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CLASSIFICATION MANUAL 

CHAPTER I 

Purpose 

The purpose of thi~ manllal is to d('lirJ('atc' a classification process at the New 
Hampshire StHle Prison and to explain tht' various compont'l1ts that go into the 
classification system together with til(' crit(>ria on which the dt'cisiol1s relative to 

an inmate's ('b~~ification are based. The manual describes in detail the C'Onsicieratiol1S 
that must be weighed by those who make a full rangl' of classification decisiollS 
aff('('(ing every aspect of an inma[(>'s life in the Prison. The man1\al also contains 
a brief description of the information which is collsidt'I'('d for each prisOlwr in the 
e-;tablishm{'1l! of his individual c1as~ifiultion program ttt the Prison. Thus. this 
manual provides both standards and procedures for thost' who are charge~!: with 
adminis(('ring the classification system and an explanation of the c1assHH cltion 
system for those who are subject to lhe classification process. 



CHAPTER II 

Process Overview 

The classification system set forth in this manual supplants the multi~le existing 
systems for inmate classification. Specifically, the Classification Board set up by 
this manual will assume functions of the following existing boards: the Work/Class
ification Board, the Work Assignment Board, the MSU Screening Board, the Transfer 
Board, and the Work Release Screening Board. The new classification system thus 
substitutes for all the existing boards a single board which meets and considers all 
matters relating to classification of prisoners from their arrival at the Prison through 
the entire confinement process until their release. The Classification Board will render 
decisions in the following areas: 

A. Custody Grades 

B. Housing Assignment 

C. Special Statuses 

D. Legal Conditions 

E. Work Training Assignments 

F. Educational Opportunities 

G. Post-Release Plans 

H. Special Programs 

I. Transfer 

Each of these component areas will be described in further detail later. All classi
fication recommendations and decisions shall be governed by the rules and criteria 
set forth in this manual. 

1. Initial Classification Hearing 

The Classification Board will meet and consider each inmate following his recep
tion cycle (described below) in an initial classification hearing. Based on the initial 
classification hearing, the Classification Board will make its recommendation to the 
Warden as to the inmate IS needs in each of the component areas listed above. Information 
furnished by the inmate during the reception cycle serves as the foundation for the 
initial decision by the Board. This information is collected and analized by the Mental 
Health Staff who are the case managers for each of the inmates and who compile an 
initial case history and a psychological workup during the reception cycle. 
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2. Continuing Review 

Subseque11l to the initial classification hearing the Classification Board will 
continue to review the inmate's classification at regular i11lervals, normally every 
90 to 120 days, except for maximum custody inmates who shall be reviewed evel'}' 
60 days. As part of this continuing review the Board will work to establish, with 
the inmate's participation, individual programs for the inmate and will encourage 
him to participate in activities which appear to be best for his long-term advantage. 
\\Ilwn the Classification Board meets with the inmate as part of the continuing 
review it will either reaffirm the program which it has previously established for 
the inmate or ad.:ust any of the inmate's program components as is appropriate 
and in the best i11lerests of the inmate. 

3. General Procedures 

Prior to each inmate's appearance before the Board in person, the inmate's case 
manager and the Classification Officer will present to the Board a short briefing 
detailing the individllal'~ background, test results, Hnd confineme11l experit'nce. 
The individual prisoner's case will be discllssed fully by the Board members. There
upon, the prisoner will be requested to appear before the Board and his progres~ 
at the Prison and other factors which the Board has considered in reviewing his 
caSt' will be discussed with him. The inmate's olltlook and conduct at the hearing 
will be considered by the Board in reaching its decision with respect to his classi
fication. A record will be maintained of the inmate's participation in the hearing 
and lhe matters discussed by the Board. Depending on the nature of the particular 
case, this l'('corcl may be brief and in handwritten form or may be longer and more 
involved and compiled through a dictation procedure or some other administrative 
routine. 

4. Role of Social Workers 

The individual social workers in IVIental Health play an important part in the 
classification process from the beginning. The social workers meet and interview 
inmates shortly af[('r their arrival at the Prison. Based on information obtained 
from the inmates the social workers make recommendations both in writing and 
orally to tIl(' Classification Board as to what should be the result of the initial classi
fication hearing and as to what programs the individual inmates should be placed 
in. These social workers/case managers follow the inmate's progress throughout 
his confinet11('nt. supporting or challenging where appropriate, and encouraging 
him Cor follow a course of action which will most likely result in a successful cor
rectional experience and a successful assimilation into free' sodety after he is released 
from Prison. 

5. Role of Pre-Release Personnel 

Pre-release personnel initially make contact with an inmate at the initial clas~i
fication hearing following the reception cycle. It is the function of these personnel 
to re-engage the prisoner at a period approximately six to eight months prior to 
his anticipated release to assist him in establishing a post-release program which 
will meet the approval of the Parole Board and which is realistic for the particular 
prisoner. II is also the function of the pre-release staff to encourage the inmate's 
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participation in tht' prc-releas{' program. The program is in[(>nded to providt' the 
inmate with information ant! advice to assist him in living at lib(,rly. TIl{' courSl's 
to be taught and instructed during thl' pr('-rt'iease program inc1ud(' such things 
as how to successfully pass a job intt'rview, how to successfully look for work, how 
to talk to a police o('fi('('r 011 tht' stn't't without getting into troubl(" managem('nt 
of personal affairs, managemel1t of marital affairs, and similar iwms which in many 
illstalH'('~ have be('n negkcwd in tlH' prisoner's basic sociological education. TI1(' 
pre-r('I('as(' pl'ople work in coop('r,lliol1 with til(' Parole Department and, wllt'rl' 
appropriate, "ocational Rehabilitation to fill in the gaps not previously coV('red 
and to make the most ('as), traw-ilion flOm a confinement s('tting to a civilian setting. 
Dming this period tht' individual's custody grade' and lik('ly work ('XIH'ri('l1n' on 
til(' outside is re-evaluated. 

6. SUmnHi'n' 

The classification process begins whel1 the il1mat(' initially rom('s thlOugh the 
ftont door and is in-processed into th" pri~cm; and it mns throughout his ('ntin' 
wnfinement until he is actually rt'lt'ased from tile Prison. :\ fundamental prindp\{' 
h('hind the c1as~ification process is to mak(' th(' most of the assets availablt within 
till' institution and to tailor tlwlll to tIl(' deg)'('t' pos~ibl(' to fit the individual ll('e(b 
of particular primn('rs and to l'IKOt\1'ag<' the prisoner\ participation in programs 
which appear most beneficial to him. Wh('\(' it is unrlear as to ",heth('r 01 not tht' 
prisoner bt'lil'\'('S tht'M' things to be to hb advantage, th(' classification pr()(t'~S atlt'mph 
to ('Il(OUrage him to participalt' in artidli('s which Sl'('m to be to his I)(·~t a(h'antagt'. 
The clear objecti\'e of tll(' system is to pl'Odde till' individual inmate' with the maxi
lllUIll possiblt' l'nc'ollragcnWllt toward realistic goals in\'oldng sclf-l)('w'll11('nt so 
as to pl()nWtl' his I'ehahi litation. Th(' system also proddl's a (hannel thl'Ough which 
tl1<' Prison adl11inbtratioll call I)(,(c)!lw I)('lt('r attuned to Ill(' nl'e(b of inmate's at til(' 
Prison with respect to plOgrams or fadlitit,s. 
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CHAPTER III 

Reception Process 

An important pan of any classification process is the reception and diagnostic 
phase. This phase begins at New Hampshire State Prison shortly after the prisoner's 
arrival at the front gate. Upon his receipt from court authorities by the prison 
authorities and the transfer of accompanying legal papers (which in most cases 
include the court order and mittimus, and which may include a police report, a 
probation repon and other similar information) the prisoner is taken inside the 
Prison and given initial instructions by one of the senior officers on duty; he is 
searched and required to shower; he is provided with a receipt for property which 
he has brought with him but which is not allowed in the Prison, and property per
mitted in the prison is returned to him; his original issue of prison clothing is assigned 
to him, and he is taken to the reception division or quartan tine area. At that time 
he also given a copy of the inmate manual which includes a description of the classi
fication process set forth in this manual. During the period of time he is in the 
reception cycle or in quarantine, he is not allowed to leave the seventh division 
except under the control of the custodial staff. On the seventh tier he is temporarily 
separated from the general popUlation, sharing the tier with other new arrivals. 
Ordinarily on the first day following his confinement at the prison, the inmate is 
taken by the Records and Identification Sergeant to the photographic area where 
initial information is obtained from him penaining, in summary fashion, to his 
background. At the photgraphic area he is fingerprinted, photographed, an iden
tification card is prepared for him, and he is returned to the seventh division. The 
reception cycle begins every Tuesday morning and continues for eight days. Thus 
a prisoner who arrives at the prison on a Monday begins the cycle on the morning 
of his second day at the prison and remains in the cycle for nine days. A prisoner 
who arrives at the prison on a Tuesday but not early enough to join the cycle com
menced on that day would remain in the reception area of the prison for 14 days 
(six days before he enters the cycle on the next Tuesday following his arrival at the 
prison, and eight days while the cycle is in progress.) The time schedule for the 
receprion ar;livitv is shown (Jl1the accompanying chart (Attachment I) and described below. 

A. Custody 

The initial orientation is provided by Custody. This orientation is ordinarily 
conducted on an individual basis, through one-on-one interview, by a senior 

5 



...... ~ ................ --------------------------------------------------

member of the custodial force. The initial orientation is normally the 
responsibility of the training and investigation officer, whose job requires that he 
get to know the inmates as early in their confinement as possible. Initial orien
tation is a two-sided interview where the rules and regulations of the prison and 
the prison's expectations of the prisoner are explained to him and at the same 
time he is given advice and guidance as to how to avoid complications or diffi
culties while in confinement. The Prison's Inmate Manual (containing wles of 
conduct) is gone over with the prisoner and whatever peculiarities or particular 
problems the prisoner may demonstrate especially as they relate to the confinement 
staff, are identified. Additionally, during this session, the custodial officer encourag('s 
the prisoner to participate in insthutional programs and become involved in the activi
ties of the prison to promote self betterment and to make time work for him during his 
confinement. 

B. Mental Health 

The remainder of the first week and the following Monday are devoted to in-depth 
interviews and directional counseling and psychological testing by the Mental Health 
staff. During this phase the social worker and the psychologist work together to begin 
a case file based on an initial interview and testing. This file will become the 
foundation for the prisoner's initial classification program. During this phase the 
prisoner is paired with a case manager who will work with him during his 
confinement. Unless a personality conflict develops or other similar difficulties occur, 
the social worker or psychologist who initially contacts the prisoner during this 
period will usually be his mentor and his case manager for the duration of his 
confinement. Either the prisoner or the case manager may request a transfer, however. 
Ordinarily during this cycle the case managers, social workers and psychologists begin 

to identify prisoners, based on considerations relating to mental health, who need some 
intensive therapy, those which require an occasional contact, and those likely to 
require little or no mental health attention during their confinement. Additionally, 
during this period, candidates for group therapy sessions and individual therapy 
sessions and candidates for interviews by the psychiatrist are identified, and 
recommendations are made accordingly. 

c. Physicals 

During the first week, the prisoner also receives his reception physical by the prison 
physician. The purpose of the physical is to identify any medical ailments which may 
have a bearing on his classification or which will require medical attention during his 
confinement. During this period of time the prisoner also is given an initial dental 
examination by the dentist, to determine the condition of his dentures, if he has them, 
or teeth, and to see what dental work needs to be done during this period. of 
confinement. 

D. Business Office and Prison Industries 

On the second Tuesday an orientation is conducted by the Business Office which 
relates to the management of the individual's personal account at the prison, how 
the canteen operates, prisoner pay and other matters which are going to be of financial 
~nd business import to the prisoner. Also on this same Tuesday, an orientation is 
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is conducted by Prison Industries which will explain programs availablt> through 
Prison Industries, what types of shops and work are availabh' and how til(' prison 
industries system works. 

E. Education Department and Vocational Training 

On the second Wednesday the prisoner t'{'c('i\'t's a detailed orit'lllation by the 
Education DepartnH'nt in tht' course of which the Ht'ad Teacher make's an initial 
contact with the lieW arrivals, explains tIlt' education system at tIl(' Prison and 
discusses tht' educational programs which are availabk Additionally, such t('sting as 
is appropriat<' to determine placen1t'nt of individuals in partkular programs is 
conducted at this time anu the' inmatt' is encoul'ag{,d to participat{' in educational 
programs at whatt'ver level is most suitable' for him. During the Saint' session, 
\' oratie nal Training orientation takes place in the course of ,~hich the \'ocational 
Training programs ,tn' expluined to the prisont'r. his attendal\ct' IS ('ncouraged, and an 
effort is made to establish what Vocational Training program is most Iikdy to serve 
his needs and abilities. 

F. Alcohol/Drug 

On the second Tuesday afternoon tl1(' Alcohol and Drug Program workt'rs m('{'( with 
the inmates in groups and individually. as necessary, to enmurage tlwrn to participate 
in appropriate alcohol or drug programs, and to identify whatt'vt'l' alwhol and drug 
problems hav(' been brought by the prisoner to the institution. A large Pt'Hl'ntage of 
the prisoners ron fined i'l recent years have either alcohol or drug probh'llls. Alcohol 
and drugs have been major contributors to the indd('nce of crime. Many of the 
inmates at the prison committed ('rimes under tIl{' influcnce of drugs or alcohol or as a 
direct l'(>sult of an addiction to or dependency on these substann's. If such inmates are 
ultimately to be released and expected to be able to live at libt'rty without violnting the 
law they will hav{\ to learn how to handlt' or to <lvoid the drug and alcohol problems 
which have in many instances been at least partially responsible for tht'ir mnfirWll)('nt. 

