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Foreword 

Over three years have elapsed since the publication of the original Manual of Standards for 
Adult Correctional Institutions. During that period the standards have been used by numerous 
correctional agencies throughout the United States and Canada. Over 600 agencies-almost 
one fourth of all correctional institutions-are now involved in the accreditation process with 
the Commission on Accreditation for Corrections. Thirty-two institutions, both state and 
federal, have been accredited and many more are presently involved in the process of accredita­
tion and standards compliance. Two of these institutions are operated by the Correctional 
Service of Canada. 

With the publication of this second edition of the standards, correctional agencies are being 
asked to achieve an even higher level of performance. Certain standards relating to life, health 
and safety issues have been labeled mandatory and must be complied with in order to achieve 
accreditation. Both the experience with accreditation and the desire of the field to raise the 
standards indicate a willingness to achieve and maintain quality correctional services. The stan­
dards are a clear statement that corrections professionals recognize good practice and want to 
improve their performance, regardless of legal or policy restrictions, funding difficulties, or the 
pressures of increased populations now facing most correctional systems. 

The desire to improve correctional practice began with the American Correctional Associa­
tion's Declaration of Principles in 1870. They were followed by aliditional guidelines and 
several editions of the original ACA Manual of Correctional Standards. Throughout the stan­
dards development process the dedication and commitment of many individuals can be found. 
Several are listed in the original.and second editions of the manuals of standards. Crucial to 
this development process has been the financial support of the Law Enforcement Assistance 
Administration and several private foundations and organizations. 

The standards now provide administrators with the opportunity to develop a planned pro­
gram for upgrading facilities and procedures in accordance with a nationally recognized and 
respected format. The standards can assist administrators in working effectively with the 
courts and legislatures. Compliance is not easy. It may require substantial change in traditional 
operating procedures, including the implementation of practice which challenges existing law 
and procedure. Some standards require additional funds. Such changes can now be based on a 
consensus from the field of corrections that we are proceeding in a direction which will provide 
more humane conditions in institutions, ensure the safety of staff and inmates, and ultimately 
provide the programs and services necessary to assist offenders in returning to society. 

The goals of meeting high standards of performance and achieving accreditation are now 
well established. Corrections professionals are working with the Association and the Commis­
sion in the effort to upgrade the field using the standards contained in this volume. Continued 
efforts to meet the standards will lead to greater support from legislative, executive and judicial 
branches of government and, in doing so, provide the basis for the improvement of correc­
tional systems. 

Anthony P. Travisono 
Executive Director 
American Correctional Association 
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r Preface 

Adult correctional institutions continue to be a growing phenomenon in the justice system. 
In the United States, increasingly larger numbers of persons are incarcerated each year and a 
record number-in excess of 300,OOO-was reported for calendar year 1979. The record 
numbers reflect hardened public attitudes about crime and the perpetrators of crime. These at­
titudes have fostered more intensive and effective law enforcement, vigorous prosecution and 
the development of more sever~ sanctions in the form of mandatory sentencing. The move 
towards mandatory determinant sentencing ha~ contributed ;to the growth of adult correctional 
institutions and the complex problems associat'ed with the operation and maintenance of such 
institutions. 

Despite the parallel development of alternative programs to imprisonment and the increased 
emphasis on probation and other community-based resources, prison populations continue to 
spiral upward. Current public policy as seen in criminal code revisions and other statutory pro­
visions related to the administration of criminal justice clearly defines a matrix for the con­
tinued incarceration of a growing number of offenders. 

The increased numbers of incarcerated persons and "tough" legislative directives have 
created significant operational problems for the administrators of adult correctional institu­
tions. Federal and state court litigation regarding prison conditions, prisoner rights and prison 
operational practice has increased to a significant level during the past decade. The litigation 
has demonstrated the need to operate adult institutions in a manner consistent with minimum 
constitutional and human rights standards. 

In an effort to give prison administrators a set of reasonable and meaningful guidelines, the 
American Correctional Association and the Commission on Accreditation for Corrections 
published the Manual of Standards for Adult Correctional Institutions in 1977. The Manulli 
was the basic set of minimum standards utilized in the accreditation process administered~y 
the Commission. This volume, Standards for Adult Correctional Institutions, Second Edition, 
is a revised and updated reissue of the earlier publication. 

A significant change which is reflected in this edition is the inclusion of Hmandatory" stan­
dards. Such a designation is a very important step in the development of standards. The ACA 
and the Commission are of the opinion that there are operational requirements which must be 
met in every institution regardles~ of circumstance. For purposes of accreditation, an institu­
tion must meet all mandatory standards. 

With the establishment of the accreditation process as a Commission fUIlction, the respon­
sibility for continued standards development and revision was transferred to the ACA Com­
mittee on Standards. This volume represents the Committee's utilization of Commission 
experience with the accreditation process, a number of special task forces, and lengthy Com­
mittee and Commission deliberations. This fmal version represents the results of a joint ap­
proval and adoption process involving the PJIlerican Correctional Association and the Com­
mission on Azr,reditation for Corrections. 

Acknowledgement of able assistance is given to the drafters of the original Manual, the 
cooperating agencies and institutions in which the standards were field tested, and the several 
ACA affiliate organizations that reviewed and commented on the revisions. In addition, 
special appreciation is expressed for the work of the Committee~s resource team, which includ­
ed John Gagnon, Chairman, J. J. Enomoto, W. Donald Pointer and Ronald G. Jackson. 
Also, the Commission's resource team, composed of H. G. Moeller, Amos Reed and Martha 
Wheeler, contributed much with their review. 

A special thanks is extended to Robert H. Fosen, Executive Director of the Commission, 
and his staff, for their cooperative efforts and assistance. 

The ACA Correctional Standards Program staff, directed by Dale K. Sechrest, are the prin­
cipal writers and architects of this edition. Their diligent efforts are applauded an~ noted as a 

", 
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significant contribution to the fi~d of ~?rr:i~~;port of both Anthony Travisono, ACA Ex-
Appreciation is expressed for t e ~on ~nu . f The continued support and assistance of 

ecutive Director, and the staff of t e SSOCla 19~fice of Criminal Justice Programs has also 
Nick Papp~ and To~ Albrechtbouf t~e LE~tandards jor Adult Correctional Institutions, 
been very Important In the pu ca on 0 

Second Edition. ' 

Samuel Sublett, Jr. 
Chairman 
ACA Committee on Standards 
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Introduction 

For upwards of 150 years, American society has relied upon imprisonment as a primary in­
strument for the execution of criminal sanctions. Yet, for most of its history, the prison has 
been the focus of recurrent controversy. Some have argued that the concept of less eligibility 
should have a prominent place in prison management, that society owes the prisoner only a 
minimum standard of health and decency, if that. Others have urged that prisoners be 
guaranteed a high level of protection and safety, be treated with human dignity, and be assured 
that their constitutional rights as citizens are respected. There is also a small but articulate 
minority which has urged the abolition of imprisonment, arguing that the evils of the system 
are beyond remedy, that the goals of security and treatment are irreconcilable, and that im­
prisonment has outlived its usefulness and has no place in human society. 

In the face of the recurring debates about the role and function of imprisonment, the 
American Correctional Association has throughout its history of more than a century made 
continuing efforts to define the role and the functions of the prison. The Association and the 
Commission on Accreditation for Corrections has sought to come to terms with the reality that 
prisons and imprisonment will undoubtedly continue as instruments of cclminal justice policy 
for the foreseeable future. Both applaud and actively support steps to implement wide-ranging 
progranls of alternatives to imprisonment. They support a public policy which would limit the 

. use of the prison for the confinement only of those persons too dangerous to remain at large in 
the community. They are flrm in their view that the standards of practice within every institu­
tion should rise to a level which will assure protection of the society, but not place in jeopardy 
the human right<; of the offender. 

The focus upon the protection of the civil rights of clients of human service agencies in the 
United States is, of course, a relatively new phenomenon. During most of their history, such 
agencies and institutions built their programs upon the concept of benevolent purpose. The 
basis of this concept was the assumption that the state knew what served the best interests of 
the client. Court intervention into the affairs of these agencies-including correctional agen­
cies-has brought attention to the CQPstitutional rights of a wide spectrum of clients, including 
criminal offenders. Yet it is increasingly clear that the courts realize the limitations upon their 
ability to administer effectively the operation of human service agencies. Judges have made it 
clear that they perc~ive it to be the responsibility of administrators, professionals and line 
workers in corrections to put their own house in order. Th~ development of this manual may 
be viewed in part as a response to that challenge. 

Long before the advent of courUntervention, however, the American Correctional Associa­
tion gave clear evidence of its understanding of the need to develop standards. Indeed, the 
·Deciaratiop of Principles of 1870 adopted by the original organization from which the ACA 
evolved testifies to that concern. Shortly after the dose of World War II in 1946, the Associa­
tion published its fIrst Manual oj Correctional Standards, a volume which was to be substan­
tially revised in 1959 and again in 1966. These manuals represented a consensus of ad­
ministrators and professionals. They were to provide useful guidelines for institutional 
managers. Other national professional organizations including the National Council on Crime 
and Delinquency, ~ the American Bar Association and the American Medical Association also 
made significant contributions to the field's effort to move toward the development of objec­
tive standards for the evaluation of practice. Still another significant landmark was the work of 
the National Advisory Commission on Criminal Justice Standards and Goals which gave fur-
ther impetus to correctional change., . 

The concept of a system for the accreditation of correctional institutions and agencies began 
to emerge in the 1960's. The recognition that this was an idea whose time had come was mark­
ed by the adoption in October, 1970, of the ACA's Planjor Accreditation. Implementation of 
the Plan began in 1974 when the Association's Board of Directors selected the first Board of 
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Commissioners, which was chaired by Walter Dunbar until.hi~ untimely death. Before the ~c­
creditation plan could be initiated, however, the new .Commission fa~ed th~ task of developmg 
objective, clear, measurable standards across the entire spectrum of Juve~le and adult correc­
tional activities. The Commission addressed this task thoughtfully and ~Igorously: U~der the 
Commission's plan of work the Manual of Standards for Adult Correctional InstitutIOns was 
the fourth volume to be published. .. . 

It was recognized from the outset that the stan~ards adopted by the COmmI~Sl~n With the 
concurrence of the AssociatiOi~'s standing Committee of Standards and Accreditation would, 
when applied in the accreditation process, raise issues which woul? prompt the need for. st~­
dards revision, modification and amplification. It also became qUlte clear as the. ~~mmlssI~:m 
moved from the development to the application of standards that the responsibility for 1I~­
itiating revisions should be assumed by the Association and it~ Committee on Standards. This 
decision was ratified by the Association's Board of Governors m August,. 1978. ynder th~ plan 
of action adopted, the Association assumed the responsibility for proposmg reViSions whIle the 
Commission retained the right to apply only those st~dru:ds mutually ~c~ept~b~~ to both 
bodies. This, in effect, reversed the earlier arrangement m which the CommIssIOn Imtlated and 
the Association in effect, ratified proposed standards. 

Acceptance o'f the 1977 Manual by the field was enthusiastic and drew ~arm supp.or~ from 
the Association of State Correctional Administrators, the No~h ~erIcan ~ssociatIOn of 
Wardens and Superintendents, the ACA affiliates and profeSSIOnals m the field. St~te and 
federal correctional agencies and the Correctional Services of Canada moved promptly.mto ~he 
accreditation process. By the end of 1979, approximately 25 percent of all adult correctIOnal m-
stitutions were pursuing accreditation. . . 

As was anticipated, the appli~ation of standards presented a wide variety of problems. Some 
standards, despite the efforts of the professionals wh<? framed them, were found to lack 
necessary clarity and specificity. Some were found to Impose .u~expec~ed an? perh~ps un­
necessary burdens upon institutional managers. A few were diffIcult, If not ImpOSSIble, to 
measure. Some gaps were found in the standards and some areas of per~or~ance were 
discovered to be inadequately covered. These discoveries prompted the. AssocIatIOn t? move 
forward deliberately to identify necessary revisions. ACA, sll:ppo~ted With funds provided by 
LEAA, established a standards revision program under the direction of pr. Dale ~. Sechrest. 
The Committee on Standards chaired by Mr. Samuel Sublett worked diligently With the pro-
gram to update the original Manual. . . . . 

The Board of Commissioners had unanimously agreed at the begmmng of the accredItatIon 
process that no institution which failed to meet critical standards related to life, health and 
safety would be awarded accreditat~on. HO\ye~~r, the co~pli~nc~ for~ula adopted by the 
Commission resulted in a mathematIcal pOSSibility that an mstItutIon mI~ht r~ach necess~y 
compliance levels for essential, important, and desirable sta~dards while still. conducting 
operations in an environment which seriously threatened the life and safety of Inma~es ~d 
staff alike. This condition prompted the Commission first to adopt and promulgate gUldelines 
identifying those areas in which noncompliance would be considered !ot~y unacceptable ~d 
would until corrective measures were taken, bar an award of accredItatIOn. Subsequently, m 
consultation with the ACA Standards Committee, a decision was reached to i!ltro~uc~ man­
datory life, health and safety stand~ds in this ~evi~io~ of th: standards. The ImplicatIOns of 
this decision are, of course, self-eVident. Any mstItutIon which for any reason Ignores such 
critical standards is not deserving of accreditation. 

The contents of this manual then, like those of its predecessor, emerges from a thoughtful 
process of debate and deliberation. The decisions reached ~o~tinue to represent the b~st con­
sensus of professionals in the field. Members of the COmmISSIOn and the AC~ ~ommIttee 0!l 
Standards have made every effort to ground their work in relevant court deCISIons, but their 
foremost concern has been to provide high standards of correctional practice to the field. In at-
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~e~pt~n~ to do so, . both groups o~ten have gone beyond case law and the statutes of many 
JUrIsdictions. In domg so, they arrIved at a set of standards which reduce the discretion and 
operational latitude of their colleagues in order to provide them with comprehensive, clear and 
relevant guidelines for ~ood correctional practice. Hopefully, this effort will assist in informing 
~he courts a.s well ~s legIslators and governors of the needs of corrections professionals in carry­
mg out the mcreasmgly complex work of administering safe and humane institutions which can 
provide meaningful services and programs to offenders. 

The Association's Committee on Standards has consulted with members of its affIliate 
bodies, with institution managers whose institutions have been accredited, with local accredita­
tion managers, with Commission members and staff, and with Commission consultants. All 
have combined their efforts to assure a comprehensive body of standards which are fair and 
reas0D:able. A~complishment of full compliance will in no instance be an easy task, but there is 
underuable eVidence that the attainment of accreditation by institutions can be a reality when a 
serious commitment is made to that objective. 

Accreditation 

An institution wishing to participate in accreditation must contact the Commission on Ac­
creditation for Corrections in order to formally enter the process. After acceptance into the 
process by the COmmission, the agency completes a self-evaluation to determine compliance 
v?th the standards, c~~pil~s documentation to support compliance, and develops plans of ac­
tIon to correct all defICIenCIes. After acceptance of the self-evaluation report by the Commis­
sion, 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 con­
sultants. 

The standards allow for the measurement of acceptable performance in achieving objectives. 
For purposes of their application in the accreditation process, they are minimal requirements 
~d should be exce~de~ whenever possible. When they are met it is expected that every effort 
wIll be made to mamtam performance at the level designated in the standards. Each standard 
has a weight of mandatory, essential or important, which is used in determining compliance 
levels for accreditation. Mandatory standards address conditions or situations which could 
be~ome hazard?us to the life, health and safety of offenders, employees and/or the public. 
Without exceptIOn, all mandatory standards must be met for purposes of accreditation. In ad­
dition,. correctional institutions must meet 90 percent of the essential standards and 80 percent 
of the Important standards in this edition, as well as any other criteria stipulated in the policies 
and procedures of the Commission on Accreditation for Corrections. 

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 
understandin~ of the meaning of these words is necessary to the use of the standards they are 
fully defined m the glossary and in the following discussion. 

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

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

Conclusion 

The standards are guidelines for the comprehensive improvement of correctional programs, 

xvii 



1 
h ds and concerns of adult correctional . a national framework for presentin~ ~ e nee Ie ·slators, funding agencies, an~ :~if:t~:e to publicd °Tci~siu~;;~~~t::J!;.~~7~r a~encies see~~g t~~~~~~r':!~~ 

the public. The stan ar s seall tion The accreditation process prOVl es 
services programs and over opera. . dent verification of performance. b 
of public accountability through an mdepen than just a tool for accreditation; they art to f e 

~e~~~~::;ti!:~~~~~r::e~~~:~~at~~v~r!f~7~~~:::~~t~:sr:vi=~ ~~ ;~ 
cbange at the legislative, exe~~tIve ':"~~~'!\,~ standards have the capacity to reflect c~~~ 
~!~~alb~:u~nu=s~x~~~~~c;s!;atad elatdodith·teioc~~t~~~;l:~~~:n~e e:~r~~see~A~: s:~~~rs in ..., I th gh time IS VI t 

~~::ka~~ ;;~;:,?,,~o~orrectionhal ~~a:~n:.,~~~~f'':~l~s~;:'::::ci in the introduction to In presenting this ~anual. to t e Ie , 
the original manual m 1977. . 

. . f ·nstitutional care are paramount ~n pre-
"The humane administration and dlf~Cb~ll?t 0 a~d in turn, the ultimate protectlon of . . cliVI·dual rights and responsl Illes , serVIng m 
society." 

xviii 

" ; 

I 
1 

ADMINISTRATION, ORGANIZATION AND MANAGEMENT 

2·4001 The institution or parent agency is established as an integral Part of a correctional 
department or system by means of statutes which set its purpose. (Essential) 

DISCUSSION: Effective administration of an institution results largely (rom the ex­
istence of a body of carefully formulated constitutional or legislative statutes that 
define clearly the mission and basic goals of the institution. Such statutes provide 
the legal framework within which the institution's administrative structure, 
philosophy~ and policies are developed, as well as the basis for assessing perform­
ance and identifying needed changes in organization and operations. 

2·4002 There is a written doeument delineating the mission of the institution within the 
context of the total correctional system of which it is a part. This deSCription is reviewed at 
least annually and updated if necessary. (Essential) 

DISCUSSION: The mission statement should address whatever diversified program­
ming is available in the institution for the needs of inmates in the entire correctional 
system . .Diversified programming could include a receiving and diagnostic unit, 
Separation of new admissions, a separate unit for special offenders, a prerelease 
unit, etc. Diversification provides opportunities for program development, effective 
management, experimentation, and innovation. It also permits the institutions 
within a department flexibility in making inmate assignments and in promoting, 
training, and transferring staff When necessary. 

2-4003 A written slatement is prep .... d by the "arden/sUperinteudentthat describes the 
philosophy and long-range goals of the institution and its satellites; the statement is reviewed 
at least annually and updated if necessary. (Essential) 

DISC'USSION: Although the statute establishing the institution specifies the legislative 
manda:te and the general mission assigned, there is ne~d for an in-depth exposition. 
The written statement should specify the program's goals and underlying philosophy 
as they relate to the basic concepts and major pUblic policy issues in corrections, 
such as deterrence, punishment, rehabilitation, social restoration, justice, reintegra­tion, and public safety. 

2·4004 Written pOlicy and procedure Specify that the worden/superintendent formulate 
goals for tbe institution at least annuaUy and translate tbem into measurable objectives. (Essential) 

DISCUSSION: The setting of goals by the warden/superintendent should prove to be a 
helpful decision-making tool which can be used to adjust to changing trends. In 
establishing measurable objectives, the process of program review, monitOring and 
evaluation should be greatly facilitated. 

2·4005 Written potiey and procedure provide for the partiCipation of employees in the 
formulation of POlicies, procedures and programs. (Essential) 

1 
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ADMINISTRATION, ORGANIZATION AND MANAGEMENT 

DISCUSSION: Employee participation in policy, procedure and program development 
has positive features. This participation can be achieved through staff meetings, sug­
gestion programs, employee councils and the like. 

2a 4006 Written policy and procedure pmvide for the participation of related community 
agencies, with which the institution has contact, in policy development, coordinated plan­
ning and interagency consultation. (Important) 

DISCUSSION: The conduct of the institution affects and is affected by other agencies 
within and outside the criminal justice system. Interaction with other agencies, ad­
visory committees, justice councils and state and regional planning organizations 
provides for a forum to exchange information, coordinate activities, and create a 
climate of cooperation. 

2-4007 Written policy and procedure provide that each institution is headed by a 
warden/superintendent who is in charge of all inmates, personnel, volunteers, and all pro­
grams and activities connected with the institution. (Essential) 

DISCUSSION: Each institution should be headed by a single chief executive officer, 
most commonly designated as "superintendent" or "warden". This individual 
should be appointed by the governing authority of the agency. The chain of com­
mand should extend directly from the warden/superintendent to the staff, and all 
employees or units of management within the institution should be ultimately 
responsible to the warden/superintendent. 

2-4008 The warden/superintendent of the institution is appointed by the administrator 
or governing board of the parent agency. (Essential) 

DISCUSSION: The administrator or governing board of the institution's parent agency 
is ultimately responsible for the overall functioning of the institution; therefore, that 
individual or group should select the warden/superintendent of the institution. 

2-4009 The qualifications, authority, responsibilities and reasons for removal of the 
warden/superintendent, and management or other personnel not covered by civil service 
regulation or union contract, are specified by statute or by the parent agency. (Essential) 

DISCUSSION: Explicit definitions of the function of these positions are necessary to 
ensure that minim'lm standards are met and that opportunities for political in­
terference with appointments are redUl~ed. 

2-4010 The educational, operational, and administrative qualifications of the warden/ 
superintendent of the institution are specified in writing by the appointing authority and in­
clude, at a minimum, a bachelor's degree in an appropriate discipline; five years of related 
administrative experience; and, demonstrated administrative ability and leadership. 
(Important) 

DISCUSSION: To ensure that only qualified persons are recruited for the position of 
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warden/superintendent the ap ointin . 
tions and recruit and hi~e on th~ basis ;f ~~thonty ~~oul.d establish high qualifica­
of the agency to see that potential admi . t es~ qUalIrIcatlOns. It is the responsibility 
tion. ms ratIve offIcers receive the required educa-

2-4011 Written policy requires that the term f . 
management or other personnel not covered b o. ?fflce ~f the warden/superilJltendent, and 
continuous and may be terminated by the a !i cl~d servIce ~egulation or union contract, is 
requested, subsequent to a formal and op p~ n~mg authon!~ only for good cause, and, if 

en eanng on speCifIc charges. (Essentiai) 

DISCUSSION: Tenure for the warden/su erint 
sonnel not covered by civil service re PI . endent, .and management or other per-
provides for a high quality operation ~ atlOn or umon .c?ntract, of the institution 
by civil service provisions In these ~ an~l of these. p~slhons are no longer covered 
clear that the tenure is co;tinuous wi~~~s, th1e appoIntmg authority should make it 
follows a prescribed and fair process. In e system and that removal from office 

2.-~012 The roles and functions of em 10 e '. 
v]d~ng a service to the institution are cover:d : es ?f other .publIc or prIvate agencies pro-
the~r relation to the authority and responsibilit Yo;~tten polIcy and ~rocedure which specify 
reviewed at least annually. (Essential) y e warden/supermtendent and which are 

DISCUSSION: Employees who work for other . . 
t~eir duties and responsibilities specT d' publIc or prIvate agencies should have 
WIth the facility administration. 1 Ie In a contract or other type of agreement 

~-4013 A written plan with an organizational h . . 
tmn, and groups similar functions services c . a~~ de.scrlbes the mstitutional organiza­
plan is reviewed at least annually 'and . ' dantddactivitles mto administrative SUbunits. This 

IS up a e as needed. (Essential) 

DISCUS~ION: The functions and number of unit . 
type of mmate population the nature of th s may vary de.pendmg on the size and 
the facility, and the fiscal ~nd phy~ic I e prograI?s, the hIstory and traditions of 
subunits, levels of supervision ~d ~ resources aVaIlable. The number and kinds of 
trated to delineate clearly the iines ol~e~hof .etmplodyees sho~l~ ~e graphically iIlus-

u on y an responSIbIlIty. 

