
... 

STANDARDS 
for 

Adult Probation and 
Parole Field Services 

Second Edition 
March 1981 

AMERICAN CORRECTIONAL ASSOCIATION 

In cooperation with the 

COMMISSION ON ACCREDITATION 
FOR CORRECTIONS 

This project was supported by Grant H79-ED-AX.fJX17 and 
H79-ED-AX..(XX)7 8-1 awarded by the Law Enforcem~nt Assistance 
Administration, United States Department of Justice. Points of 
view or opinions stated in this publication are those of the Amer
ican Correctional Association and do not n<.>cessarily represent the 

___________________________________ -....a..L-____ i ___ .oI..-.-.. ____ JlffJruLl..ll!oruisdtitk!io~n~o~fllth~eJUJ!nillit~ed~States Department of Justice. 

\ 

If you have issues viewing or accessing this file contact us at NCJRS.gov.



, . 

Q 

This publication may be ordered from: 

American Correctional Association 
4321 Hartwick Road, Suite L-208 

College Park, Maryland 20740 
(301) 699-7600 

Information on accreditation can be obtained from: 

Commission on Accreditation for Corrections 
6110 Executive Boulevard, Suite 600 

Rockville, Maryland 20852 

U.S. Department of Justice 
National Institute of Justice 

834·18 

This document has been reproduced exactly as received from the 
person or organization originating It. Points of view or opinions stated 
in this document are those of the authors and do not necessarily 
represent the official position or pOliCies of the Natlonai Institute of 
Justice. 

Permission to reproduce this copyrighted material In mi
crofiche only has been grantEld by 
American Correctlona1 Association 

to the National Criminal Justice Reference Service (NCJRS). 

Further reproduction outside of the NCJRS system requires permis
sion of the copyright owner. 

Copyright © March 1981 
American Correctional Association 

The reproduction. distribution or inclusion in other publications of materials in this book are prohibited 
without prior written permission from the American Correctional Association. 