G. Vocational Rehabilitation 

On the st'cond Thursday morning tilt' Vocational Rt'habilitmioll ("VRII) staff, an 
arm of th~ Department of Education, interviews each inmate in an attt'mpt to provide 
early idelltification of potential vocational rehabilitation candidates. During this 
session the VR staff will discuss the VR program with each inmale and determin(', in 
consultation with lh(' inmate, whether VR assistann' would be usdul to him and 
whether he appears to qualify for VR assistance, If an individual inmate' is appan'lltly 
a VR candidate but his aptitude or arms of intereH are unclear to hillt or then' is SOfllt' 

doubt as to his capacity to u('cOlnplish desired tasks in the particular areas in which 11(' 
appears to bt' inten'sled. a St'ril'S of vocational aptitudl' tests are administered to him 
by the pre-release stafr. Tlw results of these vocational tests not only s('rn' as part of 
the' basis for tIlt' individual's ac('eptnnC'(' us a VR candidate, but the' data also bl'('Om('s 
part of the inrnaw's \'R case fill' and is a\'ailable in tht' Classification tilt' for uSt' by 
Classification Boards during the inmates incarn'l'ation. 

H. Initial Classification Headng 

On thl' s{'contl Thmsday afternoon. ('Hch Ilt'W arrival will ha\'{' ('ompJtot('d tin' I'('('('P

lion proC('SS and will appear b('£ol't' till' Clas~ifirati{)ll Board for his Initial Cla~sifi('ati()n 
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Hearing, At the Initial Classification Ht'uring. tht' inmal<' will \w assiglwd a custody 
grade. housing assignment. special status. if any. his legal st<\lUS will b(' i(\l'lltirkd. h(' 
will be assigned to a work/training assignm(llt. and {'ncouragt'd to p:midpatt' in 
appropriate educational opportunities, Additionally. as part of thl' Initial Cla~sificati()n 
Hearing. t'ach inmate will be given a realistic asst'ssnwnt of his posl-n'lt'asl' plans as part 
of the correctional treatment pmgram and will be t'll('()l\I'aged to partidpaH' in such 
special pmgrams as may bt' indicated by his cas(', Furtlwr. if eitlH'1' transft'\ to a county 
facility or inter-statt' transfer has bt'('l1 \'('cornnH'nd{'d by lilt' judgt' and S('(,IHS to })(' a 
prnpt'r courst' of action to tht' l;la!)sifi('a~jon Board. such transf('\, will bt' n'<OIllIllt'IHlt'ci 
to th(' Warden at that time, 
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CHAPTER IV 

Specific Components of the Classification Process 

A. Custody Grades 

For each prisoner a custody grade is established at the Initial Classification Hearing. 
This custody dassifica.lion like all other matters, may be revit'w('d when the inmate 
appears before the Classification Board for In-progress Review Hearings. At such 
hearings an increase 01' decrease in the custody classification, if appropriate, will only be 
made based on the criteria set forth below. The custody classification imposed by the 
Classification Board must be consistent with the degree of supervisiou or restraint 
required to ll1sure the inmate's security and control. It will not be more restrictive tlum 
necessary. The various degrees of custody are: 

1. Minimum "A" Custody 

This custody grade is reserved for those inmates who are col1sidt'red sufficiently stablt', 
dependable and trustworthy as to require little custodial supervi.sion. Such inmates will 
normally live outside the walls of the Institution at a work n:leas(' facility which may be 
at some distance from the prison, such as the work release facility at Shea Farm or the 
work release facilities located at Mnnchester or other towns. Inmates in Minimum 11£111 
custody can come and go from work with few restraints. 'I'll(' work supervisor at each 
such inmates work site renders r('ports on his behavior and pt'rfonnanct' at the sitt, and 
while he is at the halfway hOllSt~ or other facility he is Supt'rvised by tIl(> staff at th(' 
facility. Furthermore, these inmates are ('ugaged in coullseling sessions and lherapelllic 
interchanges with staff personnel at the facility in which th('y an' hous('d and with 
personnel from such outside ngencies as may s('em tls('ful in individual cast's. 

2. Minimum "BII Custody 

This classification is reserVt'd for thost' inmates who are considered low ('scape or 
low violence risks and who are allowed to live and work outsit\(' tIl(' walls und('r less 
stringent supervision but who are not allowed to It'ave the prison grounds Ull('s('ol'ted. 
Normally such inmates will live outsid(' tht' walls at th(' Minimum Se('Urity Unit 
under a trusty status. These inmates r('quit'l., clost'r custodial supervision than thc)St' in 
Minimum "A" custody, but they require cOllsicit'rably less custodial sup('l'visiotl than 
those in medium custody. For the majority of prisot1t'rs, Minimum "B" custody statns 
is a transition bNW('(~1l the relativrly rigid constraints insid(' tIl(' walls and til(' l'<'lativ{' 
freedom of those domidl('d at a halfway house which tests the inmaw's ability to <opt' 
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with additional freedom. This testing poses some level of risk to the institution 
because escape from a Minimum Security Unit which is unfenced is relatively easy and 
the restraint to remain on the grounds is essentia:lly a moral restraint rather than a 
physical restraint. 

3. Minimum "B-I" (Inside Only) Custody 

This custody grade is reserved for those individuals who, in the judgement of the 
Classification Board, are not likely to commit violellt acts, criminal offenses, to 
attempt escape, or to otherwise threaten institutional security or safety of the 
surrounding community if allowed to work on the Prison grounds, outside the Prison 
walls, under close supervision. Only those individua 13 who have an exemplary 
confinement record will, generally, be assigned to this classification. 

4. Medium Custody 

This custody classification is for those inmates, who, in the judgement of the 
Classification Board, do not regularly demonstrate dangerous or violent characteristics 
and do not constitute a sufficient escape risk as to warrant classification in maximum 
custody, but who, in the opinion of the Classification Board, nevertheless require 
continuous custody supervision based on evidence the Classification Board finds 
reliable which shows that the inmate is likely to commit criminal offenses or constitute 
an escape risk if assigned to a lesser custody grade. An inmate in this custody grade 
will usually be housed in the main cellhouse under normal supervision, pursuant to 
which a system of passes is used to regulate and monitor movements of medium 
custody inmates within the Prison walls. If a medium custody inmate is outside the 
walls of the lI1stitution.he must be under the constant supervision of an armed guard. 
Medium custody prisoners require close and continuous supervision to insure that they 
do not escape and that they do not do physical harm to themselves, to others, or to the 
facilities at the institution. After a period of time in medium custody, the average 
inmate will progress upwards to one of the minimum custody classifications. Some 
inmates, however, may never progress beyond medium custody. Because of their 
resistance to the correctional process or for some other reason such inmates may never 
be cunsidel'ed to have attained the level of reliability and dependability necessary to 
achieve minimum custody status. Many individuals will be released from the 
institution on parole from medium custody status. Since this transition from physical 
constraint to freedom on the street is difficult, this is one group for whom the pre
release office must make the greatest effort to smooth the transition to the greatest 
degree possible. 

5. Al aximum Custody 

Inmates classified maximum custody will normally be housed in the Annex. This 
custody classification is reserved for those inmates who require special custodial 
controls and handling because in the judgement of the Classification BOaId ; 

a. they pose a threat of violence toward other inmates or staff; 

b. they pose a clear risk of escape; or 

10 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

.---.J 



I 
I 
I 
I 
I 
I 
I 
II 
II 
[I 
II 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

c. their conduct, as evidenced by recent and frequent disciplinary infractions or at 
least one instance of conduct threatening, dangerous or disruptive to institutional 
security, demonstrates that they are disruptive, dangerous, or pose a direct threat to the 
security of the Prison. 

(A) Classification of inmates to maximum custody because they pose a threat of 
violence shall be appropriate if evidence which the Classification Board finds 
reliable shows: 

(1) recent and numerous instances of violence towards others; 

(2) recent but not numerous episodes of violence toward others accompanied by 
evidence which the Classification Board finds reliable and based on which the 
Board finds that the inmate is likely to engage in future violence toward oth!!rs if 
he is not strictly supervised; or 

(3) at least one recent episode of violence toward other inmates or Prison staff of 
sufficient severity, in the opinion of the Classification Board, to demonstrate that 
his presence in the general popUlation would pose a continuing threat to insti
tutional security. 

(B) Classification of inmates to maximum custody because they pose an extreme risk 
of escape shall be appropriate if the Classification Board finds that lesser custody 
grades are not sufficient to deter or prevent them from escaping and if there is 
evidence which the Classification Board finds reliable which demonstrates: 

(1) escapes Or escape attempts, coupled with a background of this conduct; or 
evidence which the Classification Board finds demonstrates that escape attempts 
are likely to occur in the future; or 

(2) at least one recent escape attempt accompanied by evidence which the Classi
fication Board finds reliable and which the Board finds demonstrates that the 
inmate will attempt to escape again if he is not strictly supervised. 

(C) Classification of inmates to maximum custody for conduct disruptive or danger
ous to the security of the Prison shall be appropriate if: 

(1) they have committed recent and frequent major disciplinary infractions and if 
the Classification Board finds that there is reliable evidence which demonstrates 
that if the inmates were in a less custody grade they would commit additional 
rna,jor infractions; or 
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(2) if there is evidence which the Classification Board finds reliable and which the 
Board finds to demonstrate that they have engaged in at least one major disruptive 
incident such as would constitute a major disciplinary infraction that has posed a 
direct threat to the security of the institution, and that the presence of the inmate 
in the general popUlation poses a continuing threat to institutional security. 

(D) Classification decisions under each of the above subsections may be based on 
conduct of the individual occurring in whole or in part outside of the New Hamp
shire State Prison. 

Inmates in this custody grade will be under the supervision of an unarmed guard 
when moving inside the walls of the institution. If circumstances require them to go 
outside the walls for any reason, they must be kept under close supervision by armed 
guards at all times. Physical restraining devices such as hand or leg irons may be used 
as considered necessary by the Director of Custody. Inmates in this custody will not be 
employed outside the walls of the institution under any circumstances. Since the 
physical constraints and restrictions on locomotion of these individuals are so severe, 
special effort must be made to provide them with adequate education, recreation and 
similar pursuits to minimize the degenerative aspects of their confinement. 

Inmates in maximum custody will be afford the opportunity to increase their 
custody status. At the time of each sixty-day status review, the Classification Board 
will review work reports and evaluations filled out by Annex correctional staff with 
respect to each inmate together with other relevant material, to determine whrther the 
inmate is a candidate or potential candidate for such elevation. Maximum custody 
inmates who demonstrate by their conduct and their work performance in the Annex 
that they are potential candidates for increase in custody status may be afforded the 
opportunity by the Classification Board to participate in work release from the Annex. 
Consistent with concerns for institutional security, a maximum custody inmate who is 
allowed work release from the Annex will have the opportunity, while still residing in 
the Annex at night, to participate in meals, a job and other programs open to 
members of the general popUlation to the extent which the Classification Board finds 
appropriate. 

An inmate should not remain in maximum custody for more than four months 
absent exceptional circumstances. In deciding whether to reclassify an inmate and in 
later reviewing this classification, the Classification Board will be governed by this 
principle. Thus, in each case the Classification Board shall strongly consider four 
months as the maximum period for imposition of maximum custody status, unless 
exceptional reasons or circumstances exist such as repeated escape attempts, numerous 
and recent major disciplinary violations, or repeated returns to maximum custody. 
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Nevertheless, doubtlessly some inmates classified as maximum custody will never 
increase their custody grade and may, if eligible, be released from the institution on 
parole directly from maximum custody status. As with the case of inmates released 
from medium security directly to freedom, the pre-release office must make great efforts 
to prepare those inmates for release. 

B. Housing Assignment 

The particular housing assignment made with respect to inmates by the 
Classification Board will generally be either Annex, Cell house, Minimum Security 
Unit, or Halfway House. 

1. Annex 

The Annex houses inmates who are graded as maximum custody. It also houses 
people serving periods of time for disciplinary segregation and may house people in 
administrative segregation if, under the facts of individual cases, the Shift Captain 
finds administrative segregation in the Annex is necessitated by a clear threat to 
institutional security (see section on Administrative Segregation). Hous;.ng in the 
Annex is in individual cells and is characterized by close supervision of inmates, 
restricted movement, and rigid security controls which are required by the nature of 
the prisoners confined therein. Ordinarily maximum custody prisoners are employed 
within the Annex and do not leave the Annex building except for organized scheduled 
periods of outside recreation or to attend special appointments, in either of which 
circumstances, the inmates must be accompanied by specially designated guards. 

2. Main Cell House 

Medium custody prisoners ordinarily are assigned to the main cell house. The main 
cell house consists of four tiers of cells in a central cell block. The prisoners confined 
in the main cellhouse ordinarily work inside the walls in one of the industries or 
prison maintenance facilities or go to school in one of the Vocational Training 
schools. They come and go within the walls with only general supervision although 
their activities are controlled by means of passes and their whereabouts are known at 
all times. Inmates housed in the main cellhouse go to meals as a group and have 
group recreation activities inside the walls of the facility as scheduled. 

3. Minimum Security Unit 

Prisoners assigned to the Minimum Security Unit live in individuals rooms or small 
dormitories, may move freely throughout the minimum security structure and are 
accounted for in a general manner rather than being individually accounted for at 
all times. These prisoners work outside the walls, at either the farm or other activities, 
and are accounted for at regular times. However, there are particular rules to follow 
within the dormitory setting of the house and they must be adhered to at all times. 

13 



L 

4. Halfway House 

The Halfway Houses are intended to provide quarters and guidame for prisOlwrs 
employed at regular jobs in the community. These prisoners ordinarily live in 
individual rooms or small dormitories, work away from the halfway hOl'~'~' and return 
to the house at night. Such prisoners are relativeiy free and are subject to minimal 
constraints. They contribute some portion of their earnings toward thdl' upkeep. 

C. Special Statuses 

In addition to custody grades and housing assignments, prisoners are assigned 
special statuses where necessary. These are in addition to custody grades and not in 
lieu of custody grades. The following are examples of special statuses: 

1. A dministrative Segregation! Pending Investigation 

Administrative segregation pending an investigation may be imposed on an inmate 
when the condition is warranted based on the circumstances surrounding a particular 
incident or the circumstances of a particular inmate. 