2-4014 Written policy and procedure rovide f . 
between the warden/superintendent and ~I d or meetmgs to be held at least monthly 
least monthly between department head a d ~~a~tment heads, and meetings to be held at 

s an elr key staff members. (Essential) 

DISCUSSION: Channels of communication h ld 
assigning responsibility, supervising wor: ~~d be U~~d f?r delegating authority, 
channels of communication both v r I' d coor matmg efforts. Designated 
and working relationships of institu~~~~e:s~n!~~~ral, should govern the activities 

2-4015 Written policy and procedure rovid f 
between all levels of staff and inmates. (lssenti:1) or a system of two-way communication 

3 

I 



1 ADMINISTRATION, ORGANiZATION AND MANAGEMENT 

DISCUSSION: Good communication between staff and inmates is necessary for the 
efficient operation of the institution, and may reduce reliance on grievance 
mechanisms. 

2-4016 The policies and procedures for operating and maintaining the institution and its 
satellites are specified in a manual, which is accessible to all employees and to the public and 
is reviewed at least annually. (Essential) 

DISCUSSION: A government agency has an obligation to state publicly its philosophy, 
goals, and operational procedures. The administrative manual should specify the in­
stitution's policies and procedures as they relate to its objectives. A program should 
be conducted to familiarize employees with the agency's policies and procedures, 
and, at least annually, the warden/superintendent and staff should review the 
policies and procedures to make sure they remain appropriate and continue to con­
tribute to the effectiveness of the institution. The institution's policy in regard to 
sensitive matters such as riots, work stoppages or hostage situations should be in­
cluded; not included would be the detailed procedures which will be followed in such 
events. 

2-4017 Each department and major administrative unit of the instit::tion maintains a 
manual of sta.ndard operating procedures that specify methods of implementing policies. 
The standard operating procedures are reviewed at least annually, updated as needed, and 
made available to employees. (Essential) 

DISCUSSION: The standard operating procedures should be sufficiently detailed to 
assist employees in completing their assigned tasks. To ensure conformance to 
policy and procedure and to achieve program goals and objectives, it is imperative 
that employees be familiar with these manuals. Every employee should have access 
to a copy, and a program should be conducted to familiarize employees with those 
parts of the documents that concern their respective jobs. The institution's pro­
cedures for dealing with sensitive areas such as riots, work stoppages, etc. may be 
restricted to personnel on a "need to know" basis. 

2-4018 There is a written system to disseminate approved new or revised policies and pro­
cedures to designaterl staff, volunteers, and when appropriate, to inmates prior to implemen­
tation. (Essential) 

DISCUSSION: To increase the effectiveness of an institution's two-way communica­
tion system, effort should be made to quickly disseminate all policies and pro­
cedures. Inmates and staff should be able to review designated written policy and 
procedure soon after they have been promulgated. 

2-4019 Written policy and procedure specify a system whereby the warden/superinten­
dent, or designated staff, monitors operations and programs through inspections and 
reviews conducted at least annually. (Essential) 

DISCUSSION: Operations and programs should be implemented as outlined in the 

4 

-~ -~ - --'-'.,-- .. - -""-. "-.. ~., ~-:; .. , ,-- .~~.~. 
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I 

written policies and\pr~ced~re .. An. inspection system providing timely and periodic 
as~essme~t of t~e vanous InstItutIOnal operations can reveal the degree of com­
plianpe WIth polIcy and procedure. The internal administrative audit should exist 
apart from any external or continuous inspection conducted by other agencies. (See 
related standard 2-4109.) 

2-~O.2.0 Written policy and procedure provide for the institution to report in writing its 
activdles at least quarterly to the parent agency. Reports include major developments in each 
department or ~dministrative unit, major incidents, population data, staff and inmate 
morale, and major problems and plans for solving them. (Essential) 

DIS«USSION: . Routine reporting by individual institutions in a multi-institution 
system per.~~s top management personnel to stay informed about current pro­
grams, ~CtIyItI~S, and pr~blems throughout the system. The exchange of reports 
~ong mstitutIOns I?ermIts ~n opportunity for joint problem solving. Major in­
cident.s ar~ those whIch reqUIre wntten reports similar to those required for rnaJ' or 
rule VIolatIOns. 

2-4021. Wr!tten policy and procedure specify the circumstances and methods for securing 
legal assistance for the warden/superintendent and other staff as needed in the performance 
of their duties. (Essential) 

DIS~SSION: Qualified legal assistance is necessary to ensure that correctional 
polICIes and procedu;es. are consistent with court decisions concerning correctional 
processes, offenders ng~ts, etc. Legal ~ounsel can provide advice on meeting 
statu.torr .and court reqUIrements, on polIcy formulation, on operational matters 
and mdividual cases, and can provide representation when required before courts 
and. other appropriate bodies. Such counsel should be competent and should be 
avaIlable promptly and continuously. 

2-4~22 The ~n~tituti?n pro,:ides for al~ inm~tes the following constructive programs, in­
cludm~, at a I?IDImum. r~ceptlOn and onentatJon; evaluation and classification; academic 
ed~catlOn !qmvalent to hlg~ school; vocational training; employment; religious services; 
socl~1 services and counselmg; psychological and psychiatric services; library services' 
medical and .dental health care; athletic, recreational and leisure time activities' inmate in~ 
volvement wIth community groups; mail and visiting; access to media, legal m~terials, at­
torneys and courts; volunteer services; and prerelease orientation and planning. (Essential) 

DIS<;=USSION: T~~ ~nstitution should request sufficient funding and staff to provide 
for mmate actIVItIes that afford them opportunity for improvement. 

2-4~23 Req~ests from federal 9 state and local legislative and executive bodies for infor­
m.atl~n concer?mg programs and specific cases are responded to promptly and fully by in­
s!JtutlOn st~ff ID accorda?ce with written policy and procedure, and provisions relevant to 
rights of pnvacy. (Essential) 

___ ".1: 

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

. d f public information program that 
2-4024 WrittentsPO~itChY t::dp:~:~e::;ec:~~u~caC:o:s media. (Essential) 
encourages contac ~ 

., ublic information and education program 
DISCUSSION: A plann~d an~ contm~~1: understand the goals, purposes and role of 

~~~ ~~8t~~fo~0=~~ :d ~~~~eater community involvement and support. 

. d f nting representatives of the media 
2-4025 Wri!ten. po~icy and ~rotce~ur~t:r~;; epre~~i!~ion of inmates' privacy and the 
access to the mstitution, cons~ en WI • 
maintenance of order and secunty. (Essential) 

DISCUSSION: None. (See related standard 24339) 

2-4026 Written policy and procedure provide for collaboration with colleges and univer­

sities. (Important) 
., . I . an provide qualified persons to serve as 

DISCUSSION: Ins~lt~tlOns of higher earrun~oc rovide specialized training assistan~e. 
advisors. for POhCl~S and program~ a~~ ed\vith colleges and universities can assIst 
InternshIp or practlcum programds eve .~ ent of career correctional employees. 

reat! in the development an recrUl m . 
K.tutu~ use of facilities and faculty can benefIt both groups. 

. r forming to governmental statutes and 
2-4027 The institution h~ a. wnt1te:bP? ICY ::~olitical practices, which is known and 
regulations relating to Campalgmn~, 0 ymg a 
available to all employees. (Essential) 
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DISCUSSION: Regulations governing campaigning and all political practices must be 
part of institution policy. 
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FISCAL MANAGEMENT 

2-4028 Consistent with policy, the warden/superintendent is responsible for fiscal 
policy, management, and control. Fiscal operational management may be delegated to a 
designated staff person. (Essential) 

DISCUSSION: Close cooperation should be maintained between agency and institu­
tion fiscal personnel. The warden/superintendent of the institution should have 
authority over all fiscal matters of the institution, although these are usually 
delegated to a fiscal officer . 

2-4029 The institution's planning,budgeting and program management functions are 
interrelated, and all are linked directly with objectives. (Essential) 

DISCUSSION: Planning should not be conducted in a vacuum. Coordination con­
serves resources, enhances public safety and permits more effective delivery of serv­
ices to inmates. 

2-4030 The fiscal officer has alJpropriate professional qualifications, including at least 
a bachelor's degree in business administration or related field, and three or more years of 
demonstrated supervisory and administrative experience. (Important) 

DISCUSSION: A qualified staff is necessary to ensure reliability and integrity in ad­
ministering financial controls. The fiscal officer and chief assistants should be able 
to assist the chief executive officer by providing information ou the financial im­
plications of policy decision. 

Budgeting 

2-4031 Institution staff participate in the prepar2tion of a written budget request that 
complies with the policies, procedures and instruction~ of the jurisdiction of which the in­
stitution is a part. (Essential) 

DISCUSSION: Prior to the beginning of the fiscal period, staff should be included in 
the budget process. Staff participation in this process will provide a clearer indica­
tion of needed resources as well as provide the staff with a better understanding of 
budget constraints and priorities. 

2-4032 The warden/superintendent participates in budget deliberations conducted by the 
parent agency, or the next higher level of government in order to request funds to maintain 
the institution's daily operations, finance capital projects, and support long-range objectives 
and program development. (Essential) 
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FISCAL MANAGEMENT 

DISCUSSION: Because of the significance of budget hearings, the warden/super­
intendent should participate in the process and be prepared to justify budget re-

quests. 

2-4033 At least annually, tbe warden/superintendent reviews space requirements and the 
need for capital improvements; requests for needed budget allocations are recorded in 
writing. (Essential) 

DISCUSSION: The institution's budgetary process should include a physical plant 
review because space requirements consume resources. New program activities, 
shifting inmate populations. changing security requirements, etc. impact on space 
and, consequently, on the budget. Space utilization study needs should always be 
evaluated in terms of both security and program considerations. 

2-4034 Written budget policy and procedure call for an assessment of present assigned 
positions and future personnel needs required to meet institutional objectives. (Essential) 

DISCUSSION: Organizational goals and objectives should be regularly reviewed 
because of changes in priorities and differences in emphasis over time. Accordingly, 
the administrator should constantly assess functions within the institution for 
relevance, and ensure that positions allocated to these functions are appropriate. All 
existing positions, as well as new positions, should be justified during each 
budgetary request. (See related standard 2-(072) 

2-4035 Written policy and procedure govern budget revisions. (Es~ential) 

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

Accounting Procedures 

2-4036 The accounting system is designed to show the current status of appropriations 
and expenditures. (Essential) 

DISCUSSION: Up-to-date accounting procedures give the warden/superintendent the 
information needed to meet current objectives, prevent budget discrepancies, re­
spond to emerging program needs, and make sure that the projected fund flow is 
proceeding as planned. 

2-4037 Written policy and procedure, which are reviewed annually, specify that the 
methods used for coJlection, safeguarding and disbursement of monies comply with account­
ing procedures established by the appropriate jurisdiction. (Essential) 
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DISCUS~ION: Fisc~ policy. an~ procedure should be patterned after those of the 
g~errung a~thonty of the mstItution, and should be compatible with the state's cen­
tr ac~ountmg system .. Policy and procedure should cover at a minimum the 
followmg areas: t.he dutIes and responsibilities of each staff' member, the m~inte­
na~ce o~ a~countll~g. records, the preparation of fiscal reports, the administrative 
reVIew 0 fISC~. poliCIes, the conduct of audits, the disbursements to designated and 
atpprdoved recIpIents, and the complete record of money transactions (See related 
s an ard 2-4051 and 2-4049) . 

2-4038 Wr~tte? politey ~~d procedure provide that all monies collected at the institution 
are secured dally ID an offiCially designa.ted and secure location. (Essential) . 

DISCUSSION: None. 

2~4039 Written policy and procedure provide that reports of all monies collected and 
t:s~:~:.)are prepared and distributed to the parent agency mnd other designated authorities. 

DISClfSSION: These reports provide an up-to-date accountinu of all revenues and ex­
p~~Itur:s. They are usef~l to the chief fiscal officer and ~ther top level officials 
Wb ltd n t e pa~ent agency m determining institutional fiscal efficiency and future 

u getary proJects. 

;-40tO Wlritten policy and pr~cedure provide for at least the following fiscal matters: in­
aer:~h c~ntro s, petty cash, bondmg for all appropriate staff, signature control on checks 
n e Issuance or use of vouchers. (Essential) , 

DIS~SSION: Doc~mentation should be available to show that each person havin 
dutIes related to fls~al rnatters has been familiarized with the appropriate policy an~ 
procedure and adVIsed of any changes in it through regular information channels. 

;'-4~41 ti .'Yritten 'policy and procedure provide for ongoing monitoring of the institution's 
ISca aC(EsVlties, .which are reported in writing at least quarterly and forwarded to the parent 

agency. sential) 

DlSCUS~ION: Internal monitoring should be conducted on a continuing basis to 
determme ~hether established internal control procedures are being followed to 
~trengthe;'1 mternal control where it is weak, to provide management with peri~dic 
mform~tIOn on the performance of its staff responsible for financial activities and 
to proVIde management with information on which to base important decisio~s A 
rePdort should be prepared quarterly to add to the efficiency of the control p~o­
ce ures. 

~~2 ::t~en poUey and procedure provide for a financial audit, independent of Ibe in­
s I °ti~' W blc IS conducted annually, or at a time period stipulated by applicable statute or 
regu a on, ut not to exceed three years. (Essential) 
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T FISCAL MANAGEMENT 

DISCUSSION: An outside, certified auditing firm, or the appropriate goyernmental 
auditing team, should conduct the audits of the entire institution. This objective 
review provides the institution with dual assurance that its financial controls are ef-
fective. (See related standard 2-4050) 

Other Fiscal Controls 

2-4043 Written policy and procedm"e govern inventory control of property, supplies, and 
other assets, such inventories being conducted a! time periods stipulated by applicable 
statutes, but not exceeding every two years. (Essential) 

DISCUSSION: Current and complete property records should be maintained for all 
property and equipment. Good property ~ecords. help maintain control, gu~d 
against loss, and enable management to aSSIgn eqUIpment t~ the most app~opnate 
location. Property records also prevent unnecessary ordermg of new eqUIpment. 
Property records should include the following informa~ion: purchas~ da~e and prife; 
funds from which financed; current value, when applicable; orgaruzatIOn umt and 
location to which assigned; and name of person charged with custody. Inventory 
records and control procedures should also exist for supplies to insure against theft 
and unauthorized use. 

2-4044 Written policy and procedure govern the requisition and pu~cb~e of supp!ies 
and equipment, and include, at a minimum, the purchasing procedure, cntena for selection 
of bidders, and criteria for vendor selection. (Essential) 

DISCUSSION: Supplies and equipment for the entire institution ~hould be procured o~ 
a competitive bid basis, preferably through a central.purchaSI~g agency,. and pro~I­
sion should be made for warehousing when econonucally deSIrable. Wntten polIcy 
should include, at a minimum, the purchasing procedure, criteria for the selection of 
bidders, and criteria for vendor selection. 

2w4045 Funds are available for purchasing community services in order to supplement 
existing programs. (Essential) 

DISCUSSION: Some services (e.g., specialized health care services) needed by inmates 
are not available from the institution, and should be purchased from appropriate 
community sources. The concept of purchasing community services may be expand-
ed to include education, vocational training, etc. . 

2-4046 Written policy and procedure regulate position control in rela~ion to. position 
allocation and budget authorization, and personnel records and the payroll function. 
(Essential) 
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DISCUSSION: To ensure position control in accordance with budget restrictions, the 
chief fiscal officer or payroll officer must have information on the number and type 
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L, 
I' of positions filled and vacant at any time. The payroll should be based on time-
t keeping records. The fiscal office should verify that persons on the roll are legally 
J employed, that the positions are authorized in the budget, that attendance records 
t,' supp~rt the payroll ~nd that ~eeded funds are available. To assure compliance, these 
1 functIons are coordmated WIth the personnel officer. 
to. 

i, 
~ 2-4047 Written policy and procedure provide for institutional insurance coverage to in-
r clude the following items, at a minimum: worker's compensation, civil liability for t employees, liability for official vehicles, and public employee blanket bond. (Essential) 

L' { DISCUS~ION: Although insurance coverage varies from jurisdiction to jurisdiction, 
1 correctional employees should be provided with liability coverage in relation to their 
t work activities. In addition, jurisdictions should have some mechanism for replacing 
1 go~ernment property lost by fire or other catastrophic events. Coverage provided by t pnvate comparues, a self-insurers program, or state indemnification is acceptable. 

1 
'" Inmate Funds b' 
j 

t, 2-4948 When there is a fund established for the benefit of inmates, written policy aad 
} • procedure govern its operati6n; beyond operating funds, interest earned from any additional 
L; funds accrues to the benefit of inmates. (Essential) 
1 
1 t : DISCUSSION: When money is available from donations, canteen profits, or other 
! ' sources, . a. fun~ sh0l!ld be established f~r the benefit of the inmates. Responsibility 
i i. for admImstenng this fund should be fIXed, controls should be established for col-I' lecting and safeguarding the funds, and specific guidelines should govern the 
l ., expenditure of these funds. . 
~ \ I, 
,,",', 

L1 [j 2-4049 There is an inmate commissary or canteen where inmates can purchase items not 
fi furnished by the facility from an approved list. Strict controls are maintained over its opera-t, tion and standard accounting procedures are followed. (Essential) 

1:'1 DISCU§SION: The availability of a reasonable selection of personal items inspires 
l'l good morale. However, restrictions should be placed on commissary purchases to 
II minimize the effect of differential spending power. Other means of purchase rather 
11 than the use of cash should be considered. ' 
u 
j \ 

L1 
fij l ' 2-4050 Independent audits of commissary funds are conducted and standard accounting 
r! procedures followed; an annual report outlining the financial status of the commissary/can-
t'l teen is prepared and mad.~ available as a public document. (Important) 
t~ 1 
i 1 r! DISCUSSION: An annual report from the commissary/canteen helps to safeguard in-tI tegrity in the operation of this service. (See related standard 2-4042) 
l i 

11 lJ 2-4051 Inmates' personal funds held by the institution are controlled by accepted 
.~ . .fd accounting procedures. (Es§ential) 

11 t,,! 11 
I j 
/.\1 
U 

It 
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FISCAL MANAGEMENT 

DISCUSSION: Responsibility for the accounting and contr?~ ~f i~ates' personal 
funds held by the institution should be dele~ated ~o the facIh~ s busmess manager. 
Inmates should be provided receipts of all fmancial transactlons. (See related stan-
dards 2-4037, 2-4039, and 2-4395) 

2-4052 Written policy and procedure provide that inma~es may deposit ~ersonal funds in 
interest-bearing accounts, and that interest accrues to the mmate. (Essential) 

DISCUSSION: Inmates should have the opportu~ty t.o deposit ?r withdra.w funds. in 
their accounts, except when substantial reasons JustIfy otherwIse. Wh.en I.nm~tes m­
vest funds individually or when inmates' funds are. invested ~y the' mstitubon, ~l 
interest should be accrued to the inmates. If a centralized fund IS used for the dep~sIt 
of inmates' accounts, the interest from these investments ;c;hould accrue to the m-

mate. 

2-4053 Written policy and procedure provide that when transactions between inmates are 
permitted, staff approval is necessary. (Essential) 

12 

DISCUSSION: Uncontrolled transactions between inmate~ can foster illegal activities. 
Staff knowledge of and control over such transactions IS necessary for the safe and 
secure operation of the institution. Other controls over inmate funds should be 
based on substantial reasons. 

I 
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PERSONNEL 

Note: It is recognized tbat an institution may operate under tbe personnel 
policies of its parent agency or state personnel agency. If tbese policies meet 
the standards outlined below, the institution will be rated in compliance. 

2-4054 Written poticy and procedure provide for the selection, retention, and promotion 
of all personnel on the basis of merit and specified quatifications. (Essential) 

DISCUSSION: All job qualifications and hiring policies should be examined with the 
assistance of equal employment specialists from outside the agency. Employment 
qualifications should be demonstratably related to skills required to perform the 
work. If tests are used, they should follow the uniform selection guidelines. There 
should be no artificial barriers to employment, and a fair and open system should be 
provided. 

2-4055 Written policy and procedure provide for lateral entry as well as promotion from 
within the institution. (Important) 

DISCUSSION: Lateral entry is the employment of persons from outside the institution. 
Any individual with the required education, experience, and background should be 
eligible to be considered for a position at the level at which the person is qualified. 
While the institution's personnel policies may emphasize promotion from within, 
there should be provisions for lateral entry to obtain the best qualified persons to fill 
positions. 

2-4056 There is an affirmative action program that bas been approved by the appropriate 
government agency. (Essential) 

DISCUSSION: An affirmative action program should contain necessary guidelines to 
accomplish the public policy goal of equal employment opportunity. For example, 
all persons should be able to compete equally for entry into, and promotion within, 
the institution. The program should also be designed to seek out qualified minority 
groups and women in order to encourage their participation in the staff development 
program of the institution. The program should include corrective actions, when 
needed, in policies regarding rate of pay, demotion, transfer, layoff, termination, 
and upgrading. 

2-4057 When deficiencies in regard to the utilization of minority groups and women 
exist, the institution can document the implementation of its affirmative action program, 
showing annual reviews and necessary changes required to keep it current. (Essential) 

DISCUSSION: The institution must be able to demonstrate implementation of its af­
firmative action plan through personnel records that reflect increases in hiring and 
promotion of minority groups and women. A review, at least annually, of the 
affirmative action program should ensure compliance. 

13 
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PERSONNEL 

2-4058 Written policy specifies equal employment opportunities for all positions. 

(Essential) 

DISCUSSION: Men and women should have equal opportunities to compete for any 
position within the institution. Section 703 of Title VII of the Civil Rights Act of 
1964

9 

as amended by the Equal Employment Opportunity Act of 1972, however, 
details instances of exception which do not constitute unlawful employment prac­
tices. Nevertheless, institutions should continuously evaluate their work environ­
ment to provide employment opportunities for both men and women. 

2-4059 Written policy and procedure make provision for the employment of qualified eX
n 

offenders. (Important) 

DISCUSSION: Ex-offenders can be a valuable manpower resource and should not be 
discriminated against when they seek employment with an institution. A program of 
selection, orientation, in-service training, constructive supervision, and opportunity 
for advancement can provide the institution a valuable manpower resource. (See 

related standard 2-4061) 

2e4060 The warden/superintendent reviews annually the internal personnel policies of 
the institution and when indicated, submits recommended changes to the parent agency 
which are relevant to the parent agency policies. (Essential) 

DISCUSSION: For equitable and consistent treatment of all employees, personnel 
regulations should be in writing and should be reviewed and updated annually. Since 
many of the personnel regulations are established by the jurisdiction of which the in­
stitution is a part, the warden/superintendent should work closely with the person­
nel agency of the jurisdiction. The review can be a part of the day to day functioning 
of the warden/superintendent and supported by correspondence between his/her 
office and the appropriate higher av.thority. 

2-4061 In accordance with state and federal statutes, a criminal record check is con­
ducted on all new employees to ascertain whether there are criminal convictions which bave a 
specific relationship to job performance. (Essential) 

DISCUSSION: The institution administration should be aware of any criminal convic­
tion(s) which would directly affect a person's job performance in an institutional 
setting. (See related standards 2-4059 and 2-4076) 

2-4062 Written policy and procedure require a physical examination of all employees by 
a pbysician at the time of employment. Provisions exist for reexamination when indicated. 

(Essential) 
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DISCUSSION: Staff members, particularly those in direct daily contact with inmates, 
should be physically fit. For these staff members, physical examinations should be 
required to ensure their medical health and ability to perform effectively. Each 
employee's basic health status should be evaluated against the requirement of their 
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PERSONNEL 

specific position. Policy should encourage the hiring of hand' d approprIate. Icappe persons where 

2-4063 '''ritten policy prmides that for a probationary term of not less six mn;:.,:r promoted :mPloyees are appointed initially 
probationary period, employees are granted :e:~~::~es:a::s.o;s!::~a~fter completing a 

~!tc:~!~=~ l::f~%~~ l:~f::~~~e during the probationary period should be 
tunity to discuss the evaluation. This'gfv! ~~: =:~:~yee should b~ given t~e oppor­
new job situation. By receiving evaluation feedbac;et~~p::pr~~ymty ,to adjust tfo the 
performance areas which may ne d . ' ee IS aware 0 any 
institutions within the same syste~ s:~I~,::~nt. EmplJ'ees transferring between 
period, unless they have been promoted. e reqUIre to repeat a probationary 

2-4064 Compensation and benefit I I f II' . . similar occupational groups in the stat:voersr o~ a (I InstItution personnel are comparable to eglOn. mportant) 

DISCUSSION: Competitive salaries and attr f b f 
retain high caliber staff. Comparable occ~c I~~ e~e ItS are .necessw:y to recruit and 
to corrections such as teachr.-!\ s' pa lOna groups mclude Jobs not unique 
State Salary S~rvey publishe~.;.:,; t~~I~.~~~~~~~ ~~coun:ants, and secretaries. The 
used as a source document Benefit 1 1 P~rsonnel Management can be 

