with the kaA's Regulations Manual.

All conditions and terms imposed upon a parolee shall be in accord-
ance with the KAA's Certificate of Parole, which the inmate acknowledges
by signing. A copy of all terms and conditions a parolee is subject to
shall be given to the parolee prior to his release.

c. PRegulations and procedures governing the extension of probation

and parole services shall be in accordance with the Field Services .Divi-
gion's Policy and Procedure Manual.
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Policy of the Department:

In accordance with the provisions of K.S.A. 75~5228, the Secretary of Cor-
rections shall conduct annual inspections of each county and city jail or
lock-up facility to ensure their responsiveness to the Department of Cor-
rections Advisory Jail Standards and Procedures.

Procedure:

1. Inspections of each county and city jail or lock-up facility shall
be conducted by the Jail Inspection Section on an annual basis, and also
when specific complaints of jail conditions are lodged with the Depart-
ment by other state agencies, inmates or ex-inmates of jails, local
officials, or any private citizen. The Field Services Division may re-
quest assistance from the Secretary of Health and Env1ronment, and/or the
State Fire Marshall's office.

Department officials may also serve as consultants whenever new construc-—
tion or renovation of a facility is planned.

2.  When inspection of a facility reveals failure to meet the recommended
sanitation and safety standards set forth in the Department's Advisory
Jail Standards and Procedures Manual, the Secretary may recommend that the
facility be abandoned or substantial improvements be made thereto. If

the Secretary does make such recommendations, a committee shall be set

up for the purpose of rev1ew and support or rejection of the recommenda-
tions.

a. If a county fa01llty is cited, the review commlttee shall be com-
prised of:

(1) The judge of the district court of the judic1al district in
which the jail is located, or, if the district court has more than one
division, the admlnlstratlve judge of such court.

(2) The county attorney or district attorney of the county or
district in which the jail is located

(3) The chairman of the board of county commissioners of the
county in which the ]all is located. : , ,

; b. If a city jail is cited, the review committee‘shall be comprised _H
of: ' R « :
(1) The judge of the dlstrlct court of the jud1c1al dlstrlct

in which the jail is located or, if the district court has more than one
division, the administrative judge of such court. . : :
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(2) The city attorney of the city in which the jail is located.
(3) The mayor of the city in which the jail is located or, if

the city has no mayor, a person designated by the governing body of such
city.
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CONDITIONS OF WORK RELEASE AGREEMENT

NAME NUMBER

WORK RELEASE
' FACILITY

For the privilece of participating in the Work Release ’rogram, | hereby agree to the
following rules:

1. I will at all times conduct myself with propriety so as mot to bring discredit
upon myself, the Work Release Program, my employer, or the institution/facility of my
confinement.

e

| will obey all Federal, State, and local laws and departmental regulations and
instructions of the facility wherein | am housed.

3. I will not change nor deviate from my approved work plan without consultation with
the counselor and an alternate plan has been approved.

b, 1 will direct)y and promptly proceed to and return from my designated location by
the approved method of transportation, route and time.

S. D will remain within the designated area of my VWork Release plan.

6. 1 will return to mv Work Release Facility immediately and without delay if
approved work, training, or service ceases prior to the end of the s<heduled
time for the termination thereof.

7. | will make no contact either pe sonal, telephone, or otherwise, with any
individual on behalf of another inmate confined within an institution.

&, | will refrain from consuming any alcoholic beverages and/or any narcotlcs, or
other drugs not prescribed as medication.

9. In the event of a strike, | will express no sentiments either for or against labor
or management.

10.  In the event of difficulty, I will contact the Work Release Center at the earliest
possibie time.

1. [ understand that if | should willfully fail to remain within the extended limits
of confinement or to return within the time prescribed to the place of confinement,
.such shall be deered as an agqravated escape from custody and shall be punlshable
as prescribed by law.

12. | understand that the Department of Corrections will credit my account with wages
paid and furnish me a receipt together with a statement of deductions made by my
employer. | further understand that while the Department of Corrections will
account for the wages and deductions according to the agreement that it is my
responsibility to see that wages and deductions have been proper]y computed by my

employer.
| hereby certify that the above Work The above Work Release conditions have
Release conditions have been read and been read and explained to me, and } do
explained to the inmate. hereby agree to abide by these conditions,

Late » Title Date . ’ Inmate.




FORM WR-05

DEPARTMENT OF CORRECTIONS

IHMATE WORK RELEASE PLAN AGREEMENT

NAME NUMBER

WORK RELFASE
FACILITY

In accordance with the provisions of K.S.A. 1973 Supp. 75-5267 and 75-5268 and Rules es-
tablished by the Department of Corrections for the administration of a Work Release Program,
the Department of Corrections dees hereby extend the limits of confinement for the above-
named inmate to allow him to participate in the following (work) (study) Release Plan:

This inrate will be housed in a Work Release facility located in County.

). ‘Desiuynated Location: (Employer, School, Facility, or Other)

Employer's Name

Address Telephone Number

Job Title Immediate
Supervisor

Wages Working Days Per Week Are Through

Working Hours Will Begin At And End At

2. Transportation: Times, Route, and Method are as. follows:

Leave Work Release Facility at a.m./p.m., with method of transportation

being . Return to Work Release Facitity by a.m./p.m.

Method of transportatian

Route to and from work

3. Earnings shall be paid or payable directly to the participant by the employer. |t shall
be accounted for as described in paragraph #12 Form WR-O4 of the agreement. As provided
by statute, earnings will be distributed by the Department of Corrections in the following
manner;

(a) Board and room at the rate of §$ per .

(b) .Clothing and/or tools as necessary.

(c) Necessary travel expense to and from work at the rate of § per

{d) Incidental expenses at the rate of § per

(e)  Support of Dependents, if any, at the rate of 75% of net pay following deduction
of a, b, ¢, and d above to be paid to:

Name Address

(f) Payment of legal debts, either acknowledged in writing or reduced -in judgment, at the
rate of 25% of net pay if item ''e'" above is not applicable.