It is the policy of the warden of the New Hampshire State Prison that administrative 
segregation pending investigation be imposed only when an inmate's continued 
presence in the general popUlation presents a clear danger to himself, others, or 
institutional security. This status should be imposed only for the minimum amnount 
of time necessary, and only in accordance with the following procedures.: 

(I) 'When an individual prisoner is involved in an incident and in the opinion of the 
on-duty shift captain it is necessary for him to be placed in administrative segH'gation 
to prevent future incidents or the ongoing nature of the immediate incident, the shift 
captain will advise the inmate of the imposition of administrative segregation pending 
an investigation and the reasons therefore and will hear the inmate's opinion and 
rationale if the inmate thinks the imposition of administrative segregation/pending 
investigation is not warranted in his case. Based on the information tl1e shift captain 
knows and the information the inmate has presented to him the shift captain may 
decide that administrative segregation is warranted or that it is not warranted. If tIl(' 
shift captain decides that administrative segregation/pending investigation is 
warranted in that particular circumstance he will secure permission from the on-call 
duty officer advising him of the facts and circumstances in the particular case. Since 
administrative segregation/pending investigation is served in the Annex, the shift 
captain will cause the inmate to be moved to the Annex as soon as he is able to do so 
considering the security requirements involved. 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 



I 
I 
I 
I 
I 
I 
I 
il 
I 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

(2) On the next dt:ty day the Lieutenant who j~ responsible for the Annex will report 
to the Major's office and the Deputy Warden's office that a prisoner has been put in 
administrative segregation. The Major should already be in possession of this infor
mation through reports rendered by the shift captain. however it is necessary for the 
Annex Lieutenant to report this act to the Major to insure that appropriate action is 
taken. The Major will conduct an independent inquiry into the facts and 
circumstances surrounding the imposition of administrative segregation in this 
particular circumstance and. will calise a hearing to be conducted within two working 
days after the imposition of administrative segregation which considers those facts and 
circumstances and the inmate's input into those facts and circumstances. This hearing 
will result in the Major either determining that administrative segregation is no longer 
required and returning the inmate to the general popUlation, or determining that the 
continuation of administrative segregation is necessary. If the Major determines that 
administrative segregation/pending investigation should be continued he will make a 
further evaluation as to whether or not the disciplinary board or judicial panel which 
is to decide the guilt or innocence of the individual prisoner can be convened within 
seven days of the date that administrative segregation was imposed. If a determination 
is made that the disciplinary hearing can be convened within seven days. the Major 
will order administrative segregation.:pending investigation continued pending the 
outcome of the disciplinary board. If the Major makes a determination that the 
hearing cannot b(' conducted within seven days because of particular circumstances 
involving a complicated investigation or requirement to secure ('vidence not 
immediately available within the institution. then the l\Iajor will refer the matter to 

the next Classification Board which will review the circumstances within seven days of 
the original imposition of the administrative segregation. The inmate will be 
informed of this decision and further advised of the approximate date by which he can 
expect a hearing before the disciplinary board. The Major will advise the Deputy 
Warden of the conduct of the inquiry. the decision or decisions rendered and the basis 
for the decision or decisions. 

(3) TI1(' Classification Board will review the facts and circumstances regarding the 
imposition of administrative segregation and will either order the prisollcr released 
from administrative segregation or will order the continuation of administrative 
st'gregation until such time as the disciplinary hearing or judicial tribunal can be 
scheduled. If in the opinion of the Classification Board the inmate's return to the 
general prisoner population would not pose a clear danger to the institutional security 
or th(' individual inmate's well being then they should recommend to the Wardell that 
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the inmate be released from administrative segregation. If they determine that release 
of the inmate from administrative segregation will pose a clear threat to himself, 
others, or institutional security they will order the inmate retained in administrative 
segregation. 

(4) Inmates retained in administrative segregation will be reviewed at 15-day Intervals 
by the Classification Board with an eye toward releasing the inmate from the 
admmistrative segregation restraints if that appears to be warranted. The Board will 
also advise the inmate of the reason for the delay in obtaining a hearing as well as the 
approximate date by which he can expect a disciplinary hearing to be conducted. 

(5) Inmates in administrative segregation will normally have the same cell 
furnishings as are offered maximum custody inmates in the Annex unless rerluction or 
restriction of certain items are nccessary to maintain security control or to prevent an 
inmate from harming himself or others. 

(6) It should be noted that in each o[ the instances where the case is reviewed 
beginning with the review by the Captain followed by the review by the Major 
followed by the review by the Classification Board the inmate is a participant and his 
opinions and thoughts relative to a continuation of administrative segregation will be 
considered by the deciding agency. 

(7) Inmates retained under this policy in administrative segregation for periods in 
excess of 15 days will be treated in the Annex with the same recreation, work, 
education, and other activities as are maximum custody inmates unless security of the 
institution absolutely mandates otherwise. 

Imposition of administrative segregation/pending investigation curtails an inmate's 
ability to participate in programs in the institution ancl should only be imposed when 
it is absolutely necessary to protect him or others or to maintain institutional security. 
The foregoing routine provides procedural safeguards to insure that administrative 
segregation/pending investigation is not imposed whimsically, capriciously or 
arbitrarily but serves a real and present and valid need of the institution and the 
prisoner population. 

2. Adminislralit1e Segregation! Medical 

Administrative segregation/medical may be imposed on an inmate, when that 
condition is warranted because of the circumstances in the case' of a particular inmate, 
in accordance with the following procedures: 
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Administrative segregation/medical may only he imposed by til(' doctor, psychiatrist 
or psychologist (hel'einaftt'r called medical authority) who afw!' ('xamination of the 
inmate de[('rmines that it is necessary to separate the inmate frcim the gt'neral 
population because of his physical or Il1t'11tal conditiom. 

Inmates in this status may be threats to themselves or threats to others becal1Se of a 
mental condition or may be communicators of dis('ase or for some n'ason their 
separation [rom the general population is medically or psychiatrically indicated. This 
status may also be used when the inmate himself l'equests an opportunity to withdraw 
and cont('lllplate his situation for short pel'iods of time unless til(> medical authority 
believes that til(' inmaw is not competent to make the decisioll and the status would 
adversely affect the inmate psychologically. In voluntary cast's, til<' status will he 
immedial{'ly terminawd upon the inmate's request. 

Such medical segregation is ordinarily imposed for as long as nt'cessary to 
accomplish whatever the medical purpose is behind tht' imposition of the 
administrative s('gregation. The location of administrative segregation medical may be 
in any living facility within the institution consistent with security requirements and 
the medical needs, tht, latter of which shall be determined by the medical authority. 
The items available to the inmate in whatever location he may be put may be 
constrained as is necessary by the llledical authOl i ties which ordered the imposition of 
the administrative segregation medical. 

Inmates lwld in administrative segregationuwdica! for psychological reasons or at 
theil' own request shall visit with the psychiatrist or p~y<hologist or mental health 
counselor as determined by the psychiatrist psychologist. Such visits shall be for the 
purpose of (a) monitoring or checking the inmate or providing therapv lind treatment 
as deemed appropriate; and (b) determining on a regular basis whether the status 
should continue. That determination shall be made by the psychiatrist psychologist 
uased on his own examinatiolls and or H'ports from the mental health COlll1se10r. 

Inmatt's held in administrative segregation medical for physical reaSOllS shall visit 
with or be visited by the Doctor or Nurse as d('lermined by the Doctor. Such visits 
shall be [01' the purpose of (a) monitoring and examining the inma({' and providing 
him whatever treatment is necessary and (b) determining on a regular basis ",h('(her 
the status should continue, That determination shall be made by the Doctor based on 
his own examination and or reports from the Nurse. Inmate's in administrative 
segregation'm('dical may bt' permitted to work or participate in recreation based on 
the nature of the particular problem surrounding that particular inmate, In each case 
the constraints or privilegt's associated with that condition for that particular inmate 
will be' specified and will become part of the n>!'n'([ional tl'e<ltllH'llt folder. 

l Tpon initial examination and dming the period of administrative segregation 
medical the medical authority shall d('(l'rmine whethc\' l'('fclTals or transfer should be 
macl(' to other facilities or medical p~y('hialric personnel. Th('r('for(', whell appropriatc 
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as determined by the medical authority, inmates in administrative segregation/medical 
shall be referred or transferred to medical or psychiatric agencies or facilities including 
New Hampshire Hospital if the condition of the inmate warrants application of 
outside psychiatric or medical talent. The medical authority shall keep appropriate 
medical records regarding imposition of the status, including recording the reasons for 
imposition of the status and what referrals, if any, to outside facilities were 
sought. The medical authority and the mental health counsellor or nurse shall on a 
regular basis keep progress notes and indicate the reason for continuation of the status. 
An inmate placed in adm~nistrative segregation/medical shall retain all rights and 
privileges in consonance with his custody grade including all his personal property 
and participation in programs, unless the medical authority determines otherwise and 
prescribes a partial or total curtailment of such rights and privileges. 

A procedure must be established to provide medical authorities the capacity to 
separate when medically or psychiatrically indicated those inmates who pose a danger 
to themselves or others or whose medical condition warrants this separation from the 
general population. That condition also must be regularly reviewed to insure that 
this segregation is imposed only for the period absolutely required for valid medical 
and psychiatric reasons. 

3. Disciplinary Segregation 

Disciplinary segregation is imposed as punishment for a specific infraction by the 
Disciplinary Board after a due process hearing in accordance with the disciplinary 
policies. Disciplinary segregation is imposed for 15 days maximum and is served in 
the Annex. Prisoners in disciplinary segregation have their privileges markedly 
reduced during this period of time, for example, cell furnishings are curtailed and 
movement restricted. Imposition of disciplinary segregation is a serious hardship to 
the prisoner. It is imposed with the intention of providing punishment for a serious 
offense following a due process hearing in which the inmate has been (ound to have 
committed the offense. This type of punishment is imposed apart from, and 
occasionally in addition to, any punishment resulting from a criminal action arising 
out of the same incident. Inmates in disciplinary segregation will be visited by a 
member of the medical and mental health staff on a daily basis to determine whether 
they have any medical complaints. 

4. Protective Custody 

Protective custody is a status assigned to a prisoner based on his written request for 
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personal protection. Each rt'quest is individually reviewed by the Classification Board, 
and a recommendation is made to the \-Varden whether or not the circumstances of the 
case warrant protective custody status. Once imposed, the status continues until the 
prisoner requests to be removed from the status or the Warden orders his status 
removed following a due process hearing. Such prisoners must be separated from all 
other prisoners who are not also in protective (ustody status. Protective custody 
prisoners can be quartered in any housing area which bf'St provides for their needs and 
those of the Institution. Protective custody prisoners may be moved and quartered 
and worked in consonancc with their basic custody grade. However, they must 
remain separated from all prisoners not protective cust(xly unless their activities are 
monitored dosely by cllstody personnel. Protenivt' custody prisoners are in danger 
from other prisoners and must be protected from them at all times. 

5. Temporary ConfinmzNIt of Prisoner to his Cell 

When a prisoncr ben>mes so hostile or agitated that opening his cell door might 
well result in a violent incident, he may remain temporarily confined to his 
cell. When this becomcs necessary, the Lit'utenant or Captain must be notified 
immediately. The Lieutenant or Captain shall within a reasonable time speak with 
the inmate and otherwise review the situation, including talking with any witnesses. 
The duty officer, Deputy Warden or Warden shall be advised as soon as possible if the 
situation is not rt'solved. If appropriate, a mental health worker shall be called 
immediat('ly. Generally this status should not continue beyond several hours and 
certainly not an entire day, but if it does, it shall be reviewed daily by the Deputy 
Warden or his designee and based on the Deputy's pt'rsonal evaluation and/or report 
that he receives he shall decide whether or not to continue the status. For inmates in 
the general population a Classification Board hearing shall be convened within three 
days of the inmate's behavior does not allow him to be released from his cell by that 
time. The Board in reviewing this matter may consider recommending reclassification 
to maximum custody if the criteria for maximum custexiy are met. For prisoners 
already in the maximum security area, tIl<' Deputy Warden or his designee shall 
continue to rl'vit'w the status daily. Prisoners in this status need not be let out of their 
cells for the ordinary r{'creation, showers or other activities enjoyed by prisoners who 
are tractable where letting them out of their cells would pose a threat to institutional 
security. This status works a serious hardship on a prisOIwr and should not continue 
after the period of time necessary to insure' the safety of himself and others. It does 
not, however, rationally make sense to open the cell door and fight a prisoner to offer 
him a shm\1t'r or recr<',llion or some otlwr activity to which he might otherwise be 
entitled. All prisoners in this status \',.-ill be visited by a memlx'r of the medical or 
mental health teams on a daily basis. 

D. Legal Conditions 

Prisoners assigned to ttl{' Nt'w Hampshin' State Prison are 1Il a variNy of kgal 
conditions. Exampks are as follows: 
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1. Sentenced 

A prisoner who has been sentenced to a specific term by a State of New Hampshire 
court. 

2. Pre-trial 

A prisoner who is being held for trial by a court and who is not serving a sentence. 

3. Parole Violator 

A prisoner who has been returned from parole based on a particular alleged breach 
of parole and who is being held pending a parole violation hearing. 

4. Federal 

A prisoner not held. under State authority but held under Federal authority. 

5. Courlty 

A post-trial prisoner held under County authority. In most instances these 
prisoners will have been confined originally in county facilities who have been unable 
for one reason or another to properly manage them. 

6. Transferee 

A prisoner who was originally sentenced and convicted in another state and who 
under the Interstate Transfer Compact or by some other agreement is now confined in 
the New Hampshire State Prison serving a sentence imposed by the authority of 
another state. 

E. Work Training Assignments 

Work at the prison falls into two broad categories. There are several programs 
which are primarily if not soley geared toward vocational training. while others are 
considered primarily job assignments with little or no training component. Of course 
any new job provides a learning experience to some degree. It is the specific objective 
of the New Hampshire State Prison and a major role of the Classification Board to 
provide all inmates at the Prison an opportunity to participate in one or more 
vocational training programs. Therefore prisoners in all grades of medium and 
minimum custody as well as those in special statuses, weh as protective custody. shall 
be eligible 101' vocatioual training programs. Prisoners in maximum ('ustody work 
release to the general population may also be eligible. '1'ht' essential criteria to be 
utilized in the classification process for vocational training assignm('nts shall be: 

(\) inmate interest determined through int('rvi('ws with til(' inmal('; and 
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(2) inmate ability as determined from: (a) educational prerequlSltes for reasonable 
participation, and (b) aptitude as measured by tests where appropriate. 