~-- -~-- _. \. ~-~ 

AMERICAN CORRECTIONAL ASSOCIATION 

Amos E. Reed 
President 

Anthony P. Travisono 
Executive Director 

Samuel Sublett, Jr. 
Chairman, Committee on Standards 

'\ 

1 



~~~~*~.,.- - - ~- -- ----- - --

'. 

I 
! 

\ 

, , 

;) 

o 

Contents 

Foreword vii 

American Correctional Association Committee on Standards Members, 
Staff and Consultants ix 

Commission on Accreditation for Corrections Board of Commissioners and Staff xi 

Preface 

Introduction 

STANDARDS FOR ADULT PROBATION AND PAROLE FIELD SERVICES 

Administration, Organization and Management 
Personnel 
Training and Staff Development 
Fiscal Management 
Case Records 
Management Information and Research 

Management Information Systems 
Research and Evaluation 

Supervision-Probation and Parole Agencies 
Supervision-Parole Agencies Only 
Supervision-Probation Agencies Only 
Pi'esentence Investigation and Report 
Citizen Involvement and Volunteers 

Glossary 

Appendix 

Parallel Reference Table and New Weights 

American Correctional Association 
Delegate Assembly and Staff 
Code of Ethics 

Index 

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

2·3001 to 2·3027 
2·3028 to 2·3058 
2·3059 to 2·3073 
2·3074 to 2·3085 
2·3086 to 2·3089 
2·3090 to 2·3104 

2·3105 to 2·3165 
2·3166 to 2·3178 
2·3179 to 2·3184 
~':3185 to 2·3201 
2·3202 to 2·3208 

xiii 

xv 

1 
7 

13 
16 
19 
20 
20 
21 
24 
37 
40 
42 
46 

48 

51 

54 
59 

60 



, " 

-, --- - ~ -. --,-,-~- -------------

Percentages and Totals of Weights 
(Mandatory, Essential, Important) 

CATEGORY NUMBER 

Mandatory 1 
Essential 160 
Important 47 
Total 208 

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

PERCENT 

0.5 
76.9 
22.6 

100.0 

Foreword 

In the foreword for the first edition of this manual it was noted that probation and parole 
services were being criticized for their apparent ineffectiveness. Now, three years later, it is 
still pertinent to note the fact of these criticisms, but the constructive and spirited responses 
to these criticisms which have appeared have been heartening. These responses have not just 
been an instinctive defense of an old friend among our correctional programs. Parole ser
vices in particular have undergone some close reexamination regarding their place in the cor
rectional process, and a substantial effort has been made to make improvements where the 
critics have convincingly pointed to defects. 

Mandatory Standards and Numbers 

It is to the credit of professionals in corrections that they have responded to criticism with 
descriminating objectivity and have been able to take positive steps toward constructive 
change. In this general context of critical reappraisal the American Correctional Association 
and the Commission on Accreditation for Corrections have noted the experience with the 
probation and parole standards and have worked to revise them with careful concern for the 
best practices of each respective service. Whatever the findings may be in the research on 
program effectiveness, the public is entitled to the best protection it can obtain, the most ef
ficient management of its correctional services, and a dependable level of accountability 
from correctional management. The Association und the Commission have the responsibility 
through constant refinement of standards, to help define and ensure a high level of manage
ment quality. 

(1) Training and Staff Development: 2-3071 

vi 

Through the conscientious work of thoughtful professionals in probation and parole, the 
standards was reviewed and revised to define the best modern concepts. The labor of ac
complishing this was mude easier and more rewarding by the growing enthusiasm with which 
the accreditation process has been accepted by the whole eorrcctions field. Standards and ac
creditation provide the most visible guide and effective encouragement in the growing 
momentum for change. 

The Association and the Commission are truly grateful to the many corrections profes
sionals whose hard work and insight have been brought together in the committee work 
which produced this new, up-dated edition of standards for probation and parole. 

Anthony P. Travisono 
Executive Director 
Amedcan Correctional Association 

vii 

\ 



--~~.~ ... - - -- -- .-- -. --- . - - -~---.\--- --~----,-----,----~ 

,) 

,AMERICAN CORRECTIONAL ASSOCIATION 

Committee on Standards 

Executive Committee 
Samuel Sublett, Jr., Chairman, Illinois 
Norman F. Chamberlain, Washington 

Grady A. Decell, South Carolina 
Vernon G. Housewright, Colorado 

Ruth M. Pappert, Indiana 

Frederick R. Allen, New York 
Paul E. Bailey, Nevada 
Lester E. Belleque, Oregon 

Gerald M. Farkas, Washington, D.C. 
Rudy F. Guillen, Virginia 

Allen F. Breed, Washington, D.C. 
Roger W. Crist, New Mexico 
Linda M. D' Amario, Rhode Island 
Hugh C. Dismukes, Texas 

Jacqueline L. Jones, Colorado 
Charles J. Kehoe) Michigan 
Victoria C. Myers, Missouri 
Carl Robinson, Connecticut 
Sue Shirley, Texas 

Allan F. Wrenshall, Canada 

Staff 
DIl'e K. Sechrest, Director 

Alexandreena D. Dixon, Associate Director 
Susan Ainslie Dunn, Research Associate 

Beverly B. Davis, Staff Assistant 
Gail Ruppe, Staff Assistant 

Consultants 
Stan Adelman, Massachusetts William V. Milliken, Utah 
Donald Atkinson, Maryland Barbara O'Brien, New York 
Robert E. Keldgord, California Ernest G. Reimer, California 
Paul Keve, Virginia Evelyn R. Spruiell, New York 
Scotia B. Knouff, North Carolina Ted O. Wisner, Michigan 

Janet York, Connecticut 

ACA Resource Subcommittee Members 
Rudy Guillen, Virginia 
Charles Kehoe, Michigan 
Charles Mandsager, South Dakota 

blank 

Julian Pugh, Virginia 
Samuel Sublett, Jr., Illinois 
Norman Wirkler, Iowa 

ix 

\ 



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

COMMISSION ON ACCREDITATION FOR CORRECTIONS 

Board of Commissioners 

Executive Committee 

Robert J. Watson, Chairman, Oregon 
William Lucas, Vice Chairman, Michigan 

Gary R. Blake, Treasurer, Maryland 
Edna L. Goodrich, Washington 

J. Robert Weber, North Carolina 

David L. Bazelon, Washington, D.C. 
John W. Braithwaite, Canada 
Paul J. Charters, Florida 
Christopher Dietz, New Jersey 
Albert Elias, New Jersey 
J. J. Enomoto, New Mexico 
B. James George, Jr., New York 
William E. Gladstone, Florida 

Staff 

Leslie R. Green, Minnesota 
Robert P. Heyne, Indiana 
Ralph A. Jefferson, Wisconsin 
John W. McGough, Washington 
Wayne K. Patterson, Colorado 
Marcella C. Rapp, Colorado 
Amos E. Reed, Washington 
J. Steven Tremont, Louisiana 

Robert H. Fosen, Executive Director 
Jane A. O'Shaughnessy, Deputy Director 

Sharon L. Johnson, Assistant Director 
Charles R. R~using, Assistant Director 

Susan Miller, Counsel 

xi 

4 

\ 

! .. 



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

, , 

Preface 

This volume of Standards for Adult Probation and Parole Field Services represents a revi
sion of the Manual of Standards for Adult Probation and Parole Field Services printed in 
1977 by the American Correctional Association and the Commission on Accreditation for 
Corrections. The original Manual was a monumental first for practitioners in the area of 
field services: they joined with representatives of other correctional disciplines to codify a set 
of operational standards that could serve as a measure of good practice and facilitate agency 
accreditation by the Commission on Accreditation for Corrections. 

The second edition, Standards for Adult Probation and Parole Fields Services, represents 
a continuation of the American Correctional Association commitment to update and codify 
the best of correctional practice as a service to its membership. The review and revision pro
cess utilized the experience of the Commission with the accreditation process and a distilla
tion of the impact of current legislation and case law. 

The burgeoning population of correctional institutions has prompted a reawakening of the 
common sense value of community-based services as represented by probation and parole. 
The American Correctional Association has a long established policy of support for sound 
and effective noninstitutional services. The Association is also committed to the promotion 
of national standards as a key elemenUn the development. of effective programs to serve of
fenders and the public welfare. The future impact on national policy and practice is an im
portant aspect of standards, and the voluntary accreditation process of the Commission on 
Accreditation for Corrections is an important utilization of the second edition. 

Appreciation is extended to the ACA Committee on Standards for review and comment. 
The Committee on Standards Resource Subcommittee composed of Charles J. Kehoe, Rudy 
F. Guillen, Julian Pugh and Samuel SUblett,Jr. did yoeman's work in the review process for 
this second edition. Special appreciation is accorded to Donald Atkinson, principal consul
tant, as well as to the other consultants who participated in drafting and field testing the 
standards during the revision process. An ACA Resource Subcommittee was also convened 
to advise the consultants as to those revisions which might be most appropriate. The Sub
committee members contributed immeasurably from their extensive experience as successful 
practitioners. 

Special appreciation is also extended to the Commission Resource Team which worked so 
diligently in their review of the standards. The Resource Team was chaired by Marcella C. 
Rapp, and composed of Ralph A. Jefferson, Irvin M. Riedman and Joseph R. Rowan. Ap
preciation is further extended to the full Commission for its review. 

A field test of draft revisions was conducted jointly with the Division of Probation and 
Parole of the Missouri Board of Probation and Parole and the St. Louis County Department 
of Justice Services. Additional field tests were conducted at the Kanawha County Probation 
Department, Charleston, West Virginia and with the Division of Adult Parole Services of the 
Colorado State Board of Parole. The participation and concern expressed by individuals in 
these agencies provided a significant contribution to the final version of the standards. 

A special note of thanks is due Dr. Dale K. Sechrest, Director of the ACA Correctional 
Standards Program. Dr. Sechrest, who was ably assisted by Alexandreena D. Dixon, Susan 
A. Dunn and the ACA staff, provided the tremendous effort required for the rewriting of 
several drafts and the final language and format of the manual. 

An equal level of participation was provided by Dr. Robert H. Fosen, Executive Director 
of the Commission on Accreditation for Corrections and members of his staff. Sharon L. 
Johnson served as the Commission's primary staff person for the revision effort. 

This edition of the standards has been endorsed by the American Probation and Parole 
Association through its President, John Maloney. Gail D. Hughes, Chief State Supervisor 
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for the Missouri Division of Probation and Parole was the principal coordinator of this ef
fort, having also participated in the field test of the standards in Missouri. 

Finally, the entire effort was made possible by the continued support of Anthony P. 
Travisono, Executive Director of the American Correctional Association, and Nick Pappas 
and staff of the Program Management Team, Office of Criminal Justice Programs of the 
Law Enforcement Assistance Administration. 
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Samuel Sublett, Jr. 
Chairman 
ACA Committee on Standards 

Robert J. Watson 
Chairman 
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Introduction 

Probation and parole field services continue to be a vital component of not only the cor
rections system but also the overall criminal justice system. As noninstitutional measures, 
probation and parole are generally recognized as alternatives that need to be given even 
larger and more dynamic roles in a comprehensive response to the national dilemma about 
crime. Certainly they are seen as part of the solution to the current overcrowding that 
adversely affects the institutional component of the system. However, the full extent of the 
use of probation and parole has yet to be determined. 

As with any public service, particularly one that faces potential growth, probation and 
parole have not escaped criticism and controversy. The healthy aspect to the controversy is 
the resulting array of responses which should lead to better field services based on increased 
knowledge and understanding. Probation and parole field services, as any component in the 
corrections continuum, should benefit from a refined definition of purpose. 

Recent reappraisals of parole have been so extensive that a few states have made substan
tial changes in their parole laws, and the general literature has been enlivened with writings 
which suggest that parole might well have little or no place in future correctional systems. 

The healthy quality of the controversy is seen in the reactions: the writings that have come 
forth to defend or reappraise and explore the values of both probation and parole. Such 
reactions should lead to the shaping of better services based upon more perceptive 
understandings. Particularly encouraging is the new appreciation of ways to conduct both 
probation and parole with a quality of fairness. There is a growing appreciation of the need 
for a civilized society to apply its standards with dedicated impartiality to all conditions of its 
citizenry. A characteristic of a mature society is the acceptance of the principle that fairness, 
even to the least of its members, must be supported as a virtue. Accordingly, an important 
aspect of probation and parole standards is the enforcement of practices which support cur
rent concepts of basic fairness to offenders under supervision. 

One effect of argument in behalf of abolishing parole has been to emphasize the sensitive 
interrelationships that exist within the criminal justice system. Even if an impressive case 
could be made for the abandonment of the practice of parole supervision, the weight of the 
argument shifts immediately when consideration is given to the extent of the imbalance this 
must cause in the total system. Probation and parole exist in a fragile balance with sentenc
ing practices and institutional systems and any restatement of purpose in scope of respon
sibility must consider the simultaneous compensating adjustments required for the others to 
maintain the balance. 

Probation and parole remain vital elements in the larger system and in fact, their impor
tance seems lately to be emphasized by the crippling overload that has affected the institu
tional component in the system. Without probation and parole the extent of overcrowding in 
our correctional institutions would be much worse. Furthermore, the potential capability of 
probation and parole to serve as effective and sufficient criminal justice sanctions has 
seldom been realized due to lack of support, resources and sound professional working con
cepts. The increasing importance of probation and parole to the correctional system requires 
the determination of proper standards for their design and conduct. The standards will pro
mote additional efforts to create more effective policy and procedures systems which will 
provide better public protection and improved supervision and guidance to offenders. 

This set of standards for probation and parole field services has a close companion in the 
Standards jor Adult Parole Authorities, which was recently revised and published as a se
cond edition. Although parole authority functions and parole field services are sufficiently 
separate to justify separate sets of standards, they must be closely interrelated in practice, 
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both in their philosophical bases and with respect to practical~ coordinated case manage
ment. 

In this context of need for the coordination of efforts in all areas of corrections and the 
new emphasis which is most certainly being placed on probation and parole, the need for 
comprehensive national standards for field service operations are critical. 

Revision oj the Standards 

The American Correctional Association and the Commission on Accreditation for Correc
tions originally responded to the need for standards by publishing the Manual oj Standards 
jor Adult Probation and Parole Field Services in 1977. As with all ten manuals of standards 
published by the ACA and the Commission, the volume for field services was a product of 
the experience and expertise of the professionals in the field. This revised edition has the ad
ditional advantage of incorporating the experience of using the standards in the accreditation 
process administered by the Commission. 

This second edition, Standards jor Adult Probation and Parole Field Services, was re
viewed by committees of field service practitioners to ensure that the standards continued to 
reflect current knowledge relative to good practice. Also, before the standards were pub
lished, they were field-tested in several probation and parole agencies. Final approval was 
the result of their review and acceptance by both the American Correctional Association 
Committee on Standards and the Commission on Accreditation for Corrections. The 
members of the Commission and the Committee are active professionals who represent a 
cross section of the field of corrections. 

From this process of initial publication, use in the accreditation process reformulation 
professional review and final approval has come a revised set of standards 'which represent 
the current consensus of the best probation and parole management practice. 

Accreditation 

A probation or parole agency wishing to participate in accreditation must contact the 
Commission on Accreditation for Corrections in order to formally enter the process. After 
acceptance for the process by the Commission, the agency completes a self-evaluation to 
determine compliance with the standards, compiles documentation to support compliance 
and develops plans of action to correct all deficiencies. After acceptance of the self
evaluation report by the Commission, and as the required compliance levels are attained, the 
agency can request an audit to verify compliance. This on-site audit is conducted by a team 
of trained Commission consultants . 
. The standards allow for the measurement of acceptable performance in achieving objec

tIves. For purposes of their application in the accreditation process, they are minimal re
quirements and should be exceeded whenever possible. When they are met, it is expected that 
every effort will be made to maintain performance at the level designated in the standards. 
Each standard has a weight of,mandatory, essential or important, which is used in determin
ing compliance levels for accreditation. Mandatory standards address conditions or situa
tions which could become hazardous to the life, health and safety of offenders employees 
and/o~ th~ public. ~i~hout exept~on, all mandatory standards must be met for ~urposes of 
~ccredltatIon. In addition, probatlOn and parole agencies must meet 90 percent of the essen
tl~l st~nd~rds and ~O percent,o.f the important standards in this edition, as well as any other 
cntena stipulated m the polIcies and procedures of the Commission on Accreditation for 
Corrections. 
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Most standards require evidence of written policy and/or procedure in specific areas of 
operations. Policy and procedure are crucial elements in the effective administration of an 
agency and are heavily emphasized in this edition and in the accreditation process. Since an 
understanding of the meaning of these words is necessary to the use of the standards they are 
fully defined in the glossary and in the following discussion. 

A policy is a statement of principles which guides the agency in the attainment of objec
tives. To comply with a standard which requires a policy for a certain area, there must be not 
only a written statement of policy, but also evidence that an action or a principle has been 
adopted and is being followed by the agency. 

A procedure is a method of performing an operation or an outline of the sequential ac
tions that must be executed to ensure that a policy is fully implemented. Policy and pro
cedure may both be required by the standard, in which case documentation demonstrating 
implementation of the procedure would also be necessary. 

Conclusion 

The Association and the Commission, in promulgating these standards for probation and 
parole field service agencies, see them as more than just a tool for accreditation. Generally 
they represent, as they must, a higher quality of operation than most agencies have main
tained; but, they are standards which are attainable. They provide guidelines for self
improvement, stimulus to change, and leverage for improved support from legislative, 
judicial and executive branches of government. Nevertheless, they will be effective only in 
relation to an agency's willingness to accept and use the standards to provide change which 
reflects the best contemporary vision of leaders in the correctional field. 
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ADMINISTRATION, ORGANIZATION 
AND MANAGEMENT 

2-3001 The assignment of organizational responsibility for agency field supervision serv
ices within the governmental structure is specified by statute or by order of court. 
(Essential) 

DISCUSSION: Statutory specification provides unquestionable definition of the role 
of field supervision services within the governmental structure. 

2-3002 Responsibilities and functions of the field agency are specified by statute or ad
mini~tratively defined by the parent governmental organization. (Essential) 

DISCUSSION: Probation and parol~ agencies can best achieve their goals and ob
jectives when responsibilities and functions are articulated either by a parent 
organization or by statute. Vague definitions of responsibilities and functions hinder 
both individual and organizational effectiveness, resulting in a loss of understanding 
and support from criminal justice and other agencies and the general public. 

2-3003 The authority, responsibility and function of the ppsition of administrator of field 
services, are specified by statute or administratively defined by the parent governmental 
organizaton. (Essential) 

DISCUSSION: To have effective leadership, a clear definition of the authority and 
responsibilities of the administrator of field services should be maintained. The 
functions specified by statute should include planning, organizing, staffing, coor
dinating, directing and controlling the probation/parole services. 

2-3004 The field agency and its programs are managed by a single administrative officer. 
(Essential) 

DISCUSSION: Each agency should be headed by a single administrative officer, ap
pointed by and responsible only to the governing authority of the field agency. 
There should be no employees or units of management within the agency that are 
not accountable to the administrative officer. When~ there are persons (usually 
employees of other public and private agencies) who are providing a service to the 
agency, written policies and procedures should be developed and reviewed, at least 
annually, to describe their roles and functions as they relate to the authority and 
responsibility of the administrator of field services. 

2 .. 3005 There is a written organizational plan and chart reflecting the current structure of 
authority, responsibility and accountability within the field agency which is reviewed at least 
annually and updated as needed. (Essential) 