S per to

$ per to

(g) The balance of participart's earnings, if any, shall go to the participants Work
Release account.

I hereby certify the above Work Release The above Work Release Plan has been read and
Plan has been explained to the inmate. explained to me, and 1 do hereby agree to
participate under said conditions.

Date TJitie

Date fnmate




FORN WR= 06

STATE OF KANSAS
DEPARTMENT OF CORRECTIONS

EMPLOYMENT PLAN/INFORMATION

EMPLOYMENT OFFER FOR |NMATE: INSTITUTIONAL NO.

JOB TITLE:

WAGES: RATE PER PAY PERIOD
(OVERTIME) PER

WORK HOURS: BEGIKNNING AT . ENDING

WORK DAYS: THROUGH

EMPLOYMENT TO BECOME EFFECTIVE

This Work Release Plan neither constitutes nor implies a contractual
agreement between the Department of Corrections and the employer.

I ‘'understand and agree to the following policies:

(1)

(2)

NAME :

No inmate in the Work Release Program is to be considered an agent
of the State of Kansas.

Employed inmates = shall be covered by the employer's insurance,
and/or workmen's compensation insurance as required by law.

In the event of a strike, the inmate will be withdrawn from the
employment for the duration of the strike.

The consumption of alcoholic beverages and/or narcotics, or other
drugs not lawfully possessed by the inmate is prohibited.

The inmate must return to the facility immediately upon the
conclusion of each day's work, overtime must be reported by the
work supervisor before the end of the normal work period.

The wages of Work Release participants are to be made payable to
the participant. This remittance should be on a standard payrol)
check., Accompanying the check should be a statement of deductions
“made, showing also the name of the employee, the pay perijod, and
the computation of the gross wages.

It is further understood that Work Release emplayees are subject
to the same deductions. for tax and social security as any other
emp]oyee

TITLE

ORGAN1ZATION OR COMPANY:

ADDRESS:

DATE:

TELEPHONE NUMBER:




R-07

DEPARTMENT OF CORRECTIONS

REPORT OF STATUS CHANGE AND/OR REMOVAL FROM W/R PROGRAM

NAME INSTITUTION KUMBER
EMPLOYER W/R FACILITY
PART T

A. The above-named inmate's work release status is to be changed effective

as follows:

(Date)
1. () Termination, because of completionm of program

2. () Other. Specify

B. His employer was notified of the suspension or completion on

(Date)

His last day of employment under the program was

(Date)

His last day housed in his W/R Facility was

(Date)

C. Inmate owes $ to the

(Name of Fund - Do not fill out for maintenance)

D, If parolee, new address of inmate

. Parole Supervisor:

E. - Recommendation:

Work Release Coordinator




RS

b

)



WR-08
WORK RELEASE EARNINGS LOG
NAME: NO.: RACE: EMPLOYER: ENTRY DATE &
MONTH: YEAR: INSTITUTION:
. Withholdiurs Digbursements -
WEEK # OF DAYS | GROSS 0ASDI | STATE FEDERAL PERSONAL MAIN- TRAN~- DEPENDENT | LEGAL [ INSTIT. | W/R CASH
ENDING WORKED EARNINGS TAX AX SPENDING TENANCE SPORTATION | SUPPORT DEBTS BALANCE

Acc. Totals Brought Forward
From Preceeding Report

ACCOUNT

Current Month's Receipts
and  Disbursements

Total for Month

Acc. Totals at End of
Reporting Period




WR-09
WEEKLY WORK SCHEDULE
DEPARTURE-RETURN
DEPARTMENT OF CORRECTIONS
(Work Release Facility Use Only)
_Week beginning Monday Ending Sunday

NAME AND NUMBER EMPLOYER MONDAY TUESDAY WEDNESDAY. THURSDAY FRIDAY SATURDAY SUNDAY




&

WR~10

WORK RELEASE DATA SHEET

Work Week Beginning:
Work Week Ending:

NAME

NUMBER

RECEIVED

BEGAN EMPLOYER WORKING HOURS | TRANSPORTATION PAROLE
WORK STATUS
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VIi. PERSONNEL .
SECTION NUMBER: PAGE NUMBER:

conngc'::ndns POLICY AND 701 1l of4
' | PROCEDURE [SusiEcT:

Personnel Appointments in the
nnl\puljl\t‘ Classified Service

Policy of the Department:

All original and promotional appointments of personnel in the Department
of Corrections to positions in the classified service shall be in accox-
dance with Kansas Statutes, the Department of Administration Personnel

. Regulations, and the Department of Corrections' Policies and Procedures.

All applicants for an original or promotional appointment to a position

within the Department of Corrections must possess the minimum education

and experience as required in the classification specifications for that
position prior to entering on duty.

All personnel transactions must be routed through the Personnel Manage-
ment Section for review.

All official contacts with and inguiries to the Division of Personnel
will be initiated by the Central Office.

Procedure:

1. Interpretations and Clarifications of Policies, Rules, or Regula-
tions - Questlons regarding interpretation or clarification of state
personnel requlations, the Employees Manual of Rules and Regulations,
the Department's Policies and Procedures, and pertinent Kansas Statutes
which cannot be satisfactorily resolved at the institutional level shall
be referred to the Personnel Management Services Section in the Central
Office.

2. Approval Prior to Appointments -

a. Classifications Assigned to Salary Range 18 and Above: Prior to
commitment to any applicants to an original or promotional appointment
in this category all required forms and data, including proof of educa-
tion, must be submitted to the Personnel Management Section of the
Division of Management Services of the Central Office. After review for
compliance with minimum qualifications, regulations, and policies, the
data will be returned to the initiating unit for final appointment
processing.

b. Classifications Assigned to Salary Range 17 and Below - All orig-
inal and promotional appointments to positions in this category will be
completed by the originating institution, region, or facility and re-
ferred, with completed required forms, to the Personnel Management Serv-
ices Section of the Central Office for review and routing to the D1v1s10n
of Personnel for processing.