During an inmate's initial classification hearing and thereafter during periodic 
reviews of his status, the potential work training assignments which seem appropriate 
for the inmate will be discussed with him, his expressed desires will be considered and 
he will be recommended for a work training assignment. The catalog of possible work 
training assignments is atlached as Attachment III of this manual. 

F. Educational Opportunities 

In addition, at all such classification he~, ings the inmate's educational status as 
reported by the social worker to the Classification Board will be discussed by the Board 
with the inmate. The discussion should include the educational activities the inmate 
should consider undertaking while at the institution. If the inmate has not completed 
high school, he will be strongly encouraged to participate in the GED or remediation 
programs to prepare him to go into the GED program so that he can get a high school 
equivelancy certificate while in confinement. If the individual has completed high 
school, he will be encouraged to participate in the college programs and the special 
educational programs which are available. The educational opportunities are 
contained in the Education Handbook. 

G. Post-release Plans 

Within th(' last six months of an inmate's sentence, the inmate's post-release plans 
will be discussed with him by the Classification Board and by staff members 
conducting the prison pre-release program. Sometimes inmates have a particular 
course of post-release employment which is clear-cut and decided upon by them which 
is also realistic considering their background, their capabiliti{ls and the duration of 
their confinement. Often such inmates have a firm job to return to; frequently they 
return to the position that they held prior to being confined. In most cases, howev{~r, 
the inmate's post-release plans will be unclear to him and establishment of a sensible 
post release plan will become an essential part of the correctional treatment program. 
In such cas('s, a realistic goal, in terms of a field of employment, will be proposed to 
the prisoner predicated on his abilities and interests. Thereafter, he will be 
encouraged to participate in institutional activities which wiJl lead to a realistic 
prospect for post-release employment in that field. Establishment of the goal and 
encouragement toward the goal are important, not only as a part of th(' inmate's 
eventual parole plan but also as a foundation for a new style once the inmate returns 
to life at liberty. 

H. Special Programs 

The number and variety of special programs at the priS(JIl will vary derwnding on 
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the particular requirements of inmates in the Prison. To th(' greatest {'xtent possible, 
inmates at the Prison wiII bt' provided with special programs tailored to suit their 
needs. Examples of such programs an' Alcoholics Anonymous, a Jaycees group, a sex 
offenders group, marital counseling group, threawned individuals groups, aggression 
management groups, individual therapeutic counseling and any other programs likely 
to be beneficial to individual inmatrs or groups of inmates. Inmates are ordinarily 
fret' to elect whether or not they will participate in such s[)('cial programs. It is not 
realistically possible to expect these programs to accomplish their goals if the inmat('s 
an' forced inl<> participation. However, once the groups haw begun, vt'ry often 
till' inmates find that other people having similar problems or tlwrapt'lltic sessions 
with a counselor can help them control their behavior, improve their attilllde, and 
help them understand themselves and their relationship with tht, world around them 
so as better to enable them to function normally in free society and to avoid recidivism. 

I. Transfer 

Inmates arr considerrd for transfer outsidt, the Institution at their rt'CjU('st, at tlw 
request of the sentencing jUdge, at the request of their families or lawy('l's (as long as 
they do not object), or at the request of the institution when it appt'ars that transf('r to 
country, federal or other state facilities would be in the best inwrest of dther the 
prisoner or the institution. Some transfers art' voluntary on the part of the inmate 
involved, other transfers are directed over a particular inmate's obj('nioll. 
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CHAPTER V 

Data Base 

The Data Base on which the initial classification and subsequent reclassification 
recommendations and decisions are based is a compilation of all relevant information 
that is available at the facility at the time that a particular classification hearing takes 
place. The information is examined in light of lhe various criteria for custody and 
programs to determine the custody grad{' and program the inmate should be placed in 
or encouraged to participate in. Should there be gaps or missing links in the Data 
Base, the Classification Officer undertakes to fill these gaps by collection of the data 
from the appropriate source. Tht' data is a mixturt' of information provided by 
people who have had contact with tht' prisoner and by the prisont'r hims{·lf. This 
data base includes essentially the following items: 

A. The Psychological Workup 

The psychological workup is furnished by the psychologist. It includes the 
psychologist's impre1>sions of the individual; a summation of the information 
furnished to the psychologist relative to the confining offense and the individual's 
background: the inmate's desires, goals and interests; the results of diagnostic tests 
administered by the psychologist: and any recommendations by the psychologist 
relative to the individual's program in confinement and direction which seems useful 
for him in pre-release. 

B. Social History 

Social history information is furnished by a sodal workt'r. It includes information 
largely obtained in interviews with the inmate. Items which are verifiable by a 
probation report or other factual data are verified or modified as appropriate by the 
social worker. Based on an interview with the inmate the social worker is to make 
referrals to medical, dental, or other appropriate activities. During the intervicw thc 
social worker should encourage the inmate to participate in appropriate 
programs. The sodal history statement as prepared by thc social worker should 
include notations as to all stich f('ft'rrals and recommendations and should also includ{l 
rccommendations towards t1w prisol1{'r's correctional treatment program and po!>t
rcJt>ase plans. 

c. Educational History 

TIll' educational history indudps both data furnishcd by til(' inrnaw and data 
coll('('tt'd by till' {·duwtional staff dming tht' l('('('ption cycle. It induti('s H'snlts of tcsts 
administt'I'{'d and include's a l'c('omtlwndatioll as to the appropriat{' educational track 
or vocational <,duration tr,lining track for til(' inmatt' to follow whilt' in nmfim'tnctll. 
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D. Medical Limitations 

Medical limitations identified by the doctor in the reception physical and subsequent 
medical records must be considered in designing and implementing the inmate's 
program within the institution and in advising him with respect to post-release plans. 

E. Drug and Alcohol History 

The inmate's drug and alcohol history and his reaction and acC(~ptance of or 
rejection of the existence of a drug/alcohol problem must be evaluated and assessed 
and if a drug/alcohol abuse history exists, he should be encouraged to participate in 
appropriate programs for counselling and rehabilitation. Such programs will 
monitor the inmate's progress with his particular problem and advise the 
Classification Board accordingly. 

F. Inmate's Interview and Goals 

The inmate's goals in life, work goals, family goals, and other goals, his outlook on 
life and his motivation, are discussed with the inmate, as appropriate, in the 
Classification Board proceedings so that his input and the way he sees his future can 
be integrated in the correctional treatment plan. If the inmate's goals appear 
unrealistic he is so advised and, where appropriate, he is counselled to seek assistance 
toward establishing more realistic goals for his future. Other information furnished 
by the inmate that is relevant may form the basis of decisions regarding placement into 
programs. 

G. Work History 

Work history is largely furnished directly by the inmate to the Classification Board 
during the classification hearings and involves the type of work he has done and with 
respect to which he has particular abilities, things which he has liked to do, things 
which he has disliked to do, work in which he has been successful and work in which 
he has been unsuccessful and an assessment of his relative abilities and relative 
skills. The work history is also based, to a degree, on work reports received by the 
inmate while at the Prison. 

H. Inmate's Institutional Work Record 

The inmate's institutional work record is considered during the periodic 
classification hearings and during the Initial Classification Hearing if the inmate has 
previously been confined at New Hampshire State Prison. 

I. Current Confining Offenses 

This information is obtained from legal documentation which accompanies the 
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inmate to the Prison or is sent after admission. It includes infollnation concerning 
the inmate's conviction and th(' specifics of the offense COll1ll1illed. 'I'll(' Board solicits 
from the inmate his version of tht, confining offl'nse and d(,terll1illes what dilfel'('nC('s 
there an', if any, from the legal language and the actual confining o (felh(' charge. 

J. Prior Offenses 

This is pl'('dicat('d on the inlOlmmion flllnished by the prisoner, information in the 
Prison fil('s and information furnished by the FBI and otlH'r criminal intelligence 
agencies. 

K. Sentence Length 

The length of the inmate's sentence has a definite bearing on the types of programs 
rOl' which Iw is eligible and tIlt' timing of those programs to do him the most 

good. The inmate's s('ntel1«' It'l1gth is mmidt'lTd in determining tht' applOpriate 
pl'Ogl am to \'('comm('nd to him. 

L. Escape Risk Assessment 

.\n ('snipe risk aSS('SSllH'nt is mad(' by lhe Classification Board with l('SP('(( to each 
prisOIH'r at tlw initial classificatioll lwaring based on a considered evaluation of a 
\'arkty of factors. Sinn' it is pn'sunH'd that most prisoners would escape if gin'n an 
('as), means of escape, the issue is not whether a prisoner would escape if provided with 
the opportunity to do so, but rather to what lengths he would go to ('scape, The 
in format ion considered by t he Boa I'd in making i Is assess ment ind udes the \engt h of 
Ih(' s('nt('lH(', any dOCllll1t'nll'd propelhit\, toward~ dolt'lHe 01 escape, nny cunt'nt lamih 
plOblems which mighl be comideled b) the prisOlll'r to lequire his pl('SelHe at hOllH', 
previous ('xampks of minimal SUI)('l\'ision. and any other matters which would help 
tht' BOald to dl'lt'lmilH' the likelihood that th(' prisoner will allellJpt to escapl', Thl' 
Board will !e\'i('\\' its original aSS('ssllH'lll of an inmate's escape pott'ntial at 
~ubsequent Iwriodic cla~.~ification h('aring~. 

M, Institutional Violence Risk Assessment 

The Classificalioll Board is also l('sponsihlc lor assessing the likelihood thai 
particular prisOlll'lS will engage in yjol('lll conduct ",hilt' in tIll' institution, The 
nitt'ria 101 ass('ssing tIl(' inlllate's \iol('I1«' tisk include the fn'qU('llCY, '>t'\'('lity and 
til(llnht,II\('~ 01 yjolcllt <lch, il all). It is, ('~sentially, a dt'll'rlllination a~ to whetlH'1' 
Ilt, 1)()'1('~ a ~lIbstal1tial risk of yjolelH(' ",Idl(' in confilH'llH'lll. 



N. Institutional Behavior 

At all such hearings tht' inmall"s institutional behavior record is cOl1sid('red if that h 
<l\'ailahle hecause of prior COnfilH'nH'l1t experience at til(' ;\;Cl\\, I Iall1pshire State Prison 
or of other confinell1ent institution records an' made antilahle, The lik('lihood of the 
inmate being abk to S('I'\'e his confim'll1('l1t with a minimum of \'iol('nn' while at til(' 
institution is assess('d again, 

O. Co-defendants, Informants 01' Vi(~tims 

B('cause of the int('ranion among prisoners ",ithiil the institution, the potential 
danger of h;I\'ing pn's('nt, in the same institution, co-deft'IHlants in the san\(' ninH' \\'ho 
may ha\'(' testified against each other, or informants whmt' testimony helped con\'ict 
prisoll('r., in the prison, or \'ictims of the ('()nfining oll('nse, ",lwtlH'r it ",as c!lIntnitted 
within 01 without til(' institution, and the person con\'icll'd of the OIlC'lISC', ll1ust be 
collSidered in d(,tc'rmining the apPl'Opriat(' custody grade and living ;t«oll1modations 
lor tht' intliddual inma{(>. 

P. Pre-Sentencc Report Information 

PI('-S('l1[('I)(C' I('PCllt inlollnation furnished by til(' probation olri(c'r is olten available 
to be studied, This data is particularly useful and ",hile not always ab.,olutely 
<lCCllra tc'. tim's provide some addi t ional in [ormat ion hc'yond that IUln ish{'(l by tilt' socia I 
worker. TIH' information may be a means for doublt'-dH'cking tl\(' sodal worker's 
l('commelHlations 01 data provided by the prisoll('r and il may shed additional light on 
tll( inmate's pr('-confilH'nwnt social history. 

Q. Police Rt'port Information 

InfCllmation furnished by till' polin' to til(' colin for tile (()Illlllitting trial itself and 
infonnation contained in police fill'S about a particular inmate Illay Ill' Iwlplul in 
illull1inating the inmate's background and past beilaviOl palt('rns. Thi., infOlmation 
Illay ('Ilhal1«' thl' pmsibility th.!t a SU«'('ssful WIIC( tiollal tl('attlH'llt plogram can he 
de\'('\op('d for the inmate which, in tUIll. will lH'lp plt'dude futlll(' criminal acts. 

Polic(' repolt dal" Irequ('IJtly {,()Iltain., ullsubstantiatcd allegatiol1S which cannot Il(' 
suppol'll'd b\ la( l. Such data collsi<l('led lelenll1t will Il(' disc u~.,ed with the inmat(' to 
allo", hi., \'('I\ion 01 C'\('IH., to b(' hmrd. 
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CHAPTER VI 

Board Procedures 

This chapter describes the procedures and routines to be followed by the Classification 
Board as a guide to Board members and as an explanation to the inmates or other 
individuals as to what happens in classification hearings. As a general rule, each of the 
topics for consideration at a classification hearing - work, custody, job, etc. - will 
be reviewed at each Board meeting or hearing. The inmate can and will b' 
encouraged to submit matters either orally or in w!iting for the Board's consideration 
and will be expected to participate in the Board proceedings but will not be present for 
the discussion of his case by the Board members or the actual voting on the actions to 
be taken or I'ecohlmended. He will not ordinarily find out what action the Board has 
recommended until the action is officially announced after the Warden's 
approval. No representatives for the prisoner frum outside the institution staff will be 
permitted at the meeting. Since the proceeding is not an adversary one but a 
participative proceeding, no lawyers or family members will be present, but the 
prisoner can submit written items frorn anyone he chooses. Should a prisoner be 
unable or unwilling to participate in Board proceedings the Board will take the best 
action predicated on the data known to them. If a language barrier exists or if the 
inmate is so lacking in intelligence that he cannot understand the proceedings, he will 
be assisted by his case manager or translator as appropriate. 