DISCUSSION: A signed and dated plan of organization and current chart provide the 
employees with a clear picture of the field agency administration. Names of units 
and duties should reflect precisely what is entailed. Similar fUIlctions should be 
grouped. Span of control, lines of authority and orderly channels of communication 
should be noted. Updating should be made as changes occur, and a regular review 
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ADMINISTRATION, ORGANIZATION AND MANAGEMENT 

should be made to be certain that the plan is appropriate for agency functions. An 
organizational chart also presents an overview of the agency to other private and 
public organizations. 

2-3006 Written policy and procedurc provide for the participation of all employees in 
staff meetings related to their respective duties. (Essential) 

DISCUSSION: Staff meetings provide the opportunity for identification and solution 
of problems and exchange of ideas. Staff input from all levels can be generated for 
the formulation of policies, procedures and programming. Parole and probation of
fi.cers, supervisors and unit directors should meet at least weekly in order to coor
dmate the tasks of planning, organizing, staffing, directing, reporting and budgeting 
for the agency. Agendas and the minutes of the meeting should be used to introduce 
or change policy and procedure. 

2-3007 The ficld agency can document that ail levels of staff participate in the develop
ment and review of organizational goals, policies, procedures, rules and regulations. 
(Essential) 

~ISCUSSION: Although the agency administrator has ultimate responsibility for the 
fl:ld agency, staff representing every level and function in the field agency can con
tnbute to a reasoned set of field agency goals, policies, procedures, rules and regula
t~ons. Meaningful employee participation in management helps ensure that the at
titudes and values of the individual members are in substantial agreement with those 
of the agency. 

2-3008 The administrator of field services has input into thc planning function as it af
fects the field agency. (Essential) 

DISCUSSION: The administrator of field services should be able to ensure that the 
s,upervision and service needs of the field agency are addressed in the planning func
hons, although the agency administrator is ultimately responsible for this function. 

2-~0~9. The . a.dministra~or .. of field services is responsible for formulating goals, 
estabhshmg poliCies and praontles rclated to them, and translating the goals into measurable 
objectives for accomplishment by ficld staff. (Essential) 

DISCUSSION: None. (See related standards 2-3008 and 2-3010) 

2-3010 A written statcment that dcscribes the philosophy and long-range goals of thc 
field agency is prepared by the agency administrator, reviewed at least annually and updated 
if needed. (Essential) 

2 

DISCUSSION: The efforts of probation/parole agencies should not be characterized 
by situational reactions to crises. Agencies should articulate goals, objectives and 
policies for at least two years in the future and reassess them periodically. These 
g.oals and policies may be developed alone or jointly with the parent agency. The 
fIeld agency should document practical and specific plans to achieve its long-range 
goals. 

ADMINISTRATION, ORGANIZATION AND MANAGEMENT 

2-3011 Written policy provides for collaboration and consultation with other criminal 
justice agencies, community interest groups and service a~encies on a cont.inuing basis by ~he 
administrator of field services for the purpose of enhancmg the formulation and evaluation 
of organizational policies, procedures, rules and regulations. (Essential) 

DISCUSSION: Collaboration with criminal justice and private agency personnel 
and members of the community is basically the responsibility of the administrator of 
field services. The process may vary by location. The local manager should have 
discretion to develop procedures to provide a joint working relationship which will 
provide better and equitable treatment for the offender. (See related standard 
2-3012) 

2-3012 The field agency participates directly, or through the parent agency, in federal, 
state and regional planning efforts with criminal justice and noncriminal justice agencies. 
(Essential) 

DISCUSSION: The field agency should be represented in state pla.nning. ag~ncies. or 
regional planning units to ensure that probation/parole ha~ ~n act!ve VOIce 10 ~ettmg 
directions for the future. The field agency should also particIpate 10 the planmng ac
tivities of community coordinating 'councils and education~l, social, re!igious, 
charitable and other organizations to facilitate their understand10g of probation and 
parole services. This participation can create greater community support for proba
tion/parole services and conserve community resources. 

2-3013 There is a system to monitor operations and programs through inspec~ions and 
reviews at least annually by the agency administrator or designated staff. (Essential) 

DISCUSSION: An audit system providing timely and per!odic a~sessm~n~ of various 
field agency operations will reveal the degree of complIance wIth pohcles and pro
cedures. The internal administrative audit exists apart from any external or con
tinuous audit conducted by other agencies. 

2-3014 An agency manual, including policies, procedures,. r~les and regulations o.f the 
field agency is developed and maintained by the agency admlDlstrator. The manua.1 IS re
viewed annually, updated as proccdures change and is available to all staff. (Essential) 

DISCUSSION: The agency should have a single source for its ~stablis~ed poli~ies 
and procedures, which is available to all personnel to ensure cons~s~ency 10 or~~mza
tional operations. Efficient management of resources and superVISIon are fa~lhtated 
when all personnel understand how operations are c.onducted! ~~d have aVailable to 
them expectations and definitions of orgamzatIOnal actiVIties and personnel 
behavior. The manual should be well-organized and include a statement of purpose, 
table of contents, and an open-ended numbering system. 

2-3015 Lcgal assistance is available to thc ficld agcncy for thc purposcs of form?lating 
ficld agcncy policy, advising on individual cases, interpreti~g case I.aw and rcp~csentmg the 
field agency, as rcquircd, bcforc courts nnd other appropraatc bodlcs. (Essential) 

DISCUSSION: Continuing availability of legal counsel ens~res that ~he public, the 
field agency and the offender are afforded the legal protectIOn to which they are en
titled. 
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ADMINISTRATION, ORGANIZATION AND MANAGEMENT 

2-3016 The administrator of field services submits a report to the parent agency, at least 
biennially, that includes objectives, programs, budget, major developments, problems and 
plans, as well as services furnished to the courts~ parole authority and offenders. (Essential) 

DISCUSSION: The publication of a comprehensive report at least every two years 
serves several important functions: it helps to inform the general public, elected and 
appointed officials, criminal justice administrators and others about the agency's 
programs, services policies and accomplishments; it provides an assessment of past 
accomplishments and an opportunity to redefine future goals; and it provides a 
historical perspective depicting development of the agency over a period of years. 

2-3017 Field facilities are located in areas conveniently accessible to offenders' places of 
residence and employment, to transportation networks and to other community agencies. 
(Essential) 

DISCUSSION: Maximum involvement with the community is vital to the success of 
field supervision programs. The strategic location and appropriate design of 
facilities maximize staff performance and service delivery. 

2-3018 A written plan requires the systematic review of equipment needs andlor the 
replacement of equipment as needed. (Essential) 

DISCUSSION: Inadequate equipment decreases the effectiveness of a proba~ 
tionlparole agency, both in terms of efficiency and the public's view of the agency. 
All equipment should be maintained in good working order and replaced periodical
ly. More efficient equipment should be acquired when increased efficiency will 
result. (See related standard 2-3079) 

2-3019 Requests from federal, state and local legislative and executive bodies for infor
mation concerning programs and specific cases are responded to promptly and fully by agen
cy staff in accordance with written policy and procedure, and provisions relevant to rights of 
privacy. (Essential) 

DISCUSSION: To maintain the integrity and credibility of the field agency with 
other elements of the governmental structure, full and immediate cooperation 
should prevail with legislative and executive offices of government. 

2-3020 Written policy and procedure provide for cooperation andlor consultation with 
colleges and universities in areas of mutual concern. (Important) 

DISCUSSION: Institutions of higher learning can provide qualified persons to serve 
as advisors for policies and programs, and to arrange special training conferences 
and learning seminars. Students can serve both as potential recruits and current 
manpower. Field agency policy and procedure should provide for designated staff to 
initiate and maintain liaison with these institutions. 

2-3021 Written policy and procedure provide n public information pl'Ogrnm that en
courages contacts with the public and communication media; the policy and procedure are 
disseminated to all employees and media representatives. (Essential) 

4 !: 
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ADMINISTRATION, ORGANIZATION AND MANAGEMENT 

DISCUSSION: The agency should seek to inform and educate the public regarding 
the role of probation and parole in the criminal justice process in an effort to gain 
cooperation and participation. The agency should direct its activities in this regard 
not only toward the general public, but also toward labor and management groups, 
service organizations, allied criminal justice forces, churches, and fraternal and 
other civic organizations. 

The written policy should specify the agency's statutory basis, types of information 
that can be released, persons authorIzed to release information, rights of offenders 
with regard to publicity, and a clear statement of the agency's intent to provide the 
media with accurate and timely information and to be responsive to requests 
concerning programs, services and policies. 

2-3022 Written policy and procedure govern tbe dissemination of case information to the 
public, and address confidentiality requirements and the designation of who provides such 
information. (Essential) 

DISCUSSION: Probation and parole authorities often are requested to provide in~ 
formation about cases under supervision, and it is important that policies exist 
within the agency to specify who should provide such information and how it should 
be provided. Procedures regarding the confidentiality of case records should be 
observed at all times. 

2-3023 There is a written procedure for the investigation of citizen complaints about the 
field agency. (Essential) 

DISCUSSION: In order to maintain credibility with the public, the field agency 
must investigate and respond to complaints registered by citizens. F~r the pr~tec~ion 
of the officer as well as in the public interest, a copy of the complamt, the fmdmgs 
from the inve;tigation, and the action taken should be placed on file. The complain~ 
ant should be advised of the outcome of the investigation and the response of the 
agency. (See related standard 2~3163) 

2-3024 When the field agency is designated t~ operate a. pretrial service~ ~r.ogr~m, sllch as 
offender release on own recognizance (ROR), Its authority and responSibility IS stated by 
statute, administrative regulation or order of cOllrt. (Essential) 

DISCUSSION: The authority and responsibility for such programs should be clearly 
stated to ensure the cooperation and participation of judges, attorn~y~, law enforce~ 
ment and correctional officials, community leaders, and the partiCipants, and to 
facilitate the successful operation of the program. 

2-3025 When pretrial services are administered by the probation ~gency, a w~rkload for
mula is used in allocating staff, and space and equipment are prOVided to service the pro
gram. (Essential) 

DISCUSSION: Provision should be made for effective ~se of pe:sonnel. on a ru1l7 or 
part-time basis by using a systems approach to identify pretnal servICe obJect~ves 
and by specifying job tasks and the range of personnel neces~ary to meet the obJec· 
tives. Similarly, space and equipment needs should be determmed. (See related stan
dard 2-3106) 
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ADMINISTRATION. ORGANIZATION AND MANAGEMENT 

2-3026 When the agency operates pretrial services, it does so with the cooperation of 
other criminal justice authorities. (Essential) 

DISCUSSION: Successful development and operation of pretrial services, such as 
release on own recognizance (ROR) programs, is dependent upon the cooperation of 
judges, attorneys, law enforcement officials, correctional officials and legislative 
bodies. They should be involved in these programs from initial planning through im
plementation. 

2-3027 When the agency operates pretrial services, these services are evaluated at least an
nually. (Important) 

6 

DISCUSSION: Staff providing pretrial services should have the opportunity to par
ticipate in evaluating these services and programs. The evaluation should assist in 
determining the extent to which the service has achieved specific objectives. An ef
fort should be made to identify the factors, both individual and social, which have a 
direct relationship to success in the program. 

PERSONNEL 

2-3028 The agency administrator and/or governing board of the level of government at 
wh.ich the probation/parole services are constituted has the responsibility for appointing the 
administrator of field services. (Essential) 

DISCUSSION: Since the agency administrator and/or governing board of the proba
tion/parole agency's parent governmental organization is responsible for the overall 
functioning of the correctional agency, that individual or group should select the ad
ministrator of probation/parole services. 

2-3029 The qualifications, authority, tenure and responsiiJilities of the administrator of 
field services are specified by statute or by the parent governmental organization. (Essential) 

DISCUSSION: Explicit definition is necessary to ensure both that minimum standards 
are met and that opportunities for political interference with administrator appoint
ments are reduced. (See related standard 2-3008) 

2-3030 The educational, operational and administrative qualifications of the ad
ministrator of field services are specified in writing by the appointing authority and include, 
at a minimum, a bachelor's degree, five years of related administrative experience, and 
demonstrated administrative ability and leadership. (Important) 

DISCUSSION: To ensure that only qualified persons are recruited and apply for the 
position of administrator, the appointing authority should establish high qualifica
tions which are disseminated widely, and recruit and hire on the basis of these 
qualifications. 

2-3031 The term of office of the administrator of field services is continuous and may be 
terminated only by the appointing authority for good cause and subsequent to a formal and 
open hearing on specific charges, if requested. (Essential) 

DISCUSSION: Stability of the office of administrator of field services is an important 
contribution to a high quality operation. Since many of these positions are not 
covered by civil service provisions, it is necessary that political interference be re
duced by such measures as a specified term or protection against removal without 
cause. 

There is a personnel policy manual which covers the following subjects: 

Organization 
Recruitment procedures 
Equal employment opportunity provisions 
Job qualifications, descriptions and responsibilities 
Basis for determining salaries 
Benefits, holidays, leave and work hours 
Personnel records 
Employee evaluation 
In-service training 
Promotion 
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PERSONNEL 

Retirement, resignation and termination 
Employee-management relations 
Disciplinary procedures 
Grievance procedures 
Insurance and professional liability requirements. 

A copy of this manual is available to each employee. (Essential) 

DISCUSSION: The field agency's personnel policy should reflect its operational 
philosophy and this should be expressed in writing so that it is available to all 
employees. At the time of employment, each employee should have the opportunity 
to review a copy of the agency's personnel policy manual. Employees should be en
couraged to ask questions about the policies. Copies of this manual should be 
available for employee r~ference. 

2-3033 Written personnel policy and procedure govern the selection, retention and pro
motion of all personnel. (Essential) 

DISCUSSION: The selection, retention and promotion of field agency personnel 
should be based on merit, specified qualifications, and competitive oral and/or writ
ten examination~. All job qualifications and hiring policies should be examined with 
the assistance of equal employment specialists from outside the agency. Employ
ment qualifications should be demonstrably related to the skills required to perform 
the work. Tests should not be culturally biased. To permit selection from a larger 
pool of applicants, every effort should be made to remove artificial barriers to 
employment with the agency. 

2-3034 Written policy and procedure provide for and show evidence of lateral entry as 
well as promotion from within the agency. (Essential) 

D~SC~SSION: While agency personnel policies should emphasize promotion from 
wIthm, they should also provide for lateral entry to obtain the best qualified persons 
to fill positions. Any individual with the required education, experience and 
bac~groun? ,should be eligible, to enter the field agency at the level at which the per
son IS ~uahfIed, Lateral entry IS employment by the agency of candidates from both 
the pn~ate sector and by transfer from other governmental agencies. Lateral entry 
should mclude the transfer of retirement credits where statutes permit. 

~-3035 Wr!tten policy specifies that equal employment opportunities exist for all posi
tIOns. (Essential) 

DISCUS~I?N: ~e~ and ~omen should have equal opportunities to compete for 
any pOSItIon. withm t~e fIeld agency. Section 703 of Title VII of the Civil Rights Act 
detaIls, certam except~ons which do not constitute unlawful employment practices. 
AgenCIeS should contmuously evaluate their work environment to provide employ
ment for both men and women. 

2-3036 The field agency has an affirmative action plan and program which has been ap-
proved by the appropriate governmental authority. (Essential) , 
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DISCUSSION: An affirIl!-ative action program ensures that persons are able to com
pete equally for entry mto and promotion within the agency. This program should 

PERSONNEL 

be designed to seek out qualified minority and female personnel and encourage their 
participation in the staff development program of the field agency. 

2-3037 The field agency can document the implementation of its affirmative action pro
gram, and provide evidence of annual reviews and necessary changes ri~quired to keep it cur
rent. (Essential) 

DISCUSSION: Personnel records and revised policies and procedures that reflect 
i~creases in the hiring and promotion of minority groups and women should be used 
to demonstrate implementation of the agency's affirmative action plan. At least an 
annual review of the affIrmative action program should be conducted to monitor and pro
mote continued compliance. 

2-3038 Written policy and procedure provide for the employment of qualified ex
offenders. (Important) 

DISCUSSION: Ex-offenders can be a valuable manpower resource and should not 
be discriminated against when they seek employment with the field agency. 
Qualified applicants should have the opportunity to prove that they can be a produc
tive employee. 

2-3039 In accordance with state and federal statutes, a criminal record ~h~ck is con~u~ted 
on all new or prospective employees to ascertain whether there may be crlmmal conVictIOns 
which would affect job performance. (Essential) 

DISCUSSION: While policy may permit the hiring of ex-offenders, the administra
tion should always be aware of any such criminal history in order to safegua.rd, the 
agency's reputation and effectiveness, and to evaluate the effect of the cnmmal 
record on the prospective employee's performance. 

2 .. 3040 Written policy and procedure require a physical examinati~n ~y a physician of 
any new or prospective employee at the time of initial e~ployment, 'YhICh IS paid for by the 
field agency. Provision~ exist for reexamination accordmg to a defmed need or schedule. 
(Essential) 

DISCUSSION: Probation and parole can be physically demanding work a~d ~l 
staff members should be physically fit. Physical examinations should be reqUIred ~n 
order to protect their health, en~ure their,ability: to perform efrectively,~~d to aVOId 
appointments or assignments mcompatIble WIth theIr ,Phy:sIcal COndltI?~. When 
employment is denied based on the findings ~f the,exammatIon, ~he ~hysI~Ian must 
provide a statement which explains the relatIOnshIp of the phYSIcal ~Il!-palfment to 
the work required by the position. Policy should not preclude the hIrIng of hand
icapped persons. 

2-3041 An entry level probation or parole officer possesses a minimum of a bachelor's 
degree. (Important) 

DISCUSSION: None. 

2-3042 Written policy and procedure provide that new or promoted employees are ap
pointed initially for a probationary term of not less than six months nor more than one year. 
After completing a probationary period, employees are granted permanent status. 
(Essential) 
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PERSONNEL 

DISCUSSION: Tenure should be dependent upon t4e successful performance of the 
duties assigned during the probationary term. Employee performance during the 
probationary period should be evaluated at least bimonthly, and the employee 
should be given the opportunity to discuss the evaluation. Forms for evaluation of 
employee performance should be developed and used. Persons not performing 
satisfactorily should be returned to their former position. (See related standard 
2-3058) 

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

2-3043 Written policy and procedure provide employees on permanent status the right to 
request and exhaust grievance and appeals procedures, including an open and formal hear
ing, prior to their termination or demotion. (Essential) 

DISCUSSION: Termination or other adverse personnel actions should be open, 
based on formal hearings and specific charges, and processed before an independent 
organization to ensure fairness. 

2-3044 Written personnel policy and procedure provide for a career development plan. 
(Important) 

DISCUSSION: There is a positive contribution to staff mordc as well as a needed 
enhancement of overall agency operative quality when personnel policies and prac
tices that enable high-potential staff members to gain the necessary qualifications 
and to feel motivated to move through promotions to higher job levels are main
tained. (See related standard 2-3070) 