DATE: 2/1/77



VIl PERSONNEL |
o SECTION NUMBER: "PAGE NUMBER:

cwmiios | po)jCY AND 701 2ot
PROCEDURE |SUsiEcT:

MANUAL Personnel Appointments in the
Classified Hervice

3. Background Check - All employees on original appointments will be
subject to a background check and will be required, as a condition of =
employment, to sign a waiver and release allowing necessary record checks.

4. Physical Examinations - Original appointments of Correctional Offi-
cers, Food Service, and Maintenance employees require, as a condition of
employment, the completion of a medical history questionnaire and certi-
fication by a medical doctor stating the applicant is physically able to
perform all assigned duties. An Appointing Authority may, at any time
he/she deems necessary, require a physical examination to determine if
an employee is medically capable of performing assigned duties.

5. Minimum Educational Requirements -

a. Minimum Eighth Grade or Less: No documentation or proof is re-
quired. All information showing name, address of school attended, and
highest grade attained must be accurately listed on all forms where re-

b Minimum High School Graduation or the Equlvalent~ All orlglnal
or promotional appointments to a position requlrlng high school gradna-
tion or the equivalent must be accompanied by documented proof (diploma
or State Certificate of Academic Achievement). Those applicants claim-
ing a Certificate of Academic Achievement from the United States Armed
Forces Institute must submit an official copy of their scores showing
they have met the state minimum standards (no score below 25 and a min-
imum cumulative score ©f 225 or above). G.E.D. certificates from states
other than Kansas are acceptable. ;

c. Associate of Arts Degrees or other college credits - All original
or promotional appointments where credit is claimed for college work
must be accompanied by official transcripts from accredited colleges or
universities. Unoff1c1a1 copies will not be accepted. Care must be
exercised by . the Appointing Authorities that the fields of spe01alty for
an A.A. degree or college credits c¢laimed are those requlred in class~-
ification specifications. ; :

d. Minimum of Bachelor's or ngher Degree - All original or promo—
tional appointments to classes requiring graduation from an accredited
college or university with a bachelor's (or higher) degree must be
accompanied by official transcripts. Unofficial copies will not be
accepted. Care must be exercised by Appointing Authorities that the
field of specialization is in accordance with that required in the
appllcable claSSLflcatlon,npe01flcatlons.

DATE: 2/1/77 )/
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CORRECTIONS POLICY AND 701 3 of 4
PROCEDURE | SUBJECT:

nﬂl\puljl\l_ Personnel Appointments in the
Classified Service

6. Provisional Appointments -~ Provisional appointments can only be made
if there are no applicants on an appropriate eligible reglster or if all
of those currently on the register state they are not interested in the
position and Provisional Authorlty has been granted by the Division of

- Personnel.

a. Written authority for a provisional hire must be obtained from the
Division of Personnel before any provisional app01ntment can be made.

b. All provisional appointments, when submitted to the Personnel Man-
agement Services Section, must be accompanied by one or more of the fol-
lowing as required:

(1) DA 205 - (Statements to Accompany Provisional Appointments)
completed in full and signed by appointee and the Appointing Authority;

(2) Proof of Education - (see section S, paragraphs a through d
of this policy)

(3) DA 203 - (application for Clerical Examinations) for appoint-
ments to classified positions for which there is: (1) an in-date Civil
Service announcement for a written examination or (2) a Civil Service
announcement for oper~continuous written examinations.

>

(4) PD 932 - (application for Clerical Examinations) for appoint-
ments to classified clerical positions (identified by class on PD 932
form) for which there is: (1) an in-date Civil Service announcement for
‘a written examination or (2) a Civil Service announcement for open-
continuous written examinations.

(5) Unassembled Examinations Booklet for Provisional Appointments
to those classified positions for which there is an in-date Civil Service
Announcement for an examination which consists of a rating of training
and experience; or have been announced for open-continuous examinhation

of this same type.

7. Tmmporary Appointment - Temporary Appomntments can only be made for
a period not to exceed three (3) months (see KSA-75-2948). Successive

temporary appointments shall not be made to the same pos1tlon (Dept. of
Administration per Regulatlon 1-7-8). :

a. Eligible Register ~ If an Appointing Authority intends to make a
Temporary Appointment, an ellglble register must always be requested
from the Division of Personnel in accordance with Department of Admin-
1stratlon Personnel Regulations 1~7-8. This action permits the Division

DATE: 2/1/77
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SUBJECT:

Personnel Appointments in the
Classified Service

of Personnel to certify, in accordance with the law, those who have indi-
cated a willingness to accept a Temporary Appointment and are deemed qual-

ified for the position.

b. Provisional-Temporary Appointments - An Appointing Authority may

appoint any applicant who meets the minimum qualifications for a temporary
position if the eligible register is returned from the Division of Person-

nel with Provisional Authority which is usually effective only for a

maximum of 30 days.

DATE: 2/1/77




Vil PERSONNEL
R : SECTION NUMBER: PAGE NUMBER:

CORRECTIONS P OLi cY AN D 702 1iof 2
PROCEDURE SUBJECT:

MANUAL Appointments to Unclassified
Positions

Policy of the Department:

All appointments to the unclassified positions in the Department of Cor-
rections shall be in accordance with Executive Order of the Governor;
State Finance Council Action, perxtinent Kansas Statutes, Department of
Corrections Policies and Procedures and the Department of Administration
Personnel Requlations.

All persons appointed to an unclassified position in the Department of
Corrections must possess the required qualifications as fixed by statute
or as prescribed by the Secretary of Corrections.

“Procedure:

1.  The only positions in the Department of Corrections in the unclassi-
fied service below the level of Secretary are: Deputy Secretary of Cor-
rections (KSA 75-5204, as amended); Physicians (KSA 75-5250, as amended):
Attorneys. (KSA 75-5250, as amended); and Correctional Officer Interns
(¥sA 75~5250, as amended).