A. Board Composition 

The Board is ordinarily composed of the Classification Officer, psychologist or 
social worker, Vocational Training coordinator or the Industries Supervisor, Custodial 
Supervisor, Education representative, Pre-release specialist, and a Vocational 
Rehabilitation representative where appropriate. All of these different agencies are 
encouraged to represent their activities at the board and to discuss appropriate portions 
of the correction treatment program with the ptisoners. There is no requirement, 
however, for all activities to be represented at each Board meeting or hearing. A 
quorum of three is sufficient to render official recommendations on behalf of the 
Classification Board. However, any quorum must include at least a representative 
of Classification, Custody and Treatme\l[. 

n. Authority of the Board 

The Classification Board has the authority delegated to it by the Warden to make 
recommendations on any aspe('l of the prisoner's confinement experience to the end of 
improving the individual inmate's correctional treatment program. Such 
recommendations may include not only changes in job and work, but changes in 
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('Ustody grade where such change wiII enhance tilt' likdihood o[ the prisoner' S1\(,(,('S5 in a 
confillt'nH'nt roil' as well as in his post-release program. 

In addition, the Classification Board sen'''5 as a hearing tribunal through op('ration of 
which inmalt's are provided with procedural protections due them whell they are subject to 
changes in the condi t ions of their confi lH'lIH'nt ini tiatec\ by the pri~on staff. such 
as changes in custody status. Where possible, such hearings are to be held before 
implementation of the change. Where circumstanc('s warrant speedy alteration of an 
inmate's custody status, however, as for example where an inmate is placed in 
administrati\'e segregation, the Board may act as an appellate tribunal, reviewing the staff 
decision and the resultant status change in a hearing at which the inmate is present. 

The Board has the authority to review the cases of a prisoner at any time it seems 
worthwhile for the Board to do so. Additionally a work supervisor who feels that he has 
been unablt', through his counseling efforts, to gain the attention of a particular prisoner 
who is performing unsatisfactorily or who is demonstrating bad work habits, can 
request that the prisoner be seen by the Classification Board and that the Board go over 
this behavior with the prisoner. In responding to this kind of request the Classification 
Board is performing a function entirely distinct from that of the Discipline Board to 
which a prisoner may be referred for a specific act of misconduct. Where general acts 
indicating poor attitude or disinclination to accomplish assigned tasks are reported to 
the Classification Board, the prisoner will have a chance to explain what, if anything, 
precipitated his behavior and the Board will encourage the prisoner to perform better 
while in a CGnfinement setting, either at his present job or at some other assignment 
which he may be given by the Board. 

The Classification Board takes no final action by itself, but rather recommends 
actions to the Warden. Each of the Board's decisions is reviewed by the Warden, 
approved, disapproved or modified as the Warden sees fit based on data presented by 
the Classification Board, the individual's records, the established criteria, ancl whatever 
special knowledge the Warden individually may have relative to a particular 
prisoner. The Warden's decision will be written, in the form of an cndorsem('nt on 
the Board's recommendation, regardless of whether he affirms or aiters the Board's 
decision. Where the Warden takes action in a panicular case based on information 
not in the Classification Board's record he will specify, in his written decision, the 
material upon which he has relied. 

In addition to its other duties, the Classification Board reviews maximum custody 
classifications at 60-day intervals to determine whether the individual can bl' rl'turned 
to the general popUlation and r('views administrativ{' segn'gation in acco)'dance with 
the procedu)'('s outlined in the scction d('aling with that statlls. 

Records of t Ill' Classification Board ~(,l\,(' as tlw imtitlltional IlH'Jllo)'), relativ(, to 
changes in a p)'ison('r'~ status. 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
'I 
I 
I 
I 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

C. Routine Board Procedures 

In a typical case, a brief background sketch is provided to the Classification Board bv the 
Mental Hygiene ('asp manager for tl1(> particular inmate, and the Classification 
Officer, This presentation may be a~plified by particular information provided by 
custody or other Board members, Following the initial presentation of the case is a 
general discussion among the Board members relative to the particular 
inmate, Board members' questions are answered from the records and files. Next the 
inmate is brought beforc the Board, put at eas(', introduced to the Board members, and 
then interviewed as to his progn:ss in confinement and his ('xpectations, The Board 
discusses his program with him, whether he is ('xce('ding expectations, whether he is 
just mecting expectations, whether he is falling short of expectations, and discusses 
with him any challges to the existing progr,llTI including custody graci(' which th(' 
Board is considering or the inmate may suggesl. The inmate is encouraged to 
participate in this exchange and to ask any questions he may have. The important 
factors in the consideration process will be discussed with the inmate, When each 
Board member has asked all the questions of the inmate which he cares to ask and the 
inmal(> has nothing further to add which is material the inmate is excused from the 
Board room. A recommendation is made rdative to each of the program components 
including custody grad('. Voting takes place and a recommendation is formulated for 
presentation (0 til(' Warden. A majority volt' is necessary to effectuate a change in an 
inmate's existing program. If consensus is not reached and there is a minority 
opinion, the millOlity can file a written minority report to be included with ttl(' 
recommendations to the \\'ard('n explaining why tlH'Y do not believe a particular 
program or componellt of a program to be in the best interests of the inmate. The 
written r(,commendation of the Board, togethel' with any minority report is forwarded 
to the Wardell who reviews the H'fommel1dation and any I'('ports, and announces his 
decision by endorsing it on the Board's recommendation and returning the files and 
the l'ecol1lnH'nclation to Classification. 

D. Announcement of Actions 

After the Wardell has takell final his final action and endorsed it on the Board's 
H'commt'ndntion, tll(' classification office takes back the documentation and redlin's the 
action of tht' Board and the Warden to writing. Normally, copits of the rt'sult~ are 
forwarded in writing (0 tlw sectors of the Prison involved ill tht' inmate's program. A 
writlt'n explanation of the rationale for each decision will bt' included in tht' data 
which is forwarded to tIl{' inmate and it normally shall be st'nt to the inmate within 
thr('(' work days of tIl(' hearing. Sometimes if any of the information on which a 
decision was bast'd is collfidt'ntial or its disclosul't' would bt, considered dt'trin1l'11tal to 
the inmate's best inWl't'sls, he is provided with a summary of such information. 

Inmates who are not satisfi('d with or don't understand the results of (he Board 
actions may I't'qllt'st, via 11 Re(jlH'st Slip, to be intt'l'vi('wt'd by the Classification Officer. 
llpon ren'ipt of the request, the officer will set up a meeting with ('ach such inmate 
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within three days absent unusual circumstances and, within the constraints imposed 
upon him, he will make a conscientious effort to explain to the inmate what 
happened at the Board proceedings, why the recommendations were made the way they 
were, why the decision came out the way it did, and what actions the inmate can take 
to improve his chances for more favorable consideration at subsequent ClassHication 
Board hearings. If the inmate still feels the Classification Board decision was wrong, 
he may send a written appeal to the vVarden or Deputy Warden on an inmate Request 

Slip. 
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CHAPTER VII 

Inmate Scheduling 

Initially inmates are seen by the Classification Board at the end of the reception 
cycle. They are regularly seen by the Board for Reclassification Hearings or In
progn'ss Review Hearings at 90 to 120 day intervals during their confinement, except 
maximum custody inmates who are seen at 60-day intervals. These reviews are 
scheduled routinely and the inmate knows when he leaves each hearing before the 
Board the approximate date when the Board next will see him. The inmate will be 
provided with sufficient information at or within a reasonable time after each Board 
hearing so that he can prepare himself both to make a proper appearallce before the 
next Board )waring and to accomplish those thing~ that the Board has recommended 
that he accomplish in the Lime intervening before the next hearing. When a special 
board is being convened to consider a custody change out of the ordinary 90 to 120 clay 
cycle, the inmate will be provided notice of the Iwaring bc'fore the special board at least 
three working days prior to his appearance before the special board. The written 
notice will advise the inmate of the reasons for convening the special board 
hearing, Ordinarily, all inmates who art' scheduled for hearing before the Board on a 
particular day will be the caseload of the case managc'r , .... ho is serving on the Board so 
that he can update the Board on the inmate's status and review things with his 
client. When an inmate is approximately eight or nil1(' months away from his 
minimum release datt', the Pre-release Branch will begin to work with him and to 
encourage him to participate in the pre-n'lease activities. If he has not or is not likely 
to be transferred to the Minimum Security Unit or the Halfway House, he will be 
encouraged to participate in programs and activities dealing with post-release job and 
living arrangements which, along with the Parole Department. will assist him in the 
preparation of a parole plan. 

Thus every inmate's progress in his individual correctional treatment program is 
reviewed with him at regular intervals. During the review h{' is encouraged to 
participate in those programs which he may not as yC't havc participated in and he ~s 
encouraged to do well and to look favorably toward tIl(' future. 
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CHAPTER VIII 

Administrative Bypass of the Board 

The administrative bypass provides an inmate who desires to ch,mge his living 
accommodations or his work assignment during periods of time betwl"('n rt'gularly 
scheduled Classification Boards, with a means for attempting to make the changt·. In 
order to change any of the components of his classification program without 
appearing before the Classification Board, an inmate must initiate a Request Slip 
which has to be approved by the activity or area out of which he wishes to transfer, 
into which he wishes to transfer, custody and classification. Should personnel in 
these four areas all agree that the action requested by the prisoner is the right action 
for that prisoner at that time, Classification orders the change and no appearance 
before the Board is necessary. This routine exists to make the institution mort' 
flexible and to obviate the necessity for repetitive appearances before the Classification 
Boards for simple job changes or living accommodation changes which do not have a 
direct and long-term bearing on the individual's correctional treatment 
program. Attached are the instructions to the inmates relative to these "Silent 
Boards". 
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CHAPTER IX 

Inmate Requests to Appear Before Board 

Any inmate can request at any time to appear before the Classification Board. He 
accomplishes this by completing a Request Slip to Classification stating his reasons for 
desiring to appear before the Classification Board and what he expects to accomplish 
by appearing before the Classification Board. If his request is sound and sensible, he 
will be scheduled to appear before the Classification Board. If his request is 
incomplete or lacks rationale, it will be returned by Classification for additional 
information or it will be disapproved. Ordinarily, disapproval will occur when an 
inmate desires to achieve a custody elevation before his next regularly scheduled Board 
appearance or desires a job change, either of which were not favorably considered by 
one of the personnel areas under the administrative bypass procedures described in 
Chapter VIII, Inmate requests to appear before the Board are not necessarily 
approved. However, reasonable and rational requests will ordinarily be 
approved. Inmate requests to appear before the Classification Board may be 
disapproved when disapproval seems in the prisoner's best interests. Disappro~dl 
should be accomplished with an explanation and a statement that the matter which 
the inmate seeks to bring before the Board will be conSidered at his next regular Board 
hearing. 
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CHAPTER X 

Administrative Processing 

The Classification Branch is responsible for the administrative processing of the 
paperwork and the scheduling of the Boards. Approximately two weeks before an 
inmate is scheduled [Q appear before the Board, the Classification Office makes a 
notification to that effect. This notification is forwarded to the prisoner providing 
him with the dates of the scheduled appearance before the Classification Board; it is 
also forwarded to his ca5e manager, his work training supervisor, his custody 
supervisor, to the Investigations Branch, to the Education Branch, to any other 
activities and to any other sections of the prison which may have information relative 
to that particular inmate which should be before the Classification Board. Personnel 
involved in these activities and sections will return the appropriate forms to the 
Classification OffIce within a week so that their input can be assembled and be ready 
to be briefed by the Classification Officer at the Classification Board hearings. These 
records and submissions will be collated with, attached to and filed in the 
Classification File with the Board results. 

In the case of special board hearings an accelerated procedure to collect this data 
may be necessary to ensure that the board has all relevant data. 
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-

TIME 

DAY 

1. TUESDAY 

2. WEDNESDAY 

3. THURSDAY 

-
4. FRIDAY 

-

5. MONDAY 

6. TUESDAY 

7. WEDNESDAY 

-

8. THURSDAY 

"-

0800 ·1030 

ACTIVITY 

Custody 

Mental Health 

Group Psychological 
Testing 

Social Worker/ 
Psychological Workup 

Mental Health 

Mental Health 

Education/ 
Vocational Training 

-

Vocational 
Rehabilitation 

RECEPTION CYCLE 

1030 ·1130 1300 ·1600 

LOCATION ACTIVITY LOCATION ACTIVITY LOCATION 

7th Division Physicals Hospital Mental Health Individual 
Offices 

3rd Floor Physicals Hospital Mental Health Individual 
Offices 

Classroom I Physicals Hospital Mental Health Individual 
Offices 

Individual Physicals Hospital Social Worker/ Individual 
Offices Psychological Workup Offices 

Individual Physicals Hospital Mental Health Individual 
Offices Offices 

Individual Physicals Hospital Business/Industries ClassrQom I 
Offices 

Classroom I Physicals Hospital Alcohol! Drug Classroom I 

i 

Visiting Room Physkals Hospital INITIAL CLASSIFICATION BOARD 

ATTACHMENT I 
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FROM 

SUaJECT 

To 

STATE OF NEW HAMPSHIRE !de sW~~R-D':,"ARTMENT COMMUNICATION 

Everett I. Pernn, Jr.' AT (OFFICE) 
e{ 0L'\;~ DATE 12 December 1977 

Warden 

Work Change Requests . 

All Concerned 

1. In order to simpl ify and expedite requested job changes \,/hi ch do not 
have a custody classification change, the following procedure is 
established: 

a. An inmate who desires a job change should make up a request 
slip showing the job he wants to leave and the job he wants to 
go to. This slip should be brought, or sent~ to his old job 
supervisor, his ne\~ job su~ervisor, and the Majorls office. 
If all involved parties agree) the change will be made by 
Classification without a work board action. 

b. If there is not agreement, the slip should be sent to 
Classification with the comments of the involved persons 
and a work board hearing will be scheduled. 