2-3045 Salary levels and employee benefits for all field agency personnel are competitive 
with those of other components of the criminal justice system as well as with comparable oc
cupational groups. (Essential) 

DISCUSSION: Competitive salaries and benefits are necessary to recruit and retain 
high caliber staff. The salary ranges should provide for regular increases based on 
merit and should be adjusted annually to reflect changes in the cost of living. To en
courage mobility and the exchange of personnel among elements of the criminal 
justice system, efforts should be supported that would permit employee benefits to 
accompany the employee from one position to another within the system. 

2-3046 When authorized by statute or regulation, special pay provisions are made 
available on an equitable basis to all staff. (Important) 

DISCUSSION: Special pay increases are excellent means for rewarding outstanding 
job performance, advanced academic achievements, and completion of special 
training. Equity and consistency in awards are critical. 

2-3047 Written policy and procedure provide that employees are reimbursed for all ap
proved expenses incurred in the performance of their duties. (Essential) 

DISCUSSION: None. 

2-3048 Written policy and procedure govern employee-management relations. 
(Essential) 
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DISCUSSION: The agency cannot operate effectively in the absence of specific pro
cedures for the recognition and resolution of legitimate employee concerns. It is 
essential that the agency have written policy and procedure for responding im
mediately and effectively to problems that may develop, in employee-management 
relations. These should include specific assignment of responsibility and precise 
delegation of authority for action, steps for resolving grievances and adverse ac
tions, and an appeal procedure. Minutes should be kept of all such meetings to avoid 
misunderstandings and to provide a written record of meetings between employee 
groups and the agency's administration. 

2-3049 There is a written grievance procedure for employees that has been adopted by the 
parent agency. (Essential) 

DISCUSSION: The agency should indicate specifically the procedure an employee 
can undertake when a grievance exists, identifying, at a minimum, the hearing body 
and provisions for appeal, if any. The written grievance procedure should be 
distributed and explained to all new employees at the time of orientation. 

2-3050 The field agency makes available to all employees a written code of ethics that 
prohibits employees from using their official positions to secure privileges for themselves or 
others and from engaging ill activities that constitute a conflict of interest. (Essential) 

DISCUSSION: To protect the integrity of the field agency, its staff, and the parent 
agency, all personnel must be made thoroughly familiar with a code of et~ics which 
is est'ablished and enforced by the agency. The code should be avaIlable for 
employee reference and should be reviewed as part of each new employee's orienta
tion. 

2-3051 Written policy prohibits personnel from accepting any gift or gratuity from or 
engaging in personal business transactions wUh the offender or the offender's immediate 
family. (Essential) 

DISCUSSION: The potential conflict of interest is obvious and. ~~tentiallY harmful 
to the field agency, its personnel and the offender, and such actiVIties should be une
quivocally prohibited. Field personnel should not handle funds or property belong
ing to the offender except when essential to their supervisory function. 

2-3052 Written policy provides for field agency complhmce with statutes and regulations 
relating to campaigning, lobbying and political practices. (Essential) 

DISCUSSION: Field agency policy must reflect those regulations that g~vern cam
paigning and other political practices (e.g., the Hatch Act), so that actions of the 
staff will not hinder funding efforts or provision of services. 

2-3053 Written policy and procedure ensure that consultan~s and contra.ct perso~nel 
who work with clients abide by the field agency's policies on confidentiality of mformataon. 
(Essential) 

DISCUSSION: The field agency should specify in writing wha~ types 0: information 
are confidential between worker and client, what types of mformatIOn should be 
shared with other agency personnel, and what types of information can properly be 
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communicated to other agencies 01' to the public. Outside workers should agree in 
writing to respect these policies. 

2-3054 The agency provides the c1e:rical support needed to accomplish its stated goals (Essential) • 

~I~CUSSION: Provision of adequat1e presentence investigation and/or field super
VISIon for off~n~ers sh~uld not be hampered by a lack of clerical support. There 
should be SUfficIent clencal personnel so that field officers can devote the majority 
of their time to their work load. 

2-3055 The field agency maintains un accurate, and current personnel record on each employee. (Essential) 

DI.S~USSION.: . ": pers~nn71 record on each employee should contain, at a 
~mI~um! Imtlal. appl~catIOn, r~f~relllce letters, appropriate results of employment 
~nveshgahon, venfiCahO? of !r~mng and experience, wage and salary information, 
J?b pe~formance evaluahon, mCIdent report, and commendations or disciplinary actIOns, If any. 

2-305~ Written policy and procedure ensure the confidentiality of the personnel record. (EssentIal) 

~ISCUSSION: Employee records must be protected against unwarranted examina
hon. Agency pohcy should specify both those persons authorized to use confidential 
person

ne! records and the purposes for such use. Appropriate guidelines are stated 
m the PrIvacy Act of 1974. 

~-31~57 ~ritten polic~ and proced~re make provision for employees to challenge informa
tion ID .thelr personnel fIle and have It corrected or removed if it is proven inaccurate. (Essential) 

DISCUSSION: None. 

2·3058 Writte~ p0.Iicy and procedure provide for a written annual performance review of 
all employees which IS based upon defined criteria and is reviewed and discussed with the employee. (Essential) 
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DISCUSSION: Effective. perfor~ance review should be a continuous and ongoing 
pr.oce.ss. To be ~~fectlve, reVIews should be objective and based on specific job 
crIterIa and exphcIt performance standards. Clearly developed criteria and perfor
mance standards provide a basis for consistent and unbiased evaluation reports of 
an employee's work. A w:itten evaluation should be completed at least annually. 
The results of the evaluation should be discussed with the employee (See related standard 2-3042) . 
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TRAINING AND STAFF DEVELOPMENT 

2u 3059 Written policy and procedure provide that the field agency's training programs 
for all employees arte specifically planned, coordinated, supervised by a qualified employee 
at the supervisory level, and reviewed annually. (Essential) 

DISCUSSION: Staff development should be an integral part of the management 
and operation of the field agency. Therefore, a supervisory level staff member 
shQuld be selected to maintain continuity and ensure cooperation in the training 
function. The training plan should include pre-service and in-service training cur
ricula for the various subcategories, with specific timelines for completion of each 
training unit. (See related standard 2-3064) 

2-3060 The individual coordinating the training and staff development program has 
received spedalized training for that position. At a minimum, ~ull-time training personnel 
should have completed a 40 hour training-for-trainers course. (Essential) 

DISCUSSION: The development of correctional staff is an important responsibility 
of the administration, whether it is achieved through the field agency's training pro
gram or through an academy or central training unit. Only trainers with speci~Ii~ed 
training should develop and direct the training program, although other speclahsts 
can be used to instruct in specific areas. 

2-3061 The field agency's training and staff development plan provides for an ongoing 
formal evaluation of all pre-service; in-service, and specialized training programs, and for an 
annual written evaluation report. (Essential) 

DISCUSSION: Staff development programs should be evaluated at least annually to 
determine whether all components are having a positive impact on the attitudes~ 
knowledge, and skills of the trainees. Program evaluation is helpful in planning new 
programs and in modifying existing ones. 

2-3062 Library and reference services are available to complement the training and staff 
development program. (Important) 

DISCUSSION: None. 

2-3063 Space and equipment required for the training and staff development program are 
provided. (Essential) 

DiSCUSSION: Facilities for the training and development program should be easily 
accessible to the staff, free from distracting noise and large enough to acco~modate 
20-30 employeeS for classroom instruction. Equipment should be prOVIded for 
audiovisual presentations. 

2-3064 The agency administrator of field services annually assesses personnel needs and 
plans for recruitment, training and staff deivelopment. (Important) 

DISCUSSION: Personnel planning is not substantially di~ferent from planning for 
other requirements. The field agency staff should determme the types and numbers 
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TRAINING AND STAFF DEVELOPMENT 

of personnel who will be required in the future and what skills they should have. 
Future need should be measured against curreQ-t or projected availability of such 
personnel. The agency should design education, training and recruitmeni programs 
to develop future personnel. (See related standard 2-3059) 

2-3065 Written policy and procedure provide that all new full-time employees receive 40 
hours of orientation prior to job assignment; provisions exist for acknowledging and giving 
credit for prior training received. (Essential) 

DISCUSSION: All new full-time employees in the ag-~ncy, regardless of status or ti
t~e, should have at least 40 hours of general orientation to the policies, organiza
tional structure, programs and regulations of the field agency and, where applicable 
its parent agency. This training should be given before the employee receives a job 
assignment. If the .employ~e has had training in these areas prior to employment, 
he/she should receive credit and not be required to repeat this training. 

2-3066 Written policy and procedure provide that all full-time clerical and support 
e!llployees receive a m~nimum ~~ 16 hours of training annually, and that all full-time profes
slOn~l. e"!ploy~~s receive a mmlmum of 40 hours of training annually. The field agency 
specifies m wrItmg the content of the annual training. (Essential) 

DIS~~SS,ION: Ongoing t,raining enables employees to sharpen their skills, 
famllIanze themselves With new developments in the field and reinforce their 
knowledge and understandin.g of the fundamentals of their job. Retraining provides 
employe~s an opportunity to exchange experiences, define problems from their 
perspective, and commurucate to the administration issues of special concern. 

2-3067 Written policy and procedure provide that all part-time employees working less 
than 3~ hours per week receive orientation and training appropriate to their assignment. 
(Essential) 

DISCUSSI~N: Training, for part.-time staff enables them to kel.:~p informed and up
to-date With changes m operations as well as policy and proced\ice. 

2 .. 306~ In-servi~e edu.cation and training programs are planned and implemented by the 
ag~ncy .. ~ cooper,lltion WIt~ appropriate city, county, state and federal agencies, colleges and 
umversltIes, and commumty organizations. (Important) 

DISCUSSION: .Th~ in-service education and training program should be related to 
goals and obJectives, and should be sufficiently diverse to meet varying staff needs. 
The many resources ava.Hable in the community should be used whenever possible. 
Programs should be avaIlable for all levels of staff and should be reviewed regularly 
for relevance and effectiveness. 

t2h-~069 ~ritten policy and procedure encourage and provide for employees to continue 
elr education. (Important) 
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~III~~~SION:, ~he .agency should help its employees continue their education by 
g offiCial time to attend college classes staggering work hours to encourage 

school ~ttend.ance, .assisting with the cost of the education and helping employees 
secure fmanclal assistance. (See related standard 2-3042) 
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TRAINING AND STAFF DEVELOPMENT 

2-3070 The field agency provides administrative leave for employees attending profes
sional meetings, seminars and similar work-related activities, and reimburses employees for 
expenses connected with these activities. (Important) 

DISCUSSION: Outside training and educational programs may provide new ideas 
and insight into probation, parole and related activities. Participation in these ac
tivities should be encouraged, and the budget should include adequate funds for 

. staff participation. 

2-3071 Field probation and parole officers who are authorized to carry firearms and/or 
chemical agents receive appropriate weaponry training; this training covers the use, safety, 
care and constraints involved in the use of weapons. (Mandatory) 

DISCUSSION: Staff authorized to carry fire arms and/or chemical agents require 
thorough training in their use, safety and care. A specific curriculum must be 
established that includes individual and group instruction by competent authorities. 
The curriculum should include instruction regarding the limited conditions under 
which the use of weapons would be condoned; this training should be comparable to 
the police constraints/regulations of that particular jurisdiction. (See related stan
dard 2-3162) 

2-3072 When probation/parole officers are authorized to arrest offenders they are 
trained in arrest practices before being allowed to make them. (Essential) 

DISCUSSION: Field officers should be trained in the proper procedures for effect
ing an arrest and in the correct procedures for transporting prisoners. Proper 
restraining equipment should be available and used in all arrest situations. (See 
related standard 2-3154) 

2-3073 The field agency encourages staff participation in criminal justice and allied pro
fessional associations and activities on a local and national level. (Important) 

DISCUSSION: Membership and participation in criminal justice and allied profes
sional associations provides the administrator of field services and the staff the op
portunity to stay abreast of developments in the field, to make contributions to the 
field and to further their knowledge and skills. 
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FISCAL MANAGEMENT 

2·3074 The field agency's budget process is in accord with the pOlicies, procedures and in
structions of the jurisdiction of which it is a part. (Essential) 

DISCUSSION: Although it is a distinct organization within the governmental struc
ture, the agency should comply with the policies, procedures and instructions of the 
parent governmental jurisdiction. The budget should make adequate provision for 
the costs of personnel, operations and travel. 

2·3075 The administrator of field services is responsible for budget control and prepara
tion, including expenditure and monitoring. (Essential) 

DISCUSSION: The administrator of field services is responsible for the preparation 
and presentation of a detailed budget request and justification. Although budget 
specialists may be required, the administrator is ultimately responsible for the total 
budget process. 

2·3076 The administrator of field services participates in budget hearings conducted by 
the parent agency or the next higher level of government, and presents justification to sup
port the budget request. (Essential) 

DISCUSSION: As requested by the parent agency or the next higher level of govern
ment, the administrator of field services should prepare for the hearings and be 
ready to justif~ reques~s. The admipistrator's participation in budget hearings can 
promote more mterest 10 the agency and its programs. 

2·3077 The administrator of field services monitors and reviews, on a continuing basis, 
the expenditure of budgeted funds. (Essential) 

DISCUS~ION: Th7 administrator of field services should ensure that planning and 
budgetmg are dIrectly related to program objectives and that the fund flow over 
specified time periods is as projected. The review should include a full accounting of 
the funds allocated for each program function. Expenditures should be made only in 
accordance with appropriations. 

2·3078 ~ield age~cy or parent organization planning, budgeting and program manage
ment functions are mterrelated, and all are linked directly with objectives. (Essential) 

DI.SCUSSION: Coo~dination conserves resources, enhances public safety and per
mIts more effective del!very of services to offenders. To the extent possible, 
p~ogr~ms should be subjected to cost effectiveness analysis to evaluate their con
tn?U~I?n to stated goals and to see that goals are achieved with allocated funds. 
Pnont.les and ~rograms should be revised when necessary as the result of this 
analysIs. (See related standard 2-3(08) 

~.3079 There is a space management program which provides adequate facilities for all 
fle!d agency operations. The program is reviewed continually, and requests to meet space re
qUIrements are made to the parent governmental agency. (Important) 

16 

.\, 

--- - ----- -~------..,---

FISCAL MANAGEMENT 

DISCUSSION: Space management programs should provide for sufficient space 
and the efficient use of space. The facility should have attractive, clean, well-lighted, 
and accoustically sound offices and related accommodations, appropriate locations, 
and adequate maintenance. Continuous review of the space program takes into ac
count client population shifts, changing property values, changes in public transpor
tation, etc., and will facilitate planning for an optimum arrangement of space to 
serve the needs of offenders, their families and agency employees. 

2-3080 Written policy and procedure govern budget revisions. (Essential) 

DISCUSSION: Because a budget serves as a guideline for anticipated revenues and 
expenditures, it will have to be revised periodically. Any sig.nificant revisions should 
be approved by the parent agency and any other appropnate government agency, 
and should adhere to funding source regulations. 

2·3081 When required by law or other regulations to collect funds from offenders, the 
administrator of field services is responsible for the collection, safeguarding and disburse
ment of all monies in accordance with court order. The written policy and procedure regard
ing the collection, safeguarding and disbursement of these monies are made known to staff 
and reviewed annually. (Essential) 

DISCUSSION: Where it is necessary for the agency to receive monies from of
fenders, the agency administrator is ultimately responsible for them, even though 
other personnel may be assigned collect~on and disbursement duties. An ef~ective 
collection and disbursement system reqUIres the development and promulgatIOn of 
written procedures necessary for the unifo~m. and orderly performance of. tasks. 
Such procedures should include, but not be lImIted to, clear statement of dutIes and 
responsibilities of each staff member, maintenance of accounting records, I?repa~a
tion of fiscal reports, administrative review of fiscal policies, and cooperatIon WIth 
auditors. 

2·3082 The field agency has written fiscal policies and procedures adopt~d by th~ ~ov~rn
ing authority which include at a minimum: internal controls, petty cash, mdemmflcatlOn, 
signature control of checks,' and employee expense reimbursement. (Essential) 

DISCUSSION: None. 

2·3083 Written policy and procedure provide for both ongoing internal and i~depend~nt 
audits of the agency's fiscal activities which are conducted annually, or at a hme perIOd 
stipulated by applicable statute or regulation, but not to exceed three years. (Essential) 

DISCUSSION: Internal audits should be conducted on a continui~g basis to deter
mine whether established internal control proced:ures are bemg f~llowe~, ~o 
strengthen internal control where it is weak, to pro~Ide man~gem7nt wI!h.l?enodic 
information on the performance of its staff responSIble for ~manClal actlv~t~es, and 
to provide management with information on which to base Important deCISIons. 

2·3084 Funds are available for purchasing community services to assist offenders and to 
supplement existing programs. (Essential) 

DISCUSSION: Some offenders are indigent or require services for which they can-
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not pay, especially in emergencies. Funds may also be needed to pay for educational 
programs, vocational training, and similar programs most readily available from community organizations. 

2-3085 Written policy and procedure provide for employeelnsorance coverage to include, 
at a minimum: workman's compensation, civil liability, liability for state vehicles, blanket bond, and group medical. (Essential) 

DISCUSSION: Although insurance coverage varies from jurisdiction to jurisdic
tion, correctional employees should be provided with liability coverage in relation to 
their work activities. In addition, jurisdictions should have some mechanism for 
replacing government property lost by fire or other catastrophic events. Coverage 
provided by private companies, a self-insurers program, or state indemnification is acceptable. 

.k. 

CASE RECORDS 

2·3086 Written policy and procedure govern case record management and include, but 
are not limited to: the establishment, utilization, content, privacy, security, preservation, 
and a schedule, for retiring or destrOying inactive case records. These policies and procedures 
are reviewed annually. (Essential) 

DISCUSSION: The orderly recording, management, and maintenance of data in
crease the efficiency and effectiveness of service delivery to the courts, release 
authorities, and offenders. Case records facilitate the planning, implementation, 
and evaluation of programs. 

2·3087 The agency maintains written records of decisions and events regarding proba
tioners/parolees. (Essential) 

DISCUSSION: Such records should include reasons for the offender's entry into the 
system actions taken by the offender and officer, and rationales for significant deci
sions f;om entry until termination of supervision. Comprehensive case records ex
pedite case reviews and conserve resources. (See related standard 2-3160) 

2·3088 The contents of case records are separated and identified according to an 
established format. (Important) 

DISCUSSION: Standardization of case records promotes .effic~ency and effec
tiveness. A logical sequence for filing would be the followmg: mtake data, legal 
documents, the presentence report, and, supervision history. 

2·3089 Case records are safeguarded from unauthorized and improper disclosure. 
(Essential) 

DISCUSSION: An individual's constitutional right to privacy can be abridge~ if 
case files are improperly disseminated, especially if the information c~ntamed 
therein is inaccurate incomplete or immaterial. The agency should establIsh pro
cedures to limit acce;s to case records to persons and public agencies that have both 