- 2. Compensation for the Unclassified Position -~ Salaries for unclassi-
fied positions, except those fixed by statute, can only be established
by the State Finance Council and shall not be paid until approved by
said council (KSA 75-2935 b, as amended).

3. Minimum Qualifications -~ All appointments to positions in the unclas-
sified service must possess the minimum educational and experience qual-
ifications as fixed by statute and/or as prescribed by the Secretary of
Corrections.

4, Appointment transactions - All appointments to unclassified positions

must be on the forms (DA 216) as required by the Department of Administra-
tion Personnel Regulations and submitted to the Personnel Management Sec-

tion;in the Central Office in a timely manner for processing.

a. Physlclans - Prior approval shall be obtalned from the Secretary
of Corrections by App01nt1ng Authorities before appointing a physician to
the unclassified service by submitting a letter of request accompanied
by a curriculum vitae and a salary schedule [as approved by the State
Finance Council). All Physicians must possess, at time of appointment,

a valid license to practice medicine in Kansas. Temporary fellowship
licenses are acceptable for only a maximum of two years after entering
on duty (hSA 65~2895, as amended).

" DATE: 2/1/77
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hﬂl\nuljl\L : Appointments to Unclassified
: Positions ,

b. Attorneys - Prior approval shall be cbtained from the Secretarybof
Corrections by Appointing Authorities before appointing an Attorney to
the unclassified service by submitting a letter of request accompanied by

a resume and proof of being licensed to practice law in the State of
Kansas. '

c. Correctional Officer Interns - See Personnel Policy/Procedure 713.

DATE: 2/1/77
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hﬂl\ﬂdljl\L Personnel Disciplinary Administration

Policy of the Department:

Disciplinary action may be initiated against an employee for causes as
defined by the Department's policies, rules, and regulations. Such action
may include reprimand, demotion, suspension, or dismissal. All action
taken by the Department shall be in accordance with the Kansas Department
of Administration Personnel Regulation 1-11-6.

Procedure:

1. The App01nt1ng Authorlty may initiate disciplinary action 1f it is
determined that an employee has been:

a. Found to be incompetent in the performance of duties.

b. Found to be negligent which as a result allowed an inmate to escape.

c. Found to have been responsible for gross misconduct.

d. Found to have violated the rules and regulations contained in the
Department's Employee's Manual of Rules and Regulations or Field Services
Operations Manual; violated an institution's or facility's general orders;
or violated the Department's policies and procedures.

e. Found to be in neglect of duties assigned.

f. Found to have been drinking alcoholic beverages, using illegal
drugs, or being intoxicated in any manner while on duty or in uniform.

g. Found to have made a false statement in any official capacity.

h. Convicted of a crime.

i. Found to be bringing contraband into an institution or facility.

j. Found to have been insubordinate.
2. The Department shall implement the Civil Service procedures (Depart-
ment of Administration Personnel Regulation 1l-11-6) for notifying an
employee of his/her proposed suspension, demotion or dismissal and the

effective date thereof, and shall inform the employee of his/her oppor-

tunity to reply to the proposed disciplinary action, in writing or in
person or both, before his/her Appointing Authority.

DATE: 2/1/77
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“ﬂ[\hﬂl}[\tl Personnel Disciplinary Administration

3. Copies of all records and reports of disciplinary actions involving
employees of the Department must be sant to the Central Office for inclu-
sion in a confidential personnel file. Records and reports shall be
maintained of each incident in which an employee shows incompetency or

is guilty of violating any rule, regulation or general order. All dis-
ciplinary proceedings shall include a discussion between the immediate
supervisor and the employee affording him/her an opportunity to respond
to the allegations. Memoranda shall be written on all discussions with
a copy sent to the Central Office fully describing items discussed and
actions taken, if any.

4. All employees are responsible for reporting to their immediate super-
visors every instance of violations by other employees which come to
their attention. The supervisors shall inform administrative officials
in order that investigation and appropriate action can be taken in a
timely manner.

DATE: 2/1/77
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nnlxpulj;\L. Termination of Employment

Policy of the Department:

All terminations from employment with the Department of Corrections shall
“be in accordance with the Department of Administration Personnel Regula-
tions.

Procedure:

1. Employee Resignations - In accordance with the Department of Admin-
istration Personnel Regulations "any employee wishing to leave the clas-
sified service in good standing shall file with his Appointing Authority
at least one week before his last day at work a written resignation stating
the date it shall become effective and the reasons for leaving." If an
employee fails to give adequate notice, an Appointing Authority may in-
dicate the employee's failure to comply with notification procedures in
his/her permanent record.

'

2. Terminal leave - Each employee who resigns or is otherwise separated
from the service shall be paid for his accumulated vacation time at the
same time as he is paid for his last day at work. Pay for vacation leave
to his credit shall be calculated on the same basis as the time for which
he is to be paid for work during the current month, except that holidays
which fall within the period of time represented by the leave credit
shall be counted as working days. Pay for such vacation credit shall be
a lump sum addition to the employee's last paycheck. No employee shall
earn credit for vacation, sick leave or holidays after the date of his
resignation or other type of separation from the service.

No employee shall receive pay for accumulation of vacation time unless
he has been employed six full months.

3. Unauthorized Absences - Unauthorized and unexplained absences from
duty for five (5) werking days or more shall be considered by the Depart-
ment as abandonment of the job and a presumed resignation and shall be
treated as such after the five-day period has elapsed.

4, Exit Interviews - Exit interviews with employees which allow them
the opportunity to relate the reason(s) for leaving the Department shall
be conducted prior to their last day at work.

App01nt1ng authorities shall review all exit interviews of former employ-
ees and will submit a quarterly "Termination and Dlsc1pllnary Report"

to the Central Office in accordance with the Department's Affirmative
Actlon Plan.

DATE: 2/1/77
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MANUAL Termination of Employment

5. Dismissal of Provisional, Probationary and Temporary Employees -
All provisional, probationary and temporary employees to be dismissed
from employment shall receive written notification including the reason
for their termination from his/her Appointing Authority.