~~~~f~~i~~{~~~~~S~~~~~:~=%:~:~f::~~~I~r ~~c~::! 
s!stem, efforts should be SUPPOI~:~s~~~e w~~ier~~~cee~~~~fb!~:fftsi~~n~ justice 
s~on, accumulated vacation/sick leave to accom h ' c ~s ~en­
bon or agency to another. (See related standard~~~~) e employee from one mstItu-

2-4065 Written policy and procedure pr 'd f 
approved expenses incurred in the performa:;; :f tOh

r 
.emdPlti?yee(sEto be. reimbursed for all elr u es. ssentJal) 

~~~~~~~~~:;~~~~r~~~ ~~:~~s~~s:~blished and funds provided to ensure that in-
formance of their duties. r approved expenses they incurred in the per-

2-4066 Written policy d d (Essential) an proce ure govern employee-management relations. 

~:~~~:SS~~~: ~~e :~~~~I:~~ c:~~o;e~~~~~ effectiv,e~y in the absence of specific pro-
essential that the institution has written p~tf legl~mate ~mployee concerns. It is 
mediately and effectivel to rob let ICY an proc~ ure for responding im­
relations, These should Yin I p n~ !hat ~ay develop m employee-management 
delegation of authority fo~ ~!~oie~:!~s ~~~gr~~~n! of r~sponsibility and precise 
tions, and an appeal procedure T~ avo'd ' sdo vmgd~rIevances and adverse ac-. I mISun erstan mgs and to provide a writ-

15 
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PERSONNEL 

ten record of meetings between employee groups and the institution's administra­
tion, minutes should be kept of all such meetings. 

2-4067 There is a personnel policy manual which covers, at a minimum, the following 
areas: 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; retirement, resignation and termination; employee-management relations; 
physical fitness policy; disciplinary procedures; grievance and appeals' procedures; statutes 
relating to political practices and insurance and professional liability requirements. In addi­
tion to this information, new staff are informed, in writing, of the hostage policy of the in­
stitution as it addresses staff roles and safety. A copy of this manual is available to each 
employee. (Essential) 

DISCUSSION: The institution'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 institution's personnel policy manual. Employees should be 
encouraged to ask questions about the policies. Copies of this manual should be 
available for employee reference. 

2-4068 There is a written grievance procedure for employees which has been approved by 
the parent agency. (Essential) 

DISCUSSION: The institution should specify the procedure an employee can under­
take when a grievance exists, identifying at a minimum, the hearing body and provi­
sions for appeal. The written grievance procedures should be distributed and ex­
plained to all new employees at the time of orientation. 

2-4069 Written policy and procedure provide employees on permanent stat~s 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. 

2-4070 The institution makes available to aU employees a written code of ethics tbat pro­
hibits employees from using their official position to secure privileges for themselves or 
others and from engaging in activities that constitute a conflict of interest. (Essential) 

16 

DISCUSSION: To protect the integrity of the institution, its staff, and the parent agen­
cy, all personnel must be made thoroughly familiar with the established code of 
ethics which is strictly enforced. At the time of employment, esch employee should 
review this code which is available for employee reference. 

PERSONNEL 

2-4071 W~tt~n policy and procedure provide that consultants and contract personnel 
wh? .work wIth. IDm~te.s are informed in writing and agree to abide by the institution's 
polICies on confidentialIty of information. (Essential) 

DISC~SSI~N: The institution should specify in writing what types of information are 
confIden!Ial betw~en. wo!ker and inmate, what types of information should be 
shared WIth .other mstitutIOn personnel, and what types of information can properly 
be .c?mmumcated to others outside the institution. Outside workers should agree in 
wrItmg to respect these policies. (See related standard 2-4120) 

2-407~ The instit~tion s~st.ematicany determines its personnel requirements in all 
categories o~ an ongomg basIS ID order to ensure inmate access to staff -and availability of 
support serVices. (Important) 

DISCUSSION: Determination of staff requirements should not depend solely on in­
m~te population. W orkload rat~os should also reflect factors such as legal re­
qUIrements, ~oals to .be accomplIshed, character and needs of inmates supervised, 

. a~d ~ther dutIes reqUIred of staff. Staff workloads should be sufficiently low to pro-
VIde mmates access to staff and effective service. (See related standard 2-4034) _ 

2-4~!3 . Ther~ is ~ f~rmula .used to ~etermine the number of persons needed to staff key 
pos!tlOns In the IDstitu~on which conSiders, at a minimum, regular days off, annual leave, 
holIdays and ~verage Sick leave. (Essential) 

DI~CUSSION: Positions in .the institution which require staffing for more than one 
ShIft and/or more. t.han fIve days per week should be budgeted for the additional 
staff needed: ~ddltI~I?-al factors ~hich may be included in a formula are days off 
duty for trammg, mIlItary leave tIme, and other factors specific to the institution 
and the jurisdiction. 

2-4074 The ~arden/sup.erintendent can document that the vacancy rate of staff positions 
that are authOrized to be filled and work directly with inmates does not exceed an overall 
average of 10 percent during any 18 month period. (Essential) 

DISCUSSION: S~aff turnover is a chronic problem in the corrections field. 
Warden~/superIntendents of c~rrectional institutions should take the necessary 
ste~s. to msure that a pool or ~egI~ter of eligible candidates is available in order that 
pOSItIons that wo~k dI~ectl~ WIth mmates ~uch as custodial, counseling, teachers, in­
s~ructors, chaplams, lIbrarIans, etc. be fIlled or a minimum of vacancies exist. A 
hIgh v~cancy rate can have an adverse effect on institution programs. Position 
vacanCIes that are f~ozen ~y legislative or fiscal controls imposed by a central agency 
shou~~ not b~ consld~red m the 10 percent vacancy rate. In instances when unusual 
condItIons eXIst causmg an excessive number of vacancies, the warden/superinten­
dent s~ould document the reasons and notify the central agency of the number of 
vacancI~s .co~pared to auth?rize? positi.ons and potential problems that may result. 
The notIfIcatIOn should be m wrItmg WIth a copy available at the institution. 

17 



PERSONNEL 

. d f r rovisional appointments to ensure the 2-4075 Written policy and procedure P:ol~ fe eO :r part-time work in emergency situa­availability of personnel for short-term, u - 1m , 
tions. (Important) 

, irements ~hould be modified to allow 
DISCUSSION: Civil service or, ~en~ Syst;_~~~q~r short-te;m personnel needed d~ring 
for the employment of addltIona pa,r t 0 ulations and other emergency sItua­
vacation periods, times of excess resld~I?- PalPbasl's sho'uld meet minimum specified . th hired on a provlSlon 
tlOns. However, o~e . t nnd should not replace permanent person-education and expenence reqUlremen s, a 
ne!. 

2-4076 The institution maintains a current, accura c, a t nd confidential personnel record 
on each employee. (Essential) 

h em 10 ee should contain the following in-. 
DISCUSSION: A per~~nnel re~o,~~ fn ea~catio~' :eference letters; appropriate results 
formation, at a mmImum:, 1m Ia ~~P, of training and experience; wage and 
of employment investigatIon; venfICatIOn

l 
t' . I'ncI'dent report. and commenda-. '. ' b performance eva ua lon, , , t 

salary mfo~m~tI?n, JO, , This information should be relIable, accura e, 
tions and dIsclplmary actIons, If adn

y
, h . Id b confidential. (See related standard and current. All employee recor s s ou e 

2-4062) 

rovision for employees to challenge infor-2-4077 Written policy and procedure. make p t d or removed if it is proven inaccurate. mation in their personnel file and have It correc e 
(Essential) 

'tted to review their personnel file to see that 
DISCUSSION: Employees should be, p~rffil, racies Written procedure should 
't' current and to check for omISSIons. or maccu . 
I IS 'd' nCles specify means for correctmg Iscrepa . 

. f written ~mnual performance review of 2-4078 Written policy and procedu~e p,{0v~:e . o::d is reviewed and discussed with the all employees, which is based on defme cn ena 
employee. (Essential) 
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. hould be a continuous and ongoing pro-
DISCUSSION: Effe~tive pe~formanc~~e~Ie~b~ ective and based on specific job criteria 
cess, To be effectIve, reVIews ShOUd ~l J I developed criteria and performance 
and explicit performance standar s: ~ar y d unbiased evaluation reports of an 
standards provide a b~sis for con~Istenh a~d be completed at least annually. The 

1 , ork A wntten evaluatIon s ou 
::~:~y~~ :h; evaiuation should be discussed with the employee. 
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TRAINING AND STAFF DEVELOPMENT 

Note: For the purpose of the following standards, training should be defined 
as an organized, planned, and evaluated activity designed to achieve specific 
learning objectives through classroom or closely supervised on-the-job train­ing. 

2-4079 Written policy and procedure provide that the institution's training programs for 
all employees are specifically planned, coordinated, and 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 institution, Therefore, a supervisory level staff member should be 
selected to maintain continuity and ensure cooperation in the training function. The 
training plan should include pre-service and in-service training curricula for the 
various subcategOries, with specific timelines for completion of each training unit. 
The plan should consider the physical characteristics of the institution, its overall 
mission, and the types of offenders served. 

2-4080 The individual coordinating the training and staff development program has 
received specialized training for that position. At a minimum, full-time training personnel 
should have completed a 40 hour training-foratrainers course. (Essential) 

DISCUSSION: The development of correctional staff, whether it is achieved through 
the institution's training program or through an academy or central training unit, is 
an important responsibility of the administration, Only trainers with specialized 
training should develop and direct the training program, although other specialists 
can be used to instruct in specific areas, 

2-4081 There is an advisory training committee composed of the institution')s training 
officer and representatives from various institution departments. (Essential) 

DISCUSSION: An advisory training committee should be established to keep the 
warden/superintendent advised of training procedures, and needs for facilities and 
equipment. The committee also should provide the warden/superintendent an 
assessment of the components of the training program. 

2-4082 The advisory training committee develop!,. a training plan for the institution, 
meets at least quarterly to review progress and resolve problems, maintains a written record 
of its deliberations, and reports to the warden/superintendent. (Essential) 

DISCUSSION: The advisory training committee should be responsible for ensuring 
that the institution's training plan is carried out. To ensure continuity, it should 
meet at least quarterly, on a scheduled basis, and provide for the taking of minutes. 

19 



TRAINING AND STAFF DEVELOPMENT 

2~4083 The institution's training and staff development plan provides for an ongoing 
formal evaluation of all pre-service, in~serviCe, and specialized training programs, with a 
written report prepared annually. (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. Input should be sought from the trainees, 
supervisors, and inmates. 

2-4084 Library ami reference services are available to complement the training and staff 
development program. (Essential) 

DISCUSSION: Staff training programs require employee access to library services. 
Reference materials should be available and readily accessible. If materials are not 
available, arrangements should be made to acquire them from other facilities, e.g. a 
criminal justice clearinghouse. 

2-4085 The training and staff development program uses the resources of other public 
and private agencies, private industry, colleges, and libraries. (Important) 

DISCUSSION: The institution should explore and draw upon outside resources for 
guidance and assistance in conducting its training program. College and university 
faculty may be of assistance in developing training courses and curricula, and in 
formulating techniques for evaluating the staff development program. Other agen­
cies, such as the National Institute of Corrections, military establishments, large 
corporations and state libraries may provide assistance, materials, and equipment. 

2-4086 Space and equipment required for the training and staff development program is 
available. (Essential) 

mSCUSSION: Facilities for the training and development program should be easily ac­
cessible to the staff, free from distracting noise or inmate observation, and large 
enough to accommodate 20-30 employees for classroom instruction. Separate loca­
tions should be provided for firearms and gas equipment training and for physical 
training. Equipment should be provided for audio-visual presentations. Other 
equipment should include, at a minimum, firearms, gas equipment, and ammuni­
tion. 

2-4087 The budget includes funds for reimbursing staff for additinnal time spent in 
training or for replacement personnel required when regular personnel are off duty for train­
ing purposes. (Essential) 

20 

DISCUSSION: It is not always practical to release correctional officers for training 
during duty hours. Funds, therefore, should be available to compensate them for 
time spent in training. When officers are taken off the job for training, there should 
be sufficient funds to pay replacement personnel. 

---------~---- -----------
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Summary of Orientation and Minimum Training Hours 

The following description of general job categories should be used in determining minimum training requirements as outlined in 
standards 2-4088 thru 2-4094. Contract or part-time employees should receive training similar to that of full-time employees in 
their particular category and pertinent to their role in working with inmates. 

TITLE 

(2-4089) 
CLERICAL/SUPPORT 
(Minimum contact): 

(2-4090) 
SUPPORT (regular or 
daily contact): 

(2-4091) 
PROFESSIONAL SPECIALIST: 

(2-4092) 
ALL CORRECTIONAL 
OFFICERS: 

(2-4093) 
ADMINISTRATIVE/MANAGE­
MENT PERSONNEL: 
(Additional Training) 

(2-4094) 
EMERGENCY UNIT STAFF: 

POSITION 

Secretaries, Clerks, Typists, PBX Operators, Computer 
and Warehouse Personnel, Accountants, Personnel Staff 

Food Service, Indu,stry Work Supervisors, Farm Work 
Supervisors, Maintenance Work Supervisors 

Case Managers, Counselors, Social Workers, 
Psychologists, Teachers, Librarians, Medical Personnel, 
Chaplains, Recreational Leaders 

All staff assigned to full-time custodial and/or security 
posts 

Wardens/Superintendents, Deputy or Assistant 
Wardens/Superintendents, Business Managers, Person­
nel Directors, Case Manager Supervisors, Unit Managers, 
Shift Supervisors 

Members of emergency or confrontation units 

• May be part of 1.20 hours of on,·1he-job training required in first year as correctional officer 
•• May be part of 40 hours annual training required of all correctional 9fficers 

:'J 

Prior to First Year 
Job On the Job 

40 16 

40 40 

40 40 

40 120 

40 

il 

Each Year 
Thereafter 

16 

40 

40 

40 

40 
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TRAINING AND STAFF DEVELOPMENT 

2-4088 Written policy and procedure provide that all new full-time employees recieve 40 
hours of orient&tion/training prior to being ind~pendently assigned to a particular job. This 
orientation/training is to include, at a minimum, orientation to the purpose, goals, policies 
and procedures of the institution and parent agency; working conditions and regulations; 
responsibilities and rights of employees; and an overview of the correctional field. Depend­
ing upon the employee(s) and the requirements of the particular job, the orientation/training 
may include some preparatory instruction related to the particular job. There are provisions 
for acknowledging and giving credit for prior training received. (Essential) 

DISCUSSION: None. (See related standard 2-4174) 

2-4089 Written policy and procedure provide that all clerical/support employees who 
have minimal contact with inmates receive an additional 16 hours of training during the first 
year of employment and 16 hours of training each year thereafter. (Essential) 

DISCUSSION: Clerical and support personnel who are not in continuous contact with 
inmates should be given orientation to the policies, organization, structure, pro­
grams, and regulations of the institution and parent agency as well as task orienta­
tion relative to their particular job assignments. Ongoing trai'ling during subsequent 
years of employment enable employees to sharpen skills and keep up with changes in 
operational procedures. (See related standard 2-4174) 

2-4090 Written policy and procedure provide that all support employees who have 
regular or daily inmate contact receive an additional 40 hours of training during their first 
year of employment and an additional 40 hours of training each subsequent year of employ­
ment. (Essential) 

DISCUSSION: Food service, industrial supervisors, and other support personnel who, 
as a part of their job requirements, have day to day contact with inmates should 
receive specialized training to supplement their particular area of expertise. These in­
dividuals should be familiar with policies and procedures of the institution, plus the 
basic rules of inmate supervision and security. Ongoing training during subsequent 
years of employment enables employees to sharpen skills and keep abreast of 
changes in operational procedures. (See related standards 2-4174 and 2-4210) 

2-4091 Written policy and procedure prOvide that all professional specialists employees 
who have inmate contact receive an additional 40 hours of training during their first year of 
employment, and an additional 40 hours of training each subsequent year of employment. 
(Essential) 

22 

DISCUSSION: Case managers, chaplains, teachers, medical personnel, etc., all have 
received considerable training and education in their field prior to qualifying for a 
particular position. However, they should receive orientation and training relative to 
the policies, procedures and regulations of the institution, as well as specific training 
in their area as it relates to an institutional environment. Ongoing training during 
subsequent years of employment enables employees to sharpen skills and keep 
abreast of new developments in their respe~tive fields, as well as changes in opera­
tional procedures. (See related standards 2-4174 and 2-4210) 

i 
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TRAINING AND STAFF DEVELOPMENT 

2-4092 Written policy and procedure provid th 
additional 120 hours of training dUlring th . f' e t at all new correctional officers receive an 
hours of training each subsequent year o/Ir I~S year of employment and an additional 40 
the following areas: emp oyment. At a minimum this training covers 

(Essential) 

Security procedures 
Supervision of inmates 
Use of force regulations and tactics 
Report writing 
I~mate rules and regulations 
R!ghts and responsibilities of inmates 
FIre and emergency procedures 
Firearms training 
Key control 
Interpersonal ~elations 
SOcial/cu~tur~llife styles of the inmate population 
CommuDIcatIon skills 
First aid. 

~ISCUSSION: Since the duties of correctional ff . 
tIonal operations their training should b 0 lce~ fr~quently Involve most institu­
subseq,uent years' of employment enabl e comp[e enSlve. <?ngoing training during 
abreast of changes in 0 erati I es emp oyees to sharpen skills and keep 
2-4196, 2-4285, 2-4346 ~nd 2~~~~rocedure. (See related standards 2-4096,2-4174, 

2-4093 Written policy and procedure pro ·d th I .. 
r~ceive an additional 40 hours of training durI~geth ~t ;.1 ~dlDIDIstrative and managerial staff 
tIonal .40 hours of training each subsequent eel: IrS year of empl.oym~n~, and an addi­
followmg areas, at a minimum. gen I y ar 0 employment. TIllS trammg covers the 
employee-management relations. ·the i::e~ac~anagement and related subjects; labor law; 
and .relationships with other se";ice agencies. (~s~!::~Oents of the criminal justice system; 

DISCUSSION: Administrative and man . I f 
enables them to respond effe~tively to ager~~ st~ f should receive training that 
parent agency, the employees, and the c~~m~~~~.and to deal effectively with the 

2-4094 When there is an emerp"nc ·t· . 
assigned officers have one year o{~xp~~: ' written pob~y and pr~cedure provide that all 
hours of training, that they receive 40 Ito ce as a correctional officer, ~hich includes 160 
assignment, which may b,e part of the fi ~rs of rel~v~nt emergency unit training prior to 
hours of the 40 hours of annual training b:spye~;. trl~mmlg (160 hours), and that at least 16 
(Essential) eCI Ica y re ated to emergency unit assignment. 

DISCUSSION: As knowledge of handlin em '. 
cies are creating emergency units s~ t~rgency ~;tuatlOns increases, many agen­
units", and the like. Members of ' m~ lmes c ed ."squa~s", "confrontation 
them to implement new kIlowleJh:s:~:I:S sh~uld recelv~ traming that wiiI enable 
followed in hostage situations (Se~ relatedecthmdqueds, 2to mclude procedures to be 

. . san ar s -4092 and 2-4211) 
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TRAINING AND STAFF DEVELOPMENT 

2m4095 All part-time staff receive formal orientation appropriate to their assignments 
and additional training as needed. (Essential) 

DISCUSSION: Part-time staff need orientation to institutional rules, security, and 
operational procedures. Training for part-time staff enables them to keep informed 
and up-to-date with changes in operations as well as policy and procedure. 

2m4096 Prior to assignment to a post involving possible use of a firearm, all personnel 
authorized to use firearms receive appropriate firearm training; this training covers the use, 
safety, care, and constraints involved in the use of firearms. All authorized personnel are re­
quired to demonstrate competency on at least an annual basis. (Mandatory) 

DISCUSSION: Staff authorized to use firearms require thorough training in their use, 
safety, and care. A specific curriculum should be established that includes individual 
and group instruction by competent authorities. Instructions should include training 
regarding the limited conditions under which the use of firearms would be con­
doned; this training should be comparable to the police constraints or regulations of 
that particular jurisdiction. (See related standards 2-4092 and 2-4186) 

2-4097 All personnel authorized to use chemical agents are thoroughly trained in their 
use and in the treatment of individuals exposed to the chemical agent. (Mandatory) 

DISCUSSION: Chemical agents, if not properly used and handled, could result in 
serious injury. A special curriculum should be established that includes both in­
dividual and group instruction by competent authorities. Personnel from the 
military, the Federal Bureau of Investigation, and the state and local police could 
provide the instruction. 

2-4098 All security and custodial personnel are trained in approved methods of'self­
defense and the use of force as a last resort to control inmates. (Essential) 

DISCUSSION: It is sometimes necessary to use physical force to control and/or move 
inmates. All security and custodial personnel should be trained in the techniques by 
which this can be done with minimal harm and discomfort to the inmates and staff. 

2n4099 Written policy and procedure encourage employees to continue their education. 
(Important) 

DISCUSSION: Employees who wish to continue their education should be given the 
opportunity to do so. Every effort should be made to coordinate educational ac­
tivities with staff responsibilities. The institution's training and staff development 
program should promote and support employee participation in outside workshops, 
seminars, and other formal educational programs. 

2-4100 The institution encourages staff participation in criminal justice and alUed pro­
fessional associations and activities on a local and national level. (Important) 
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TRAINING AND STAFF DEVELOPMENT 

DISCUSSfON: Membership and participation . .. I· . 