a "need to know" and a "right to know," and that can demonstrate that access to such 
information will serve a criminal justice purpose. (See related standard 2-3094) 
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Management Information Systems 

2-3090 The field agency has access to and uses an organized system of information 
retrieval and review that is part of an overall research capacity. (Essential) 

DISCUSSION: Management information systems and research facilitate decision 
making, research and timely responses both to offender needs and outside inquiries. 
These services often are provided by a division of a large state-wide correctional 
system. If the parent correctional agency does not provide these functions, the agen-
cy should assign selected personnel to the data collection function. Adequate train-
ing should be provided for these personnel. 

2-3091 The administrator of field services establishes or participates in the establishment 
of policies and procedures for collecting, recording, organizing, processing and reporting 
field services data developed for management information purposes; these policies are 
reviewed at least annually. (Essential) 

DISCUSSION: Aithough other field agency personnel may be assigned these tasks, 
the administrator of field services is ultimately responsible for their accomplish
ment. The administrator should review, at least annually, all aspects of the manage
ment information system for relevance, completeness, effectiveness and efficiency. 

2~3~92 The administrator of field services has established a procedure for receiving, at a 
mlDlmum, quarterly reports from those individuals in charge of the information system and 
research program. (Important) 

DISCUSSION: Those in charge of the field agency's information system related 
?ata collection and research program should report to the administrator of field serv
Ices at ~east quarterly. Appointment of a single director to be responsible for the in
formatIon system and research efforts may facilitate the reporting procedure. 

2-3093. Using agency ~oals and objectives as guidelines, agency staff identify information 
needs prIOr to the collection of data for the management information system. (Important) 

DIS?USSION: The info~mation system should have the capacity to deliver two 
basIc types of mformatIon: (1) standard information, consisting of the data required 
for management control, such as the parole success rate the numbers of offenders 
~nder su~ervision ~t .a given. time, ca~eload levels, and p~yroll data; and (2) demand 
In\ormatlOn, conslstmg of mformatIon that can be generated when a report is re
qUIred, such as th~ nu~?er of cases to be terminated during a 12-month period by 
offense, type of dISpoSItIon, and month of termination. The agency administrator 
should be awa:e of bot~ the cap~bilities and limitations of the system and should en
sure. that the mformatIon reqUIred for the successful operation of the agency is obtamed. 

2-3094 Written policy and procedUre govern the security of the information and data col
lection system, including verification, access to data and protection of the privacy of of .. fenders. (Essential) 
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DISCUSSION: Procedures should be specified not ?~y for verifying data. before 
they are entered into the system, but also for d7te.rmmmg what data are re~UIred. ~s 
with case files and records, access should be lImIted to persons and pubhc agenCIes 
that have both a "need to kn?w" ~d a "right t.o ~no,,:," ~nd that can demonstrate 
that access to such informatIon WIll serve a crImmal JustIce purpose. (See related 
standard 2-3089) 

2-3095 The field agency or parent governmental organization collaborates with other 
criminal justice systems and human service agencies in information gathering, exchange and 
standardization. (Important) 

DISCUSSION: System-wide collaboration is critical to e~fici7nt and ef~ective 
management. The key to effective collaboration is stand~rdlzatIon an~ s~armg of 
information. The needs of probation and p~ole agenc~es are yery s~mIlar, par
ticularly with respect to the type and capabIlItIes of servlc~s avaIlable m the com
munity. Duplication of effort and costs often can be a~Olded or reduce? by ex
change of information. While it is important that probatIon/parole agenCIes share 
information, it is also vital that they respect the confidentiality and privacy of parole 
records. 

Research and Evaluation 

2-3096 The field agency supports and engages in internal research. relevant to its pro
grams, as well as research conducted by outside professionals. (Essentull) 

DISCUSSION: Research can assist the agency in establishing goals,. objective~ .and 
plans for the future and can contribute to more efficient and effec,tIve superVlSlon, 
conservation of resources and increased public safety. Because of tIme or personnel 
constraints, agencies often cannot cond~ct inter~allY all ne~essary research. They 
Should, therefore, contract with responSIble outSIde prof~sslonals. However, ,both 
internal research and outside research should not be permItted to proceed untd the 
research design and agency requirements are fully understood. 

2-3097 The administrator of field services and designated staff participate with rtd 
searchers in deciding what questions should be addressed, what data should be gathered, an 
how that data should be presented. (Important) 

DISCUSSION: While it is important that the administrator of field services a~d staff be 
guided by the best research capacity they can obtain, the.y should play an l~pora~ 
role in shaping the direction of that research. CooperatIon among ?p~ratIo~a .a~ 
research personnel is required for determining research needs, est~bhshmg P~IOfltI~l~ 
among needs and collecting and interpreting data gathered. ThIS coopera.tIo~ WI 
ensure that the research is relevant and consistent with agency goals and obJecttves. 

2-3098 The agency administrator of field services reviews and approves all research proj
ects prior to their implementation. (Essential) 

DISCUSSION: Research should not be permitted to proceed until the research 
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design and the requirements of field agency staff are understood fully and agreed 
upon. 

2-3099 When cbanges in the management of offenders may significantly affect the public 
safety, demonstration programs are used to determine how the changes will impact on public 
safety and agency operations. (Essential) 

DISCUSSION: Significant changes in agency practice should be supported by 
research evidence that public safety is undiminished and agency operations unim" 
paired. New programs should be initiated on a trial basis to permit scientific evalua
tion before they are expanded to the entire offender population. 

2-3100 To supplement the fiscal resources made available by its own jurisdiction, the 
agency receives or seeks fiscal support for its research programs from national and private 
funding agencies. (Important) 

DISCUSSION: Funds for research are available from a variety of public and private 
sources. These funds may supplement existing resources and increase research 
capacity. 

2-3101 Written policy and procedure exist to ensure that the privacy of offenders and 
other parties will be maintained during all research. (Essential) 

DISCUSSION: Although it is important that agencies facilitate research, it is essen
tial that they safeguard the privacy and interests of offenders, offenders' families, 
and other persons. 

2·3102 Written policy and procedure specify the method for dissemination of research 
findings. (Important) 

DISCUSSION: Written policies and guidelines will prevent misunderstandings 
about the publication and dissemination of research results. As a general rule, 
research findings should be published and distributed regardless of the nature of the 
findings. Their publication can avoid duplication of effort elsewhere and provide 
for the sharing of knowledge and experience throughout the correctional field. 

2·3103 There exists a written definition of recidivism, which is understood and used by all 
agency personnel using recidivism data. (Essential) 

DISCUSSION: Recidivism is a useful criteria for evaluating probation/parole agen" 
cies and offender performance. The agency should develop a standard definition of 
recidivism that considers: the nature of events to be counted; the categories of 
behavior and degrees of seriousness to be included; the time of release (use of 
cohorts); and, the duration of the follow"up period. 

2·3104 The agency measures performance on at least two levels: overall perfonnance and 
achievement of more immediate program goals. A review of performance is conducted at 
least every six months. (Essential) 
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DIS~USSION: A distinction is made here between system review and program 
review. In a system review, overall performance of the entire field organization in 
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achieving its goals and objectives is th~ object of.measurement. I.n a pr~gram r~vie.w, 
effectiveness of a particular program In the achievement of an Immediate objective 
is the object of measurement., 
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SUPERVISION-PROBATION AND PAROLE AGENCIES 

2-3105 The pgency's statement of purpos~ affirms that the supervision program is to pro
vide Recessary services to the offender with the goal of reducing the probability of continued 
criminal behavior on the part of the offender. (Essential) 

DISCUSSION: Supervision should be intended for the protection of the community 
and for the provision of services to the offender in order to reduce the probability of 
continued criminal behavior. Provision of adequate assistance and services to the of
fend~r is the best insurance against harm to the community. 

2-3106 There is a written workload formula which is implemented in the allocation of 
work to field staff. (Essential) 

DISCUSSION: This formula should consider factors such as legal requirements, 
g~al.s, ch.aracter and needs of offenders to be supervised, geographic area, ad
mInlstratlve tasks required of the field staff, and types of personnel to be utilized. A 
workload rather than caseload model is based on programs of differential supervi
sion ranging from intensive to minimal. Supervision tasks must be identified 
measured against a time requirement, and then translated into specific total time and 
staff requirements. 

2-3107 A full-time supervisor does not supervise more than 10 field staff members. 
(Essential) 

DISCUSSION: The span of control of a supervisor in the agency should be large 
enough to provide e~onomical supervision, but not so large as to prevent effective 
n:anagement: ExceptIOns should be justified based on the experience of the field of
fIcers supervIsed. Ideally, all personnel supervised should be located in the same of
fice as the superviso~ and perform the same function. For a supervisory span of 10, 
all personnel s~p7rvlsed should be experienced in their specific functions; a smaller 
ratIo of superVlSlon should be used with a high proportion of inexperienced field 
staff. !n sm~ll or remote field offices where the supervisor has other duties, the 
superVIsory tIme should be allotted at the ratio of one tenth for every field staff posi
tion in the office. 

2-3108 Field staff who have caseloads report to a designated supervisor who is trained in 
the supervisory function. (Essential) 

DlSCUSSI?N: R~g~lar ca~e conferences between field staff and their supervisors 
can provIde traInIn~ and Improve professional development. Such contacts can also 
help to ensure maxlmu~ effectiveness and efficiency in job performance. The span 
of control for a superVIsor should not exceed six and the job of supervising field 
staff should be full time. (See related standard 2-3107)' 

2-.3~09 . Field supervision is continually reviewed by the supervisor from both an ad
mlDistrative and case management perspective. (Essential) 
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procedures regarding the degree and type of supervision and assistance provided of
fenders. 

2-3110 Written policy and procedure govern classification and supervision of offenders 
in order to safeguard the community and meet the program needs of the offender. (Essential) 

DISCUSSION: Offenders should be placed in the appropriate supervision category 
immediately following the initial interview. Classification should be consistent with 
individual dignity and basic concepts of fairness, provide for maximum involvement 
of the offender, and include the concept of diminishing field supervision. Agency 
procedures should require that the initial classification he recorded and justified in 
the records. Reclassification should occur at quarterly evaluation periods, and are 
recorded and justified in the chronological record. (See related standard 
2-3119) 

2-3111 The conditions of probation/parole are furnished in writing to the offender and 
translated into those languages spoken by significant numbers of offenders. When a problem 
prevents an offender from understanding probation/parole conditioQs, a field officer or 
other person assists the offender in understanding them. (Essential) 

DISCUSSION: Conditions of probation/parole must be in writing so that there is 
no uncertainty as to the expected standards of behavior or requirements imposed. 
Adequate provision should be made for the needs of the handicapped. Because the 
conditions of probation/parole may serve as the basis for violation hearings, it is 
essential that they be stated clearly and recorded. 

2-3112 The offender acknowledges, in writing, receipt and understanding of the condi
tions of probation/parole. (Essential) 

DISCUSSION: Because offenders are required to comply with court/authority 
orders to meet stated conditions for their behavior, it is essential that they receive a 
copy of the conditions and sign the form containing them. The acknowledgment in
cludes a statement that the conditions are understood, that there are no questions as 
to expected behavior, and that the offender will comply with the conditions. 

2-3113 Supervision services are available 24 hours a day. (Essential) 

DISCUSSION: The needs of offenders do not emerge only during business hours; it 
is necessary that services exist around-the-clock and on weekends. The 24-hour 
availability of supervision services should be made known to offenders, and staff 
should be advised of these hours by publication of formal schedules. Use should be 
made of split shifts, duty officers, paging systems, and all-night and weekend 
telephone numbers. 

2-3114 Consistent with court or parole authority requirements, the field officer and the 
offender jointly develop objectives and a supervision plan. This plan includes whi~hever of 
the following is most appropriate for the supervision of the individual offender: field con
tacts, office contacts or collateral contacts. The offender receives a copy of the plan. 
(Important) 

DISCUSSION: Planning that incorporates the needs, problems, capabilities, limita-

25 

\ 



~--- ------....,-----,--.....".--..,.".,-- - ------.--- --- -----~---~-------......--
---~,----- ...------~-------- --, ~ 

SUPERVISION-PROBATION AND PAROLE AGENCIES 

tions and the participation of the offender provides a positive framework for the 
period of supervision. It is important that the goals and plans remain within the of
fender's capacity. The plan should incorporate those provisions necessary for 
proper supervision, such as reporting and testing requirements, compliance with 
regular and special conditions of probation/parole, etc. 

2-3115 When specific services ordered by the court or releasing authority are not 
available, the field staff should return the case to the court or releasing authority for further 
dispositional consideration. (Essential) 

DISCUSSION: Offenders often are subject to discriminatory treatment by noncor
rectional agencies and are prevented from participating in service programs 
available to citizens. If access to ordered services is not being provided to the of
fender, the field office should so inform the releasing authority. 

2-3116 The field supervision plan is reviewed with the offender on an as-needed basis and 
adjusted in accordance with the offender's performance in the community. (Important) 

DISCUSSION: The agency's supervision system should include provision for the 
field officer to review with the offender the adjustment and/or progress the offender 
is making, and to revise the supervision plan and level of supervision as appropriate. 
This review should take place on an as-needed basis, but no less often than once 
every three months. Changes in the supervision plan are reviewed with the field of
ficer's supervisor. 

2-3117 The supervision plan requires that the field officer or other duly authorized per
sons maintain personal contact with the offender according to the supervision plan. 
(Essential) 

DISCUSSION: Supervision of the offender should include scheduled and 
unscheduled visits by the field officer to the offender's home and, when possible, 
place of employment. A duly authorized person is any agency or qualified person 
who offers the necessary services on an accepted contractual basis. Office interviews 
are a useful supplement to the field supervision and, at times, provide the best set
ting to resolve administrative questions regarding the offender's case. 

2-3118 The supervision plan requires that the field officer contact the offender in the 
community and contact persons and agencies in the community that are familiar with the 
offender; such contacts are made according to the supervision plan and have a specific pur
pose. (Essential) 

DISCUSSION: The monitoring of the offender's progress in the community is 
essen~ia~ for the field officers. Field officers should not depend solely upon their 
own Insights, but should supplement them with information from others so that a 
more acc~rate evalua.tion ~nd assessment will emerge. These contacts (i.e~, employ
ment, residence, !amIly, fnends) should be according to a plan, have g specific pur
pose, and be adjusted as offender performance and behavior in the community 
change. The field officer should meet with the offender outside of the office in such 
places as the home, on the job or during their recreational pursuits. 

2-3119 The community supervision plan specifies the minimum number of contacts with 
the offender per time ,period. (Essential) 

SUPERVISION-PROBATION AND PAROLE AGENCIES 

DISCUSSION: A specified minimum number of contacts with the offender helps 
ensure that the state, through the field officer, stays informed about the offender's 
location and activities. This monitoring requirement also serves to remind offenders 
that they remain under legal jurisdiction and must meet certain obligations. Provi
sion should be made for officers and their supervisors, in case conferences to deter
mine the case services to be provided and the number of case contacts in~luded in 
this service. The range and nature of field and office contacts should be commen
surate with the agency's classification program and supervision plan. for each 
offender. Waiver of the minimum contacts should be permitted under circumstances 
such as extreme climatic conditions, unusual tension or violence potential in a 
neighborhood. 

2-3120 Written procedure governing community supervision provides for review of levels 
of supervision at least every six months, with prompt reclassification where warranted. 
(Important) 

DISCUSSION: A minimum of six months should elapse between reviews of 
minimum supervision cases, with three-month reviews for cases requiring maximum 
supervision. Reclassification should occur promptly when offender adjustment war
rants. Reviews are conducted by the field officer and the supervisor. 

2-3121 For those agencies that require written reports from offenders under supervision, 
the interval between them is modif'~d in relation to community adjustment; information in 
the reports is relevant to the supervision plan and/or agency administrative requirements. 
(Important) 

DISCUSSION: Written reports by offenders do not substitute for personal supervi
sion by field officers. They should be required only when an advantage in public 
safety or offender adjustment is obtained. 

2-3122 Written policy and procedure provide that the confidentiality of the offender's 
probation/parole status is maintained. (Essential) . 

DISCUSSION: Policies and guidelines relating to disclosure should be developed 
collaboratively by the agency with its parent agency, and other criminal justice agen
cies. Unless public safety is threatened, and within statutorily defined limits, the 
agency should keep the offender's probation/parole status confidential. The use of 
unmarked automobiles, discreet visits to places of employment and residence, and 
plain mailing envelopes are simple techniques to ensure confidentiality. 

2-3123 Written policy and procedure preclude offenders from being confronted with 
possible probation/parole violations for failure to meet financial obligations other than 
those which are conditions of probation/parole. (Essential) 

DISCUSSION: The agency should not be placed in the position of collection agency 
for the community. The agency and field officer should not enforce the collection of 
civil obligations by threats of probation/i'~arole violation. Court ordered debts, such 
as fines, restitution and child support, S'hou!d be paid, and provision is made in the 
supervision plan for payment of such obligations. 
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2-3124 Written policy and procedure provide that probation/parole agency staff may re
quest the court or the paroling authority to add, remove or modify any or all of the special 
conditions of :supervision, (Essential) 

DISCUSSION: One condition of probation/parole is applicable to all offenders
that they obey the law. Other conditions are added to this basic requirement to the 
extent that they add protection to the public and/or ensure the delivery of services to 
the offender. Conditions should be tailored to individual offenders, reviewed 
regularly, and amended if required. They should be realistic, few i~ !lumber, a!1d 
phrased in positive rather than negative terms. There should be prOVISIon as the m M 

dividual's adjustment warrants, for the supervising officer to petition the court or 
the paroling authority for changes in special conditions. 

2-3125 A closing report is prepared that summarizes the performance of the offender 
during the entire period of supervision. (Essential) 

DISCUSSION: At the conclusion of probation/parole supervision, a "summary of 
supervision" report should be prepared that indicates what occurred during supervi
sion. The report should include unusual occurrences, the use or unavailability of 
community resources that affected the outcome of the supervision, and the field of
ficer's assessment of the reasons for the success or failure of the outcome. These 
reports may provide guidance for the conduct of future cases. 

2-3126 Written policy and procedure provide for at least annual reviews of offender 
progress with a recommendation of early termination of probation/parole vt:here indicated; 
the results of such reviews are recorded in the case file. (Essential) 

DISCUSSION: The agency should have the prerogative to recommend early ter
mination of probation/parole when it is clear that the delivery of services to the of
fender is no longer required to protect the community or to enhance the individual's 