6. Dismissal of Employees on Permanent Status - The dismissal of perman-
ent employees shall be in accordance with Department of Administration
Personnel Regulations 1-11-6, 1-11-2 and 1-10-7 paragraph F. All letters
of proposed disciplinary action under these regqulations shall include
notice to the employee of their rights of appeal.

7. Within 24 hours after personnel termination action 1s taken, all pre-
scribed forms shall be completed by the App01nt1ng Authority and shall ,
be forwarded to the Secretary of Corrections' Office for final process;ng.

All forms for final pay purposes received in the Central Office within

24 hours after termination action shall be immediately forwarded to the

Division of Personnel for payment processing. It is mandatory that all

termination forms be forwarded in the above prescribed time period to
. ensure the orderly processing of final pay to employees.

DATE: 2/1/77
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Employment of Personnel with
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Secretary of Corrections

Policy of the Department:

No person shall be appointed or permitted to continue employment with the
Department of Corrections without written approval of his/her Appointing
Authority where he or she has a relative under the custody of the Sec-
retary of Corrections.

Procedure:

1. Incumbent employees -~ If an incumbent employee becomes aware that a
relative may be or is incarcerated or may come under the jurisdiction of
the Secretary of Corrections, the employee must submit a written report,
in a timely manner, to his/her Appointing Authority.

2. Original appointment - Prior to establishing a starting date for job
applicants, it 1s the responsikility of those persons conducting hiring
interviews to determine if the potential employee has a relative presently
under the supervision of the Secretary of Corrections. False statements
or any misrepresentation during interviews or in application forms will

be considered grounds for rejection of a candidate. In cases of employ-
ment, any false statement will be considered cause for immediate disci-
plinary action.

3. Relative - By definition those would include: spouse, child, parent,
brother, sister. A »

DATE: 2/1/77
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Policy of the Department

Immediate family members working within the same Department of Corrections
institution facility or field service region shall not be permitted to
have assignments on the same shift in the security force or in the same
Department or same sub-unit thereof.

Procedure:

Immediate relative includes spouse, child, parent, brother, sister.

DATE: 2/1/77
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Policy of the Department:

Leave benefits shall be the same for all Department of Corrections person-
nel, whether in the classified or unclassified service, and shall conform
to the Kansas Department of Administration Personnel Regulations.
Procedure:

1. Annual Leave -

Annual leave shall be granted at times convenient to an institution or
facility and is subject to the approval of the Appointing Authority.

2. 8ick Leave -
Employees shall make every attempt to report a confining illness to their
supervisors in advance of duty hours and to notify supervisors one (1)

day prior to returning to duty, if possible and applicable.

3. Funeral Ieave -

a. Funeral leave may be granted employees upon the death of a close
relative. Factors of relationship and necessary travel time will be con-
sidered in determining the proper amount of leave to be granted.

b. In most instancsas close relative shall mean: mother/father,
sister/brother, son/daughter, grandparents/grandchildren, foster
children/parents, mother/father-in-law, sister/brother~in-law, son/
daughter-in-law.

4. Jury Duty Leave -

Pérmanent, probationary or provisional employees will be granted leave
for required jury duty or for any other required appearance before a
court, legislative committee or other official judicial or quasi-judicial
body. ~ ' . :

5. Military Leave -

Permanent, probationary and provisional employees will be granted leave
not to exceed 15 calendar days per year to attend state or national guard
annual training, official calls to emergency duty, or annual active
“training duty in an organized military reserve unit.

DATE: 2/1/77
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6. Compensatory Time -

Compensatory time must be authorized in advance by the responsible super-
visor before being liquidated by personnel. ,

7. Leave Without Pay -

a. A permanent employee may be granted leave without pay for a reason-;
able period of time consistent with the effective fulfillment of the
agency's duties, but not to exceed one year. Such leave, if it is to
exceed 30 calendar days, shall be requested in writing by the employee
and shall require written approval of the Appointing Authority.

b. Any employee without permanent status may be granted leave with-
out pay for a period not to exceed 30 ”ays for sickness, dlsablllty or

other good and sufficient reason which is considered to be in the best
interest of the service. i

DATE: 2/1/77
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Policy of the Department:

Employees are expectrﬁ to pay their just debts and to handle their finan-
cial obligations in such a mannery so as not to fall into substantial
debt. Financial embarrassment on the part of an employee may subject
such employee to temptation and economic pressures which may Jjeopardize
the security of the correctional institution. Disciplinary action may

be initiated against: an employee for f1nanc1al irresponsibility. Such
action may include dismissal.

Procedure:

1. The institution Director may initiate disciplinary action if it is
determined that an employee evaded or failed to pay lawful debts or is
otherwise financially irresponsible.

2. If disciplinary action is taken, the Department shall implement the
civil service procedures, as described in the Department of Administration
ersonnel Regulation 1-11~6, which reguires notification to the-employee
of tne proposed suspension, demotion, or dismissal and the effective date
thereof. The employee shall be given an opportunlty to reply to the
proposed disciplinary action.

DATE: 2/1./77
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Policy of the Department:

All employees desiring to engag® in an extra employment enterprise or
activity outside their Departmental position must secure the approval of
their App01nt1ng Authority to ensure that such emgloyment shall not be
in conflict with the interests of the Department.

Procedure:

1. Every employee, before engaging in any outside employment, activity
or enterprise shall submit a statement to his/her Appointing Authority
naming the prospective employer (if any), his/her address and telephone
number, and an outline of the pronosed duties or activities. This shall
be in sufficient detail to enable administrative personnel to determine
whether in their opinion, +the proposed activity conflicts with Depart~
ment of Corrections' employment. The employee shall be notified of the
findings. _

2. Any employee who fails to obtain permission from his/her Appoihting‘
Authority to engage in outside employment, activities, or enterprise
shall be subject to disciplinary action, including dismissal.