~~~~nft;~i~~~n~t:.:~: ~~~;r::~~uf'ne{:~E~a~~~t~~~nb~~;1f i~~~;: 
fIeld, and to further their knowledge and skills. ,0 rna e contn utlOns to the 

2-4101 The institution provid d" t . 

:j~t~~~~:npgo~::~;ved professi;::' :~~~~::::v:e~~::r~n:~:~ ::i::!~[::~:~~~::I::::I:~: 
DISCUSSION: Outside training and educ-ation I . 
insight into the treatment and mana ~mento p~ograms may I?ro~Ide.new ideas and 
c.ourage participation in these activiti;s, includfn~n;:::::~· T~~ I~stItutlOn should en­
tlOnal professional organizations Adequate funds f th ~rs Ip III state, local and na­
ed in the budget. . or IS purpose should be includ-
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MANAGEMENT INFORMATION AND RESEARCH 

. . t s and research are often approved and 

:;~;!:::~:::;~::';=:. ~:e:: or central office. Institution '::'::!:~ 
ment and staff should participate in the ~on~uct of these programs w 
directed at operational and program obJectIves. 

Management In/ormation Systems 

d s an organized system of in-
2-4102 The instituti~n contri:utes .to, ~::tf:~:r~o~:~n u::erall research and decision-
for~ation sto~tage, lrett~vleeVtaol'b~~h ::::::~ and operational needs. (Essential) 
making capaci y, re a I 

. r t ms facilitate decision making, research, 
DISCUSSION: Management mforma Ion sys e outside in uiries. They also help ensure 
and ti~ely responses i.o of~nt;.r .ne~~~~:rfective use~f resources. These functions 
protectIOn of t~e pub lC an. ~ .lclen restate-wide correctional system. If the 
often are pro~lded by a dIvISIon of a l~i~e these functions, the institution should 
parent correctIOnal agency does not prko d hould provide them with adequate 
assign selected personnel to these tas s, an s 
training. 

. . h' h· art of the management in-
2-4103 When there is direct a~cesds !o I~~~:ap~::i~ tl: t~: :ecurity requirements of tbe 
formation system, aU staff are trame m a 
system. (Essential) 

DISCUSSION: Written policy should specify those persons who have direct access to 

the information system. 

. h . . I 'ustice and service 
2-4104 The institution or its parent agency cOllabor:te~~I~. ~I(:~~~rtant) 
agencies in information gathering, exchange, and stan ar Iza 10 • 

. . '1' 1 to efficient and effective manage-
DISCUSSION: System-wid~ colla~O~atI~~;~ ~~1 s~~~dardized and shared information. 
ment. The key to effective co a or e avoided or reduced by exchange of in-
Duplic~tionwofh~lff?trt; a!1dpCoOrSttasn~~~:t ~:t~utions share information, it is also vital 
formatIOn. 1 ells 1m . f d d 
that they respect the confidentiality and pnvacy of of en er recor s. 

. . . d f"f of its criteria for evaluating 
2-4105 The institution has specifIc, ~rItten e ml Ions 
overall institutional performance. (Essential) 

DISCUSSION: The institution shoul~ develop standard evaluation criteria which con-
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MANAGEMENT INFORMATION AND RESEARCH 

sider the nature of events to be counted, the categorization of behaviors and degrees 
of seriousness to be included, and the duration of the follow-up period. Its system to 
measure the degree of internal order should include, but not be limited to the follow­
ing: escape rate; the frequency and number of assaults on staff; group disturbances 
by inmates; assaults and homicides by inmates; weapons and/or illegal drugs found; 
and, major and minor disciplinary actions. When management data concerning of­
fenders is compiled, it should allow for categorization by age, sex, race, offense, and 
prior record. 

2-4106 The warden/superintendent receives, at least quarterly, reports and summaries of 
the characteristics, movement and status of the inmate population from those responsible 
for the information system and research programs. (Essential) 

DISCUSSION: Quarterly reports and summaries of the characteristics, movement, and 
status of the inmate population enable the warden/superintendent to allocate 
resources, and supervise and classify inmatC3 more effectively and efficiently. Ap­
pointment of a single director to be responsible for the information system and 
research efforts may facilitate the reporting procedure. 

2-4107 A written evaluation of the effectiveness of the overall information system, as it 
relates to the management of the facility, is prepared at least annually. (Essential) 

DISCUSSION: In order to determine the overall effectiveness of the management in­
formation system, the warden/superintendent should have the opportunity to com­
ment on and make recommendations relevant to the system's usefulness. 

Research and Evaluation 

2-4108 The institution or parent agency supports and engages in research activities rele­
vant to its programs. (Important) 

DISCUSSION: Research can assist the institution in establishing goals, objectives, and 
plans for the future. Controlled experiments, evaluations, and policy research can 
contribute to new knowledge and thereby more efficient and effective institution 
operations, conservation of resources, and increased public safety. The institution 
or parent agency should seek financial support for research from private and public 
funding agencies. 

2-4109 Institutional programs are periodically analyzed and evaluated to determine their 
contribution to the mission of the institution. (Essential) 

DISCUSSION: Institutional programs should be clearly defined in terms of their objec­
tives, cost, and relation to overall institution philosophy and goals. Periodic pro­
gram analyses and evaluations assist in the identification of productive and non-
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MANAGEMENT INFORMATION AND RESEARCH 

productive programs, determination of needed changes, and indication of the n~ed 
for reordering priorities. (See related standard 2-4019) 

2-4110 Written policy and procedure governing the conduct of research in the institution 
comply with state and federal guidelines for the use and dissemination of research findings 
and with accepted professional and scientific ethics. (Important) 

DISCUSSION: Persons doing research in the institution should be informed of all 
policies relating to their research, particularly those dealing with the confidentiality 
of the information obtained. Research results should be made available to the 
warden/superintendent for review and comment prior to publication or dissemina­
tion. 

2-4111 The warden/superintendent reviews and approves all institutional research 
projects in conformity with parent agency policy prior to their implementation. (Essential) 

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

2-4112 Written policy and procedure provide that the warden/superintendent encourage 
and use research conducted by outside professionals. (Important) 

DISCUSSION: Because of time and personnel constraints, it is impractical for most 
correctional institutions to carry out internally all research needed. They should, 
therefore, contract responsible outside professionals to conduct needed research. 
Often participation in research activities will be solicited by other public agencies. 

2-4113 Operational personnel assist research personnel in carrying out research and 
evaluation. (Important) 

DISCUSSION: A partnership between operational and research personnel is required 
to determine research needs, establish priorities, and assist in design, data collection, 
assessment, and evaluation. 

2a~U14 Written policy and procedure govern voluntary inmate participation in 
nonmedical, nonpharmaceutical and noncosmetic research programs. (Essential) 

28 

DISCUSSION: Prospective research programs should be examined by a qualified 
review board of at least three members. To be approved for implementation, 
research programs should show relevance and potential benefits to the facility, pro­
gram, and inmates, and no potentially harmful or negative effects. All participation 
by inmates should be on a noncoercive and fully voluntary basis. (See related stan­
dard 2-4314. 
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RECORDS 

2-4115 "Vritten policy and procedure over 
~re ~ot limited to these areas: establishme;t. uti~zca~e ~ecord m~na~ement and include, but 
tlOn, and, a schedule for retiring or destroying. a!~on, content, PrIvacy; security; preserva­
cedures are reviewed annually. (Essential) mac Ive case records. These policies and pro-

DISCUSSION: The orderly recordin man 
the efficiency and effectiveness o!~ervic a~e~ent, and maintenance of data increase 
and offenders. Case records facilitate thee Ie Iv~ry t? the courts, release authorities, 
of programs. p annmg, Implementation, and evaluation 

2-4116 The institution maintains a cu I· 
file tha~ incJ?des, but is not limited to th:~ ~:Ive ~~se history on each inmate in a master 
a~d t~eIr rationale for the decisions; dates on e;sb Imp~rtant events; significant decisions 
stitutlOnal adjustment. This master file is I ':. ~c services were rendered; and inmate in-

pace ID a secure location. (Essential) 
DISCUSSION:. Data recorded in the case file ro . ... 
per~<;>nnel WIth a basis for evaluatin· P VIde adffiIrustratIve and supervisory 
verIfied and maintained in .lccorda; HlIl';~e progress. All data in the file should be 
regarding security and confldentialityce (WSI aPIPlicdable state and federal regulations 

. ee re ate standard 2-4125) 

2-4117 The contents of case record .d .. 
Iished format. (Important) s are I entifled and separated according to an estab-

DISCUSSION: Prescribed means for identif . 
re~ords assist staff in locating informationYI!lg f~?d separating the contents of case 
fYIng gaps in information. ~,m 1 mg reports properly, and in identi-

2-4118 Written policy and . 
(Essential) procedure proVide for current and accurate master f.1 

I es. 

DISCUSSION: Since current records and ' . 
current records should be audited a ~a~~er fIle are usually kept on each inmate 
transferred to the master file is perlO lca~ly to ensure that all informatio~ 
should review these records the f accurate. Wntt~n guidelines should specify who 
the review. ,requency of reVIew, and method for documenting 

2-4119 There is a single master ind ·d . . 
institution. (Essential) ex I entJfYlDg all inmates committed or assigned to the 

DISCUSSION: Staff should ma;:ltain 
mates who are on the grounds' te an u~ito-date master index identifying all in-
who have escaped. Informati~n :;:;~~an r ~ff the grounds, in a satellite unit, or 

e s a us and whereabouts of each inmate 
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RECORDS 

should be readily available to administrative and supervisory personnel so that 
security and control can be maintained, and when appropriate, accurate informa­
tion provided outside agencies. 

2-4120 Case records are safeguarded from unauthorized and improper disclosure. 
(Essential) 

DISCUSSION: An inmate's constitutional right to privacy can be violated· if case files 
are improperly disseminated. The institution should establish procedures to limit ac­
cess 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 crimlnal justice purpose. Written guidelines should regulate inmate access to 
records. (See related standard 2-4071) 

2a4121 The administration uses a consent form which complies with applicable federal or 
state regulations. The inmate signs a "Release of Information Consent Form" prior to the 
release of information as required by statute or regulation and a copy of the form is main­
tained in the inmate's case record. (Essential) 

DISCUSSION: The confidentiality and protection of information pertaining to in­
mates is required by law. Where statutorily required, judicial, law enforcement, cor­
rectional and social service authorities involved with the case should be supplied in­
formation without consent forms being required. The "Release of information Con­
sent Form" may include these items: name of person; agency or organization re­
questing information; name of institution releasing information; specific informa­
tion to be disclosed; purpose of the information; date consent form was signed; 
signature of the inmate; and signature of employee witnessing the inmate's 
signature. 

2-4122 Written policy and procedure provide that when an inmat!! is transferred from 
one institution to another, the inmate's updated case file is simultaneously transferred, or 
transfened within 72 hours. (Essential) 

DISCUSSION: Continuity of correctional programming requires that the staff of one 
institution have the benefit of a complete cumulative case record developed at other 
institutions. This procedure should also include the transfer of medical files. (See 
related standard 2-4320) 

2-4123 Written policy and procedure govern inmate access to information in their case 
record. (Essential) 

DISCUSSION: Consistent with applicable statutes which set forth procedures and con­
ditions for review of case records and files, inmates should have access to available 
material. Exceptions should be based on possible harm to the inmate or others. 

2-4124 The institution maintains a daily report of inmate population movement. 
(Essential) 
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DISCUSSiON: Accurate and current' f . 
are in the institution, their names ~~:~:tlOn should. be kept on how many inmates 
:rovement sheets should detail th~ numb s, ~d hOUSIng assignments. Official daily 

ay and the Count at the close of the d er an types of admissions and releases each ay. 

~-4.125 Policy and procedure ro' d h 
~~~!~~~s a:: identified, safegua~e;~r:~ :~~:~~~~~~~d~:;~t by various units within the 

r proper recordkeeping. (Important) Improper use and meet all re-

DISCUSSION: Inmate records k t' . 
conform to standards estabIish~ ;~r ~~nous dep~rtments of the institution should 

e master fIles. (See related standard 2-4116) 

~-412~ Written policy and procedur . 
109 of mmate time in conformance wit: :;:~~~~:eo;:~e tccurate computation and record-

a u es and regulations. (Essential) 
DISCUSSION: A vital element for th . . 
and ~ecording of any good time ea:n~~~~c~rated In~ate is the accurate computation 
contlI~ual and accurate record of the in tIm~ f~rfelted. Case files should provide a 
propnate parties should accompany an m~te s tIme. Prop~r notification to all ap-

y c anges reflected In the record. 
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PHYSICAL PLANT 

indicated to existing institutions, renovaw 

Note: These standards apply, as t t· n New construction is defined 
tions, additiOhn.s hantdh/ofrl.:~wpr~::~:r~Sa;;r~~ed after January 1, 1982. 
as that for w IC e 

2-4127 Existing, renovation, addition. subdivided into units of not more than 
Institutions of more than 500 n~mates are nd tbe number and variety of person-

500 inmates each which are staffed by a ~mt ma:age~:dial supervision needed for each unit. 
nel required to provide the program servIces an cus 

(Essential) 
. ates ermit programs to be conducted on a 

DISCUSSION: Units of 500 or less mm . . p affecting inmates to be made by those 
smaller, more manageable scale and decl~:on~ould be semi-autonomous as related to 
personnel who know t~em best. ~uch u~ s s and intra-institution classification, and 
matters within the umt, counselIng serVIces 
custodial supervision. (See related standard 2-4160) 

2-4128 Existing, renovation, addition, n.ew pl~r::, does not exceed the rated bed capacity 
Tbe population assigned to housmg urn 

of the facility. (Essential) . . 
Tt should be examined to determme Its 

DISCUSSION: The original plan for. the fa~l.l ~ construction, the latest blueprints or 
rated bed capacity. If remodeled smce ongm 
plans for inmate housing should be used. 

2-4129 Existing, renovation, a~Idition, new Pl~:~esigned for single'occupancy which has 
Only one inmate occupies a roo~ :r. ce tes spend no more tban 10 hours per day 

a floor area of at least 60 square feet, proVl emma d there are at least 80 square feet of 
locked in. Wben confinement exceeds 10 hours per ay, 
floor space. (Important) 

. d for humane care. Single cells or rooms 
DISCUSSION: The institution. should provl eonalize living space. Less personal living 
provide privacy and e';1able mm~es ~o pe~rograms and activities available to them 
space is required for Inmates w 0 ave 
through the institution. 

2-4130 Existing, renovation, addition,. ~ew pla~~e following facilities and conditions: 
Each room or cell has, at a mlmmum, 

Sanitation facilities, including access to 
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PHYSICAL PLANT 

Toilet above floor level wbicb is available for use without staff assistance 24 
bours a day; and 
Wasb basin witb hot and cold running water 

A bed at above floor level, desk, books or closet space, chair or stool 
Natural light 
Documentation by an independent, qualified source tbat 

lighting is at least 20 footcandles at desk level and in tbe personal grooming 
area; 
circulation is at least 1f) cubic feet of outside or recirculated filtered air per 
minute per human occupant; 
temperatures are appropriate to tbe summer and winter comfort zones; and 
noise levels do not exceed 70 decibels in daytime and 45 decibels at night. 

DISCUSSION: Sensory deprivation should be reduced by providing variety in terms of 
space, surface textures and colors. Natural lighting should be available either by cell 
or room windows to exterior or from a source within 20 feet of the room or cell. The 
bed :-)hould be elevated from the floor and have a clean, covered mattress with 
blankets provided as needed. Suggested temperatures are 66 to 80 degrees 
Fahrenheit in the summer comfort zone, optimally 71 degrees, and 61 to 73 degrees 
Fahrenheit in the winter comfort zone, optimally 70 degrees. 

2-4131 Existing, renovation, addition, new plant (minimum security only) 
Wbere used, multiple occupancy rooms house no less than three and no more 

than 50 inmates each who are screened for suitability to group living prior to admission. 
Multiple occupancy rooms are continuously observed by staff and provide tbe following 
facilities and conditions: 

A minimum floor area of 50 square feet per occupant in tbe sleeping area and a 
clear floor to ceiling height of not less tban eight feet 
Toilet and sbower facilities at a minimum of one operable toilet and sbower for 
every eight occupants 
One operable wash basin with bot and cold running water for every six occupants 
Single beds only 
Access to a locker or private storage space for each occupant 
Natural light 
Documentation by an independent, qualified source that 

(Important) 

lighting is at least 20 footcandles at desk level and in tbe personal grooming 
area; 
circulation is at least 10 cubic feet of outside or recirculated filtered air per 
minute per occupant; 
temperatures are appropriate to tbe summer and winter comfort zones; and 
noise levels tbat do not exceed 70 decibels in daytime and 45 decibels at 
night. 

DISCUSSION: Where multiple occupancy housing cannot be avoided, as in dormi-
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tories, or where it is used in minimum security conditions as a preferred living situa­
tion, the number of inmates rooming together should be kept as low as possible. All 
inmates placed in multiple occupancy housing should be carefully screened by the 
classification committee or other authorized group prior to assignment. Chairs and 
tables should be provided either in the sleeping area or dayroom for reading and 
writing. (See related standards 2-4152, 2-4401, and 2-4405) 

2-4132 Existing, renovation, addition, new plant 
Minimum security institutions, or minimum security areas within larger institu-

tions provide individual rooms with key control shared by the occupants and staff, or con­
tinuous access to toilet and shower facilities and hot and cold running water, including 
drinking water. Rooms also provide the following facilities and conditions: 

A minimum floor area of 60 square feet 
A bunk at above floor level, desk, hooks or closet space, r.hair or stool 

Natural light 
Documentation by an independent, qualified source that 

lighting is at least 20 footcandles at desk level and in the personal grooming 

area; 
circulation is at least 10 cubic feet of outside or recirculated filtered air per 

minute per occupant; 
temperatures are appropriate to the summer and winter comfort zones; and 
noise levels do not exceed 70 decibels in daytime and 45 decibels at night. 

(Essential) 

DISCUSSION: Housing units for minimum custody inmates can and should be con­
structed economically. Individual rooms are preferred to dormitory type construc-

tion. 

2-4133 Existing, renovation, addition, new plant 
When males and females are housed in the same institution there are separate 

sleeping quarters. (Important) 

DISCUSSION: None. (See related standard 2-4331) 

2-4134 Existing, renovation, addition, new plant 
There are two identifiable exits in each inmate housing area and other high densi-

ty areas to permit the prompt evacuation of inmates and staff under emergency conditions. 

(Mandatory) 

DISCUSSION: Emergency exits should be provided to ensure safety of inmates and 
staff. Such exits should lead directly to a hazard free area, where adequate supervi­
sion can be provided. (See related standards 2-4168, 2-4169, and 2-4172) 

34 

, 

\ 

\ 

\ 
\ 

\ 
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2-4135 Existing, ren?vation, addition, new plant 
The segregation housing units roved Ii . . . 

of the general inmate population. all exce;.. I e vI~g condItIOns that approximate those 
ing units provi,:!e the following f~cmties an~o::n~~i~:::rIY documented. Segregation hOlls-

Single occupancy rooms or cells with fI 
Sanitation facilities, including access t: oor area of at least 80 square feet 

above-floor toilet facilities avail bl f . hours per day; a e or use without staff assistance 24 

hot and cold running water 
Natural light 
A bunk at above floor level, desk or writing space and stool 
Documentation by an independent qual·f· d " . ' I Ie source that 

bghtmg is at least 20 footcandl t d I area; es a esk evel and in the personal grooming 

;irculation is at least 10 cubic feet of fresh or purified air per minute· 
::pe:at~res are appropriate to the summer and winter comfort zones: and 

Ise eve s do not exceed 70 decibels in daytime and 45 decibels at :ight. 

(Important) 

DISCUSSION: None. (See related t d d ment Inmates) san ar 2-4130 and standards in Special Manage-

2-4136 Existing, ren.ovation, addition, new plant 
The segregation rooms permit inm t . the same housing unit and have doors hi 'ha es as.slgned to t~em to converse with others in 

(Essential) w c permit observatIOn by staff. 

DISCUSSION: Although inmates rna T b h· pop\~lationt they should be allowed ~o t~f t YSIC~IY . separated !rom the general 
housmg unit or to staff members Total' I t? ot er mmates assIgned to the same 
is not an acceptable practice whe ISO ~ Ion as punishment for a rule violation 
clear and substantiated evide~ce an nde fXlclePdtlOns occur, they should be justified by 

u y ocumented. 

2-4137 Existing, renovation 
There is a separate day room I " .. ing unit. (Essential) elsure Ime space for each general popu!ation hous-

DISCUSSION: Day rooms equivalent to .. 
should he available to all inmates for r ~. mmlm??I of 35 square feet per inmate 
be provided which may also be used ~~r m~,. wntm~ or ta?le games. Tables should 
cells/rooms are not to be considererd d dmm/

g
l· pucu!atlOn corridors in front of 

dard 2-4158) ay room eIsure tIme space. (See related stan-
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2-4138 Existing, renovation 
Space outside the cell or room is provided for inmate exercise. (Essential) 

DISCUSSION: Indoor and outdoor exercise areas should be secure and available to all 
inmates. Exercise space is not a walkway or a "bull pen" area in front of rooms or 
cells. (See related standards 2-4156, 2-4157, and 2-4232) 

2-4139 Existing, renovation, addition, new plant 
In institutions offering academic and vocational training programs, the 

classrooms are designed in cooperation with school authorities. (Essential) 

DISCUSSION: Space requirements which afford safe learning and mobility are 
necessary in both the eductional and vocational areas. (See related standard 2-4423) 

2m 4140 Existing, renovation, addition, new plant 
There is a visiting room or area for contact visiting and, if necessary, a visiting 

area for noncontact visiting, both of which provide a reasonable degree of privacy. 
(Essential) 

DISCUSSION: While security must be observed, some degree of privacy can enhance 
the value of visits for both the inmate and the visitor. There should be separate 
restrooms for inmates and visitors, both male and female. There should be ade­
quately designed space to permit screening and searching of both inmates and 
visitors. Space should be provided for the proper storage of visitors' coats, hand,. 
bags, and other possessions not allowed into the visiting area. (See related standard 
2-4383) 

2-4141 Existing, renovation, addition, new plant 
Space is provided for an inmate commissary or canteen, or provisions are made 

for a mobile commissary service. (Essential) 

DISCUSSION: An area should be provided near inmate housing quarters where in­
mates can purchase personal items. The size of the canteen should be commensurate 
with the size of the inmate population. When security considerations dictate, staff 
members may take movable carts to cell blocks instead. (See related standard 
2-4049) 

2-4142 Existing, renovation, addition, new plant 
If the institution has watchtowers, they are placed so that they permit an unob­

structed view of the grounds and perimeter and are equipped with the weaponry, lighting, 
sighting, and communications devices necessary for effective execution of their function. 
(Essential: maximum and medium security facilities only) 
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DISCUSSION: Security personnel assigned to both watchtowers and mobile patrol 
units should have and be trained in the use of appropriate equipment to prevent or 
deal with escapes and disturbances. Each watchtower or mobile patrol unit should 
have the following, at a minimum: appropriate weapons, searchlights, binoculars, a 
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PHYSICAL PLANT 

w~istle, pager, or other warning device, and an open channel of communication 
~~t~ other towers, mobile patrol units, and central control. Watchtowers should not 
sh p ~~e~ more Jhan 500 feet apart, should contain toilet and drinking facilities and 
2-%r86) ave a equate heat and ventilation. (See related standards 2-4096' and 

2-4143 Existing, renovation, addition, new plant 

based on P!::I:::: ~::~(:=!~r;.::g, dining ,area includes a space for food preparation 