overall performance. The agency should develop, in collaboration with the coutts, 
criteria for early termination of probation. It is important that the agency advise the 
court of those individuals whom it believes meet the criteria for early termination. 
Procedure may include case review by peers, supervisors and administrators or their 
representatives. Reduced intensity of supervision may be an appropriate step prior 
to early termination of probation/parole. 

2-3127 The field agency identifies the collective service needs of its probationers/parolees 
at least bienninlly. (Essential) 

DISCUSSION: Although the service needs of individual offenders are important, 
the agency has a responsibility to assess periodically the collective needs of all its of M 

fenders to ensure that it is maximizing the delivery of services. The agency should 
concentrate on developing these community resources that will be of value to many 
offenders. Determination of collective needs will emerge from a careful screening of 
case files and discussions with staff, offenders and community agencies. 

2-3128 Male and female offenders under supervision have equal access to all agency pro
grams and activities. (Essential) 
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DISCUSSION: Male and female offenders should be encouraged to participate 
equally in all programs and activities available through the agency. 

2-3129 The field agency supports efforts to develop community resources which can pro
vide services to offenders, and field staff actively support community efforts on behalf of of
fenders. (Essential) 

DISCUSSION: Probation and parole are community oriented and community 
centered. The agency should be a mobilizing force in the community and assist in the 
development of community resources, so that offenders can benefit from a wide 
variety of these resources. Field officers should serve as community organizers in ad
dition to their more traditional roles. 

2-3130 The field staff maintains a cooperative working relationship with public and private 
service agencies. (Essential) 

DISCUSSION: The agency should maintain a list of the services that are available 
from public and private service agencies, and should outline the procedures whereby 
offenders are referred for assistance. This document should be distributed to all 
field staff. Designated field staff should serve as liaison with the larger service agen
cies, such as departments of employment, vocational rehabilitation or public 
assistance. 

2-3131 A current inventory of functioning community agencies is maintained which is 
readily available to the field staff. The effectiYeness of these resources is evaluated 
periodically. (Important) 

DISCUSSION: To ensure that parolees and probationers are receiving the help for 
which they are referred to community service agencies, the probation/parole agency 
should evaluate these resources periodically, and maintain and distribute to all field 
officers a current inventory of effective agencies. Community resources that are not 
proving effective should be informed in writing and offered whatever assistance 
possible in order to become fully functional. 

2-3132 When the incidence of special needs offenders warrants, the field agency initiates 
and/or supports provision of special programs for these offenders. (Important) 

DISCUSSION: Offenders who should be part of special programs, such as drug 
abusers, alcoholics, the mentally ill, retarded or otherwise handicapped, should be 
provided special programs ,when a sufficient number are found in the offender 
population. 

2-3133 The field agency devotes specific resources to assist ~mployable offenders in finding 
suitable employment. (Essential) 

DISCUSSION: The agency should maintain close liaison with the state department 
of employment, both at the headquarters and at local offices, in order to remain 
abreast of the changing labor market and to ensure that eligible offenders obtain job 
placement assistance. Field staff should solicit job placement assistance from labor 
unions, private sector businesses, and community action and self-help groups. 
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2-3134 The agency maintains a file of th.ose ~gencies providing !in~ncial.assist~nce to of
fenders· field officers are instructed and tramed m methods to obtam fmancial assIstance for 
offend:rs from available community resources. (Essential) 

DISCUSSION: Adequate financial support is essential for individuals beginning 
probation or parole with no income. Such offenders should have .enou~h funds or 
resources to maintain themselves for at least three weeks, or untll a fust payday. 
Public assistance and welfare officers increasingly are extending f~nancia! help. to of
fenders in need and field officers should know where and how this help IS avallable. 
Other public a~d private agencies extend financial assistance in selected cases, and 
field officers should know how to use these sources. Agencies should plan for some 
form of unemployment compensation for released offenders until they are gainfully 
employed. 

2-3135 Written policy and procedure provide for enrollment and support of offenders in 
educational programs and vocational training. (Essential) 

DISCUSSION: Long considered part of the aftercare program for juveniles, educa
tional and training programs are becoming significant resources for adult offenders. 
In recent years more federal funds have been made available to finance the academic 
education and vocational training of selected adult and juvenile offenders. Voca
tional rehabilitation agencies are also active in providing services for eligible of
fenders. The agency should identify and support programs featuring education and 
training. Staff should be designated to serve as liaison with major program offices, 
and the agency should maintain close, cooperative relationships with colleges and 
trade schools for purposes of developing suitable programs of learning for of
fenders. 

2-3136 The agency provides guidance to offenders on leisure time programs and activities 
available in the community. (Important) 

DISCUSSION: Constructive and acceptable leisure time activities contribute to a 
satisfactory community adjustment, therefore, the agency should. provi.de the 
necessary guidance for those offenders who want to learn how to use leisure time ac
tivities. 

2-3137 The agency, in accord with the courts or parole authority, defines specifically the 
types of minor violations that can be resolved by field staff. (Important) 

DISCUSSION: Although all major probation/parole violations are reported, and 
final resolution is determined by the courts or parole authority, many minor viola
tions can be handled satisfactorily by field staff. Written policy and procedure 
should be provided to permit field staff to resolve minor probation/parole viola
tions. Records of all minor violations and their resolution should be maintained and 
be available to the courts or parole authority whenever a change is being considered 
in the legal status of that case. 

2-3138 All alleged probation or parole violations are reviewed by the field officer with the 
supervisor. (Essential) 

DISCUSSION: Following investigation of the alleged violation, the field officer 
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should confer with his/her supervisor to determine what action is required. A deci
sion should be made at this time regarding the need for a formal violation pro
ceeding or an informal administrative adjustment. Any action taken should be noted 
in the case record. 

2-3139 The field officer's written report of an arrest or violation includes the officer's 
recommendation and justification as to final action or resolution of the situation. (Essential) 

DISCUSSION: Because the field officer is often very familiar with the case, his/her 
views on how best to resolve the matter will assist the final decision-maker. The of
ficer's recommendation should be in accordance with the organization's policies and 
guidelines. 

2-3140 All arrests and probation/parole violations are investigated immediately; all 
serious arrests and major probation/parole violations are reported promptly in writing to the 
proper authority within time deadlines previously defined in writing by the agency. 
(Essential) 

DISCUSSION: All arrests and alleged probation or parole violations that come to 
the attention of the field officer should be investigated promptly and thoroughly, 
reviewed with the field officer's supervisor, and documented in complete written 
reports for the case record. This procedure is in keeping with the evidentiary 
requirements mandated by the United States Supreme Court regarding parole 
revocation, and should be followed in probation cases also. The investigations 
should include law enforcement reports, statements from victims or witnesses, and a 
statement or explanation from the offender. 

2-3141 When a probationer or parolee is arrested on a detention warrant, or when a 
detention warrant is lodged as a back-up to bail in conjunction with pending criminal 
charges, a preliminary hearing is held within 14 calendar days after the arrest and detention 
of the offender or the lodging of the detention warrant; however, when there has been a con
viction or a finding of probable cause on new criminal charges, the preliminary hearing is 
not required. (Essential) 

DISCUSSION: The United States Supreme Court case of Morrissey v. Brewer 408 
U.S. 471 (1972) requires, as a matter of due process, that a preliminary hearing be 
conducted as soon as possible after an offender is taken into custody, so that evi
dence and sources are readily available. The purpose of the hearing is to determine 
whether probable cause exists which indicates that probation or parole co.n~itions 
have been violated. Later cases in various jurisdictions have held that a conviction or 
a finding of probable cause on new criminal charges takes the place, for due process 
purposes, of the preliminary hearing. 

2-3142 The preliminary hearing is held in or near the community where the violation is 
alleged to have occurred or where the offender has been taken into custody. (Essential) 

DISCUSSION: None. (See related standard 2-3141) 

2-3143 The preliminary hearing may be delayed or postponed for good .cause, and the 
probationer/parolee may waive the hearing if first informed of rights pertaimng to the hear
ing and of the consequences of waiving the hearing. (Essential) 
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DISCUSSION: Due process requires that any waiver of rights by the proba
tioner/parolee be done knowingly and voluntarily. Therefore, the revoking authori
ty should assure that no form of coercion is used to induce a waiver of the 
preliminary hearing, and that the parolee understands the nature and consequences 
of the hearing before waiving it. 

2-3144 When requested by the revoking authority, a member of the administrative staff 
or field officer conducts a preliminary hearing and makes findings as to probable cause for 
revocation. (Essential) 

DISCUSSION: The Morrissey case provides that the hearing officer need not be a 
judicial officer, but may be a parole staff member, so long as that staff member is 
impartial. 

2-3145 The preliminary hearing is conducted by an administrative staff member or of
ficer who has not previously been involved. (Essential) 

DISCUSSION: In view of the requirement that the hearing officer be impartial, it is 
inappropriate for the officer who supervised the offender, or an individual who 
authorized the offender's detention to conduct the preliminary hearing. 

2-3146 At least three da~s prior to the preliminary hearing, the probatioDer/parolee is 
notified in writing of the time and place of the hearing, and of the specific violation(s) charg
ed. The probationer/parolee is also advised in writing of the right to: 

(Essential) 

Present evidence and favorable witnesses 
Disclosure of evidence 
Confront adverse witness(es) unless the witness(es) would be subjected thereby to 
a risk of harm 
Have counsel of choice present, or, in case of indigent persons who request 
assistance to adequately present their case, have counsel appointed 
Request postponement of the hearing for good cause. 

DISCUSSION: Due process requires that the parolee receive notice of the hearing, 
of the specific acts alleged to have constituted a violation, and of all rights with 
respect to the hearing. Consistent with the United States Supreme Court case of 
Gagnon v. Scarpelli 411 U.S. 778 (1973), a revoking authority should decide, on a 
case-by-case basis, whether to appoint counsel for an indigent probationer/parolee 
who requests such assistance. Among the factors to be considered in making this 
decision are: whether the offender denies committing the alleged violation(s); 
whether there are mitigating factors which are complex or otherwise difficult to 
develop or present; and whether the offender appears to be capable of speaking ef
fectively in his/her behalf. 

2·3147 The person who conducts the preliminary hearing determines whether there is 
probable cause to revoke probation or parole and hold the offender for a revocation hearing 
before the revoking authority. The revoldng authority may empower the hearing officer to 
make the provisional revocation decision, or merely to report his/her findings and recom
mendation to the authority for a decision as to revocation. The hearing officer issues a verbal 
decision or a recommendation immediately after the hearing and provides a written decision 
to the offender within 21 calendar days of the hearing. (Essential) 
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DISCUSSION: The hearing officer should make a summary of the documents 
presented and responses made at the preliminary hearing in order to make a d~ter
mination as to probable cause for revocation. Although the findings need not be for
mal, the officer should state the reasons for the determination and indicate the 
evidence relied upon. 

2-3148 The probationer/parolee is sentenced to or returned to prison only when probable 
cause is found at the preliminary hearing and when it is determined, after considering the ap
propriateness of less severe sanctions, that the clear interest of the public requires incarcera
tion. (Essential) 

DISCUSSION: The preliminary hearing has a usefulness that goes beyond the nar
row fact-finding process. The hearing may provide an occasion to identify and 
reverse potentially harmful patterns of conduct, or to identify gaps in the program 
of supervision and recommend alternatives. The authority should consider not only 
whether a violation has been committed, but also whether a less severe sanction is 
appropriate. 

2-3149 When violations occur, alternatives to revocation and incarceration are con
sidered to the extent that public safety is not endangered and the possibility of successful 
community adjustment exists. (Essential) 

DISCUSSION: Alternatives to incarceration include: the imposition of special con
ditions of future probation/parole; increasing the intensity of supervision or 
surveillance; placement in a halfway house; enrollment in a local detoxification 
facility; transfer of the case to another district or area; and, involvement with a com
munity or self-help organization. 

2-3150 Written policy and procedure govern, in conformance with prevailing law, 
cooperation with law enforcement agencies in efforts to apprehend offenders known to be or 
suspected of being involved in criminal activities. (Essential) 

DISCUSSION: When police are trying to detect and apprehend offenders known to 
be or suspected of being involved in new crimes, field staff should cooperate by fur
nishing photographs, descriptions, and all other information requested by police of
ficers. If field officers have definite information that might assist in effecting a 
proper disposition, they should submit such facts immediately to the appropriate 
authorities. Field officers should establish and maintain effective communications 
with local police units for the exchange of information relative to offenders' ac
tivities. 

2-3151 Agency policy prohibits the use of probationers/parolees as police informers; 
written policy and procedure specify the conditions for exceptions. (Important) 

DISCUSSION: Probationers/parolees should not be subjected to the criminal con
tacts and influences that are involved in gathering information for police in col
laboration with other offenders. Procedures should specify the conditions under 
which exceptions are made. When an offender can and is willing to help the po.lice, 
and a review of the situation indicates this is warranted, there should be a wntten 
agreement between the law enforcement agency and the probation/parole organiza
tion that specifies the conditions under which the offender will be used, including a 
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definite time period. Procedures should include securing the approval of probation/ 
parole administrators and authorities. The field officer should always be informed 
of such activity within his/her caseload. 

2-3152 Written policy and procedure specify the types of action required to locate and 
recover absconders. (Essential) 

DI~CUSSION: Field investigation should include inquiry at the last known 
resld~nce and place of employmen~, and checks with family, friends, local jails, 
hospItals, welfare and serVIce agencIes! and other agencies with whom the offender 
!Day h~ve had conta~t. Als~, trace~ ietters should be mailed to an possible contacts, 
mclu~mg those outslde.!~e nnmedlate area. When appropriate, all law enforcement 
agencIes should be nobfled and an arrest warrant issued. 

2-3153 When statute permits, wlitten policy and procedure provide that recovered 
absconders who commit no new crimes, who are not viewed as an undue risk to the public or 
who surrender th~mselves, may be continued on community supervision. (Important) 

DISCUSSION: Many absconders only avoid supervision. When such individuals are 
located, an evaluation shou!d be ma?e of their activities, and their present situation 
shoul~ be assessed. Conslst~nt WIth public safety, those with no delinquent 
behavIOr, other than abscondmg! should be restored to active supervision. . 

~-3154 Written policy and procedure govern the authorization of probation/parole of
ficers to arrest offenders. (Essential) 

DISCUSSION: When the power to arrest is allowed, any action taken should be 
preceded by a ,conference bet,,:een the officer and the supervisor. If it is concluded 
that an arrest IS necessary, tramed field officers should make the arrest using law 
enforcement pers?nnel when personal or public safety may be endange~ed. While 
!D0st arrests reqUlr,e ~arrants, 'Yarrantless arrests may be made when the violation 
mvolves the comnllSSIOn of a cnme, and current legal standards for warrantless ar
rests are met. (See related standard 2~3072) 

2-3155 Warrants. for the arrest and detention of offenders, pending a determination by 
the revoking authority as to whether probation/parole should be revoked or provisionally 
r:voke.d, are iss.ued only upon the affirmative approval of a revoking authority or the 
s ateWlde or regIOnal director of supervision services. (Essential) , 

DI~CUSSION: ,The arrest and detention of an offender on violation charges is a 
se~~o~s act WIth profou~d implications for the offender. In view of the loss of liberty 
w IC results from the Issuance of a detention warrant, the need for such a warrant 
s~ould be, r.evlewed, by the revoking authority, or the statewide or regional director 
o supervlSl~n .servl~es. The power to issue detention warrants should be exercised 
~y such admmlstratIve personnel, not by the officer involved directly in the supervi
SIon process. 

. 156 ~arr~nt~ for the arrest and detention of offenders are issued only u on ade uate 
eVidence which mdlcates a probable serious or repeated pattern of violation :f cond~ions 
:i~~~ ;:U~~~Qg need for detention pending the revoking authority's initial revocation deci. 
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DISCUSSION: The standard for the issuance of detention warrants may not rise to 
the standard of probable cause required for arrest on criminal charges. However, to 
justify issuance of a detention warrant, sufficient evidence should be produced to in~ 
dicate that conditions have been seriously breached and that detention is required, 
Detention may be required in order to prevent injury to an individual or the public, 
to interrupt a serious continuing violation of conditions, or to assure the presence of 
the offender at a preliminary hearing when it is determined that he/she would not at~ 
tend voluntarily. 

2.3157 When violation charges are based on the alleged commission of a new crime, a 
detention warrant is only issued when the offender's presence in the community would pre
sent an unreasonable risk to public or individual safety. (Essential) 

DISCUSSION: The issuance of a detention warrant often precludes an offender 
who is charged with committing a new crime from the possibility of bail or other 
forms of pretrial release. As a general rule, offenders should be able to seek the 
forms of pretrial release which are available to other criminal defendants. However, 
the presence of other serious probation/parole violation charges or a danger to 
public or individual safety may justify the issuance of a detention warrant when the 
offender is charged with committing a new crime. 

2.3158 Written policy and procedure provide for the use of physical force only in in
stances of justifiable self-defense, protection of others, prevention of property damage 
and prevention of escapes, and in accordance with appropriate statutory authority. Only the 
minimum force necessary is employed. (Essential) 

DISCUSSION: Sometimes offenders lose control over their actions, becoming 
violent, and they must be brought under control. Assistance should be sought from 
fellow field officers or from local police. 

2-3159 All incidents involving use of physical force are reported fully, promptly and in 
wraing to administrative staff for their information and review. All injuries are reported in 
writing and treated promptly. (E;ssential) 

DISCUSSION: Prompt and complete written reports of any use of force are essen
tial as a means of administrative evaluation and control of field officer actions; such 
reports are also essential basic documents for protection of the agency and the af
fected personnel in case of subsequent complaints, accusations or court suits. 

2-3160 Written policy and procedure govern searches of offenders by field officers and 
ensure the proper disposition of all confiscated items. (Essential) 

DISCUSSION: When allowed, searches of offenders should comply with legal re
quirements. Written regulations should detail how such searches are to be conducted 
and under what circumstances, and require a stated reason for the sear~h. Whe~ever 
circumstances permit, field officers should seek concurrence from then supervls.ors 
on the possible need for a search. The supervisor should conduct a postsearch reVIew 
to ensure that the search was conducted properly. To prevent accusations the field 
officer who confiscates any property should, for his/her own protection, repo~t the 
incident to his/her supervisor as soon as possible and should promptly depOSIt the 
property with the appropriate law enforcement office. 

35 

\ 



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

, 
-,'1'; 

SUPERVISION-PlWBATION AND PAROLE AGENCIES 

2-3161 Special supervision reports are prepared whenever an unusual situation involving 