2. This procedure should help to streamline administrative routines. 

EIP/NEP/rt 

ATIACHMENT II 
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INMATE JOB LOCATIONS 

15 August 1978 

Tht' attached listing is a catalog of the various work training job positiolls available 

as of til(' bsut' dall' togetlwl' with a sllol'l d('sniptiol1 of ('aeh job. All tilt' descriptions 

indud(· implicitly whate\'('1' other tasks may b(' assiglH'd in additioll to thost· showll. 

Sugg('stions, addition,,;. 01' del(·tions should be (\ireelt'd to the Director of Tn'atnwnt 

in eSS('lItialIy till' format sho\\,l1. 

Bmilless AdlllillistratOl 

(:mtotiy lkpal'tllH'lll 

Kitdl<'n 

:\laillll'llal1«' l){opal tllH'nl 

PrisO\l IlIdu~11 i('~ 

TIl',Il11H'llt Din'( tmatl' 

INDEX 

.I-I 

.I. ~ 

.J - :) 

.1- 7 

.J ·11 

.J ·11 



Location 

Business Office 

Laundry 

TOTAL 

Position: 

Duties: 

BUSINE~S ADMINISTRATOR 

INMATE JOB LOCATIONS 

Business Office Inmate Job Descriptions 

Number of Positions 

6 

10 

16 

Inmate Accounts Assistant I 
Canteen Manager 

Number of Positions: 1 

Trusty Position 

The inmate assigned to this pOSItlOn is responsible for 
inventory, ordering and management of prison canteen. He 
also assists the inmate accounts clerk in handling inmate 
funds. Performs any other duties requested of him by his 
supervisor. 

SPecial Requirements: Trusty Position 

Position: 

This position requires an individual who can resist peer 
pressure and who elicits a high degree of trust from 
staff. Inmate should live at the Minimum Security Unit, and 
have a custody classification of Minimum B. 

Accounts Payable Assistant Number of Positions: 1 

Duties: Responsible to Account Clerk II. Assists in matching invoices 
to purchase orders, manifesting invoices for payment, and 
filing and other dudes as requested. 

SPecial Requirements: Trusty Position 

Requires special ability to work with figures and the ability to 
type. Should be separated from the general population, and 
have a custody classification of Minimum B. 
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Position: 

Duties: 

Business Office Inmate Job Descriptions (cont.) 

Shipping and Receiving Clerk Number of Positions: 1 

Inmate logs and checks in all shipments. Delivers shipments 
to shops using the fork lift truck and all other duties as required. 

Special Requirements: Trusty Position 

Position; 

Duties: 

This position requires a responsible person who can work 
without direct supervision. Incumbent must live at the 
Minimum Security Unit and have a custody classification of 
Minimum B. 

Stock Clerk Number of Positions: 1 

Trusty Position 

The inmate assigned to this position is responsible for inventory 
and issue of all inmate clothing, janitorial supplies, and office 
supplies. Location is the basement below the administration 
building. Performs any other duties requested of him by his 
supervisor. 

Special Requirements: Trusty Position 

Position: 

Duties: 

Requires ability to work with figures and to organize stock 
and stock records. Requires a man in good physical condition 
as some lifting will be required. Must be separated from general 
population. 

Office Janitors Number of Positions: 2 

Responsible for keeping administrative offices clean. Includes 
washing and waxing floors, emptying wastebackets, cleaning 
bathrooms, carrying items from front door to administrative 
offices and other duties as required. 

Special Requirements: Trusty Position 

Incumbent should be in good physical condition and have 
a custody classification of Minimum B·l, 
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Position: 

Duties: 

Positioll: 

Dutie,l: 

Positioll: 

Dutil's: 

IJalil'.>: 

['mit/ull: 

Vul it'.\: 

I'Il,Htinl! 

Ull tin: 

Laundry Inmate Job Descriptions 

Wash Man Extractor ;\[an XlIm/JC'I of l)m/firJll.I: :1 

Operate's washing machine and ('Xnannr. ScI'- \\'a(('1 len'1. 
,ulds dett'rgent, insl'l'ts dotlu's, tmll~ Illal llillt' Oil. alld n'llj()\('~ 
clothes upon completion of (nle. ;\1 u't PlClPl'lh halann' ,lilt! 
operatt' l'xtra('tOl. 

Dryer :\Iall ,YUH/hl'l ()J p(),I//WIII: I 

Opt'latl'~ dryer. IIl~t·lts dothl''', st'h tt'IIl1H'ratun', tmllo.; I\lil( lllll! 
lIll. n'lllO\t' ... doth(', aiter P10Ilti dl\ing till1t', 

PreSSl'IS SUn/bl') of Posillons: :1 

Op('ratt·~ ~tl'am press, Puts clothe, Oil plt'""ing whit- Sllltltllhs 
out wrinkles, PI "sst's button to operate pr(');s, after applOpriat(' 
times presses blHl rJll to rl'lt';\s(' prc", and f()hh doth('"" 

XlIll/ht't' of Pmitimll: I 

C )p,'!,tlt-" ~t'\\ing mac hin!"" 

Janitor N wn hn of PO.I i I iClllS: I 

l\.et'ps laundry a1'('a dean. Swt'l'P~, m()p~, dusts, tak('~ tra~h out, 
and J)(,l'fonm othe!' janitorial fUIlCliollS a~ )('qlliT"11. 

R1t11l1t,! 
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Locatioll 

Cc'lI Block 

Yard Cn'w 

TOTAL 

Positioll: 

Duties: 

Position: 

Duties: 

Position: 
Duties: 

Positioll: 

lJuth's: 

Cl'STODY DEPART;\IENT 

INi\IATl': JOB LOCATIONS 

Cell Block Inmate Job Descriptions 

Custodian (Divisions) 

Number oj Positions 

39 

7 

Number oj Positiolls: 14 

Performs janitorial functions of sweeping, dusting, mopping, 
cleaning out cells, trash pick-up, re-supplying on the division 
and all other duties as required. 

Custodian (Front block, front 
stairs, shower room, shower room 
vestibule, rear cell block) 

Number of Positions: II 

Performs janitorial functions of sweeping, dusting, mopping, 
trash pick-Up, cell cleaning, and all other duties as required. 

Trash pick-up Number of Positiolls: 2 
Area includes the entire cell block area picking up trash and 
taking it to the dumpster. Also takes care of cell block supplies 
in the store room, insures that there is ample cleaning supplies 
for inmates and all other duties as required. 

Cell Custodian Number oj Positions: 2 

Maintains empty cells to insure that they are kept clean for 
entire cell block area and all other duties as required. 
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Position: 

Duties: 

Cell Block Inmate Job Descriptions (Cout.) 

Barbel' Number of Positions: 

Cuts hair for the entire inmate population and all other duties 
as required. 

SPecial Requirements: Individual should be familial' with the tools of the trade. 

Position: 

Duties: 

Position: 

Duties: . 

Position: 

Duties: 

Position: 

Duties: 

Position: 

DIl/irs: 

Chapel Custodian Number of Positions: 2 

Performs janitorial functions of sweeping, dusting, mopping, 
cleaning, trash pick-up in the chapel area and all other duties 
as required. 

General Duster Number of Positions: 2 

Performs general dusting and general maintenance of cell block. 

Block Runner Number of Positions: 5 

These inmates are required to deliver and pick up all types of 
material and supplies for the cell block. 

Yard Crew Inmate Job Descriptions 

Groundskeeper Number of Positions: 6 

General maintenance of grounds includes raking, shoveling 
snow, pulling weeds and caring for flowers. 

Night Duty Janitor Number of Positi01ls: 

Performs all janitorial functions in the dining room or recreation 
hall as appropriate. Includes sweeping, dusting, mopping, 
removing trash, and various other cleaning duti(~s. 
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I.()(al iOIl 

KitclH'n 

TOTAL 

Posilion: 

/)1IIies: 

KITCllEN 

INlVIATE JOB LOCATIONS 

Kitchen Inmate Job Descriptions 

Cook 

NlIIllbfr of Positio/ls 

H) 

19 

Number of Positiolls: 2 

Studies menu to insure timely preparation, follow recipe when 
preparing each food item observing the proper cooking time 
and temperature required, and use left overs promptly to reduct' 
waste. Clean and sharpen knives, and clean work tables and grills. 

S/)eciai Requiremellts; Must know and observe the basic rules of personal hygil'IH', 
kiLchen sanitation and safety regulations, 

Posil iOIl: 

nlll if'S: 

Position: 

Baker Number of Posiliolls; 2 

Respon~ible for preparing and st'rving all bakt'ry products. 
Kl'eps shop floor, tables, and tools washed and c1eanl'd. 

\' egclable Prep l\Ian .V 1IIn bel' of Posiliolls: 

Prepares all wgt'lables required to be served with the main meal. 
i\iainlains tht' \'egt'Lab)(, ct·llar, walk-in refrigerator. and ~tainless 
refrigerator. Unloads produce trucks and propt'rly stoH'S 
\'cgetables. 

.\'i/H'cial Reqlliremellts: Incumbent should be in good physical condition. 

Positioll: 

]) III il's: 

Baker's Helper .YUill bel' of Positio/ls: 

I kIps baker to prepare all bakery products and ser\'(, on thl' lill('. 
Assumes duties of baker in his absence. Keeps shop noor. table 
and tools washed and clean. 
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Position: 

Duties: 

Position: 

Duties: 

Position: 

Duties: 

Position: 

Duties: 

Posilion: 

Duties: 

Kitchen Inmate Job Descriptions (Cont.) 

Bookkeeper/Storeroom Clerk Number oj Positiolls: 

Maintains inventory of all stock in storeroom, post and deduct 
items as received or used, enter unit and casc prices on inventory 
cards, and maintain up-to-date balancc. Properly stOl'C items in 
reasonable order of classification, kt'cp storeroom clean and 
orderly, prepare weekly list of out-of-stock itt'ms, and keep 
steward's office clean and orderly. 

Pot Man NWI1/Jer oj Positiolls: 

Responsible for maintaining all pots, pans, and utt'llsils in a 
standard of cleanlincss and dryness together \vitb propt'r stacking 
and storing at all times. l'vlaintains tilt' working sink and keeps 
surrounding floor ,Hca clcan and dry. 

Dishwasher Num ber of Positions: 2 

Responsible for the complete washing, clcaning and drying of all 
culinary department food trays, silvcrware, cups, glasses, bowls, 
and pitchers. Insures cleanlincss of dishroom at all tinws, mops 
floor after every meal, and cleans annex cart after ('aeb meal. 

Lineman Number of Positions: 2 

Responsible to clean steam table, bread table, and dais)' table 
after every meal. Cleans toaster and adjoining table after each 
meal, and keeps cupboard stocked as necessary. Cleans floor 
behind serving line after every meal, assists in serving line at all 
meals and makes toast for breakfast. 

Kitdl('n Janitor Number of Positions: 2 

Responsible for maintaining kitchell, show('r rOOJll. and kitdlt'll 
windows in a dean standard at all times. Waslw.~ kitdH'n floor 
before noon meal and afw!' night meal, and disposes or the trash. 
Takes care of all laundry, cleans outside yard. and (;.1. kitchen 
Saturday afl('rnoon. Also ensures cleanliness or k('ltl('s, hoods, 
vents, and tables llud('rnealh . 
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Position: 

Duties: 

Position: 

Duaes: 

Kitchen Inmate Job Descriptions (Cont.) 

Dining Room Man Number of Positions: 4 

Responsible for washing dining room tables with soap and hot 
water, cleanliness of windows and walk in kitchen, washing 
dining room floor after each meal, and hold C.1. on Wednesday 
afternoon. Helps in unloading all types of delivery trucks, 
delivers all cell feeds as assigned, and assists in serving line. 
Helps janitors in cleaning outside yard. 

Butcher Number of Positions: 

Responsible for the ('utting, wrapping and storage of all meats 
used in the culinary department. Cleans and maintains all butcher 
utensils and tools in the butcher shop, butcher meat room and 
meat box refrigpnttor. l'nloads and properly secures all meal 
deliveries. 
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Location 

Inside Maintenance 

Outside Maintenance' 

TOTAL 

MAINTENANCE DEPARTMENT 

INMATE JOB LOCATIONS 

Number of Positions 

18 

12 

30 

Inside Maintenance Inmate Job Descriptions 

Position: 

Duties: 

Boiler Fireman Number of Positions: 2 

Maintains watch in the boiler room performing routine duties 
requiring limited judgement maintaining proper water level 
and steam pressure, keeps boiler room and adjoining areas clean 
and painted, and makes minor repairs on boilers and machinery 
under the supervision of the civilian boiler fireman. 

SPecial Requirements: Both positions should be assigned a custody classification of 
Minimum B-l. 

Position: 

Duties: 

Plumber Number of Positions: 2 

InstaUs and repairs hot and cold water systems, and drainage 
and steam heating systems within the confines of the institution 
under the direct supervision of the Building Maintenance 
supervisor. 

SPecial Requirements: One position should be assigned a custody classification of 
Minimum B-l. 

Position: 

Duties: 

Painters Number of Positions: 6 

Performs preparation of surface, priming, and painting, and 
repairs window glass in all areas within the confines of the 
institution under the direct supervision pf the Building Main
tenance supervisor. 

Special Requirements: One position should be assigned a custody classification of 
Minimum B-l. 
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Position: 

Duties: 

Inside Maintenance Inmate Job Descriptions (Cont.) 

Carpenters Number of Positions: 3 

Performs new construction and makes repairs to all buildings 
within the confines of the institution, makes minor masonry 
repairs and some limited cabinet work depending on the ability 
of the individual, under the direct supervision of the Building 
Maintenance supervisor. 

SPecial Requirements: One position should be assigned a custody classification of 
Minimum B-!. 

Position: 

Duties: 

Electricians Number of Positions: 2 

Installation and maintenance of electrical circuits and lighting 
repair to electric motors and electric components of various types 
of machinery within the. confines of the institution under the 
direct supervision of the Building Maintenance supervisor. 

SPecial Requirements: One position should be assigned a custody classification of 
Minimum B-l. 

Position: 

Duties: 

Position: 

Duties: 

...................... 