3. Employment, enterprise, or activity considered to be of conflicting
interest to the Department includes:

a. Employment in any business or activity which takes advantage of
the employee's position with the Department for personal gain or profit.

b. Employment at any bar, race track, legal or illegal gambling in
any form, or any night club.

c. FEmployment which will prevent a prompt response to a call to re-
port for duty in an emergency, or when otherwise required to be present
by his supervisor or institution Director.

d. Employment or participation in any activity of an illegal nature.

e. Any employment or other activity which wil’ prevent the employee
from doing his job as an employee of the Departui~.t in an efficient and
' capable manner. :

f. Participating as a specialist to give testimony for the defense
which may result in the defendant being sentenced to an institution of
the Department except in cases whereln the Department or 1nst1tut10n is
party to the action. ‘
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g. Using for private gain the time, facilities, equipment or supplies
of the State.

h. Providing confidential information to persons to whom issuance of
such information has not been authorized.

i. Serving, either an an officer, member of the board of directors,
or in any capacity for consideration, the interests of any corporation,
company, association, partnership or private business which transacts bus-
iness with the State of Kansas for profit when such employee holds a state
position of review or control -~ even though remote -~ over such business

transactions.

i. Serving as a peace officer, private investigator, or security
guard for any other governmental agency, unit of county or local govern-
ment, or private business paid or unpaid is prohibited.

k. The employment and activities listed above do not include all
those which may be prohibited.
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hﬂl\!leI\L. Employee Grievance Procedure-

Policy of the Department:

All employees shall have the right to express a grievance relating to
their employment with the Department,

Procedure:
1. All grievances and responses to grievances must be in writing.

2. If the time limits of the procedures are violated without good Cause,
the. employee has the right to by-pass the unresponsive level and proceed
to the next level of authority.

3. Unless the time limits have been violated, the employee is required
to proceed through the following designated steps of the grievance pro-
cedure.

a. A grievance should be first submitted in writing by the employee
to his immediate supervisor, unless the supervisor is directly involved
in the grievance. The supervisor should investigate the complaint,
attempt to resolve the grievance with the employee and should respond
in Writing to the complainant within five working days aftervreceiving
the grievance. If the supervisor is an interested party in the grievance,
the employee should proceed to the second level and file his grievance
with the appointing authority.

b. If the complainant is not satisfied with the supervisor's re-
sponse, an appeal in writing must be filed to their Appointing Authority
within five working days after receiving the initial response. The
Zppointing Authority should attempt to resolve the grievance and respond
within five working days in writing to the complainant.

c. If an employee is still not satisfied with the Appointing ,
Authority's response, a request to the Appointing Authority may be filed -
to submit the grievance to a three-member grievance committee. The
Appointing Autherity shall appoint three disinterested members to serve
on a grievance committee., The request for a hearing must be filed with-
in five working days after receiving the App01nting Authority's response
and if denied, the response from the Appointing Authority with appro-
priate reasons should be delivered to the complainant in writing. The
hearing should be as informal as possible. The complainant may explain
the grievance. The Appointing Authority or a representative of the
Appointing Authority may explain the reasons behind the response. The
committee may question anyone needed to resolve the issue. The com=
mittee should meet within ten days upon receipt of the request for a
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hearing, and the complainant should receive the results of the hearing
in writing.

d. If the grievance is still not resolved, the employee may file a
final appeal to the Secretary of Corrections within five working days.
The employee should include in the letter to the Secretary of Corrections
copies of all the decisions at earlier levels of the grievance procedure.
Within ten working days the Secretary should respond to the employee's
complaint in writing.

e. A central institutional file must be maintained contalnlng re-
cords of all grievances processed by the organization.
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Equal Employment Opportunity Policy

Policy of the Department:

The Department shall provide equal opportunlty to quallfied individuals

regardless of their race, color, religion, natural orlgln, or sex through

a comprehensive Egqual Employment Opportunity Program.

Procedure:

The Departmental Affirmative Action Plan shall be adhered to in all pro-
cedures of personnel administration. :
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Policy of the Department:

The mandatory retirement age for all employees of the Department of Cor-~-
rections shall be 65 years.

Procedure:

1. Departmental appointing authorities are responsible for obtaining
employees' retirement dates ninety days prior to their sixty-~fifth
birthday.

a. Forms KPERS 33 or 34 shall be completed by the employee in quad-
ruplicate, which will officially notify the Department of the exact date
of retirement. One KPERS form shall be retained in the institution's or
division's file; one shall be given to the retiring emplovee; and two
copies, including the original, shall be forwarded to the Personnel
Management Section in the Central Office.

b. Employees shall also complete form KPERS 15 - Application for
Retirement Benefit - in duplicate, which shall be forwarded to the Cen-
tral Office no less than one month prior to the employee's retirement
date. ' ‘

2, All retiring employees should be informed of the changes that occur
to the Kansas Group Health Insurance coverage upon their retirement.

3. All retiring employees should be advised to check with the Social
Security District Office at least 90 days prior to their retirement date
to learn the details of the benefits they will receive under the Social
Security System.
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Policy of the Department:

Subject to available appropriations, student interns may be appointed as
temporary Correctional Officers in the unclassified service not to exceed
150 calendar days in a calendar year. All participants in the Correc-
tional Intern Program must receive college credits toward their degree.

Procedure:

1. Recruitment, selection and appointment of student interns must be in
the unclassified service and in accordance with Departmental POllCleS and
Procedures.

2. All student interns must be 18 years of age before entering on duty.

3. Those institutions having an intern program shall be responsible to
ensure those appointed will receive college credits toward thelr degree
as a result of their employmernt.

4. 2all institutions and facilities having intern programs should endeav-
or to develop formalized plans whereby participating students are given

a variety of work assignments in different settlngs which will foectlvely
augment their classroom training and allow for maximum exposure in the.
field of Corrections. ' '

5. Correctional Interns will be subject to and held responsible for com-

pliance with the same policies, rules, and regulations as are all other
employees of the Department of Corrections. »
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Policy of the Department:

All personnel shall be issued and carry on their person official Depart-
ment of Corrections identification cards while on duty.