tbe offender occurs. (Essential) 

DISCUSSION: An unusual situation during the period of supervision is any oc
curence or event which would impact significantly on public safety or probation ad
justment. (See related standard 2-3087) 

2-3162 Probation/parole officers do not routinely carry weapons in the performance of 
their duties. Written policy and procedure specify those situations in which agency personnel 
may carry weapons. (Essential) 

DISCUSSION: Agency policy should authorize the use of weapons only in carefully 
defined and reviewed situations. The agency should train those probation and parole 
personnel who are authorized to carry weapons in the proper use of those weapons. 
(See related standard 2-3069) 

2-3163 Written J,Jolicy and procedure require that all probationers/parolees are informed 
of the grievance program available to them at the time of the initial interview. (Essential) 

DISCUSSION: Specific procedures should be defined so that all offenders who 
believe their rights have been or are about to be violated by administrative actions 
and conditions of correctional control, treatment and other services can file com
plaints. Grievance procedures should include: a time limit for written responses and 
action; evaluation by someone not directly connected with the case under investiga
tion; special provisions for emergencies; right to appeal; and, a monitoring system. 
(See related standard 2-3023) 

2-3164 Written policy and procedure gov~rn the transfer of supervision of offenders to 
and from other jurisdictions. Transfer policies are in accordance with the Interstate Com
pact on Probation and Parole and other interstate agreements. (Essential) 

DISCUSSION: Supervision C)f offenders is transferred when offenders move into 
other jurisdictions. The new probation/parole agency is notified so as to permit con
tinuing supervision and to preclude uncontrolled and unauthorized relocation of of
fenders outside the area of their original jurisdiction. Procedures should exist for the 
return of foreign nationals to their home countries under circumstances which are in 
concert with authorities in the home countries and in the best interests of all 
concerned. The interstate transfer of supervision of offenders is regulated by two 
compacts. Compliance with these compacts ensures the public the protection that 
probation/parole provides, and provides offenders the services they need. Although 
the interstate compacts provide considerable detail on the transfer process it is im
portant that these policies be localized and supplemented as necessary. ' 

2-3165 A staff member is designated to act as liaison for the transfer of offenders. 
(Important) 

36 

DISCUSSION: Effective administration of the compacts requires the clear assign
men~ . of r~sponsibility to a designated staff member, who should be thoroughly 
famIlIar WIth the rules and procedures for implementing transfers. The designated 
st~ff I?ember also may provide training to field personnel and promulgate local 
gUIdelInes. ~egardless of the amount of interstate transfer activity, at least one staff 
member should be charged with and have expertise in this function. 
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2-3166 Unless precluded by statute or court order, parole agency policy specifies that no 
inmate is released on parole until the parole pr0 2ram is verified by a designated parole of-
ficer. (Essential) 

DISCUSSION: To ensure that the inmate is being released to a legitimate parole 
program policy should provide for authorizing release on parole only when the 
release p~ogram has been investigated and verified by a parole officer. The verifica
tion process should include field visits by the parole officer to the parolee's prospec
tive employer, and family or friends with whom the parolee plans to reside. This in
vestigative procedure should include the option to reject or modify the release pro-
gram if circumstances warrant. 

2-3167 Unless precluded by statute or court order, written policy and procedure provide 
that the parole agency receives pertinent information about· a prospective parolee in advance 
of the parole date to allow for parole program development and/or verification. (Essential) 

DISCUSSION: Adequate time is needed to develop a sound program for the in
dividual about to be paroled. In cases where the parole officer must develop a parole 
program, particularly where a number of community resources and relatives may be 
involved, early receipt of referral material is essential. Even in cases where only 
verification of a job and residence is needed, early receipt and completion of this 
task by the parole staff eases the anxiety of the inmate. The options of placing the 
parolee in transitional release programs, such as work release and halfway houses, 
and the possible need to advance or modify the release date to accommodate a par
ticular release program, require that the parole officer receive the referral material 
three months in advance of the parole date. 

2-3168 The parole agency supports release policies that require employable inmates to 
have a visible means of support or a reasonable assurance of employment, rather than a pro
mise of a specific job, before release on parole. (Essential) 

DISCUSSION: Often inmates cannot be released on parole until there is a specific 
and verified job waiting for them. This results in many inmates being "overdue," or 
retained past their parole date in the institution. This is an expensive policy, both in 
terms of institutional costs and inmate anxiety and motivation. Family help, public 
assistance, halfway house placement, and direct financial assistance can maintain 
parolees adequately until they are self-supporting. A number of studies have shown 
that releasing parolees with "reasonable assurance" of employment does not 
adversely affect recidivism rates, and that offenders do as well or better if they can 
find their own jobs. 

2-3169 The parole agency participates in programs that include provisions for graduated 
or partial release. (Important) 

DISCUSSION: Sudden and direct release to the community after many years in a 
closed or maximum security institution can produce psychological shock in a 
releasee and may be a factor in a releasee's inability to adjust on parole. A few 
months in a minimum or open institution can help ease the transition to parole and 
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should be arranged if possible. Other partial release programs include work and 
study release and trial visits to family and community prior to parole. Another type 
of program that can achieve the same objective permits an extension of visiting 
privileges at the institution for the last few months prior to release. Such programs 
gradually reacquaint inmates with the issues, pressures and emotions they will en
counter once paroled, 

2-3170 Written policy and procedure provide for staff recommendations to parole 
authorities for the advancement of parole dates in hardship or exceptional cases. (Important) 

DISCUSSION: Parole staff, following an appropriate investigation, should be able 
to recommend, and the paroling authority grant, advances in release dates in cases 
of hardship or exceptional merit. Hardship cases would include serious or terminal 
illness, imminent death, or death of a member of the inmate's immediate family. 
Cases of exceptional merit would include an outstanding prison adjustment beyond 
that normally expected, performance of a meritorious deed by the inmate, or ex
istence of an unusual employment opportunity for which the inmate is especially 
qualified and which would not be available at the time of normal parole date. In ad
dition to the parole officer's verification of the circumstances, the advance release 
should be consistent with the legal requirements of the case and not in conflict with 
detainers, pending disciplinary or medical action, 

2-3171 Written policy and procedure provide for parole officer approval of parolees' 
reasonable delays enroute to approved parole programs. (Important) 

DISCUSSION: Valid reasons for allowing an inmate a delay enroute to the ap
proved parole program may become apparent to the parole officer during the con
duct ,of the parole investigation. An ingividual may wish to visit family, recover 
clothmg or tools, or take care of a legal matter at a location other than the parole 
location. The person best able to evaluate such situations is the parole officer con
ducting the preparole investigation, and his/her recommendation regarding such 
delays should be followed. 

2-3172 The agency provides funds and encourages the use of community residential 
centers to parole staff for prerelease programs and to parolees for crisis situations. 
(Important) 

DISCUSSION: Many newly released offenders need a place to live. For some, the 
small, privately-operated community residential center is extremely helpful. This 
type of transitional residence offers privacy with some structure and guidance, but 
Without state authority. Where such facilities can be obtained on a contract basis 
the agency budget should provide funds to purchase such services. ' 

2-3173 The initial personal contact between the newly released parolee and .the field 
parole staff takes place as soon as possible, but not more than three work days after the 
parolee's release from custody, unless otherwise agreed upon prior to release. (Essential) 
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DISCUSSION:. Immediate contact b.etween the newly released parolee and parole 
staff determmes that the parolee did report to the designated program, emphasizes 
the Importance of parole supervision as part of the individual's sentence provides 
for immediate parole officer assistance if parts of the release progra'm fail to 
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, I' nd provl'des the parolee an immediate contact or reference point in 
matena Ize, a 
regard to the parole program. 

. I ff'cers can use local detention 
2-3174 Written policy and procedure p~ovlde that paro e 0 I 
only for alleged parole violations. (Essentlal) 

, t d n be justified only when an alleged 
DlSCUSS!ON: ,Placing a p~olfe m,:~ ~h:s~~ousness of the violation or the danger 
parole vIOI~tIO~ occurs an ;h len, el tances under which a parole officer places a 
of absc~ndmg IS a f

h
acto

ld
r'l" I.e ~ltrcdur:~d the time spent in custody should be kept to 

parolee m custody s ou ue lml e , 
a minimum. 

. . I . I r n reports (Essential) 
2-3175 Time limits exist for the submiSSion of paro e VIO a 10 • 

. I . st be investigated and reported. 
DISCUSSION: Arrests and parole VIO atlOX:s mu, rocess Although some parole 
Frequently, the parolee ~s i~ cust?dy, dunng th~s p should be established for the 
violations require extensive. 111VeSh,ga\lOn, d~a~l~~es violation In no case should the 
submission of the parole,offlcer's fmha re3~oral° da~ days afte~ the alleged violation, 
violation report be submitted more t an c en 

r f . ces for mandatory releases 
2-3176 When statutes permit, supervision and d~ Ivery ~ l)ervi 
are of the same quality as that provided parolees. (Essentla 

DISCUSSION: None. 
. d vices to dischargees who request 

2-3177 The parole agency provides assistance an ser 
such help. (Im~ortant) 

, I f m rison or from parole often re-
DISCUSSION: Persons discharged direct ih ro r agency should make every effort 
quest assistance from the parole agency. he paro ~ 'd will promote a crime-free 
to extend case services to dischargees w en suc ru 
existence. 

providing information on the legitimacy of 
2-3178 The field agency cooperates in 
furlough requests. (Important) , ' 

, ' , f e uentl needs help in investIgatmg the 
DISCUSSION: A correctional 111stItutlOn ,r q erJsing the inmate on furlough. The 
legitimacy of a request for furlo~gh a~? 111 s~~ance and the parole agency should 
field parole officer ~~oul~ I?rovlde \.lSn=S;~~ this type of assistance, 
make adequate prOVISion 111 ItS opera 10 
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2-3179 The administrator of the probation field agency organizes and manages the in
vestigation function to maintain both presentence and supervision services. (Essential) 

DISCUSSION: Investigations and reports constitute a significant amount of proba
tion activity. Where demands for investigations are great, it may be more efficient 
and effective to provide for a substructure within the organization to carry out this 
function. Where investigation. requirements are minimal, consolidation of the in
vestigation and supervision functions may be practical. There should be a logical, 
orderly, and expeditious work flow from receipt of the request for an investigation 
to delivery of the report to the court. 

2-3180 The priority assigned to the supervision function is equal to that assigned to the 
presentence investigation function. (Essential) 

DISCUSSION: Supervision of the offender in the community is integral to effective 
probation. The probation administration should ensure that competing demands 
(e.g., presentence investigations and report deadlines) do not cause the relegation of 
supervision to a secondary function. 

2-3181 The supervision of misdemeanant offenders is governed by standards, policies 
and practices comparable to those available to felony offenders. (Important) 

DISCUSSION: Misdemeanants placed on probation should receive the same pri
ority and quality of service as those accorded felony probationers. The agencies re
sponsible for felony probation also should have responsibility for misdemeanant 
probation. 

2-3182 The field agency has a written policy governing methods to be used in collecting 
the information essential in making recommendations of fines restitution family support 
and their amount(s) to the court. (Essential) " 

DISC~S~I~N: While the offender should not have to pay more than a reasonable 
cost,. It IS Important that the victim be given the opportunity to present information 
relative to the value of the loss. Value should be verified and the victim should be 
told the method to be used. The victim should be informed about the offender's 
ability t~ pay and whether or not the money will be paid in small amounts over a 
long penod of time or at a specific time. 

2-3183 Unless. prohibited by statute, written policy and procedure preclude the require
ment that probationers pay the cost of probation but do not preclude the payment of court 
ordered restitution or court costs. (Important) , 

DISCUSSION: The costs of probation should be borne by the jurisdiction that 
established the probation agency. 

~-318~ A probation officer conducts an initial supervision interview with the probationer 
Immediately after the individual is placed on probation. (Essential) 
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DISCUSSION: The conditions of probation and the supervision plan are explained 
to new probationers immediately because they will guide the probationers' con
tinued freedom in the community. The first inter,view should emphasize that super
vision is a condition of probation. The supervision plan should begin at this time 
and include, at a minimum, provisions for monitoring the conditions of probation, 
the establishment of a reporting schedule, and the offer of available community 
resources and development of additional resources, if required. 

.. 
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PRESENTENCE INVESTIGATION AND REPORT 

2-3185 Written policy specifies that the primary purpose of the presentence report is to 
provide the sentencing court with timely, relevant and accurate data so that it may select the 
most appropriate sentencing alternative and correctional disposition; subject to this primary 
purpose, the report is prepared in a manner to serve th~ needs of any correctional institution 
or field agency which may receive the offender. (Essential) 

DISCUSSION: The needs of the sentencing court must have first priority in prepar
ing the format and content of the presentence report. But if and when the offender 
goes to an institution, the staff there, and later the parole authority, may have little 
or no background information on the offender except as found in the presentence 
report. Accordingly, it is vital to the interest of both the institution and the sentenc
ing court for the presentence report to serve the institution and the parole authority 
if they in turn are to handle the offender appropriately and with due respect to the 
intent of the court. 

2-3186 The agency assigns the resources required to ensure the submission of investiga
tion reports within three weeks for confined offenders am. four weeks for offenders who are 
not confined. (Essential) 

DISCUSSION: Sufficient staff, time, space and equipment should be assigned to all 
presentence functions. However, the resources assigned to the presentence investiga
tion and report function should not adversely affect the delivery of other probation 
services. A presentence investigation and preparation of a report should not exceed 
four weeks in general, or three weeks for offenders in custody. These time frames, 
however, will vary depending on the nature of the offense, complexity of the of
fender,'s circun;tsta~ces, possible dispositions, availability of prior reports, and 
neceSSIty of dehvermg the report to the court in time for review and analysis. 

2-3187. Written policy and procedure govern the conduct of presentence investigations, 
preparation of reports, and provision of sentencing alternatives for the court. (Essential) 

DISCUSSION: Written guidelines help ensure high quality investigations and 
rel?ort~, and minimal disparitie~ in the provision of sentencing alternatives. The 
gmdelmes should be developed m collaboration with the court and reviewed reg
ularly. 

2-31,88 Policy and procedure provide for interviewing the victim when appropriate or 
possible. The information obtained is contained in the presentence report. (Important) 
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DISCUSSION: Interviewing the victim for the presentence investigation (victim im
pact statement) allows the victim to not only tell his story in his own words but also 
offers .an opportunit~ for h~m t~ express his feelings about the disposition. At the 
same time t~e pr?batlon offIcer IS given the opportunity to explain to the victim the 
offender's SItuation. For example, in some jurisdictions the victim and the offender 
are brou~ht together. in .face to face confrontation with the probation officer acting 
as a medIator. At thIS time the amount of payment is determined and agreed upon 
by both parties. 

PRESENTENCE INVESTIGATION AND REPORT 

2 .. 3189 The administrator of field ~ervices supervises. and reviews, on a continuin~ .basis, 
the conduct of presentence investigations, th~ preparation of reports, and the provISion of 
sentencing alternatives for the court. (Essential) 

DISCUSSION: None. 

2 .. 3190 Written policy specifies that a presentence investigation is not conducted nor a 
presentence report prepared until the defendant has been adjudicated ~uilty .of ~n offense, 
unless the defendant, on advice of counsel, has c~nsented to allow the mvestag~tlon to p~o
ceed before adjudication, and adequate precautaons are taken to ensure that mformataon 
disclosed during the presentence investigation does not come to the attention of the prosecu
tion, the court or the jury prior to adjudication. (Essential) 

DISCUSSION: While there 'are occasional and exceptional situations in which .a 
short cut may be taken in the interest of both the court and the defendant, the baSIC 
rights of the defendant are ordinarily jeopardized if the investigative'proc~ss is con
ducted before adjudication. Also, since a full account of the offense IS an Important 
element in a competent report, it is difficult for the probation officer to get the 
needed information in a case for which guilt has not been finally determined. If it 
does become necessary to conduct a preadjudication investigation, it is essential that 
the defendant's informed consent be given and that inadvertent premature 
disclosure of the report be conscientiously avoided. 

2-3191 Written policy and procedure permit the use of staff other than probation officers 
to collect information during the presentence investigation. (Essential) 

DISCUSSION: Some of the data required for an investigation and the presentence 
report may be collected by nonprofessional staff (Le., paraprofessionals, volun
teers, students, clerical), thus freeing probation officers to use their skills for inter
preting the data and developing a probation plan. 

2-3192 When probation is not prohibited by statute, a potential supervision plan is 
developed during the presentence investigation and included as part of the presentence 
report. (Essential) 

DISCUSSION: It is necessary to ensure that, if probation is granted, a plan will be 
available on the first day of supervision. The plan should include such considera
tions as employment, residence, education, etc., and should be developed with the 
offender. To the degree possible, the probation officer who will supervise the proba
tioner should participate in the development of this plan. The plan should be 
realistic in that both the goals set and the resources required are attainable. 

2·3193 Written policy and procedure provide that probation officers are to c?nsider ~n
novative sentencing alternatives in all cases in which incarceration is not clearly Imperative 
for reasons of immediate public safety. (Essential) 

DISCUSSION: The traditional dispositions in adult courts are probation, confine
ment in a local facility, or confinement in a state correctional institution. It is impor
tant to seek other alternatives that may permit a better balance between the dual 
needs of protecting the community and providing for the welfare of the defendant. 

---- --~-------,----~---
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PRESENTENCE INVESTIGATION AND REPORT 

The appropriate time to search for alternatives is during the presentence investiga
tion, and any feasible alternatives should be set forth in the presentence report. The 
use of alternatives such as halfway houses, detoxification centers, civil addict com
mitment programs, and self-help groups may be appropriate. Attention also should 
be given to finding resources that would permit use of individualized probation 
supervision programs if probation is ordered. 

2-3194 The probation agency can document efforts to promot1! the resources necessary to 
process a presentence report in every case in which there is a potential sentencing disposition 
involving incarceration for one year or longer, and in every case involving first offenders and minors. (Important) 

DISCUSSION: As correctional institutions become more expensive and more 
crowded, it becomes especially important to ensure that incarceration is not resorted 
to in any case in which viable alternatives are available and appropriate. Minors and 
first offenders should be diverted from an institutional career whenever possible. The 
presentence report in such cases may have particular utility in outlining, when 
justified, feasible alternative plans. 

2-3195 Written policy and procedure govern the use of different presentence report for
mats to meet the specific needs of the cour,ts and correctional agencies. (Important) 

DISCUSSION: The establishment of standard formats to be used without deviation 
is an important contribution to quality control and efficiency in presentence report 
production. However, there may be proper reason to have more than one standard 