~~~~~:~~N~fE;~luding the food ~torage ar~a, kitchen floor space should be the 

~~.r~=,::~ ~~~':~ ~~l:~~d;~~~eio~~ss::;::g~~:C~~~~~dst~~fct°~t~~~~~ici!~~ 
00 prepare . (See related standard 2-4249) 

I 

2-4144 Existin~, reno.vation, addition, new plant 

this space i~~~::e~s :::;:!:~:~::dIiJjnistrative, custOdial, professional and clerical staff; 
lobby and toilet facilities. (Essenti~S, employee lounge, storage room for records, public 

~~:~~:}~~ ~f::f;~OUld be provided for general administrative functions and for 

2-4145 Existi'!g,.reno.vation, addition, new plant 

security. C~::~~:::i~dg I=:::~t:~:~eb~~:~= !~~ad~S~:::~ 7::~: ~rovides ~r the~r safety and 
imum possible integration with the en I . elf use, an prOVIde the maxG 

and activities are accessible to handi:ap:~~ i~:~~~t~:';f~::~~P:~t~a~~~i~:~~~:s::::~ams 
DIS~~SION: Severely p~ys~cal1y handicapped inmates may be housed in s ecial 
fac~lt~s. Wh~enhthe .mStItutIOn accepts handicapped individuals, provision m~st be 
rna e or t elr ousmg and for their use of facility resources. 

2-4146 Existing, renovation, addition, new plants 
All parts of the facility which ar 'bl h . 

usable by handicapped staff and visitors. (I~::~::~) e to t e publIc are accessible to and 

~ISC~SS'1N: Section 504 ?f the Reh.abilitation Act of 1973 and the Architectural 

PI~~I:~~atl·cotnoofflt9h6e8, and l~plementmg regulations should be referred to in the im­
se reqUIrements. 

2-4147 Existin,gg renovation, addition, new plant 

implements~~~~~;::~~vided for janitor closets, which are equipped with a sink and cleaning 
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PHYSICAL PLANT 

DISCUSSION: Cleaning equipment and supplies should be stored in a supervised area 
accessible to inmates so that they can clean their living and activity area. 

2-4148 Existing, renovation, addition, new plant . 
There are storage rooms Sn the institution for clothing, bedding, and cleanmg 

supplies. (Essential) 

DISCUSSION: Space should be provided in the institution to store and issue clean 
clothing, bedding and -other supplies required for daily operations. 

2-4149 Existing, renovation, addition, new plant . . 
There is storage space available for the personal property of mmates. (Essential) 

DISCUSSION: Safe and secure storage is required to ensure accountability for per­
sonal property of inmates. 

2-4150 Existing, renovation, addition, new plant . 
Separate and adequate space is provided for mechanical equipmeilt. (Essential) 

DISCUSSION: Sufficient space should be provided for equipment needed for heating, 
ventilating, air conditioning, water supply, waste removal, electricity ~ communica­
tions, etc. In smaller facilities, space for this equipment should constItute no more 
than 12 percent of all floor space. In facilities of up to 100,000 square feet, about 
eight percent of all floor space should be allocated for this equipment. 

2-4151 Existing, renovation, addition, new plant 
There is a written plan for preventative maintenance of the physical plant which 

provides for emergency repairs or replacement in life threatening situations. (Essential) 

DISCUSSION: A specific plan for preventive maintenance impleme~t~d by qualified 
staff or maintenance professionals is necessary for safe and effICIent operatIOn. 
Regular care and inspection of equipment is essential. Institution personnel should 
notify their supervisors and submit work orders to maintenance personnel to take 
appropriate action when required. (See related standards 2-4033. 2-4171, and 
2-4203) 

2-4152 Renovation, addition, new plant 
Planning precludes the use of dormitories for inmate housing in maximum, close, 

or medium security institutions. (Essential) 
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DISCUSSION: Although the initial construction costs of single cell institutions may be 
high, there are several significant long:term advanta~es to .this type construction. 
Supervision costs are generally lower; sIr;tgle. cel~ housmg umts ar~ us~ally ~afer. ~or 
both inmates and staff; and single celled mstitutions are more fleXible m theIr abIlIty 
to accommodate different types of inmates. (Se~!related standard 2-4131) 
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PHYSICAL PLANT 

2-4153 Renovation, addition, new plant 
The institution conforms to applicable federal, state, and local building codes. 

(Essential) 

DISCUSSION: Often a state or local jurisdiction will license an institution; this licens­
ing indicates compliance with all building codes. In those cases in which a license is 
not issued, letters or certificates of compliance are acceptable. In the event the agen­
cy is not subject to local building codes, appropriate state or national codes will be 
applied to the institution. 

2 .. 4154 Renovation, addition, new plant 
There is documentation by an independent, qualified source that ventilation is at 

least 10 cubic feet of outside or recirculated filtered air per minute, per human occupant, for 
cell blocks and guard stations, and 20 cubic feet J!ller minute for eating halls. Lighting re­
quirements for the facility are determined by the tasks to be performed, interior surface 
finishes and colors, type and spacing of light sources, outside lighting, and shadows and 
glare. (Important) -

DISCUSSION: Mechanical ventilation may provide for recirculation of outside air ex­
cept where prohibited by codes. The outdoor air requirements may be reduced to a 
minimum of 33 percent of the specified required ventilation air quantity if adequate 
temperature control is provided, in addition to filtering equipment, so that the max­
imum allowable concentration of particles entering the space is reduced to accepta­
ble limits. In no case should the outdoor air quantity be less than five cubic feet per 
minute per person. Lighting requirements vary based on many factors. In keeping 
with conservative measures, lighting should not exceed 50 footcandles at work sta­
tions, 30 f00tcandles in work areas, and 10 footcandles in nonwork areas, unless 
specifically required by the task (e.g., surgery, drafting, food preparation, accoun­
ting, or close work.) 

2-4155 Renovation, addition, new plant 
There is documentation by a qualified source that the interior finishing material 

in inmate living areas, exit areas, and places of public assembly are in accordance with 
recognized national fire safety codes. (Mandatory) 

DISCUSSION: No institutional furnishings, ceilings, partitions, or floors should be 
constructed of foamed plastics or foamed rubber unless the fire performance 
characteristics of the material are known and acceptable. (See related standard 
2-4166) 

2-4156 Renovation, addition, new plant 
There is a separate indoor space for vigorous exercise in inclement weather; this 

space is no less than 60 X 100 feet with a ceiling height of no less than 22 feet. (Important) 

DISCUSSION: The indoor recreation space which is provided for indoor exercise and 
activity should be at least large enough to accommodate inmates who wish to lift 
weights, play basketball, do calisthenics, etc. 
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2-4157 Renovation, addition, new plant 
There is a minimum of two acres o!{utdoor recreation space for each inmate unit 

of up to 500 inmates; additional outdoor recreation space is provided at the rate of 90 square 
feet per inmate over 500. (Essential) 

DISCUSSION: Recreation opportunities provide healthful, relaxing activities for in­
mates, and create outlets for reducing tension. Recreation areas should contain 
space and equipment for track, weight lifting, baseball, handball activities, etc., to 
ptovide for a variety of interests. (See related standard 2-4458) 

2-4158 Addition, new plant 
There is separate dayroom/leisure time space for each general population hous­

ing unit containing 35 square feet of floor space per inmate exclusive of circulation corridors 
in front of cells/rooms. (Essential) 

DISCUSSION: Dayrooms should have enough floor space to allow for a variety of ac­
tivities, such as reading, writing, table games, and television. Circulation corridors 
in front of cells/rooms should not be included in computing dayroom area. (See 
related standard 2;.4137) 

2-4159 Addition, new plant 
Administrative segregation housing units are the same as those for the general 

population and have an area for indoor exercise outside the room or cell that has 35 squar~ 
feet of floor space per inmate requiring exercise. (Essential) 

DISCUSSION: Inmates in administrative segregation should have ample exercise space 
outside their cells or rooms since most jurisdictions permit inmates outside of the 
cell for at least one or two hours. (See related standard 2-4232) 

2-4160 New plants 
The institution is designed to accommodate no more than 500 inmates. (Essential) 

DISCUSSION: A correctional institution should be smail enough so that it can main­
tain security without excessive "regimentation, surveillance, and control equipment. 
An inmate population of no more than 500 helps ensure efficient administration and 
adequate attention to inmates' needs. When two or more institutions are planned for 
the same site, they may share central services such as power plant, utilities, central 
purchasing, warehousing, laundry, firehouse, food preparation, etc. (See related 
standard 2-4127) 

2-4161 New plants 
The institution is located within 50 miles of a civilian population center of at least 

10,000 ~eople, or minimally within one hour driving time of a hospital, fire protection, and 
public transportation. (Essential) 

40 

DISCUSSION: Proximity to a civilian population center is essential in order to aug­
ment the services provided directly by the institution, to provide greater recruitment 
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PHYSICAL PLANT 

~nd training opportunities for staff, to accommodate visitors, and to provide educa­
tIo~al and e?Iployment opportunities for inmates on work or study release. Nearby 
SOCIal agencIes, schools, colleges, universities, and hospitals are potentially valuable 
resources for a correctional institution. 
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SAFETY AND EMERGENCY PROCEDURES 

2-4162 There is doeumentation by an independent, qualified source that the institution 
complies with the applicable fire safety code(s). (Mandatory) 

DISCUSSION: Local or state fire codes must be strictly adhered to in order to ensure 
the safety and well-being of the inmates and staff. Reports of periodic inspections 
and action with respect to such reports must be available. In the event local and/or 
state codes are not applicable, the requirements of the National Fire Protection 
Association Life Safety Code, (current edition) apply. (See related standards 2-4164 

and 2-4172) 

2-4163 Written policy and procedure provide for a qualified fire and safety officer to 
routinely inspect the institution for compliance with safety and fire prevention standards, 
and for a review of this policy and procedure annually; tbere is a weekly fire and safety in­
spection of the institution by an administrative staff member. (Mandatory) 

DISCUSSION: All correctional institutions should provide the maximum degree of 
safety to protect both inmates and employees. Institutional inspections and reviews 
of policy and procedure permit correction of areas which may be potentially 
dangerous. (See related standards 2-4246 and 2-4255) 

2-4164 Written policy and procedure specify the institution's fire prevention regulations 
and practices. These include, but are not limited to the following: 

Provision for an adequate fire protection service 
A system of fire inspection and testing of equipment at least quarterly 
An annual inspection by local or state fire officials or other qualified person(s) 
Availability of fire protection equipment at appropriate locations throughout the 

institution. 
(Mandatory) 

DISCUSSION: The administration should plan and execute all reasonable procedures 
for the prevention and prompt control of fire. The use of national codes, such as the 
Life Safety Code, can help to ensure the safety of staff, inmates and visitors. 

2-4165 The institution has an automatic fire alarm and smoke detection system which is 
certified by an independent, qualified inspector trained in the application of national fire 
safety codes. If the institution dep~nds on a local fire department, the fire alarm system is 
connected directly to the local fire department. Whenever possible, all system clements are 
tested on a quarterly basis; adequacy and operation of the systems are certified by a state fire 
official or other qualified authority annually. (Mandatory) 
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DISCUSSION: Fire and/or smoke identification at the earliest possible moment is 
critical to fire control and fire fighting, as well as to the evacuation of staff and in-

SAFETY AND EMERGENCY PROCEDURES 

~a~:: ~~i~~c~~~e ;~~:1) inhalation and preserve life and health. (See related stan-

2-4166 Specif' f f h fire safety perfor::~~:~e:~i:e~::~c:;~h:n! ptUr.chlase 10f facility furnishings indicate the a ena sse ected. (Mandatory) 

~~:~~SSION: Fur~shings, mattresses, cushions, or other items of foamed plastics or 
high d r~bber, ~I.e.~ polyur~thane, polystyrene) may pose a severe hazard due to 

mate~~~ s~t~~ ~~t~~~j:~~~d t~u:::~fulo~~: !!~!~~d~v~~a~~: b~~~~:el~~se. Such 
use. It IS recommended that cotton mattresses treated with boric acid p chase or 
polyurethane mattresses should be removed. (See related standards 2-4~~5)sed. All 

;!!~~Is :::ti!:!~r~t~ac:~:::i::~ e::!p::: with nonc~mbustible receptacles for smoking 
throughout living quarters in the institution e~ cO~lbUStibl.e refuse at ~ccessible locations 
liquids and for rags used with flammable liq' .:ec~1l contamers are proVld~d for flammable 
and cleaned daily. (Mandatory) UI s. receptacles and contamers are emptied 

DIS~US.SION: The proper and safe containment of flammable materials 
samtatIOn of such containers are essential activities in fire prevention. and the 

;~~~:~t !~~!:e~:i:::~l::~t,s :n~:a~~~~=:~n~!I~s~~~e p:~:~::~~~~:~~:~~~~ntinuOUSlY 
~!:~~SSIO~: No ~atterr-0~erated e~ectric light, portable lamp or lantern should be 

d or prImary IllummatIOn of eXIts, but electric battery-operated lighting may be 
~ as an. emergency .source where normal lighting has failed, as defined in the 

of 
P Abl':'atlOnal Electrical Code. These requirements also apply to exits in buildings 
pu IC or common use. 

~;:.t~~nica~i!~!r:i!~t~~e~:::c~~ir:S::!t~l)essary to maintain essential· lights, power and 

DlSCUSSI?N: The inst~tution should have emergency power units either batter or 
~:~~~:enthto.pr~V1d.e essential lighting and to m"!ntain the life-sustaining f~nc­
(See relate~ sta~~r:r~t~~2~:)nd to contmue commumcations with outside interests. 
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l SAFETY AND EMERGENCY PROCEDURES 

2-4171 Power generators are tested at least every two weeks, and other emergency equip­
ment and systems are tested at least every quarter for effectiveness and are repaired or 
replaced if necessary. (Essential) 

DISCUSSION: Frequent checks of emergency equipment, such as standby lighting, 
batteries, power generators, fire fighting apparatus, communications systems and 
alarms, ensure their reliability in time of need. (See related standards 2-4151 and 
2-4164) 

2-4172 The institution has a written evacuation plan prepared in the event of fire or 
major emergency which is certified by an independent, outside inspector trained in the ap­
plication of national fAre safety codes. The plan is reviewed annually, updated if necessary, 
and reissued to the local fire jurisdiction. The plan includes the following: 

Location of building/room floor plans 
Use of exit signs and directional arrows for traffic flow 
Location of publicly posted plan 
At least quarterly drills in all institution locations 
Staff drills when evacuation of extremely dangerous inmates may not be in­
cluded. 

(Mandatory) 

DISCUSSION: The evacuation plan should also specify routes of evacuation, subse­
quent disposition and housing of inmates, and provision for medical care or hospital 
transportation for injured inmates and/or staff. Fire drills should include evacua­
tion of all inmates except when there is clear and convincing evidence that institu­
tional security is jeopardized. Upon such showing, actual evacuation during drills is 
not required, although staff supervising such inmates should be required to perform 
their roles/activity in quarterly drills. (See related standard 2-4134) 

2-4173 Written policy and procedure specify the means for the immediate release of in­
mates from locked areas in case of emergency, and provide for a back-up system. 
(Mandatory) 

DISCUSSION: The responsibilities of personnel in an emergency situation should be 
clearly defined. They should be aware of the location and identification of keys and 
be knowledgeable about all evacuation routes. Inmates should receive instructions 
concerning emergency procedures. A control station or other locations which are 
removed from the inmate living area are provided with reliable, manual means for 
releasing locks on swinging and sliding doors to permit prompt release of inmates in 
the event of fire or other emergency. 

2-4174 All institution personnel are trained in the implementation of written emergency 
plans. (Mandatory) 
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DISCUSSION: Review of all emergency plans should be an essential element of person­
nel training and retraining programs. New employees should be familiar with all 

SAFETY AND EMERGENCY PROCEDURES 

emergency plans prior to permanent work assignment. 

;;!~~~Stic'!t~!~'::afs~I~~:::a~;:;)edure govern the control and use of an flammable, toxic, 

DISCU~SIO:: Item~ suc~ .as lye, insecticide, antifreeze and denatured alcohol can 
cause . eat or s:nous InJury .. Provision should be made to ensure that inmates are 
neve~ .In posseSSIon of such Items unless they are under constant su ervision b 
qU~IfIed p:rsonnel. Such materials should be stored in secure areas t~at are ina y 
~~:::~~t~~nI.nmates, and a prescribed system should be 'Used to account for the~; 
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SECURITY AND CONTROL 

2-4176 There is a manual containing all of the procedures for institution security and 
control, and detailed instructions for implementing these procedures. This manual is 
available to all staff and is reviewed at least annually and updated if necessary. (Essential) 

DISCUSSION: The manual for institutional security and control should contain infor­
mation on inmate classification, physical plant inspection, inmate counts, weapons 
and chemical agent control, contraband, key control, tool and equipment control, 
cell equipment, emergency procedures, and inmate programs/activities. 

2-4177 The institution's perimeter is controlled by an appropriate means to provide that 
inmates remain within the perimeter and to prevent access by the general public without the 
appropriate authorization. (Essential) 

DISCUSSION: Maximum (or close) and medium security institutions usually require 
walls or fences, with buffer zones between the buildings and recreation grounds and 
the barrier. If two fences are used, they should be at least 10 feet apart, and one 
should be imbedded in concrete for its entire length. Most minimum security institu­
tions rely on single fences, or no fences at all, using various combinations of 
mechanical surveillance devices (electronic, pressure, sound or laser systems) and 
mobile patrols to ensure a safe perimeter. 

2-4178 There is surveillance of all areas adjacent to tbe perimeter of the institution. 
(Essential) 

DISCUSSION: A surveillance plan helps to ensure greater security for the institution. 
It should reflect surveillance needs based on institution size and the degree of securi­
ty required. Operative surveillance can be maintained through the use of watch 
towers, mechanical surveillance devices, mobile patrols or some combination of 
these techniques. Some technical systems operate on electronic, pressure, or sound 
detection basis. Lighting should be sufficient to provide visibility under all condi­
tions; there should be no blind spots. 

2-4179 Safety vestibules and sally ports constitute the only breaches in the institution 
perimeter security. (Essential-maximum and medium security facilities only) 

DISCUSSION: All pedestrian and vehicular entrances and exits to the institution 
should be via sally port arrangements. These should be operated remotely from the 
watchtower. Where possible, vehicular and pedestrian entrances should be located 
near each other to reduce the ground-level staff required to check vehicles and 
visitors and to avoid the dispersal of fence openings. 

2-4180 Pedestrian and vehicular traffic should enter and leave at designated points in the 
perimeter. (Essential-medium and minimum security facilities only) 
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D~S<?USSION: Although there may be less need f . . 
nurumum security institutions there is still th or ~hYSICal barners in medium and 
All staff, inmates and visitors'should b e nee to control admission and exit. 

e aware of entry and exit points. 

2-4181 The institution . t . 
(Essential) maID aIDs a contrCllI center to provide order and security. 

DISC~SS~ON: A central control is essential f' . . 
murucatIons functions. The control or IntegratIng vanous security and com-
access to it should be limited The ce~te~ should be staffed around the clock and 
sibility for inmate counts, ke; cont~~n ~~d center sho~d !ll0nitor and take re;pon­
ternal and perimeter security network' It hthel~oOrdInatlOn of the institution's in­
center for the institution The cont . I s ou serve also as the communications 
various systems: fire alar~ public a~~ center should monitor the operation of 
teletype, computer terminal' surveillanc;esf' smoke tknd ther~al detection, radio 
other mechanical and electrical systems (Sa armls'twda and penmeter lighting, and 

. ee re a e standard 2-4164) 

2-4182 Written polic d 
(Essential) y an procedure provide that staff regulate inmate movement. 