Shop Man Number of Positions: 2 

Performs various welding jobs and operation of machine shop 
equipment depending Oil the ability of the incumbents. Assists 
others in the building maintenance and construction within 
the confines of the institution, under the direct supervision 
of the Building Maintenance supervisor. 

J anitor/Runner Number of Positions: 

Keeps the inside maintenance area dean, picks up and delivers 
materials and supplies from other shops and specified areas within 
the confines of the institution under the direct supervision of the 
shop officer. 
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Position: 

Duties: 

Pusition: 

Duties: 

Position: 

Duties: 

Position: 

Duties: 

Position: 

Duti('s: 

Out.')ide Maintenance Inmate Job Descriptions 

Number of Positions: 

Installation and repair of hot and cold water systems, and drainage 
and steam heating systems in the area pertaining to the exterior ot 
the institution under the supe~'vision of the Building Maintenance 
supervisor. 

Painter NumbFr of Positions: 2 

Preparation of surface, priming, and painting all areas pertaining 
to the exterior of the institution under the supervision of the 
Building Maintenance supervisor. 

Carpenter Number of Positions: 

New construction, repair and masonry work in the area pertaining 
to the exterior of the institution under the supervision of the 
Building Maintenance supervisor. 

Electrician Number of Positions: 

Installation and maintenance of electrical circuits and lighting, 
repair to electric motors, and elec.:trical components of various 
types of machinery in the area pertaining to the exterior of the 
instiLution under the sup('rvision of the Building Maintenance 
supervisor. Also perform Ilt'CeSsary clerical and sLOcking duties 
pertaining to the shipping and receiving building. 

Clerk Number of Positions: 

Performs typing, filing, costing for labor and materials on job 
orders, maintains an inventory of materials and equipment, and 
issues materials from stock under the supervision of the Main
tenance Engineer. 
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Position: 

Duties: 

Position: 

Duties: 

. , 

Outside Maintenance job Dt!stlrip'tions (Con t.) 

Groundsman Number of Positions: 5 

Responsible for general maintenance of grounds consis'ling of 
raking, shoveling, mowing, sweeping, and :weeding andcari~g for 
flower beds under the supervision of the Outside Yard officer. 
Responsible for all snow shoveling on the exterior and catwalk 
areas of the prison. 

Janitor/Runner Number of Positions: 

Keeps the outside maintenance area clean, pick .. up and delivers 
supplies and materials within the area pertaining to the exterior of 
the institution under the supervision of the Building Maintenance 
supervisor. 

" . 



-------------------- -~~~---~------ ---

PRISON INDUSTRIES 

INMATE JOB LOCATIONS 

Location Number of Positions 

Automotive Repair Shop 17 

Farm 21 

Industries Office 1 

Plate Shop 31 

Print Shop 17 

Wood Shop 12 

TOTAL W 

Position: 

Duties: 

Industries Office - Inmate Job Dcsqiptions 

Billing Clerk Number of Positions: 1 

Figures cost on bills from various shops, types and mails out bills, 
keeps ledger on debits and credits of accounts receivable, records 
checks on record of daily receipts, types letters and requisitions, 
and files various documents. Assists accounting clerk in closing 
accounts for each month. 

SPecial Requirements.' Trusty Position 

Requires ability to work with figures and ability to type, should be 
separated from the general population and have a custody classi
fication of Minimum B. 
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Position: 

Duties: 

Position: 

Duties: 

Position: 

Duties: 

Position.' 

Dulies: 

Position. 

Dutil'S: 

Automotive Repair Shop - Inmate Job Descriptions 

Automotive Mechanic Number of Positions: 5 

Performs skilled mechanical repairs on motor vehicles, engines, 
drive trains, transmissions, brakes, and electrical systems includ
ing all phases of repair for general tune-ups to complete motor 
overhauls. 

Auto Body Repairman Number of Positions: 3 

Performs skilled auto body repairs including complete paint jobs, 
touch-up painting. body repairs and straightening. Uses a variety 
of auto body tools including spray booth and pneumatic sprayers. 

Front-end Alignment Serviceman Number of Positions: 1 

Operates a front-end alignment center using electronic equipment 
and modern concepts ifl performing all phases of wheel alignment 
and wheel balancing, 

Lubrication Serviceman Number of Positions: 2 

Performs service station functions such as motor oil changes. 
transmission and rean'nd lubrication, complete grease jobs and 
tire changes. Operates such equipment as hydraulic lifts. lube 
reels, tire changers. and related hand tools . 

Parts and Stockroom Man Nwnber of Positions: 1 

Assbts supervisory persontwl in parts and tool ('(mtrol from 
cl'ntrnlizcd stock room. 

Spedal Requiremmts: CIt'rical ubiliti{'s I'equil'('d for maintaining invl'ntories of stock, 
tools and (·quipnwnl. 
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Position: 

Duties: 

Position: 

Duties: 

Position: 

Duties: 

Position: 

Duties: 

Position: 

Duties: 

Automotive Repair Shop - Inmate Job Descriptions (Cont.) 

Car Washer Number of Positions: 

Performs such duties as car washing, vacuum cleaning and 
window washing. All cars entering the repair shop would receive 
a complete cleaning, inside and out, before leaving. 

Janitor Number of Positions: 

Performs all janitorial functions of the shop including sweeping, 
trash detail, window cleaning, and general clean up. Also assists 
in car cleaning detail when time is available. 

Car Waxer and Polisher Number of Positions: 

Performs such duties as buffing, waxing, and polishing cars using 
power buffer. All cars entering the repair shop would receive a 
complete cleaning, inside and out, before leaving. 

Interior Cleaner Number of Positions: 

Performs such duties as cleaning passenger compartment, trunk, 
and engine compartment using vacuum and steam deaner. All 
cars entering the,repair shop would rt:ceive a complete cleaning, 
inside and vut, before leaving. 

Clerk Number of Positions: 

Assists supervisory personnel in maintaining accurate records of 
job tickets for the billing process. Also <!ssists in typing requi· 
sitions, receiving reports, and inventory control. 

SPecial RequiremenU: Abilities in math and typing required. 
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Position: 

Duties: 

Farm - Inmate Job Descriptions 

Tractor and Equipment Operators Number of Positions: 3 

Operates farm tractors and related equipment involving hay 
balers, field harvesters, rakes, mowers, hay conditioners, planters, 
plows, etc. 

SPecial Requirements: Requires a high degree of mechanical ability along with excellent 
judgement and tespol1sibility to alleviate costly damage to 
equipment or crops. 

Position: 

Duties: 

Livestock Husbandry Number Of Positions: 5 

Includes jobs such as feeding, milking, grooming and caring for 
livestock such as calves, young stock, and milking cattle. Assists 
farm staff in performing herd health functions such as treating 
cattle with medicines, dehorning, hoof trimming, etc. Also 
includes cleaning stables and feeding proper portions of hay, 
grains, <tnd silage to the cattle. Operates milking machine and 
related equipment. 

SPecial Requirements: Incumbent must be able to learn and use proper sanitation 
methods and moking skills to promote high production. 

Position: 

Duties: 

Position: 

Duties. 

Milk Room Man Number of Positions: I 

Operates bulk tank, logs milk weights, washes and sanitizes all 
milking equipment, and performs minor repairs to milking 
equipment. Cares for prison farm lawns, flower beds, shrubbery, 
and performs building maintenance duties such as carpentry and 
pclinting . 

Farm Mechanic Number of Positions: 1 

Performs all levels of mechanical maintenance on farm vehicles 
and equipment including lubrication, tune-ups. motor overhaul, 
clutches, etc. Also performs mechanical repairs to field equipment 
such as chain and bearing replacement, welding, brazing and tin 
work. 

SPecial Requirements Level of maintenance performed is proportional to the skill level 
of the incumb{~nt. 
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Position: 

Duties: 

Position: 

Duties: 

Position: 

Duties: 

Farm - Inmate Job Descriptions (Cont.) 

Greenhouse Worker Number of Positions: 

Performs seedings, transplanting, watering, fertilizing and other 
various duties in greenhouse work with the culLure of vegetable 
and flower seedlings. 

Miscellaneous Workers Number of Positions: 3 to 10 

Performs seasonal work as laborers in various jobs such as market 
gardens, field crops, forestry projects, fence repair, etc. Tasks 
performed include planting, weeding,. harvesting hay and corn 
crops, sawdust hauling, building repair, chainsaw operation, and 
various other farm related jobs. 

Wood Shop - Inmate Job Descriptions 

Carpenter Number of Positions: 4 

Operates various wood working equipment such as table and 
radial arm saws, planers, pointers, sanders during the manufac
turing process of constructing a multitude of wood shop products. 
Also uses various hand tools such as hammers, chisels, planes, 
squares, saws, etc. 
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Position: 

Duties: 

Position: 

Duties: 

Wood Shop - Inmate Job Descriptions (COllt.) 

Carpenter's Helper Number of Positions: 3 

Works with carpenters in preparing stock and assembling 
projects. Uses much of the same equipment and tools but works at 
a lesser skill level than the carpenters. 

Finishing Room Man Number of Positions: 1 

Prepares assembled projects for final finishing. Applies finish 
coat on wood i terns using paints, lacquers, polyureathanes, 
thinners, brushes, and other finishing materials. Maintains 
inventory of finishing room supplies. 

SPecial Requirements: Requires a high degree of skill with particular attention to detail 
and neatness. 

Position: 

Duties: 

Position: 

Duties: 

Position: 

Duties: 

J ani tor IMain tenance Number of Positions: 

Performs all janitorial functions of the shop including sweeping, 
carrying trash, dusting, sorting and cleaning. Performs minor 
maintenance functions on various types of wood shop equipment 
depending on skill level of incumbent. 

Sander IScra per Number of Positions: 2 

Prepares furniture for refinishing by sanding- and scraping. Low 
level of skill required . 

Tool Room Man Number of Positions: 

Responsible for sharpening tools such as saws, planes, chisels. (,lC. 

Maintains control of all tools issued within the shop under super
vision, assists supervisor in material and supply controls, and 
inventories of items such as lumber, nails, screws, hardware, ('tc. 
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Positioll 

Dillies: 

Posilioll: 

Duties: 

Positioll 

Dillies: 

Posilioll: 

DlIlies: 

Positioll: 

Dulies: 

Positioll: 

Dillies: 

Plate Shop - Inmate Job Descriptions 

Office 'Vorker Num bel' of Positiol1s: 

Performs clerical work in Manager and Foreman's office assisting 
them in making special order plates, hand printing, keeping 
inventory, and any ot11('r administrative functions as required. 

Storeroom iVIan Number of Positiorls: 

Responsible for shipping and cataloging plates. Remove plales 
from hand tnlck to storeroom, prepares plates for shipping, tags 
boxes, and picks up empty boxes w1wn necessary. 

Scotchlite Applicator Number of Positiolls: 

Operates scotchliw applicator that adheres scotchlite material to 
metal. Ensures edges of material coincide with edge of metal being 
adhered to. Also )'('places scotch lite tapes and metal rolls when 
they are empty. 

Blanker Operator Number of Positiolls: 

Operates blanking machine that cuts metal il1lo correct size for 
appropriate plates. Removes cut plate blank from machine and 
stacks them on a table. 

Plate Blank Transporter Number of Positiol/s: 

Carries away stacks of plate blanks from blanking machine and 
stacks them on edge on burners for curing. Also takes cured plates 
to the press for the embossing process. 

Relief Man Number of Positions: 

Rt'sponsiblc for knowing how to perform jobs of Blanker Oper
ator, Scotchlite Applicator, and Plate Carrier so he can relieve any 
position as required. 
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Position 

Duties: 

Position 

Duties: 

Position: 

Duties: 

Positioll: 

Duties: 

Position: 

Duties: 

Position: 

Duties: 

Plate Shop - Inmate Job Descriptions (Cont.) 

Press Operator Number of Positions: 2 

Operates mechanical brake press. Places dies on front of press to 
ensure correct plate is being made including year, type' of plate, 
state slogan, and correct numerals. Also notifies supervisor if 
machine is not operating proper/yo 

Asst. Press/Feeder Operator Number of Positions: 2 

Operates mechanical brake press. Runs feeder on back of press, 
puts blanks into feeder for embossing process, and correrts simple 
problems. 

Embosst'd Blank Transporter NUIIl be)' of Positions: 2 

Carri('s embossed blanks from the pre;,s to the old oven or a 
designated area. When the oven is overloaded he places the blanks 
in storage bins. 

Book Man Number of Positiolls: 3 

Places two embossed plates on hooks, face to face, l'nstll'ing they 
don't make contact with anoli1('r plate. Also cleans hooks by 
pUlling them in an acid tank. 

Old Oven Loader Number Of Positions: 

Takes hooked plates and places them on bars th~\l revolve in the 
front of the old oven, ensuring eight pairs of plates are hooked on 
each bar, 

Old Oven lTnloader NU1ll ber of Positions: 2 

Rell1m'{'s plal,(,s from bars as tlwy come out of the ovcn and places 
them on a table, l'('tnovt's hooks [rom piatt's and plan's them in a 
box, and is resnonsible [or taking plates to the print('r's tabk 
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Position: 

Duties: 

Position: 

Dllties: 

Position: 

Duties: 

Position: 

Dulies: 

Posit ion: 

J)u lies: 

Posilioll: 

Dllties: 

Position: 

Duties: 

Printing Machine Operator Number oj Positions: 3 

Operates mechanical printing machine. Places embossed and 
sealed plates on printing table. removes painted plate from tablt" 
and places plate on wooden shelf. 

New Oven Load('r Number oj Positions: 3 

Removes painted plate from shelf and places it on racks as they 
enter oven. 

New Oven lTnloader Number oj Positions: 2 

Removes dried plates from racks as they exit from the oven and 
sorts them so they are in numerical order by pairs. 

Inspector Number oj Positions: 

Responsible for quality control of plates by checking them for 
marks and excessive paint. ensures they are in proper numerical 
sequence. and places them on conveyor in pairs to be wrapped or 
packed. 