format to adapt efficiently to different types of cases while still avoiding uncon
trolled variations from case to case. To this end the agency should collaborate with 
the courts to design a standard report format to be used for particular types of cases. 
As a basic principle, enough data should be collected and analyzed so that the most 
appropriate sentencing alternative may be selected to protect the community and 
serve the needs of the offender. 

2-3196 If probation is one of the sentencing alternatives, the probation officer identifies 
t~~ need for special conditions of probation, if any, and recommends that these special con
dItions be appended to the general conditions of probation. (Essential) 

DI.SCUSSION: In addi~ion to those general conditions of probation which are ap
phcable to all probatIOners, possible special conditions should be identified during 
the presente~~e investigation, recommended to the court, and appended to the 
general condItions by the court if it appears that these additional conditions will 
tenhance p~blic saf:ty or increase the probability of a successful community adjust
ment. Special condltIOns should be few in number, realistic and phrased in positive rather than negative terms. ' 

2 .. 31~7 . When statutes permit, confinement, full or par't-time, is part of a probation grant 
only 10 s.elected cases wl~en circumstances clearly indicate the need for confinement as part of a prescrIbed progrnm plan. (Important) 
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~ISC~SSION: Confinement disrupts many aspects of life. As a condition of proba
t~on .It should be diScouraged, unles.s it clearly will contrIbute to public safety or the 
hkehhood of better commumty adjustment. 

PRESENTENCE INVESTIGATION AND REPORT 

. . d to the court for review and evaluation a 
2-3198 fhe present~nce rep~rt IdS submJt~e the date set for sentencing. (Essential) 
minimum of two workmg days 10 a vance 0 

. .. t t' e to read and assess the document 
DISCUSSION: The court ~eqUlres s~fficien f ~ minimum of two full days is seen as 
and perhaps discuss it withyrobatIonh.staf. r ed time frame must be adjusted to 
essential for the court's reVIew, but t IS genera IZ 
judicial schedules and workloads. 

d t' ns are subject to review by a super-2-3199 All presentence reports and recom~en a 10 

visor prior to submission to the court. (Essential) 

, 'f sentence reports and recommendati~ns 
DISCUSSION: Supervlsor~ revI7w 0 pr~lowin: ensures that functions are bemg 
serves several purpose,s mcludmg the ,:~ olic/ objectives and procedures; helps to 
properly implemented m accordance WI p . ' mation in the correct format; en
determine that the court will ~et t~e needed ~?efo:nd supported by the informati,on 
sures that each recommendatIon IS .r~ason; onnel al}d the development of skIlls 
provided; and, contributes to the trammg 0 pers 
and knowledge. 

confidentiality of presentence reports 2-3200 Written policy and procedure protect the 
and case records. (Essential) 

. . r extends beyond the courtroom and 
DISCUSSION: The issue. o~ con~Ide~tIa l~d re ort process from receipt of the case 
should permeate the entIre ~nvestIgatIon, a of documents. Information about cases 
for investigation through fmal destru~tlon d records should not be left unattende.d 
should not be discussed openly, and fl es a~r and legitimate interest in the case. Th!s 
or given to persons who do n~t h~ve ~pr?p of the report with the defendant and hIS 
principle is not to int~rfere WI~?t e s 0 ag~~~d in law or court. policy. 
counsel wherever "dIsclosure IS rec 

t transmittal by the probation agency of 
2-3201 Written procedu~e p~ov~des fore~::~::n:hen confinement of the adjudicated of
pl'esentence report data t~ mstdutlOnal p 
fender is ordered. (Essential) , 

. 'hich the offender is ordered c~nf~ne.d, 
DISCUSSION: In those mstances m'd

w 
d to the receiving institution to aSSIst m ItS 

presentence materials sho~ld be ~~or:n:s developed in collaboration with agencies 
classification pr~cess. Wntten gUl h~uld 'be available and cover such .mat~ers. as 
receiving commItted offender.s, ~ f d ments In consideration of VItal mstltu
method and timing of trans~Itta k 

0 ve~~ueffort to deliver the presentence report to 
tional need, the agency sho~ ~~ ~ ~he offender is transferred there. the institution at the same time a 
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t.:ITIZEN INVOLVEMENT AND VOLUNTEERS 

2·3202 Written policy and procedure provide for securing volunteer citizen involvement 
in the programs, including roles as advisors, interpreters between the program and the 
public, direct service roles, and cooperative endeavors with offenders under supervision. (Important) 

DISCUSSION: Probation/parole agencies should assign staff responsibility for pro
moting and maintaining volunteer citizen involvement in their programs. Citizen 
advisory committees should be formed to assist with various programs such as of
fender employment, and opportunities should be created for direct and continuing 
contact between individual citizens and offenders. 

2·3203 Written policy and procedure for volunteer citizen involvement include a system 
for selection, training, term of service, termination of service, and definition of tasks, 
responsibilities and authority for volunteers. (Essential) 

DISCUSSION: The structure and goals of the volunteer program should be stated 
clearly so that the volunteer's experience will be productive and satisfying, and that 
problems and misunderstandings will be minimized. A period of orientation and 
training should be provided, followed by continuing supervision and guidance from 
designated staff. 

2·3204 Written policy and procedure call for the recruitment of volunteers from all 
cultural and socioeconomic segments of the community. (Important) 

DISCUSSION: Volunteer contributions can be made in many ways, and a volunteer 
corps representative of a cross section of the community has much to contribute. 

2·3205 Written policy and procedure provide that, prior to assignment, each volunteer 
completes a documented orientation and training program to prepare for the proper execu
tion of his/her assignment. (Essential) 

DISCUSSION: An initial orientation session for long-term volunteers should ad
dress the history, policies, and regulations of the agency and should include an over
view of the program so that the volunteers may develop a sense of their role in the 
program. The curriculum should include a description of the volunteers' duties, as 
well as a review of the needs, attitudes and life styles of the offender population. 
One-time or short-term volunteers may require less intensive orientation. All 
volunteers should receive a copy of the field agency's code of ethics. 

2·3206 Written policy and procedure specify that volunteers agree in writing to abide by 
all agency policies, particularly those relating to the security and confidentiality of informa-tion. (Essential) . 
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DISCUSSION: Volunteers will be exposed to information about offenders and their 
background and, at times, to information about the agency and its operation. It is 
important that volunteers respect the confidentiality of offender information and 
other privileged information. 

CITIZEN INVOLVEMENT AND VOLUNTEERS 

erform professional services only when 2-3207 Written pollcy specifies that vol:nteers: check of background and professional 
certified or licensed to do so, or after a t oroug 
education. (Essential) 

ot erform professional services without proper 
DISCUSSION: VolUI~tee~s shou~d n ~ I teers offering professional services co.uld 
certific~tion, ex~mat.lOn o~ hC~~f:~n~/~~ certificate status in their in,itial apphca
be reqUlred to cite then cre . en ft hobby program is not conSidered a protion. Tutoring or sponsorship of a cra or 
fessional service. 

. arent agency provides against liability or 2·3208 The field agency administrah.on °dr th~ p rs or other legal provisions valid in the 
. f f' urance slgne waive 

tort claims m the. orm 0 I.ns t p;ogram is located. (Important) 
jurisdiction in which the vo un eer . 

. . tration should make provisions agamst 
DISCUSSION: The field agency admmls. . diction and the agency from legal 
liability or tort clai~s ~o p~otect the Jun;or the volunteer program. These pro
proceedings and ~ro~lde h~b~hty P~~eC~~~[~:gal entanglements and offer legal pro
visions are essential m aVOldmg p d offenders under supervision. 
tections for the staff, volunteers an 
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Glossary 

Administrator of Field Services 

The person directly responsible for directing and controlling the operations of the adult 
probation and/or parole field services program. This person may be a division head in a 
large correctional agency, a chief probation officer answering to a judge, or the ad
ministrative officer of a court or parole authority with responsibility for the field services program. 

Agency Administrator 

The head of the parent agency that houses or is responsible for the adult field services pro
gram; the director or commissioner of corrections under which the adult probation and/or 
parole field services are constituted; or the chairperson of the parole authority or the judge 
whose court administers probation. 

Career Development Plan 

The planned sequence of promotions within an agency that contains provision for: 1) ver
tical movement throughout the entire range of a particular diScipline; 2) horizontal move
ment encouraging lateral and promotional movement between disciplines; and 3) opportuni
ty for all to compete for the position of head of the agency. 

Additionally, career development plan may mean that progression along these three 
dimensions can Occur as long as the candidate has the ambition, ability, and the required qualifications. 

Detainer 

A warrant placed against a person in a federal, state or local correctional facility, notify
ing the holding authority of the intention of another jurisdiction to take custody of that individual when he or she is released. 

Facility 

The actual physical setting in which a program or agency functions. 

Field Agency 

The unit of a governing authority which has direct responsibility for the provision of field 
supervision services, and for the carrying out of policy as set by the governing authority. 
Furlough 

Approved leave from a correctional institution. 

Holidays 

AI~ d~ys .le~ally designated as non workdays by statute or by the chief governing authority of a JUrISdIctIOn. 

Information System 

~he conc.epts, per.sonnel and ~u'ppor~ing technology for the collection, organization and 
delIvery ot mform~tlOn for ~d~mIstrahve Use. There are two such types of information: (1) 
standard mformatlOn, consIstmg of the data required for operational control, such as the 
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daily count of individuals on probation or parole, payroll dat~ in.a personnel office, pro~a
tion/parole success rates, and caseload levels in a parole or prooatIOn agenc~; (2) d~l'Jand m
formation consisting of information which can be generated when a report IS reqUIred, such 
as inform~tion on the number of probationers/parolees eligible for discharge during a 
twelve-month period by offense, sentence and month of release. 

Interstate Compact jor the Supervision oj Probationers and Parolees 
An agreement entered into by eligible jurisdictions in the United. States and its territories, 

except the District of Columbia and Guam. The Compact prOVIdes the means for these 
jurisdictions to function cooperatively in working with probationers and parolees. 

Interstate Compact on Juveniles 

An agreement authorizing the interstate supervis~n of j~venil~ delinquents and t,he 
cooperative institutionalization of special ty~e~ of ?el,mqu~nt Juvemles" s,uch a~ psychotIcs 
and defective delinquents, Forty-nine of 54 ehgible JUrISdICtIOns have rahfIed thIS Compact. 

National Uniform Parole Reports Systems 

A cooperative effort sponsored by the National Paro~e, Instit~tes. This p~o,g!am calls for 
the vol~ntary cooperation of all federal and state a~thorItIes havmg r~sponsIbIhty for fel~ny 
offenders in developing common terms to desCrIbe parolees-theIr age, sex and prIor 
record-and common definitions to describe parole performance, These types of data allow 
for comparisons across states and other jurisdictions. 

Parent Governmental Organization 

The administrative department or division to whom the agency seeking accreditation 
reports; it is the policy-setting body. 

Parole Authority 

The decision-making body which has the responsibility to grant, deny a~d,re~?ke parole. 
In some jurisdictions it is called the "Parole Board" ?r the "\arole CommIssIon ,The term 
parole authority is meant to include all of these varIOUS bodIes. 

fu~ , , 
A policy is a course or line of action adopted ~nd purs~e.d br a~ agency whIch gUIdes and 

determines present and future decisions and actIOns, PolICies mdicate the general c?urse or 
direction of an organization, within which the activities of the personnel ~nd ,umt~ must 
operate, They are statements of guiding principles whiqp should be followed m dI~ectmg ~c
tivities toward the attainment of objectives. Their attaihment may lead to complIance WIth 
standards as well as compliance with the overall goals of the agency/system. 

Procedure 

The detailed and sequential actions that must be executed to ensure that a polic~ is fully 
implemented. It is the method of performing an operation, ~r a ,manner ~f p~oceedm~ on a 
course of action. A procedure differs from a pol!cy !n that It d!rects actIOn m a particular 
situation to perform a specific task within the gUldelmes of pohcy. 

Training . . • b' 
An organized, planned, and evaluated activity designed ~o, achieve speCIfIC le,arn!ng? Jecr tives. Training may occur on site. at an academy or trauung center, at an mstItution 0 
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higher learning, through contract service, at professional meetings or through closely super
vised on-the-job activities. Meetings of professional associations are considered training 
when there is clear evidence of the above elements. 

Volunteer 

Citizens from the community who donate their time and effort to enhance the activites of 
the program. They are selected on the basis of their skills or personal qualities to provide ser
vices in recreation, counseling, education, religious activities, etc. 
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APPENDIX A 
Parallel Reference Table and New Weights 

First edition indicates standard number as it appeared in the first edition of the manual. The 
revised edition column indicates the number of the equivalent standard in the revised edition. 
The revised standard may have no change or only minor changes, or it may be revised or totally 
rewritten. The following symbols indicate the extent of change: 

R 
N 
None 
no symbol 

revised 
replaced with new standard 
no equivalent in first edition 
no substantial change in standard 

The weights which are found in the revised edition are shown. A change in weight from the 
first edition is indicated with a "C". 

First Revised New First Revised New 
Edition Edition Weight Edition Edition Weight 

Administration, Organization Personnel 
and Management 

3041 2-3028 Essential 
3003 2-3001 Essential 3042 2-3029 Essential 
3004 2-3002 Essential 3043 2-3030 Important 
3OO6R, 3025R 2-3003 Essential 3044R 2-3031 Essential 
3007 2-3004 Essential None 2-3032 Essential 
3OO8N, 3009N, 3045 2-3033 Essential 
3025N, 3028N 2-3005 Essential-C 3063 2-3034 Essential 
301 ON, 3020N 2-3006 Essential None 2-3035 Essential 
3017 2-3007 Essential 3046 2-3036 Essential 
3098N 2-3008 Essential 3047N 2-3037 Essential 
3014 2-3009 Essential 3051 2-3038 Important-C 
3097 2-3010 Essential None 2-3039 Essential 
3018N, 3035N 2-3011 Essential None 2-3040 Essential 
3100 2-3012 Essential 3048R 2-3041 Important 
3021R, 3026R 2-3013 Essential 3052R 2-3042 Essential-C 
3022N,3023N 2-3014 Essential 3053N 2-3043 Essential 
3029 2-3015 Essential None 2-3044 Important 
3030 2-3016 Essential 3061R, 3062R 2-3045 Essential 
3031 2-3017 Essential 3064R 2-3046 Important 
3033 2-3018 Essential None 2-3047 Essential 
3034R 2-3019 Essential None 2-3048 Essential 
3036 2-3020 Important 3072R 2-3049 Essential 
3037 2-3021 Essential 300iN 2-3050 Essential 
3038 2-3022 Essential 3070 2-3051 Essential 
None 2-3023 Essential 3002 2-3052 Essential 
3005 2-3024 Essential None 2-3053 Essential 
3013 2-3025 Essential 3060R 2~3054 Essential 
3103 2-3026 Essential 3055 2-3055 Essential 
3111 2-3027 Important 
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First Revised New First Revised New I First Revised New First Revised New 
Edition Edition Weight Edition Edition Weight ,I Edition Edition Weight Edition Edition Weight 

3056R 2-3056 Essential 3092 2-3093 Important 3141 2-3138 Essential 3179R 2-3180 Essential 
3057 2-3057 Essential 3093 2-3094 Essential 3142 2-3139 Essential 3180 2-3181 Important " 3058R 2-3058 Essential 3094 2-3095 Important 3144R 2-3140 Essential 3191N 2-3182 Essential 

3104R, 3106R 2-3096 Essential None 2-3141 Essential 3192N 2-3183 Important 
Training and Staff Development 3105 2-3097 Important None 2-3142 Essential 3181R 2-3184 Essential 
None 2-3059 Essential 

None 2-3098 Essential None 2-3143 Essential 

None 2-3060 Essential 3107 2-3099 Essential-C None 2-3144 Essential Presentence Investigation and Report 

None 2-3061 Essential 3108 2-3100 Important None 2-3145 Essential 
3193R 2-3185 Essential 3109 2-3101 Essential None 2-3146 Essential None 2-3062 Important 

3110 2-3102 Important None 2-3147 Essential 3194N 2-3186 Essential 
None 2-3063 Essential 

3095 2-3103 Essential None 2-3148 Essential 3195 2-3187 Essential 
3102R 2-3064 Important 

3096R 2-3104 Essential 3146N 2-3149 Essential None 2-3188 Important ''') 

3065R 2-3065 Essential 
3137 2-3150 Essential 3196 2-3189 Essential 

3066N 2-3066 Essential 
Supervision-Probation and Parole 3153R 2-3151 Important 3197 2-3190 Essential 

None 2-3067 Essential 3198 2-3191 Essential 
3067 2-3068 Important Agencies 3147 2-3152 Essential 

3199 2-3192 Essential 
3068R 2-3069 Important-C 3112 2-3105 Essential 3148R 2-3153 Important 

3200 2-3193 Essential 
3069 2-3070 Important 3113 2-3106 Essential 3149R, 3166R 2-3154 Essential 

3201 2-3194 Important 3166R 2-3155 Essential None 2-3071 Mandatory 3027R 2-3107 Essential None 2-3156 Essential 3202 2-3195 Important 
None 2-3072 Essential 3114N, 3115N 2-3108 Essential 3166R 2-3157 Essential 3203 2-3196 Essential 
None 2-3073 Important 3116 2-3109 Essential 3150 2-3158 Essential 3204 2-3197 Important 

3117R 2-3110 Essential None 2-3159 Essential 3205 2-3198 Essential 
Fiscal Management 3139R 2-3111 Essential 3151R 2-3160 Essential 3206 2-3199 Essential 

3073 2-3074 Essential 3138R, 3140R 2-3112 Essential 3188 2-3161 Essential 3207 2-3200 Essential " 3074R, 3077R 2-3075 Essential 3122 2-3113 Essential 3071 2-3162 Essential 3208 2-3201 Essential 

3076 2-3076 Essential 3118R 2-3114 Important 3152N 2-3163 Essential 
, ~ ) 

None 2-3077 Essential None 2-3115 Essential t 3154N, 3155N, Citizen Invoiyement and Volunteers 
3119 2-3116 Important N 

3075N 2-3078 Essential 1 3156N 2-3164 Essential 3039 2-3202 Important 
3032 2-3079 Important 3120R 2-3117 Essential 3157 2-3165 Important 3040 2-3203 Essential if 
None 2-3080 Essential 3121R 2-3118 Essential f None 2-3204 Important i! 

3123 2-3119 Essential Ii 3079N 2-3081 Essential i Supervision-Parole Agencies Only None 2-3205 Essential 
" 3124R 2-3120 Important ii 3081N 2-3082 Essential None 2-3206 Essential II 

3158 2-3166 Essential II None 2-3083 Essential 3125N 2-3121 Important 
:1 None 2-3207 Essential d 3135 2-3122 Essential 3159 2-3167 Essential i' None 2-3084 Essential " None 2-3208 Important d 

None 2-3085 Essential 3136 2-3123 Essential \" 3174 2-3168 Essential fi \ 
3145N, 3165N 2-3124 Essential 3175 2-3169 Important ii 

Ii 

Case Records 3088 2-3125 Essential 3160 2-3170 Important !I 
3164 2-3126 Essential 3161 2-3171 Important it 

11 3082N, 3083N, 3127 2-3127 Essential 3162R 2-3172 Important t 
3086N 2-3086 Essential None 2-3128 Essential 3163R 2-3173 Essential 
3084 2-3087 Essential 3128 2-3129 Essential 3167 2-3174 Essential 
3085 2-3088 Important 3129 2-3130 Essential 

I 
3168 2-3175 Essential 

3087 2-3089 Essential 3130R 2-3131 Important 3171R 2-3176 Essential 
None 2-3132 Important 3172 2-3177 Important 

Management Information and Research 3131 2-3133 Essential 3176 2-3178 Important 

(\ 3089 2-3090 Essential 3132R 2-3134 Essential 

/1 
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Code of Ethics 

AMERICAN CORRECTIONAL ASSOCIATION 

The American Correctional Association expects of its members unfailing honesty, respect 
for the dignity and individuality of human beings, and a commitment to professional and 
compassionate service. To this end we subscribe to the following principles. 

Relationships with clients! colleagues! other professions!the public-
• Members will respect and protect the civil and legal rights of all clients. 
• Members will serve each case with appropriate concern for the client's welfare and 

with no purpose of personal gain. 

• Relationships with colleagues will be of such character as to promote mutual respect 
within the profession and improvement of its quality of service, 

• Statements critical of colleagues· or their agencies will be made only as these are 
verifiable and constructive in purpose. 

• Members will respect the importance of all elements of the criminal justice system and 
cultivate a professional cooperation with each segment. 

• Subject to the client's rights of privacy, members will respect the public's right to 
know, and will share·information with the public with openness and candor. 

• Members will respect and protect the right of the public to be safeguarded from 
criminal activity. 

Professional conductlpractices_ 

• No member will use his official position to secure privileges or advantages for himself. 
• No member will act in his official capacity in any matter in which he has personal in

terest that could in the least degree impair his objectivity. 
• No member will use his official position to promote any partisan political purposes. 
• No member will accept any gift or favor of a nature to imply an obligation that is in

consistent with the free and objective exercise of his professional responsibilities. 
QI In any public statement members will clearly distinguish between those that are per

sonal views and those that are statements and positions on behalf of an agency. 
• Each member will be diligent in his responsibility to record and make available for 

review any and all case information which could contribute to sound decisions affect
ing a client or the public safety. 

• Each member will report without reservation any corrupt or unethical behavior which 
could affect either a client or the integrity of the organization. 

• Members will not discriminate against any client, employee or prospective employee 
on the basis of race, sex, creed or national origin. 

• Each member will maintain the integrity of private information; he will neither seek 
personal data beyond that needed to perform his responsibilities, nor reveal case infor
mation to anyone not having proper professional use for such. 

• Any member who is responsible for agency personnel actions will make all appoint
ments, promotions or dismissals only on the basis of merit and not in furtherance of 
partisan political interests. 

(A!lopt~'Il AUgUSI 11)75 at the JOSth Congress or Correction) 
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