Procedure:

1. All employees shall be issued identification cards by their Appoint-
ing Authority..

2. Identification cards shall be kept current by Appointing Authorities
by issuing new identification cards whenever their employees' titles or
positions are changed.-

3. While on duty, an employee is expected to produce, upon request, his
or her official Departmental identification card.

4. Personnel shall immediately report the loss of their identification
card to their immediate supervisor.

5. Upon separation from service with the Department, employees are re-

gquired to surrender their official identification cards to their immediate

supervisor for inclusion in their inactive personnel file.
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Policy of the Department:

All full time employees are'required to work 40 hours within the”wjﬁﬁ
week as established by the appointing authority and approved by the Sé%

retary of Correctlons. ‘ %77
. : b,
R
b
Procedure: .
frocedure , Wy

%
1. The work week shall begin on Saturday mldnlght and continue until the %3

following Saturday midnight.

2. Call in, call back and stand by arrangements must be apprdved byyﬁhe
responsible supervisor prior to use.

3. Overtime worked must have prior approval of the respon51b1e super—
visor.

An accounting of overtime to be paid must be submitted to the Chief of
Fiscal Services prior to payment and must accompany the Qvertime pavroll.
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Policy of the Department:

All employees of the Kansas Department of Corrections will receive basic
and in-service training in accordance with statutory mandates and as pre-
scribed by the Department to promote professionalism and encourage the
development of additional skills and expertise.

Procedure:

1. All new Correcticnal Officers in the institutions and facilities
shall, in accordance with K.S.A. 74-5608, as amended, be given 160 hours
of basic training prior to receiving permanent appointment. Thereafter,
all Correctional Officers shall be given 80 hours of in-service training
on an annual hasis in accordance with X.S.A. 75-5212, as amended.

2. All new Probation and Parole Officers shall be given 160 hours of
bagic training in accordance with K.S.A. 74-5608, as amended, prior to
receiving permanent appointment. Thereafter, in-service training will
be given as prescribed by the Department. ' '

3. All supervisory, management and administrative employees shall be

given basic and in-service training as designed and prescribed by the
Department.
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Policy of the Department:

The regular uniform, as prescribed by the Secretary of Correctlons, shall
be worn by all secullty employees with the exception of KCIW while on
duty, except when serving on a special assignment where the wearing of
the uniform would be inappropriate. Fvery security employee shall appear
neat and clean at all times and shall wear their hair in a style as 1n—
dicated by the Department, while on duty.

All other personnel of the Department of Corrections shall dress in neat
and conservative attire appropriate to their assignments. -

Procedure:
1. Security employees' uniforms -

a. Pursuant to KSA 75-5247, each security employee shall be issued
at least two uniform suits upon the commencement of his/her employment
duties, with replacements supplied as needed. All uniforms remain the
property of the issuing institution. :

Every security employee shall be given a statement to sign at the
time when the uniform(s) is (are) issued, which indicates that the securi-
ty employee has received all items of the uniform, that he/she under-
stands and agrees to be responsible for the safekeeping of the uniform,
-shall return all uniforms at the time of termination of employment, and
shall pay for any lost or destroyed uniforms when such loss or destruc-
tion does not occur as a result of normal wear and tear, or in the
line of duty.

b. Institutions or facilities shall continue to furnish uniforms to
security employees, without charge, as uniforms wear out from normal
wear and tear usage. A security employee shall turn in the old uniform(s)
at the time when the new unlform(s) is(are) 1ssued

c¢. Each securlty employee is respon51ble for the issued unlform(s),
and if it is lost or destroyed, such employee shall reimburse the issu-
ing institution for a new one. Exceptions to this apply to those- un¢~,y“
forms which are destroyed 1n the line of duty.

If an employee loses a unlform or it 1s destroyed while it is 1n"
his/her possession while not in the line of duty, the employee shall ben
: furnlshed a replacement and shall be billed for same. :

If the unlform is destroyed whlle not in the line of duty, yet
~ through no fault of the employee, a charge shall be imposed for
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replacement(s), and the employee shall recover for the damage to the
uniform from the employee's insurance company, or from the person who
‘destroyed the uniform, if applicable.

2. Hair requirements for security employees -

a. When in uniform, each male security employee shall keep his face
clean-shaven and his sideburns no longer than the bottom of the tragus,
except that neatly trimmed mustaches will be permitted, however, the
"Fu-Man-Chu" style will not be permitted. Hair shall be trimmed and
properly groomed so that it does not touch the ears, or collar, and does
not curl around the edges. Hair shall be sufficiently thinned to prevent
it from bushing out in the sides or back when the hat or cap is worn.

‘b. When in uniform, each female security employee shall not permit

her hair to extend below the top edge of the uniform collar. Hair may
be worn in a bun or pinned up on top of the head.
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Rules and Regulations

Policy of the Department:

All personnel shall possess a Department of Corréctions Employees'

Rules
and Regqulations Manual. :

All personnel of the Department of Corrections shall be respon31ble for

~a clear understanding of the rules and regulatlons contained in this .
manual.

Procedure:

1. Upon entering'on duty, all new employees shall be issued the Depart-
ments Employee Rules and Regulations Manual.

2. When issued the manual new employees will acknowledge receipt on a
form supplied by the Appointing Authority. The signed receipt shall be
returned to his/her immediate supervisor who is responsible for routing
it for placement in the employees' permanent personnel records.

3. All new and incumbent employvees of ithe Department of Corrections are
responsible for a clear understanding of the rules and regulations con-
tained in Department of Corrections Employees Rules and Regulations.

4, "All new employvees shall receive orientation training in the under-
standing and applications of the manual. In addition, if the meanlng or
purpose of any rule or regulation is not understood, the employee is
requlred to consult hls/her immediate supervisor.