Wrapper Number oj Posiliolls: 

Operates wrapping machine which puts plastic wrap around each 
pair of plal('5. and changes the rolls of wrap as n('cessary. 

Packer Nllmber oj Posit£olls: 

Places 50 pair of wrapped plates in a box and puts box on a hand 
truck. 

Spares Number oj Positions: 2 

Used anywhere in shop to fill in as necessary for a relief or where 
workload is excessively heavv. 
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Position: 

Duti('s: 

Posit ion; 

Print Shop - Inmate Job Descriptions 

Office Clerk/Shipper Number of Positi01ls: 

Performs office clerk functions such as answering te)('phone, 
taking messages, and assists supervisors in maintaining rnq)er 
stock. Also performs wrapping, shipping, and boxing functions, 
is responsible for shipping receipts and labels, job ticket inn'n
tory, and use of elevator. Acts as shop runner, performs some 
janitorial functions, and loads and unloads delivery tru('ks. 

Phototypesetter Operator Number of Positions: 

Duties: Operates intricate computerized typesetter, and performs minor 
maintenance and cleanline~s. 

SPecial Requirements; Requires special abilities in reading, proofreading, knowledge of 
points, spelling, grammar, concentration, and maintaining 
accuracy. Dexterity is required in operating keyboard for both 
speed and accuracy. 

Position: 

Duties: 

Position: 

Duties: 

Phototypesetter Operator Trainee Number of Positions: 

Assisls operator and is in a training 5tatus to learn complete 
operation. Needs same special requirements as operator. 

Offset Pressman Number of Positions: ·1 

Set up and operate press for various types of printing, mixes 
chemicals for fountain solutions, set proper adjustments on 
dampener and inking rolls, adjusts press, and continuously chccks 
copy being printed. Cleans and oils press, and performs minor 
repairs as necessary und('r supervision. 

SPecial Requirements: Possess ability to l'('cognizc different brands and w(·jght o( paper 
stock. 



Position: 

Duties: 

Print Shop - Inmate Job Descriptions (Cont.) 

Setter Pressman Number of Positions: 4 

Performs care and maintenance of press, ability to lock up form 
in chase, inking of machine, make proper adjustments and cons
tantly checks copy. Must be able to change packing on press, clean 
press, and number and perforate. 

Special Requirements: Possess ability to recognize different brands and weight of paper 
stock. 

Position: 

Duties: 

Position: 

Cameraman Number of Positions: 

Perform various functions such as setting up camera, scaling copy, 
shooting line and halftone work, and expose, develop and process 
film. Makes contact prints, duplicates film, and performs 
maintenance and cleanliness details. 

Binderyman Numbt'r of Positions: 4 

Duties: Operates bindery equipment, such as stitchers, folders, paper 
drills, perforator, punching and binding machine, and padding 
press. Maintains proper sequence of numbered work and performs 

minor maintenance and cleanliness details. 

SPecial Requirements: Ability and dexterity needed in the collating process. 

Position: 

Duties: 

Paper Cutter Number of Positions: 1 

Operates a large 36" power paper cutter to cut and prepare paper 
for printing using job ticket to determine type and size of paper. 
Performs maintenance on paper cutter, assists with shipping 
procedures, and assists supervisors in maintaining propel' 
inventories of paper stock. 

SPecial Requirements: Accuracy is required in cutting procedures and counting sheets 
of paper for correct job to reduce waste. 
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Location 

Auto Body School 

Auto Mechanic School 

Auto Shop 

Chaplain 

Classification 

Hospital/Dental 

Minimum Security Unit 

Recreation 

Small Engine School 

Treatment 

TOTAL 

TREATMENT DIRECTORATE 

INMATE JOB LOCATIONS 

.1-25 

Number of Positions 

6 

10 

I 

2 

5 

5 

7 

8 
., 
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Positioll: 

Training: 

Posit iOIl: 

Training: 

Auto Rody School - Inmate Training Description 

Vocational Training Number of PositiO/lS,' () 

Within a 26 week (780 hours) training period the student through 
reading assignments, audio-visual aids, and perfonning instructor 
assigned repairs on autos, trucks, motorcycles, and snowmobiles 
wiII learn the following: 

1. Paint n'mo"al 

2. Palwl repair 

3, Pan('l replacement 

,J, Panel alignnwnt 

5. Oxyacetylene torch 

6. Surface preparation 

7. Paint preparation 

8. Spray painting 

9. Frames and single unit bodies 

10. Front end alignment 

11. Interior trim 

12. Auto body maintenance 

Auto Mechanic School - Inmate Training Description 

Vocational Training Number of Positions,' 10 

Within a 2G week (780 hours) training period the student through 
reading assignments, audio-visual aids and performing instru('lOr 
assigned repairs on autos and light trucks will learn the following; 

I. Service station attendant 
a. lubrication and preventive maintenanct' 
b. wheel bearing service 
c. stall' inspection 

2. Automobile mechanic helper 
<1, unit disassembly and removal 
b. perform overhauls assistrd by meduUlic 

3. Automobile service ,nechanic 
a. tune-up (electric and fud systems) 
b. charging systems 
('. brake syslt'ms 
d. springs and suspension 
e. smog control sysl<'ms 

4. Automobilt' mechanic ('ntry 
a. performs unit overhaul 
b. aUlomatic transmission minor s('l'vicr 
c. front end alignlll('llt 
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Position: 

Training: 

Positiol1: 

Dul it's: 

Small Engine School - Inmate Training Description 

Vocational Training Number of Positions: 8 

Within a 26 week (780 hours) training fwriod the student through 
reading assignments, audio-visual aids, and performing instructor 
assignui repairs on snowmobiles, motorcycles, chain saws, small 
outboard motors, and engine powered lawn and garden equip
ment, \vill learn the fol1o\ving: 

I. Shop safNy and orientation 

2. Engine types and design 
a. Four stroke cycle engine and theory 
b. Two stroke cycle engil1(' and theory 

3. Engine «)mponent 

.1. Engine cooling systems 

5. Engine lubrication systems 

6. Engine electrical systems 

7. Engine carburetors 

8. Tune-up procedures 

9. Tune-up equipment and its uses 

lO. Engine overhaul procedures 

1 L Engine (}verh,lUl equipmmt and its uses 

12. Relat('d dri\'e m<'chanisms 

13. Engine repairs manuals and parts manuals 

Auto Shop - Inmate Job Description 

Runner SlI1II ber of Posit iOlls: 

The inmate assigned to this position is ll'quired to d<'liwralllYJl<'S 
of nHIl<,rials and slI]>pli<'s to \'arious shops and offin's. lit' is also 
l'equil'l'd to l)('rfonn light maintenalHt' both insitieandouhi<\(, the 
building. This includes making minOl repairs to the building, 
insures that both the grounds, ('xt('riOl' and interior of til<' btl i1di ng 
a\'(' dean. lIt' IIlllst perform all otlwrdl1ti<'s requ('sted of him by his 
StlIWITisol'. 
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Position: 

Duties: 

Position: 

Duti{'s: 

Positioll.' 

Duties: 

Chaplain - Inmate Job Descriptions 

Catholic Chaplain Assistant Number of PositiOl/i 

Helps chaplain setting lip chapel for Sunday s('rvices as well as 
services conducted during the wl'ek, and assists in planning 
inmate participation in the services, Also ensures chapel and any 
oth('r scheduled meeting places an' clean and pn's('l1tahl(', 

Protestant Chaplain Assistant Number of Positi01ls: 

H('lps ('haplain in setting lip chapel for Sunday servi('('s as wt'll as 
s(lrvices conducWd during the week and assists in planning inmate' 
participation in tht' s('r\'ices. Sets up audio-visual ('Cluipnwllt. as 
1H'('('ssary wlH'1l diH'ctl'd b\' thl' chaplain, and ensun's clmI)('1 and 
any otlwr schedul('d Ilwl'ling plan's aI'{' dean and pn's('nta!>l". 
Abo distribut(·s liwralttre to inmate's "ueh as (\('\'otionals, gn't'ling 
canis, bibit's, ('lc, 

Classification - Inmate Job Descdption 

Lab Technician Number of PO.l'iliol1S: 

The lab t('chnician dm's all film d('\'eloping and n'lat.('d work. 
!\Iust maintain a wry dean and dfici('nt lab, includc's properly 
developing and m,lking inmate picllll'eS and identification cards, 

SjJl'cial H('{fltirPIWl1tS: Trust)' posilion 

This r('<}uin's an individual who can rc'sist PC'('I' pressUI'(', I It, musl 
Ii\'(' in th(' Minimulll Security (Tnit and hav(' a clIstody classi
fication or l\Iinimutn B. 
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Position: 

Duties: 

Position: 

Duties: 

Position: 

Dulies: 

Position: 

Dllties: 

Hospital/Dental - Inmate Job Descriptions 

Hospital Orderly Number of Positions: I 

Responsible for feeding patients, acting as runner to deliver or 
pick up any materials as needed, and performs janitorial services 
keeping the entire hospital area clean and sanitary. 

Medical Aide Number of Positions: 2 

Assists doctor and/or nurse in performing minor treatment, cleans 
instruments and equipment as required, maintains treatment 
H'('()rds and files, assists patients on the ward, and any other 
function as may be assigned by the doctor or nurse. 

Dental Lab Technician Number of Positions: 

Responsible for ;111 laboratory procedures in the fabrication of 
('()mplete or partial dentures, procurance and maintenanct' of 
dental lab supplies, and all laboratory housekeeping. 

Dental Chairside Technicbn Number oj Positiolls: I 

Assists the dentist in til(' performance of all chairsid(' functions 
whih' tht' patient is in the dental chair. Also responsib)(' for dental 
instrument and equipment hygiene and sterilization, dinic house
keeping, and dental supply ordt'ring and inventory control. 

}2!l 



PosU:on: 

Dutips: 

Minimum Security Unit - Inmate Job Descriptions 

Cook Number of Positions: 2 

Prepares all meals from menu following recipe observing proper 
cooking time and ~emperature, and lIses left overs promptly to 
reduce waste. Cleans and sharpens knives, and cleans work tables 
and grills. 

SPecial Requirements: Trusty Position 

Position: 

Duties: 

Incumbent must be a resident of of the Minimum Security Unit 
and have a custody classification of Minimum B. 

Dishwasher Number of Positions: 

Responsible for the complete washing, cleaning and drying of 
culinary food trays, silverware, cups, glasses, bowls, and pitchers. 
Also maintains all pots, pans and utensils in a standard of ~lean
Ii ness and dryness, maintains the washing sink and keeps sur
rounding floor area clean and dry. 

SPecial Requirements: Trusty Position 

Position: 

Duties: 

Incumbent must be a resident of Minimum Security Unit and have 
a custody classification of Minimum B. 

Custodian Num L,er of Positions: 2 

Responsible for keeping office, dining area, visiting room, halls 
stairs, and any other areas as may be assigned by the supervisor. 
Includes washing and waxing floors, sweeping, dusting, 
emptying trash, and pick-up and delivery of mpplies as nece~sary. 

SPecial Requirement,.' Trusty Position 

Incumbents must be residents of the Minimum Security Unit and 
have a custody classification of Minimum B. 
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Position: 

Duties: 

Position: 

Duties: 

Position: 

Duties: 

Position: 

Duties: 

Recreation - Inmate Job Descriptions 

General Population Recreation Asst. Number of Positions: 3 

Helps plan, organize, and run recreational programs. Responsible 
for distribution, knowledge of location, and inventory of equip
ment, as well as keeping recreational areas clean and in proper 
operating condition. 

Protective Custody Recreation Assl. Number of Positions: 

Helps plan, )rganize, and run recreational program. Responsible 
for distribu'.ion, knowledge of location, and inventory of equip
ment, keep. ng PC inmates informed of recreation policy, and 
keeps recreational areas cl('ill1 and in proper operating condition. 

Annex Recreational Assistant Number of Positions: 

Helps plan, organize, and run recreational activities in the Annex. 
Responsible for distribution, knowledge of location, and inven
LOry of equipment, and keeps recreational area clean and in proper 
operating condition. 

MSU Recreational Assistant Number of Positiolls: 

Helps plan, organize, and run recreational programs. Responsible 
for distribution, knowledge of location, and inventory of equip
ment, and keeps recreational area clean and in proper operatinl{ 
condition. 

SPecial Requirements: Trusty Position 

PositIOn: 

Dillies: 

Incumbent must be a resident of Minimum Security VniL and 
have a custody classification of l\Iinimum B. 

Gymnasium CuslOdian Number of PositiO/ls: 

Responsible for keeping the gym clean. Includes ~;we('ping. 
washing, and waxing floors, dusting, and removing trash as 
necessary. 

Sj){'cial Reqllirrln('llls: Incumbent should be in good physical condition and have' a 
custody classification of Minimum B-1. 
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Position: 

Duties: 

Treatment Directorate - lnmate Job Descriptions 

Administrative Area Custodian Number of Positions: 

Responsible for keeping administrative offices clean. Includes 
washing and waxing floors, emptying waste baskets, cleaning 
bathrooms, and pick-up and delivery of supplies as necessary. 

Special Requirements: Incumbent should be in good physical condition and have a 
custody classification of Minimum B-l. 

Position: 

Duties: 

Classroom Area Custodian Number of Positions: 

Responsible for keeping classrooms clean. Includes washing and 
waxing floors, sweeping, emptying trash, and pick-Up and 
delivery of supp'lies as necessary. 

Special Reqzdrements: Incumbent ~hould be in good physical condition and have a 
custody classification of Minimum B-1. 

Position: 

Duties: 

Position: 

Duties: 

Inmate Library Assistant I Number of Positions: 

Responsible for supervision of gelleral and law libraries in 
librarian's absence. In charge of some technical services 
including simplified cataloging and classification of materials. 
Provide legal and general reference service. Book repair. 
Maintain cleanliness of library area. Typing. 

Inmate Library Assistant II Number of Positions: 

Responsible for supervision of general library in librarian's and 
inmate library assistant's absence. Perform circulation and 
clerical duties. Filing catalog cards. Log in periodical 
acqUlSltlOns. Maintain record of circulation statistics. 
Maintain cleanliness of library area. 
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