DISCUSSION: All inmate movement from one I . 
trolled and supervised by staff in th . t ocatlOn to another should be con-
dividual and group inmate moveme~:~oeres~ ~f order, control, and expedience. In­
also req~ire staff control and supervision a~ rom work ~nd program assignments 
a~countIng for movement without beid master pa.ss list for each day assists in 
dIscharge participation in program activit!s~O restnctlve and burdensome as to 

2-4183 The institution has a system to h . . 
countability for inmates assigned to work a ~ y:lcall~ count IDmates; it includes strict ac­
proved, temp9rmry absences. (Essential) n e ucatIonal release, furloughs, and other ap-

DISCUSSION: There should be at least on . 
scheduled so that they do not conflict .~~nm~t~ count per shift. Counts should be 
procedures. The officer responsible fo;11 . a~tI.vI!y programs and normal operating 
be provided up-to-the-minute informarmam alru1!g the I?aster count record should 
work assignment changes admissions tlo~hre~ardI.ng all Inmate housing moves and 
be instituted to allow for' human error 0 AIt oSPltaI: etc. Adequate checks should 
counted for in the master count All t' Inmates In legal custody should be ac­
explained in writing. . emporary absences from the facility should be 

~-4.18~ Written policy and procedure over . 
InstitutIOn and from one jurisdiction to an

g 
th n t(hEe tra~sportabon of inmates outside the 

o er. ssentIal) 

DISCUSSION: Policies and procedures sho ld b d . 
~o e~sure the well-being of inmates staf~ e eSlgne~ to gu~rd ~gainst escape and 
~ng Inma~es should emphasize safety and's~~~lthe publIc. Gu~delInes for transport­
Involved In transporting inmates The' n r d be made avaIlable to all personnel 
use of restraints. . InS I U Ion should have policies governing the 
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SECURITY AND CONTROL 

2-4185 Written policy and procedure provide that instruments of restraint, such as hand­
cuffs, irons, straight jackets, and the Jike~ are never apPU2d as punishment, and are applied 
only with the approval of the warden/superintendent or designee. (Essential) 

DISCUSSION: Instruments of restraint should only be used as a precaution against 
escape during transfer, for medical reasons, by direction of the medical officer,and 
to prevent inmate self-injury, injury to others or property damage, and should not 
be applied for more time than is a.bsolutely necessary. (See related standard 2-4312) 

2-4186 Written policy and procedure govern the use of firearms, to include the foUowa 
ing: 

Weapons are subje't~M. to stringent safety regulations and inspections. 
Except in emerg£JlIcy situations, empioyec§ carrying fire~rms are assigned only to 
watchtowers, gun walks, mobile patrols, or other positions that are inaccessible 
to inmates. 
Employees supervising inmates outside the institution perimeter follow pro~ 
cedures which specify methods for ensuring the security of weapons. 
Employees are instructed to use deadly force only after other actions have been 
tried and found ineffective, unless the employee believes that a person's life is im­
mediately threatened. 
Employees on duty use only firearms issued by the institution and use them only 
when directed by or authorized by th~ warden/superintendent or officer in 
charge. 

(Mandatory) 

DISCUSSION: In order to reduce the risk of firearms falling into the hands of inmates, 
institution personnel who spend most of their time in direct personal contact with in­
mates must not carry firearms. Use of firearms in transporting Inmates or in outside 
work assignments requires officers who are trained in the handling and use of 
firearms. (See related standard 2-4096) 

2-4187 The institution has facilities for the safe urJIoading and reloading of firearms. 
(Essential) 

DISCUSSION: An area should be designated for the unloading and n~loading of 
firearms for both institutional personnel and visiting law enforcem~:ut offkers to en­
sure that this process presents the least possible danger. 

2-4188 Written policy and procedure govern the availability, 1!ontrol, and use of 
firearms, ammunition, chemical agents and relate/I! security devices, and specify t.he level of 
authority required for access to and use of security devices. Chemical agents ar~used only at 
the direction of the warden/superintendent or designe:~. (Essential) 
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DIS(;uSSION: Designated staff should determine, based on an analysis of the physical 
plant, and number and profile of the inmate population, what firearms, chemical 
agents, and other security devices (such as shields, batons, helmets, gloves, body 
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SECURITY AND CONTROL 

protectors, etc.) the institution needs. Written policies and procedures should specify 
the level of authority required for access to and use of security devices. Chemical 
agents should be used only at the direction of the warden/superintendent or 
delegated subordinate. 

2-4189 Firearms, chemical agents and related security equipment are stored in a secure 
but readily accessible depository outside inmate housing and activity areas, an~ are inven­
toried at least monthly to determine their condition and expiration dates. (Essential) 

DISCUSSION: The institution should maintain an arsenal for the secure storage and 
maintenance of all its firearms, ammunition, chemical agents, and other security 
devices. The arsenal should be located outside the inmate housing and activities 
area. Written policy should specify who has access to the arsenal. 

2-4190 Written policy and procedure provide that the institution maintains a written 
record of routine and emergency distributions of security equipment. (Essential) 

DISCUSSION: A written record detailing who receives security equipment and what 
equipment they receive is necessary to establish responsibility and accountability for 
its use. 

2-4191 Written policy and procedure require that personnel discharging firearms, using 
chemical agents or any other weapon, or using force to control inmates submit written 
reportS to the warden/superintendent or designee no later than the, conclusion of the tour of 
duty. (Essential) 

DISCUSSION: All instances involving the discharge of firearms and use of chemical 
agents should be documented to establish the identity of personnel and inmates in­
volved and to describe the nature of the incident. 

2-4192 Written policy and procedure provide for searches of facilities and inmates to 
control contraband. (Essential) 

DISCUSSION: The control of weapons and contraband in an adult correctional in­
stitution is a security measure. The institution's search plans and procedures should 
include the following: 

Unannounced and irregularly timed searches of cells, inmates, and inmate 
work areas 
Frequent search and careful supervision of inmate trustees 
Inspection of all vehicular traffic and supplies coming into the institution 
Use of metal detectors at compound gates and entrances into cell blocks 
Complete search and inspection of each cell prior to occupancy by a new in­
mate. 

The search plan should provide for the following: 
Avoidance of unnecessary force, embarrassment or indignity to the inmate 
Use of nonintensive sensors and other techniques instead of body searches 
whenever feasible 
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Conduct of searches no more frequently than necessary to control contra­
band or to recover missing or stolen property 
Respect of an inmate's right to any property authorized by institutional 
regulations 
Use of only those mechanical devices absolutely necessary for security pur­
poses. 

(See related standard 2-4344) 

2-4193 Written policy and procedure provide tbat manual or instrument in~pection of 
body cavities is conducted only when there is reason to do so and whe~ authonzed by the 
warden/superintendent or designee. This inspection is conducted in pnvate ~y health care 
personnel or correctional personnel trained by health care personnel. (Essential) 

DISCUSSION: None. 

2-4194 Written policy and procedure provide that visual inspection of inmate body 
cavities is conducted based on a reasonable belief that the prisoner is c~rryi~g contraban~ or 
other prohibited material. The inspection is conducted by trained staff 1D pnvate. (Essential) 

DISCUSSION: None. 

2-4195 The policy regarding searches for the control of contraband ~s published, made 
available to staff and inmates, reviewed at least annually, and updated If necessary. 
(Essential) 

DISCUSSION: Knowledge that there is a comprehensive and f~ir pl~n for se~rches can 
inhibit inmate traffic in contraband. Staff should be traIned m effective search 
techniques that offer protection for both staff and inmates from bodily harm. 

2-4196 Written policy aDd procedure govern the control and use of keys. (Essential) 

DISCUSSICN: The key control system should provide a current accounting of the loca­
tion and possessor of each key. All keys should be issued from. a central control 
area, and a log should be used to record the number of each key gIven out, the loca­
tion of the lock, the number of keys to that lock, and the nam~s of all emplo~ees 
possessing the key. Keys should be stored in a manner that pernuts easy determma­
tion of either the presence or absence of keys. Keys should be returned to the co~trol 
center daily. All keys should be numbered, and the institution should maintam at 
least one duplicate key for each lock. Fire and emergency keys should be color­
coded and marked for identification by touch. Inmates should not possess keys 
other than those to living quarters or work assignments, when appropriate, and to 
personal lockers. 

2-4197 Written policy and procedure govern the control and use of tools, culinary and 
medical equipment. (Essential) 
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SECURiTY AND CONTROL 

DI~CUSSION: Tools and utensils such as hacksaws, welding equipment, butcher 
kruves and barber shears can cause death or serious injury. They should be locked in 
control panels and issued in accordance with a prescribed system. Provision should 
be ~ade for checking tools and utensils in and out, and for the control of their use at 
all times. 

2-419~ Written policy and procedure govern the use and security of institution vehicles. (Essential) 

DISCU~SION: Motor vehicles on the grounds of a correctional institution represent 
~otentIal means for escape. Written policies and procedures should state the condi­
tIo~s under which inmates may drive vehicles. Responsibility and keys for certain 
vehIcles may be assigned to specific staff, but the pool of vehicles should be con­
trolled by one Person. 

2-4199 Written policy and procedure govern the use of personal vehicles for official pur­
poses and inclUDe provisions for insurance coverage. (Essential) 

DISCUSSION: The use of personal vehicles for official purposes should be governed 
by written policy that specifies the conditions for their use and the limits of institu­
tion liability. 

2-4200 There are written orders for every custodia~ post which are reviewed annually and 
updated if necessary. (Essential) 

DISCUSSION: Written orders should specify the duties of each post and the pro­
cedures ~o ~e f?llowed to carry out the assignment. This written description provides 
for contmmty m the event of personnel changes. Copies of the post orders should be 
available for all employees. 

2-4201 ~ritten policy and procedure provide for personnel to read the appropriate post 
order e~ch tIme they assume a new post and that they sign and date the post order. 
(EssentIal) 

DISCUSSION: This procedure ensures that all personnel assigned to a post, either per­
manently or temporarily, are familiar with the responsibilities and requirements of 
the post. Personnel should understand completely what is expected of them. 

2-4202 Written poUcy and procedure provide for line supervisory staff to patrol every 
area of the institution daily, including holidays and weekends and submit a daily written 
report to an administrative official for review. (Essential) , 

~ISCUS~ION: Line ~upervisory staff should visit and inspect every area of the institu­
tion daIly, mclu~mg weekends and holidays. Matters requiring further attention, 
such as staff and mmate concerns, faulty, unsafe or dirty conditions etc. should be 
reported in writing to the appropriate official for review and furth~r action. 
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2-4203 Written policy and procedure require the chief security officer to inspect at least 
weekly, and report in writing, all security devices needing repair or maintenance. (Essential) 

DISCUSSION: There should be a scheduled maintenance procedure to ensure that all 
bars, locks, windows, doors, and other security devices are fully operational. 
Emergency keys should be checked at least quarterly to make sure that they are in 
working order. Results of all inspections should be submitted in writing to the chief 
executive officer and/or the officer in charge of security. (See related standard 
2-4151) 

2-4204 Written policy and procedure require that th~ warden/superintendent or 
designee, the chief custodial officer, the chief medical officer or health staff designee, 
and/or other department heads inspect the institution's living and activity areas at least 
weekly. (Essential) 

DISCUSSION: Many inmates may be inhibited by the formal interview system in which 
inmates are scheduled to meet with the warden/superintendent and other ad­
ministrators and managers. Therefore, arrangement should be made for inmates to 
have informal access to key staff. This objective can be achieved through staff visits 
to the housing units, work areas, school, recreational areas and other areas in the in­
stitution where inmates can be contacted during the day or evening. 

2-4205 Written policy and procedure provide that no inmate or group of inmates is given 
control or authority over other inmates. (Essential) 

DISCUSSION: The institution administration has legal authority over inmates which 
cannot be delegated to other inmates. 

2-4206 Written policy and procedure restrict the use of physical force to iestances of 
justifiable self-defense, protection of others, protection of property, and prevention of 
escapes, as a last resort and in accordance with appropriate statutory authority. In no event 
is physical force justifiable as punishment. A written report is prepared following all uses of 
force and is submitted to the administrative staff for review. (Mandatory) 

DISCUSSION: Correctional personnel should be prepared to justify their use of 
physical force. In no case should force be considered justifiable as punishment or 
discipline. 

2-4207 Written policy and procedure require that custodial staff members maintain a 
permanent lo~ and prepare shift reports that record routine, emergency situations and 
unusual incidents. (Essential) 
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DISCUSSION: Adequate supervision of inmates requires development of a formal 
system for recording routine and emergency situations involving inmates. Each 
custodial officer in each housing unit on each shift should maintain detailed records 
of pertinent information regarding individual inmates and groups of inmates. These 
records should be compiled daily by the chief custodial officer and submitted for 
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SECURITY AND CONTROL 

review to the warden/superintendent. 

2-4208 Written policy and procedure oro'd th I 
receive an immediate medical examination ·~-';dVlt e t at a I persons injured in an incident 

rea ment. (Mandatory) 

DISCUSSION: In all instances involving the use of a . 
mediate medical examination and treatment should bweapo~ °dr chemIcal age~t, im­
all staff and inmates involved. e reqUIre for the protectIOn of 

2-4209 There are written procedures regard· . 
nually and updated if necessary. (Essential) 109 escapes whIch are reviewed at least an-

~~~~f~~ON: Specifi~ procedures that can be used quickly when an escape occurs 
prompt ;e~~~~n~v~~a~~~ t~s~ Peer:~nnel. Procedures s~ould include the following: 

~mployees; impl~mentation of ~ pred:~~~:~e~~~1e~~:~n~~~~iC;:;?:~I~;~ion of 
orcement agenCIeS, community groups d' t d.' awen-

circulars for distribution and mailing.' :nd 1Df~reste medIa; preparation of escape 
notification of all who were previousl; al~rte~ t~rt~:~~~~~~f the escapee, prompt 

2-4210 There &re written plans th t Of 
threaten institutional security, inclu;i::e~~~ pr~c~d~res to be ~ollowed in situations which 
bances, and taking of hostages. These I~ns ar no Imded ° to, rIOts, hung~r strikes, distur­
and reviewed and updated at least ann:ally. (~=:::o~)lIlable to all appbcable personnel, 

DISCUSSION: The plans should design t th 

~~~~~:~r:~~~~e:e ~~~t:!iCh authori~i:s a~;e~~d~~e~h:~~d ~~ t~oi~f~~~~~~s~~~ 
The plans presuppose reguf:; i:

d e~~~~ shoU:d b.e done after the i~ci~ent is queUed. 
necessary to implement the proc~ures ~~d 'l1amte~a~e of speCIalIzed equipment 

:~: ~~i~:;nH;ls:~!als~~e ~~ic~ person~e~ s:;~:~~~ein~o~~!~ f:~~r:;o~~~~~fo~~~ 
related standards '2-4090, 2-.ro91~ ~~sd~~~~~}or the safety of their patients. (See 

2-4211 Where there is a special unit of em I . . 
those employees are selected and evaluated p oy~es to ass~st 10 the event of disturbances, 
training in methods of negotiation and con~~CnOtrdt~ng to (I wntten criteria and receive special 

a Ion. mportant) 

DISCUSSION: A small unit of selected I h 
methods of confrontation and negotia~:~ o~~es s ould receiv~ spe~ial training in 
restore order, with minimum dama . ~ purpose of ~hIS urnt should be to 
members should be selected carefully a~eci t~!i;~~klrh as P~ssible. Therefore, unit 
duties. Their performance evaluation should ~ ~n ~ per ormance o.f .these special 
the.special duty. The unit should be activated O~l ase upon the specIfI.c aspects of 
deSIgnee. (See related standard 2-4094) y by the warden/supermtendent or 

" '~.-" r 
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. d for continuing operations in the event of a 
2-4212 There is a w~tten pl~n th~~ P:e~':/:hiS plan are available to all supervisory per­
work stoppage or other J~b adcttio~. mili:rize themselves with it. (Essential) 
sonnel, and they are reqUire 0 a . . 

. f r maintaining essential services is crucIal. ThIS 
DISCUSSION: A contmgency plan .0 law enforcement agencies, such as the 
plan might involve agreements wI~h ~ther 'ntendent should attempt to ensure the 
state police. Additionally, the war en

h 
sUd~r~ot participate in the job action. 

safety and well-being of employees w 0 

. d for a communications system in urgent, 
2-4213 Written policy and procedure p~~ t~ns within tbe institution and between tbe 
special or unusual incide~ts, or eme~gency SI ai, 
institution and commUl?ty. (Essential) 

.' h n conventional means of communication, 
DISCUSSION: In emergency sItua~on~~ ~a~lity has available walkie-talkies, and/~r a 
such as telephones, are dlsrupte , t 'tt or other independent mechamcal 
radio base station,. re~eive~s, and transm~n:~~ constant contact with the outside 
means of commumcatlon, m order to m 'n areas which are subject to severe 
community. In institutio~s that are l~ca:!~s of voice communications should be 
storms,. torna?oes or hurncan.~s, a(~:: r~lated standard 2-4170) 
maintamed WIth the commum y. 

54 

, , 
\ 

'j 

\ 
\ 
i 

\ 
\ 
i 

SPECIAL MANAGEMENT INMATES 

Note: Segregation is the generic term used to encompass administrative 
segregation, protective custody, and disciplinary detention (See Glossary 
DefinitioJ). 

2-4214 Written policy and procedure provide for tbe operation of segregation units for 
tbe supervision of inmates under administrative segregation, protective custody and 
disciplinary detention. (Essential) 

DISCUSSION: The classification committee or warden/superintendent, in an emergen­
cy, may place in administrative segregation an inmate whose continued presence in 
the general population poses a serious threat to life, property, self, staff or other 
inmates, or to the security or orderly running of the institution. While in ad­
ministrative segregation as a result of behavioral problems, inmates should be pro­
vided with programs conducive to their well-being; however, access to programs is 
not to be interpreted as an entitlement to all programs or privileges afforded the 
general population. An inmate pending investigation for trial on a criminal act, or 
pending transfer, can also be placed in administrative segregation. This segregation 
may be for relatively extensive periods of time. 
Inmates requesting or requiring protection from the general population may be 
placed in protective custody and should be allowed to participate in as many as 
possible of the programs afforded the general population, providing this does not 
impose a threat to the security of the institution. Care should be taken to ensure that 
inmates do not see placement in protective custody as desirable. Each case should be 
reviewed frequently with the goal of terminating the separate housing assignment as 
soon as possible. 
The disciplinary committee may place inmates with serious rule violations in 
disciplinary detention only after an impartial hearing, and when other available 
alternative dispositions are inadequate to regulate an inmate's behavior within ac­
ceptable limits, and when the inmate's presence in the general inmate population 
poses a serious threat to the orderly operation or security of the institution. Removal 
of an inmate from the general inmate population and for a short period of time is an 
accepted correctional procedure and is used in the control and management of 
behavior. (See related standards in Inmate Rules & Discipline) 

2-4215 The warden/superintendent or sbift supervisor can order immediate segregation 
wben it is necessary to protect the inmate or otbers. Tbis action is reviewed witbin three 
working days by the appropriate committee. (Essential) 

DISCUSSION: The appropriate committee will either be the disciplinary or classifica­
tion committee, depending on the type of segregation used. 

2u4216 Written policy and procedure specify tbat inmates are placed in disciplinary 
detention for a rule violation only after a bearing by tbe disciplinary committee. (Essential) 
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DISCUSSION: None. (See related standard 2-4354) 

2-4217 Written policy and procedure provide that inmates are placed in administrative 
segregation only after a hearing before the warden! superintendent or shift supervisor, 
classification committee, or other standing committee specifically designated for this pur-

pose. (Essential) 

DISCUSSION: Placement in administrative segregation should be preceded by the in­
mate receiving notice of the intended placement, appearance at the hearing, and an 
opportunity to present his or her case to the hearing officers. 

2-4218 Written policy and procedure provide for a review of the status of inmates in 
administrative segregation and protective custody by the classification committee or other 
authorized staff group every seven days for the first two months and at least every 30 days 

thereafter. (Essential) 

DISCUSSION: The classification committee should review the status of every lnmate 
who spends over seven continuous days in administrative segregation. The hearing 
should determine whether the reasons for initial placement in the unit still exist. If 
they do not, the inmate should be released from the unit. Provision should be made 
for the inmate to appear at the hearing, and the results of the review should be com-

municated to the inmate. 

2-4219 Written policy and procedure specify the review process that is used to release an 
inm~te from administrative segregation. (Essential) 

DISCUSSION: An inmate should be released from administrative segregation by ac­
tion of the appropriate committee having jurisdiction of the inmate's placement in 
this status, or the reviewing officer and! or the watch commander with later review. 
Based on the review, an inmate should be released from this special housing unit and 
either returned to the general inmate population and assigned a program or trans-

ferred to another institution. 

2-4220 Written policy and procedure provide that admission to the segregation unit for 
purposes of protective custody is made only when there is documentation that protective 
custody is warranted and no reasonable alternatives are available. (Essential) 

DISCUSSION: Protective custody should be used only for short periods of time, except 
when an inmate needs long-term protection, and the facts are well documented. 
When an inmate consents to protective custody it should be fully documented with a 

consent form signed by the inmate. 

2-4221 Written policy and procedure provide that all inmates in segregation are provided 
prescribed medication, clothing that is not degrading, and access to basic personal items for 
use in their cells, unless there is imminent danger that an inmate or any other inmate(s) will 
destroy an item or induce self-injury. (Essential) 
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DISCUSSION: Inmates in segregation should b . . . 
sonal hygiene as well as items such as e proVIded ~a.slc ltems needed for per-
ance with the goal of providing all inme~egl~SSeS and wrItmg materials. In accord­
tion inmates should be clothed like oth a ~s ecent and humane treatment, segrega­
for s~lf-protection, such as removal o~r ~~f:ets unless an adju.s~ment is necessary 
clothing adjustment should be justifi d . . . 0 prevent a sUICIde attempt. Any 
supervisor judges that there is immine~t dn wntm~ by an appropriate official. If a 
it to induce self-injury, the inmate may bea~ger .an ~~ate ~Ill destroy an item or use 
effort should be made to supply a subsft t epnve ~ the Item. In such cases, every 
use the item under the supervision of a I ufef/or these Item or to permit the inmate to n 0 Icer. ee related standard 2-4322) 

2-4222 Written policy and procedure provide th . 
deprived of any usually authorized item or f. at whenever an mmate in segregation is 
master file and forwarded to the chief ~tC IVItffy., a report of the action is made for the securl y 0 lcer. (Essential) 

DISCUSSION: The report should identif th . . 
been deprived of and the reasons for th e ~nmate, the Item or activity he!she has 
the chief securit; officer as soon as PCS:i~~tlOI~· ,!he report should be forwarded to 
of all inmate's personal items approval f;· thi clrcu!llstances warrant the removal 
vance from the warden!su erintenden r. s action ~hould be obtained in ad­
withheld longer than is nec~ssary to en t or :sI.gnee. ~o Item or activity should be 
the. s!aff and other inmates. In no cas:~~~ul~ lIlID:ate s safety an~ the well-being of 
actIVIty for the purpose of punishment. an mmate be deprIved of an item or 

2-4223 Written policy and procedure re . h . 
meals served to the general inmate pOPulat~Ulre(tMat Idnmates in segregation receive the same Ion. an atory) 

DISCUSSION: Deprivation of food h ld standard 2-4252.) s ou never be used as punishment. (See related 

2-~224 Written policy and proc~dure r ·d h' . tunIty to shave and shower at least thre Pt.OVl e t at mmates lD segregation have the oppor-
e Imes per week. (Essential) 

DISCUSSION: Inmates in segregation should h h . 
ceptable level of personal hygiene includ.. ~ve t e oppo:tumty to maintain an ac-
least three times per week unless the mg d Ie opportumty to shave and shower at 
If conditions permit the;e inmates :~Oprlodceb urbels present an undue security hazard. , u e a e to shower daily. 