5. In case an employee loses the manual or it becomes damaged and un-.

readable it is the responsibility of the employees to obtaln a replace-
ment copy as soon as possible. ;

6. Strict adherence to the Department's Rules and Regulatlons ManLal 1s
required and any violation may be cause for disciplinary actlon.
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and Correctional Administrators

Policy of the Department:

" The Director, or Administrator, of an institution, facility or section
shall be the chief executive thereof, and shall be responsible to the
Secretary of Corrections for the proper conduct of the affairs of the
1nst1tutlon, facility or section.

Procedure:

1. The authority and responsibilities of institutional u1reccors shall
be in accordance with the duties outlined in K.S.A. 75-5252.

2. As chief executive officer, the Director or Administrator is respon-
sible for the supervision, treatment, training and discipline of the
inmates, parolees, and probationers under his/her charge. The Director,
or Administrator, shall plan, organize and direct the activities and
programs of the institution, facility or section in such a manner as
will best protect society, and promote the resocialization of the in-
mates, parolees and probationers.

3. The Directors, or Administrators, are also responsible for implement-

ing the Department's policies and procedures, and shall formulate Gen-
eral Orders detailing the indigenous guidelines to be utilized in the
institution or facility in carrying out the policies and procedures.

All General Orders shall be forwarded to the central offlce for approval.
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MANUAL Relationships and Transactions with
Inmates )

Policy of the Department:

Department of Corrections employees. shall maintain a courteous and profes—
sional demeanor in their association w1th inmates, parolees and probation-
ers at all tlmes, and shall adhere strictly to the Department's regula— ;
tions concerning the relationship to be observed by personnel toward in-
mates, parolees and probationers, their families, friends, and ex-inmates.

Procedure:

l. Association with inmates, parolees, and probatloners their famllleq
and friends -

a. Personnel shall not trade or barter, transmit messages, or become
unduly familiar in any manner with inmates,fparolees, and probationers.

b. Personnel shall in no way contact or correspond w1th any member
of an inmate's, parolee's, or probationer's family, or with any person
on an inmate's approved visiting or correspondence list, unless their
assigned dutles require it, or perm1551on has been granted by his/her
director, administrator, or supervisor.

2. Association with ex-~inmates, parolees, or probationers -

\ a. Unless their assigned duties require it or permission has been
granted by his/her Appointing Authority, personnel shall not, in any way,
deliberately contact or correspond with ex-inmates, parolees, probatloners
or with any member of their family, nor shall personnel assist in any
manner in conducting such correspondence.

(1) Copies of any official correspondence Lo‘exkirmates,
‘parolees, probationers or thelr famllles shall be placed 1n thelr
offlclal records. : 5 .

(2) If an employee is contacted under any c1rcumstances by an
ex-inmate, parolee, probationer or a member of his/her fam11y, the
employee shall 1mmed1ately report thls fact to the 1nst1tutlonal dlrector
or admlnlstrator in charge.

b. Association between personnel and ekx-inmates; parolees,“or V
probationers in normal community activities involving groups sugh as
churches;, PTA, etc. is authorized. Business relatlonshlps, partner-
ships, loaning of money, close personal associations, dating or mMar-
riage, and legal or financial transactions of any sort are prohibited.

PR o SO
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Policy of the Department:

Department of Corrections employees shall maintain a courteous and profes-
sional demeanor in their association with inmates, parolees and probation-
ers at all times, and shall adhere strictly to the Department' s‘regula—
tions concerning the relationship to be observed by personnel toward in-
mates, parolees and probationers, their families, friends, and ex-inmates.

- Procedure:

1. Association with inmates, parolees, and probationers their families
and friends -

a. Personnel shall not trade or barter, transmit messages, or become
unduly familiar in any manner with inmates, parolees, and probationers.

, b. Personnel shall in no way contact or correspond with any member

of an inmate's, parolee's, or probationer's family, or with any person
on an inmate's approved visiting or correspondence list, unless their
assigned duties require it, or permission has been granted by his/her
director, administrator, or supervisor.

2, Association with ex~-inmates, parolees, or probationers -

a. Unless their assigned duties require it or permission has been
granted by his/her Appointing Authority, personnel shall not, in any way,
deliberately contact or correspond with ex-inmates, parolees, probatloners
or with any member of their family, nor shall personnel assist 1n any
manner in conductlng such correspondence.

(1) Copies of any official correspondence to ex-— lnmates,
parolees, probationers or their families shall be placed in thelr
official records.

(2)  If an employee is contacted under any circumstances by an
ex~inmate, parolee, probationer or a member of his/her family, the
employee shall 1mmedlately report this fact to the institutional director
or administrator in charge.

b. Association between personnel and ex-inmates, parolees, or
probationers in normal community activities involving groups such as
churches, PTA, etc. is authorized. Business relationships, partner-
ships, loaning of money, close personal associations, dating or mar-

& riage, and'legal.or financial transactions of any sort are prohibited.
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If an employee has any doubt as to the nature of a transaction or
relationship, it should be resolved by repeorting same to Appointing

Aauthority for his/her determination of the appropriateness of the rela-
tionship or transaction.
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Policy of the Department:

Off-duty personnel shall not visit institutions or grounds without prior
authorization from institutional officials.

" Procedure:

1. Those personnel desiring to visit an institution, or facility, or
the grounds of an institution during their off-duty hours shall, first,
inform the institutional officials of their reason for visitation, ang,
secondly, obtain the authorization of the institutional officials prior
to the visit.

2. While on-duty, personnel shall not visit any areas in the institu-

tion to which they are not assigned, except as is necessary in the per-
formance of their assigned duties.
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Weekly Vacancy Report

Policy of the Department:

Position vacancies and manpower losses because of vacanc1es shall be re~.

ported to the Central Office weekly.
Procedure:

Each institution and facility shall

dicating the positions vacant and the full-time position equivalency loss

submit a weekly vacancy report in-

for the position during the week reported. Each workday a position is

vacant would equal a .2 full-time position equivalency loss. The report -
should further include the class title, position number and date vacated

for each vacant pos1t10n.
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