2-4225 Written policy and proced . d . ding and linen, and for laundry . barb,:~:rov~ ~ f?r the Issue and exchange of clothing, bed-
on the same basis as inmates in the ener i .an aIr care services, for inmates in segregation 
when found necessary by the seni! Off~ mmat: population; exceptions are permitted only 
justified in writing. (Essential) lcer on uty, and are recorded in the unit log and 

DISCUSSION: None. 
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2-4226 Written policy and procedure provide that inmates in segregation are pr~vided 
the same opportunities for the writing and receipt of letters available to the general mmate 

population. (Essential) 

DISCUSSION' Letters should be delivered promptly. If any item consistent w~th t~e 
policy and ~rocedure is rejected, the inmate should be advised of the reason or t e 
rejection, and the item should be returned to the sender. 

2-4227 Written policy and procedure provide that inmates in segregati?n are ~rovided 
opportunities for visitation, unless there are substantial rea:!lons for wlthholdmg such 

privileges. (Essential) 

DISCUSSION: Every effort should be made to notify aPI?roved visitors of any restr~c­
tions on visiting. This procedure will avoid disappomtme~t and. l!nn~cessary I~­
convenience for visitors. If time allows, the burden of thIS notifIcatIOn may e 
placed on the inmate. (See related standard 2-4381) 

2-4228 Written policy and procedure provide that inmates in. ~isciplinary detention ar~ 
allowed limited telephone privileges, except for calls rela~ed speCifically t? access to th~ ~~ 
torney of record, unless authorized by th.e warden/supermtendent or designee. (Essentla 

DISCUSSION: Inmates in disciplinary detention ordinarily may be provided telephon~ 
rivileges. There should be only limited use of the telephone ~or e~ergency cal~s an 

~alls to and from designated practicing attorneys in connectIOn wIth prospectlve or 
pending litigation. 

2-4229 Written policy and procedure provide. t~at inmates in. administrative segregation 
and protective custody are allowed telephone pnvdeges. (Essential) 

DISCUSSION: None. 

2-4230 Written policy and procedure provide that inmates in segregation have access to 

legal materials. (Essential) 

DISCUSSION: To ensure legal rights, inmates in segregation shoul~ have access to 
both personal legal materials and to avai1ab~e legal r.eferenc.e materIals. R~asonable 
arrangements should be made to assist these mmates m meetmg court deadlInes. (See 
related standard 2-4326 and 2-4327) 

2-4231 Written policy and procedure provide that inmates in segregation have access to 

reading materials. (Essential) 
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DISCUSSION: In order to provide some activity, inmates in segregation ~hould be pro­
vided a sufficient quantity of reading materials and an opportumty to borrow 
reading materials from the institution library. 
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SPECIAL MANAGEMENT INMATES 

2-4232 Written policy and procedure provide that inmates in segregation receive a 
minimum of one hour per day, five days per week, of exercise outside their cells, unless 
security or safety considerations dictate otherwise. (Essential) 

DISCUSSION: Opportunities to maintain physical fitness are critical for inmates in 
disciplinary detention and administrative segregation because of the obvious limita­
tions on their movement. They should be provided the opportunity to exercise in an 
area designated for this purpose, with opportunities to exercise outdoors, weather 
permitting, unless security or safety considerations dictate otherwise. A written 
record should be kept of each inmate's participation, or lack of it, in the exercise 
program. Reasons for the imposition of constraints should be documented. (See 
related standards 2-4138 and 2-4222) 

2-4233 Written policy and procedure provide that inmates in administrative segregation 
and protective custody have access to programs and services that include, but are not limited 
to the following: educational services, commissary services, library services, social services, 
counseling services, religiOUS guidance, and recreational programs. (Essential) 

DISCUSSION: Inmates ill the administrative segregation unit should be allowed to par­
ticipate in institution programs to the same extent as the general inmate population, 
providing their participation is consistent with the safety and security of the institu­
tion and the community. They should also have the same opportunity to receive 
treatment from professionals, such as social workers, psychologists, counselors, and 
psychiatrists. 

2-4234 Written policy and procedure provide that staff members operating segregation 
units maintain a permanent log. (Essential) 

DISCUSSION: Admissions of all inmates to segregation units should be recorded with 
information on name, number, housing location, date admitted, type of infraction 
or reason for admission, tentative release date, and special medical or psychiatric 
problems or needs. The log also should be used to record all visits by officials who 
inspect the units or counsel inmates, all unusual inmate behavior, and all releases. 

2-4235 Written policy and procedure provide that inmates in segregation receive visits 
from the senior correctional supervisor in charge daily; members of the program staff upon 
request; and a qualified health care official daily unless medical attention is needed more fre­
quently. (Essential) 

DISCUSSION: Inmates in segregation are restricted from normal movement within the 
institution. It is imperative, therefore, that they are visited by key staff members 
who can ensure that their health and well-being are maintained. Every effort should 
be used to safeguard against emergency situtations going unnoticed. (See related 
standard 2-4031) 

2-4236 Written policy and procedure govern selection criteria, supervision and rotation 
of staff who work with inmates on a regular and daily contact basis in segregation units. 
(Essential) 
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stablished to supervise and evaluate th~ on-the­
DISCUSSION: Procedures should be e h k with inmates in segregatlon. Of-
job performance of all st~ff ~e~~e~s ~ c~~~feted their probationary pe~iod. Ad­
ficers assigned to these umts s ou . ~ for promptly removing ineffectlV~ sta~f 
ministrative procedures .. should eXlS d f rotation should be based on the mtensl­
members from these posItiOns. The nee or 
ty of the assignment. 

. e that a ersonal interview is conducted and 
2-4237 Written policy and procedu!~ pro:l~hOIO ist

P 
or psychiatrist when an inm~te re­

a written report is prepared by a quab~:d Pn~neme=t continues for an extended peflod, a 
mains in segregation bey~nd 3~ dai~~ast C;'ery three months. (Essential) 
psychological assessment IS ma ea. . 

ments are restricted in segregatlOn umts may 
DISCUSSION: Inmates whose m.ove other mental health problems. To ensure t?e 
develop symptoms of ~cute anxIety 0~010 ical assessment, including a personal 1~­
mental health ~f each mmate, a f~y~e ma~e of ea~h inmate whose confinement m 
terview and wntten report, shou (S 1 ted standards 2-4218 and 2-4354) 
one of these units exceeds 30 days. ee re a 
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FOOD SERVICES 

2-4238 There is documentation that the nationally recommended dietary allowance is 
reviewed by a registered dietician on at least an annual basis to ensure that the food 
allowances required for basic nutrition are met. Menu evaluations are conducted at least 
quarterly by institution food service supervisory staff to verify adherence to the established 
basic daily servings. (Mandatory) 

DISCUSSION: The institution should be able to document that its food service meets 
or exceeds the dietary allowances as stated in the Recommended Dietary 
Allowances, National Academy of Sciences. An institution that follows this system 
of dietary allowances, as adjusted for age, sex and activity, ensures the provision of 
a nutritionally adequate diet. Documentation of menus that are actually served is 
maintained on a quarterly basis as verification of providing a nutritionally adequate 
diet. The signature of a certified dietician on the menus indicates official approval of 
nutritional adequacy. 

2-4239 When required by statute, food products that are grown or produced within the 
system are inspected and approved by the appropriate government agency; there is a 
distribution system that ensures prompt delivery of foodstuff to institution kitchens. 
(Essential) 

DISCUSSION: Many correctional systems grow or produce a portion of their food. All 
such foodstuff should meet, or surpass, government inspection levels. The distribu­
tion system should ensure that the foodstuff is delivered when fresh and in R condi­
tion for optimum food service. 

2-4240 Written policy and procedure require that food service staff develop advanced, 
planned men(l~ and substantially follow the schedule; and that in the planning and prepara­
tion of all meals, food flavor, texture, temperature, appearance and palatability are taken in­
to consideration. (Essential) 

DISCUSSION: All menus, including special diets, should be planned, dated, and 
available for review at least one week in advance. Notations should be made of any 
substitutions in the meals actually served, and these should be of equal nutritional 
value. A file of tested recipes adjusted to a yield appropriate for the size of the facili­
ty should be maintained on the premises. Food should be served as soon as possible 
after preparation and at an appropriate temperature. Clinical diets should be ap­
proved by a registered dietician and documented accordingly. 

2-4241 Written policy and procedure provide for special diets as prescribed by 
appropriate medical or dental personnel. (Mandatory) 

DISCUSSION: Therapeutic diets should be available upon medical authorization. 
Specific diets should be prepared and served to inmates according to the orders of 
the treating physician or dentist, or as directed by the responsible health authority 
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. . . d be s ecific and complete, furnished in 
official. Medical diet p~escnptlOns shO~lrewritfen monthly. Special diets should be 
writing to the food ser~!;::e ma~at~~l~n conform as closely as possible to the foods kept as simple as possIble an s 
served other inmates. 

! rovide for special diets for inmat~s whose 2a4242 Written policy and proce~ur:elrgiOUS dietary laws. (Essential) 
religious beliefs require the adherence 0 .. d. t 

. roved by the chaplain. Rehglous Ie 
DISCUSSION: Religious dIets, ~hould be ar~e furnished in writing to the food sen:-
pre~criptjons should be specIfIC and comp.~ diets should be kept as simple as POSSl­
ice ~anager, and rewritten monthly. Spe~; I to the foods served other inr.:.1ates. (See ble and should conform as closely as POSSlD e 
related standard 2-4468) 

. d in food service management, supervises 2-4243 A full-time staff me~ber, expenence 
food service operations. (EssentIal) 

. Id have the resources, authority and respon-DISCUSSION~ This staff me~be~ s~ou com lete food service which inc1ude~ three 
sibility to provide for t~e. IllStI,tutlOn t Palatable and attractive, a~d WhICh are 
meals a day that are nutntIon~~y adeqtu:e:;~nable costs. Thl~ food serVIce ma~ager 
produced under sanitary condItions, a perience in food service managemen~. 
should have a minimum of three years ex 

vide for adequate health protection for all in-
2-4244 Written policy and proced~re pro d other persons working in the food service 
mates and staff in the in.stitution: and lOmates an 

with the following r~qUlrements. II 'nvolved in the preparation 
. I ination of al persons 

A preassignment medIca exam , . conducted to ensure freedom 
of food, and p~riodic exa.minati~:Ils t~::~f.~t::~e~s transmissible by food or uten­
from diarrhea, slrJn in.fecbons aILd 0 'th local requirements regarding restaurant sils' all are conducted 10 accordance WI "ty 

, . loyees in the commUDl . . 
and food sel'Vlce emp '. 'rl d by an outside agency or 10-

When the institu!io~'s food se~lces :~efi~~~i:n ethat th.e outside provider com-
dividual, the institutIOn has wrlUen .v ardin food service. 
plies w!th the state an? local regUlatiOn: :::ir han~s upon reporting to duty and 
All food handlers are mstructed to was 
after using toilet facilities. 

(Mandatory) . d h alth and 
. . 1 f d service personnel should be III goo e d 

DISCUSSION: At a lll:Immum! al 00 d 0 en infected wounds; have clean hands an 
free from commumcable dIsease an Plan washable garments; and, employ h . . ts or caps' wear c e , fingernai~.;; wear alIne . ' 
hygienic food handling techmques. 

iI 1.'] to food service personnel and h b . facilities are ava al~ e 
2-4245. Toile! .a~tyd 7the ,:,':,';; preparation area. (Essential) inmates 10 the VlCIDl 0 
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DISCUSSION: Ready access to toilet and wash basin facilities should be available to all 
persons in the food service and food preparation area in order to ensure that health 
and safety standards are adhered to. 

2-4246 There is documentation by an independent, outside source tbat food service 
facilities and equipment meet established governmental health and safety codes; corrective 
action is taken on deficiencies, if any. (Mandatory) 

DISCUSSION: Food service facilities and equipment should meet all standards and re­
quirements set by qualified professional and/or governmental bodies~ In the event 
local and/or state codes are not applicable, the requirements of the National Fire 
Protection Association Life Safety Code (current edition) and the Handbook of the 
American Society of Heating, Refrigeration and Air ConditiOning Engineers apply. 
Food service personnel should be trained in accident prevention, first aid, use of 
safety devices, floor care, knife storage, and use of fire extinguishers. They should 
attend regular meetings to discuss accident prevention and analyze major accidents 
to prevent recurrence. (See related standard 2-4255) 

2-4247 There are sanitary, temperature-controlled storage facilities for the storage of aU foods. (Essential) 

mSCUSSION: Suitable storage facilities should be available so that shelf goods can be 
stored at temperatures of 45 to 80 degrees Fahrenheit, refrigerated foods maintained 
at 35-40 degrees fahrenheit, and frozen foods kept at zero degrees Fahrenheit or below. 

2-4248 Written policy and prO£edure require weekly inspections of all food service areas 
including dining and food preparation areas, and equipment. Refrigerator and water 
temperatures are checked. on a daily basis by administrative, medical or dietary personnel. (Mandatory) 

DISCUSSION: Areas and equipment related to all food preparation such as ranges, 
ovens, refrigerators, mixers, dishwashers, garbage disposals, etc., require frequent 
inspections to ensure their sanitary and operating condition. 

2-4249 "'ritteD policy and procedsre provide that meals are seNed under conditions that 
minimize regimentation, although there should be direct supervision by staff members. (Essential) 

DISCUSSION: Cafeteria facilities are preferable to inmate waiter service. The dining 
area should provide normal group eating facilities, and conversation should be per­
mitted during dining hours. Whet. possible, there should be "open" dining hours. 
thus eliminating traditional waiting lines and forced seating by housing unit, shop 
assignment, etc. Full cutlery services should be provided based on a control system. 
All meals should be served under the direct supervision of staff to ensure that 
favoritism, careless serving, and waste are avoided. (See related standard 2-4143) 

2-4250 Space is Provided for group dining except when security or safety consid .... tio .. justify otherwise. (Essential) 
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. . ements will vary depending on the size and 
DISCUSSION: Although dlmng arrang rved in cells unless it is necessary for 
design of the facility, meals .shO~~:nO~ ~e~~ must be served in a cell, a small table 
purposes of safety and secunt~. h ld be provided. 
or shelf and some type of seatmg s ou 

meals of which two are hot meals, are 
2-4251 Written policy requires that at le~t ~hree 'od' with no more than 14 bours be­
provided at regular meal times during ea(~ ~. ~)r pen , 
tween the evening meal and breakfast. sen la 

. tinel absent from the institution for ~ork or 
DISCUSSION: When mmates are not rou Id be rovided at regular times dunng each 
other purposes, at leB:st thrbee ~eal~ ~~~~al gO~s are met, variations may be allowed 
24 hour period ProvIded aSlC nu n 1 
ba~ed on week~nd and holiday food service demands. .' 

d as a disciplinary measure. (Essential) 
2-4252 Written policy prl!cludes the use of foo 

. , t those on special medical or religious diets, 
DISCUSSION: All mmales and staf~ e~~~d not be withheld, nor the standard menu 
should eat the same meals. F?O s'd' 'dual inmate. This standard does not 
varied, as a disciplinary sanctlOn for an ~tnh IVlec1'al foods in return for special serv-

di oups of inmates WI sp b' r also preclude rewar n~ gr. F d not prepared on a regular aSlS m~y 
ices or under speCIal circualmfsta~cpe:tte~~. (See related standard 2-4233) 
be used based on season 00 

, h t accurate records are mai'iltained of aU 
2-4253 Written policy and procedure reqUire t a 
meals served. (Essential) 

d be established to record the number, cost, 
DISCUSSION: A uniform system shoul 1 uests and visitors Such records are 
and type of meals served i~ate~, emp oyees, g and budget pla~ning. Employees, 
required for fiscal accountmg, dlet:b purpos~~~d inmates are served. Food service 
guests, and visitors should be,serve t le s:~~formation on waste, food cost~ and 
records should incl;tde published. men~ food products raised or produced m the 
nutritional accountmg, and notatIon 0 L 

system. 

. . urcbasing, and accounting practices 
2-4254 The food service operation uses bu~getlng, P • 
that include but are not limited to the fol1owmg systems. . t 
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;ood expenditure cost accounting designed to determine cost per meal per lOrna e 

Estimation of food servncc reqUilreme~t~ d under oiber favorable conditions, 
Purchase of supplies at wholesa e pnces an 

when possible . t ti preferences 
Determination of and resPofnsfive:es~i~~ :~~f~C e:to:!ge JIleriods. (Essential) 
Refrigeration and storage 0 00, 

. . should follow written budgeting, purchas-
DISCUSSION: The food serVIce operatIon t 'tional and economical meals and 
ing, and accounting procedures to ensurep.u n 
minimum waste. 
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SANITATION AND HYGIENE 

2-4255 Written policy and procedure require weekly sanitation inspections of all institu­
tion areas by a designated administrative staff member; at least annual inspections by 
federal, state, and/or local sanitation, and health officials, or other qualified person(s); and, 
compliance with all applicable laws and regulations of the governing jurisdiction. There is 
documentation by an independent, outside source that deficiencies, if any, have been cor­
rected. (Mandatory) 

DISCUSSION: The institution should be inspected at least annually by appropriate 
government officials to ensure the health of personnel and inmates. In addition to 
the regular inspections by governmental officials, all institution areas should be in­
spected at least weekly by a designated staff member, who should submit a written 
report to the warden/superintendent, documenting deficiencies whenever they oc­
cur. (See related standard 2-4163 and 2-4246) 

2-4256 The institution's potable water source and supply, whether owned and operated 
by the public water department or the institution, is certified by an independent, outside 
source to be in compliance with jurisdictional laws and regulations. (Mandatory) 

DISCUSSION: Safe drinking water is basic to human health and should be provided in 
any institutional operation. In the event jurisdictional laws and regulations are not 
applicable, the Federal Safe Drinking Water. Act Regulations present a standard of 
quality that is attainable by good water control practices. 

2-4257 A written housekeeping plan for all areas of the facility's physical plant provides 
for daily housekeeping and regular maintenance by assigning specific duties and respon­
sibilities to staff and inmates. (Essential) 

DISCUSSION: Effective housekeeping requires the development of a definite cleaning 
schedule with personnel and inmates assigned specific duties. Cleaning activities 
should be supervised at all times to ensure that the work performed is proper and 
thorough. Particular attention should be paid to the facility's floors to ensure that 
they are kept clean, dry and free of hazardous substance. 

2-4258 The institution providr.s for the control of vermin ~nd pests. (Mandatory) 

DISCUSSION: Licensed pest control professionals should be readily available to the 
institution to conduct regular monthly inspections to identify such conditions, and 
to eradicate by whatever means is effective any such conditions, and whatever in­
sects, rodents or vermin found, 

2-4259 The institution provides for waste disposal. (Mandatory) 

DISCUSSION: Liquid and solid wastes should be collected, stored and disposed of in a 
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manner that will avoid nuisance and hazards, and protect the health and safety of in­
mates and staff. 

2-4260 Written policy and procedure provide for the issue of suitable clothing to all 
inmates, which is properly fitted, climatically suitable, durable, and presentable. (Essential) 

DISCUSSION: A standard wardrobe should be provided at the time of admission and 
should include, as appropriate, shirts, blouses, dresses, trousers, skirts, belts, 
undergarments, slips, socks, shoes, coats, jackets and headwear. In addition to the 
standard issue of inmate clothing, civilian attire should be available in limited quan­
tities for leisure, visiting, work release and furloughs. 

2-4261 Written policy and procedure require that articles necessary for maintaining 
proper personal hygiene are provided to all inmates. (Essential) 

DISCUSSION: As part of the admissions process, each inmate should be given soap, a 
toothbrush, toothpaste or powder, a comb, and toilet paper. Shaving equipment 
should be made available upon request, and the special hygiene needs of females 
should be met. 

2-4262 Written policy and procedure provide for the issue of special and, when appro­
priate, protective clothing and equipment to inmates assigned to food service, hospital, 
farm, garage, institution physical plant maintenance shops, and other specnal work. 
(Essential) 

DISCUSSION: Inmates assigned to special work areas should be clothed in accordance 
with the requirements of their work assignment and, when appropriate, be furnished 
suitable protective equipment (face mask in hospital, protective helmet, goggles in 
working around machinery, etc.) 

2-4263 'Wllitten policy and procedure provide for the issue of suitable, clean bedding, and 
linen, to include two sheets, pillow and pillowcaf;·e, one mattress and sufficient blankets to 
prov~de comfort under existing temperature controls. A clean towel is provided daily. There 
is provision for linen exchange on at least a weekly basis. (Essential) 

DISCUSSION: Collection, storage and exchange methods for bedding and, linens 
should be done hygienically; that is, blankets, pillows and mattresses should be 
cleaned and sprayed or sterilized before reissue; linen and towels must be laundered 
prior to reissue. 

2-4264 Written policy specifies accountability for inmate clothing and bedding. (Essential) 

DISCUSSION: The issue of all clothing and bedding should be recorded, and inmates 
should be held accountable for its use. 

2-4265 The store or clothing, linen, and bedding exceeds that required for the facility's 
inmate population. (Essential) 
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DISCUSSION: More clothing linen and . 
anyone time, so there is no'delay in repfe~dlI~g should be available than needed at 
out. aCIng Items that are lost, destroyed or worn 

2-4266 Th' t' . . e IDS ItutlOn provides for th th 
109 of inmate personal cloth' , e orough cleaning and, when nec .. 
wear personal clothing. (Ess::~a~)efore storage or before allowing the inm~~~a~~, :;~:f:~~ 

DISCUSSION: Inmate personal cloth' 
odors and yermin from accumula~~g S~On~d ~e c~eaned. and disinfected to prevent 
area. Cleamng may also be necessar' s ?re o~tslde of the inmate housin 
personal clothing which is not in ylwhen the In~ate IS permitted to keep and w g 

a c ean and samtary condition. ear 

2-4267 Clothing exchange is . 
(Essential) prOVIded to all inmates a minimum of three times per week. 

DISCUSSION: None. 

2-4268 There are sufficient bathin f ". . 
general population to shower at leastgth~~~I::::e~n the housing areas to permit inmates in the 

per week. (Essential) 
~ISCUSSION: Ideally, each inmate shoul . 
Inmate should be permitted to h d be permItted to shower daily' howe 
special jobs, such as food servic! owe~ less th~n ~hree times per week. Inm~~~~ ~o 
be ~ncouraged to bathe daily H~;dlcal, samtatIon or mechanical service Shou:~ 
avaIlable in the proportion Of~t least ~~d ~Old wat~~ shower facilities sh~uld be 

e sower umt to 15 inmates. 

~-4269 Wnter for showers' th 
IDmates. (Essential) IS ermostatically controlled to ensure the safety of the 

DISCUSSION: Inmates can use scald' 
~~~ ot~er inmate§. An inmate coul~n;e s;:~:~s u~d a weahPon against or punishment 

er Inmates turn on all the cold . er a ot shower or scalded when 
necessary for the safety of inmates Th;ater, therefore, temperature controls are 
thehuse of wa!er at a higher temper~ture s~:emPderat~re controls should not preclude 
sue as the kItchen. • 1 nee ed, In other areas of the institution, 

2-4270 There are hair care servi . 
health requirements. (Essential) ces avaIlable to inmates which comply with applicable 

DISCUSSION: Facilities should be . 
ices when needed. In large faciliti~;o~~~;~;~ ~hat inma.tes can obtain hair care serv­
purpose,. however, in small facilit" u d .be cut In a room designated for that 
cases, haIr should be cut under sa I~S, any m~~tlpurpose room may be used I 11 
Observation by staff. Equipment ~o~~ c~ndtltIOnds and in an area located to ~e~;it 

e s ore securely When not in use. 
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2-4271 The institution has a designated health authority with responsibility for' health 
care services pursuant to a '~rritten agreement, contract, or job description. The health 
authority may be a physician, health administrator, or health agency. When this authority is 
other than a physician, final medical judgments rest with a single designated physician. 

(Essential) 

DISCUSSION: The responsibility of the health authority includes arranging for all 
levels of health care and assuring quality of and inmate access to all health services. 
While overall responsibility may be assumed at the central office level, it is essential 
that each institution have a responsible health authority, which may be the 
responsible physician at the institution. Health care services should provide for the 
physical and mental well-being of the population and should include medical and 
dental services, mental health services, nursing, personal hygiene, dietary services, 
health education and attending to environmental conditions. (See related standard 

2-4329) 

2-4272 Medical, including psychiatric, and dental matters involving medical judgment 
are the sole province of the responsible physician and dentist respectively; however, security 
regulations applicable to facility personnel also apply to health personnel. (Mandatory) 

DISCUSSION: The provision of health care is a joint effort of administrators and 
health care providers and can be achieved only through mutual trust and coopera­
tion. The health authority arranges for the availability of health care services; the of­
ficial responsible for the facility provides the administrative support for accessibility 
of health services to inmates. 

2-4273 The health authority meets with the warden/superintendent at least quarterly and 
submits to ,him/her annual statistical summaries and quarterly reports on the health care 
delivery system and health environment. (Essential) 
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DISCUSSION: Administrative meetings held at least quarterly can help identify prob­
lems and their solutions. Health care staff should be encouraged to attend other 
facility staff meetings to promote a good working relationship among all st~ff. 
Mmutes of the quarterly administrative meetings may be used to meet the reqUIre­
ment for a quarterly report. The report should include such topics as the effec­
tiveness of the health care system, description of any health environment factors 
which need improvement, changes effected since the last reporting period, and, if 
needed recommended corrective action. The health authority should report im­
mediat~ly on any condition which imposes a danger to staff or inmate health and 
safety. The annual statistical report indicates the number of inmates receiving health 
services by category of care, as well as other pertinent information (e.g., operative 
procedures, referrals to specialists, ambulance services, etc.) . 
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2.-4274 Each policy, procedure, and program in the health care delivery system is re­
VIewed at least annually by the appropriate health care authority and revised if necessary. 
Each document bears the date of the most recent review or revision and signature of the 
reviewer. (Essential) 

DISCUSSION: Regular review of policies, procedures, and programs will facilitate for­
mal incorporation of various changes made during the year into the agency manual 
and prevent the disorganized accumulation of a series of policy memorandums. The 
p~ocess of annual review will also assist decision making regarding previously 
dIscussed but unresolved matters. 

2-~275 An adequately equipped medical facility, which meets the legal requirements for 
a licensed general hospital with respect to the services it offers, is available to all inmates. 
(Mandatory) 

DISCUSSION: If an institution does not have the resources to meet these standards in­
house, it should provide infirmary care inside the institution and hospital care 
through contractual arrangements outside the institution. 

2-4276 
iog: 

Written policy and procedures provide for infirmary care, to include the follow-

Definition of the scope of infirmary care services available 
A physician on call 24 hours per day 
Nursing service under the direction of a physician's assistant or a registered nurse 
on a full-time basis 
Health care personnel on duty 24 hours per day 
All inmates/patients within sight or sound of a staff person 
A manual of nursing care procedures 
A separate and complete medical record for each inmate 
Compliance witb applicable state statutes and local licensing requirements. 

(Essential) 

DIS~:USSIO~: An i?fin;nary is defined as an area established within the correctional 
faCIlIty WhICh mamtams and operates organized bed care and services for inmates 
formally a~mit~ed for a period of 24 hours or more, and which is operated for the 
express ?r I.mP!Ied purpose of providing skilled nursing care for persons not in need 
o~ hosPItah~atIon. The establIshment of quality care in this type of facility begins 
~Ith the assI~nment of re.sponsibility to one physician employed either part- or full­
tIme, dependmg on the SIze of the facility. 

2-4277 Space, equipment, supplies, and materials for health services are provided and 
maintained as determined by the health authority. (Essential) 

D~SCUSSION: The type of space and equipment for the examination/treatment room 
wIll dep.end upon the level of health care provided in the facility and the capabilities 
and deSIres of health providers. Equipment should be checked and tested periodical-
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1 MEDICAL AND HEALTH CARE SERVICES 

ly and secured from inmate access. In all.faci1~ties, space should be provided where 
the inmate can be examined and treated m pnvate. 

• • t..1! of the facility based on need. 
2-4278 :First aid kits are available iii deslgna eu areas 

(Essential) 

DISCUSSION: First aid kit(s) should be available in deSign::e;rr~~~a~fo~ea~~~:~~ 
and the health author~ty sho~ld a~p~lovek~~~)co;~~n~~~~nts of the first' aid kit(s) 
cedures. for monfthlY mspelct1~~e~e it;~s. rolier gauze, sponges, triangle bandage, 
would mclude, or examp e,· d 
adhesive tape, adhesive bandages, etc. It would not include emergency rugs. 

. . rocedures rovide for 24-hour emergency medical and de?tal 
2-4279 Written polIcy a~d p. IP h. h ·neludes arrangements for the followmg: 
care availability as outlined m a written p an w IC I 

Onsite emergency first aid .. 
Emergency evacuation of the inmate from the facIlIty 
Use of an emergency medical vehiele . 
Use of one or more designated hospital emergency rooms or other approprIate 

health facilities h lth 
Emergency on-call physician and dentist ~ervices when the emergency ea 
facility is not located in a nearby commumty . _ 
Security procedures providing for the immediate transfer of mmates when ap 

propriate. 
(Mandatory) 

ld bade with a nearby hospital for all medical 
DISCUSSION: Arrangements shou. em. ded w:thin the facility or where con-
services which cannot be appropr~atelY t pr~~1 broad~r range of servi~es. In the event 
tractural arrat;lgement~ can result m ~~t ~[e particularly in emergency situations, the 
the usual medIcal servIces are not aval a, th m The plan might in-

. . 'd h d loped a back-up to serve e progra . 
facIlity ShOUl ave e~e . physician "on call" service. (See 
elude an alternate hospItal emergency serVIce or a 
related standard 2-4285) 

. IT d health trained personnel, a health-
2-4280 In institutions w~thout full-time, qua.~:e service~ in the institution under the 
trained staf~ ~ember coordma~~~ t:e :~a!~th'!::;ty ~nd warden/superintendent. (Essential) 
joint supervIsIOn of the responsl e ea 

. 1 ther than a nurse physician's assistant or 
DISCUSSION: H~.a1th-tram~~ personne 0 a full- or art-ti~e basis, review receiving 
emergency mel>lcal techmcmn may, t?n facilitat:sick call by having inmates and 
screen ding f~lr~~ef~~r ~~~~:~¥& ~~:np~::ider, and help to carry out orders regarding 
recor s aval a k· ts 
such matters as diets, housing, and wor asslgnmen . 

2-4281 Th.e institution .h~~lth a.!dh~rip~:;~:~:!~:~!c~:!:r:i~::l~::~~e ~~~~lae:~os~~~ 
requirements m all categorIes m oruer 0 

ices. (Essential) 
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DISCUSSION: Determination of staff requirements should not depend solely on in­
mate population. Work load ratios should reflect factors such as legal requirements, 
goals to be accomplished, character and needs of inmates supervised, and other 
duties required of staff. Staff work loads should be sufficiently low to provide in­
mate access to staff and services. 

2-4282 Arrangements are made with health care specialists ill advance of need. 
(Essential) 

DISCUSSION: An inmate's illness may require the services of a specialist at any time. 
Therefore, arrangements with consultants in the major health care specialties should 
be made in advance of need, by a written agreement. 

2-4283 Written policy and procedure specify the provision of mental health services for 
inmates in need of such services to include, but not limited to, services provided by qualified 
mental health professionals who meet educational and licensure/certification criteria 
specified by their respective professional discipline, i.e., psychiatric nursing, psychiatry, 
psychology, and social work. (Essential) 

DISCUSSION: Inmates with severe mental health problems are a continuing and in­
creasing source of concern in correctional institutions. It is essf:mtial that an ade­
quate number of qualified staff members are available both to directly deal with 
these prisoners as well as to advise other correctional workers in their contacts with 
such individuals. The professional qualifications of mental health personnel should 
be in accordance with the requirements of appropriate state statute and the respec­
tive national professional association. (See related standard 2-4409) 

2-4284 Appropriate state and federal licensure, certification or registration requirements 
and restrictions apply to personnel who provide health care services to inmates. The duties 
and respons&bilities of such personnel are governed by written job descriptions approved by 
the health authority. Verification of current credentials and job descriptions are on file in the 
facility. (Mandatory) 

DISCUSSION: The provision of quality health care should be ensured by using only 
qualified health care personnel to determine and supervise health care procedures. 
Written job descriptions should include qualifications required and the specific role 
in the health care delivery system in keeping with the individual's professional 
discipline. Verification of qualifications may consist of copies of current credentials 
or a letter from the state licensing or certifying body regarding current credential 
status. Nursing services are performed in accordance with professionally recognized 
standards of nursing practice and the jurisdiction's Nurse Practice Act. 

2-4285 Written policy and procedure provide that correctional and other personnel are 
trained to respond to health-related situations within a four minute response time. A training 
program is established by the responsible health authority in cooperation with the facility ad­
ministrator, which includes the following: 
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Recognition of signs and symptoms, and knowledge of action required in poten­
tial emergency situations 
Administration of first aid and cardiopulmonary resuscitation (CPR) 
Methods of obtaining assistance 
Signs and symptoms of mental illness, retardation, and chemical dependency 
Procedures for patient transfers to appropriate medical facilities or health care 
providers. 

(Mandatory) 

DISCUSSION: With even the most adequate staff of qualified health care personnel, 
emergencies can occur in distant parts of the institution; too much time can be lost in 
getting staff promptly on the scene to handle emergency matters. All correctional of­
ficers should have standard first aid training. Minimally, one health trained correc­
tional officer per shift should be trained in cardiopulmonary resuscitation (CPR) 
and recognition of symptoms of illness most common to inmates. (See related stan­
dards 2-4088, 2-4091, and 2-4092) 

2-4286 Treatment by health care personnel other than a physician, dentist, psychologist, 
optometrist, podiatrist or other independent providers is performed pursuant to written 
standing or direct orders by personnel authorized by law to give such orders. Nurse prac­
tioners and physician's assist:!r.ts may practice within the limits of applicable laws and 
regulations. (Mandatory) 

DISCUSSION: Professional practice acts differ in various states as to issuing direct 
orders for treatment and, therefore, laws in each state need to be studied for im­
plementation of this standard. Standing medical orders are written for the definitive 
treatment of identified conditions and for on-site treatment of emergency conditions 
for any person having the condition to which the order pertains. Direct orders are 
written specifically for the treatment of one person's particular condition. 

2-4287 When the institution uses students or interns in health care delivery, written 
policy and procedure provide for work experience under direct staff supervision, commen­
surate with their level of training. (Essential) 

DISCUSSION: The use of interns and/or students can be a very economical and effi­
cient way to provide care to inmate patients. They are not qualified or experienced 
enough, however, to practice in the institution without direct supervision by a physi­
cian, nurse, or other appropriate health care personnel. 

2-4288 Written policy provides that inmates ure not used for the following duties: 
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Performing direct patient care services 
Scheduling health care appointments 
Determining access of other inmates to health care services 
Handling or having access to: 

- ~~-~-- ~---

Surgical instruments 
Syringes 
Needles 
Medications 
Health records 

MEDICAL AND HEALTH CARE SERVICES 

Operating equipment for which they are not trained 
(Essential) . 

DISCUSSION: Un~erstaffea: correctional i.nstitutions may be tempted to use inmates in 
hea~th care debvery !o. pe~for~ serVIces for which civilian personnel are not 
avaIla~le: Im~~te ~artIcIpatlOn In medical service delivery frequently violates state 
laws, InVItes lItI~atIon and brings discredit to the correctional health care f ld F 
thermo.re, these Inmates cal! a.cquire power and be subjected to severe pres;~re'fr~~ 
f~l~ow.In~ates. T~e~e restrIctIons, however, should not preclude inmates from par­
tIcIpatmg In a certIfIed vocational training program. 

;;:I;:!rain'::i:~n q::::~~d a~~a&~OCedure reqUire. medical. screening to be perfOl'med by 
care personne on all mmates excluding intras t 

:~an;fers, upon inmates' arrival at th.e fa~ility with aU findings reco;ded on a printed s::e:: 
g orm approved by the health aurhorliy. The screening includes at least the following: 

Inquiry into: 

~urrent illness and health problems, including dental problems venereal 
dIseases and other infectious diseases ' 
Dental problems 

Use of alcohol and other drugs which includes types of drugs used mode of 
use, amounts. used, frequency used, date or time of last use, and a history of 
problems whIch may have occurred after ceasing use (e.g., convulsions) 
P~s! and present treatment or hospitalization for mental disturbance or 
SUICIde 

Other health problems deSignated by the responsible physician 
Observation of: 

Behavior, which includes state of consciousness, mental status appearance 
conduct, tremor and sweating " 
Body deformities, ease of movement etc. 
Condition ?f skin~ including trauma 'markings, bruises, lesions, jaundice 

. r~s.hes an~ mfestatIOns, and needle marks or other indications of drug abus~ 
DISpOSItIon of mmate: 

(Mandatory) 

General population 

General population and eJrompt referral to appropriate health care service 
Referral to ap~lI'opriate health care service on an emergency basis. 

DISCUSSION: Medical screening is a system of structured inquiry and observation 
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designed to prevent newly arrived inmates, who pose a health or safety threat to 
themselves or others, from being admitted to the facility's general population, and 
to rapidly transport newly admitted inmates to medical care. Receiving screening 
can be performed by health care personnel or by a health-trained correctional officer 
at the time of admission. Facilities which have reception and diagnostic units and/or 
a holding room must conduct receiving screening on all inmates upon arrival at the 
facility as part of the admission procedures. (See related standard 2-4.389) 

2-4290 Written policy and procedure require medical screening by health-trained or 
qualified health care personnel immediately upon arrival at the institution for all intra­
system transfers with all findings recorded on a printed screening form approved by the 
health authority. The screening includes, at a minimum, the following: 

Inquiry into: 
Whether the inmate is being treated for a medical or dental problem 
Whether the inmate is presently on medication 
Whether the inmate has a current medical or dental complaint 

Observation of: 
General appearance and behavior 
Physical deformities, evidence of abuse and/or trauma 

Disposition of inmate: 
General population 
General population and prompt referral to appropriate health care service 
Referral to appropriate health care service on an emergency basis. 

(Essential) 

DISCUSSION: Screening of intrasystem transfers is necessary for the detection of in­
mates who pose a health and/or safety threat to themselves or others, and who may 
need immediate medical attention. The screening will serve to verify the information 
contained in the inmate's record and to obtain additional information. 

2-4291 Written policy and procedure require that health appraisal for each inmate, ex­
cludilllg intrasystem transfers, is completed within 14 days after arrival at the facility. In the 
case of an inmate who has documented evidence of a health appraisal within the previous 90 
days, a new health appraisal is not required except as determined by the designated health 
authority. Health appraisal includes the following: 
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Review of the earlier receiving screening 
Collection of additional data to complete the medical, dental, mental health and 
immuJ!!;:~tion histories 
Laboratory and/or diagnostic tests to detect communicable disease, including 
venereal disease and tuberculosis 
Recording of height, weight, pulse, blood pressure and temperature 
Other tests and examinations as appropriate 
Medical examination, including review of mental and dental status 

{ 
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Review of the results of the medical examination, tests, and identification of 
problems by a physician or other qualified health care personnel if such is 
authorized in the medical practice act ' 
Initiation of therapy when appropriate 

(Essential) 

Development and implementation of treatment plan including recommendations 
concerning housing, job assignment, and program participation. 

DIS.CUSSION: A health appraisal should be completed for each inmate as soon after 
arnval to ~he ins~itution as. possible in order to detect any health problems which 
may need Imme.dlate attentIOn and to. determine if the individual needs any further 
hea1!h care serVIces. Test results, partIcularly for communicable diseases, should be 
recelve~ and evaluat~d before an inmate is assigned to housing in the general 
P?pUlatIOn. !nformatIO~ ~egardi?g the inmate's physical and mental status also may 
dIctate housmg and actIVIty aSSIgnments. When appropriate, additional investiga­
tion sh?uld be c?nducted into alcohol and drug abuse, and other related problems. 
~ routme appra!sal by mental health staff should be done within 30 days of admis­
SIon on all new mmates. 

2-4292 Written policy and procedure for the collection and recording of health 
appraisal data call for these requirements: 

The process is completed in a uniform manner as determined by the health 
authority 

Health history and vital signs are collected by health-trained or qualified health 
persoilnel 

Collection of all other health appraisal data is performed only by qualified health 
personnel. 

(Essential) 

DISCUSSION: The initial screening must be followed with a more detailed health ex­
amination by the appropriate health appraisal personnel to adequately identify the 
health c~e ne~ds of the inmates. It is also important that the examination be per­
formed m a umform manner to ensure that it is thorough and consistent for each in­
mate. 

2-4293 ~ri~ten. ~olicy and procedure, approved by the health authority, provide for 
c?~pr~henslve mdlvldual mental health evaluation on specially referred inmates by a multi­
dIsCIplInary mental health team. The evaluation is completed within 14 days after the date of 
referral, and includes.at least the following: 

(Essential) 

Review of mental health screening and appraisal data 

Collection and review of additional data from staff observation individual 
diagnostic interviews and tests assessing intellect and coping abilitie~ 
Compilation of individual's mental health history 

Development of an overall treatment/management plan with appropriate refer­
ral. 
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DISCUSSION: Comprehensive individual mental health evaluations should be per­
formed only when there is a reasonable expectation that such evaluation will serve a 
therapeutic or dispositional function useful to the overall interests of the inmate. 
Written reports describing the results of the assessment procedures are prepared, 
and all information is appropriately filed. (See related standard 2-4291) 

2-4294 Written policy and procedure, approved by the appropriate mental health 
authority, provide for aU activities carried out by mental health services personnel. 
(Essential) 

DISCUSSION: The goal of mental health services is to provide for the detection, 
diagnosis, treatment, and referral of inmate clients with mental health problems and 
the provisions of a supportive environment during all stages of each inmate's period 
of incarceration. 

2-4295 Written policy and procedure require that routine and emergency dental care is 
provided to each inmate under the direction and supervision of a dentist with appropriate 
state or federal licensure. The individualized treatment plan includes the following: 

Dental screening, unless completed within the previous six months, conducted on 
initial intake with instruction on hygiene 
Dental examinations within three months, supported by x-rays jf necessary, based 
on information from intake screening 
A defined charting system which identifies the oral health condition and specifies 
the priorities of treatment by category 
Consultation with referral to recognized specialists in dentistry, 

(Essential) 

DISCUSSION: The dental examination should include taking or reviewing the patient's 
dental history, and examination of hard and soft tissue of the oral cavity by means 
of an illuminator light, mouth mirror and explorer. X-rays for diagnostic purposes 
should be available if deemed necessary, The results are recorded on an appropriate 
uniform dental record utilizing a number system such as the Federation Dentaire In­
ternationale System. The dental program should also provide inmates with instruc­
tion in the proper brushing of teeth and other dental hygiene measures. 

2-4296 Inmates who are severely disturbed and/or mentally retarded are referred for 
placement in either appropriate noncorrectional facilities or in specially designated units for 
handling this type of individual. (Essential) 

76 

DISCUSSiON: It is inappropriate to place severely disturbed and mentally retarded in­
dividuals in a prison setting. They are vulnerable to abuse by other inmates and re­
quire an inordinate amount of personal attention. An Individual is considered 
severely disturbed when he/she is a danger to him/herself, others, or is incapable of 
attending to basic physiological needs. (See related standard 2-4310) 

MEDICAL AND HEALTH CARE SERVICES 

2-4297 Transfers which result in inmates b ' I ' 
tions or in special units within the facili ' elOg p ace~ !n other noncorrectional institu-
~reatmen~ of th~ severely mentally ill or ~;t=:~c: ~~~I spe~flcallY designated for the care and 
10 law pnor to the move being effected I ,o~ u~ process procetiures as specified 
possible after transfer. (Essential) • n emergency sItuations, a hearing is held as soon as 

DISCUSSION: The Supreme Court has held th d 
~n s~ch transfers due to the stigma of bein ~t ~e. process proced~res are required 
JectIon to involuntary mental treatment T~ p ace I? a mental hOSPItal and the sub­
process procedures' written notice to th ~ follOWIng are generally accepted as due 
ing for the prisone; with the right (un! e p~Is~n~ ~f the proposed transfer; a hear­
examine witnesses; 'a decision by an . ~s ~te or .g?od cause) to call and cross­
from outside the prison complex wit~na epe~t ent offICIal (not necessarily a judge) 
an independent advisor not nec' '1 wn en statement of the reasons therefor 
transfer. ' essarI y an attorney, to assist the prisoner facin~ 

2-4298 Written policy requires th t ' 
consultation between the warden/su a ~x~ePt 10 emergency situations there shall be joint 
designees prior to taking action regar:~~n t~n~~nt t~dd the resPo~sible physician or their 
the follOwing areas: e! en I Ie mentally III or retarded patients in 

Housing assignments 
Program assignments 
DiSciplinary measures 
Transfers to other institutions. 

When an emergency action has been re . d h' , 
but no later than on the next work d qUIre ': IS c?nsultatlOn occurs as soon as possible, 
(Essential) ay so as 0 revIew the appropriateness of the action, 

DISCUSSiON: Maximum cooperation betwee 
viders is essential so that both grou n custody personnel and health care pro-
regarding mentally disturbed pati!~sar~ ma~~ a;~ehOf movements and decisions 
work assignments or discipIinar m' en a ea t. p.roblems may complicate 
justed for safety at the work ass~n an~geme.r:t. MedIcatIOns may have to be ad-
2-4310) men or pnor to transfer. (See related standard 

2-4299 Written policy 2nd procedure r' ., 
discharge from the facility, i-"cluding r t ~qtwre contlD~lIty of care from admission to 
(Important) e erra 0 commumty care when indicated. 

DISCUSSION: As in the communit h al h . 
regarding previous care when unde~~ki~g ~h provId~rs should. obtai~ information 
the car~ of the patient is transferred to r e ~are o. a new patIent,.LIkewise, when 
health Information is shared with the n p oVIder~ In t~e commuruty, appropriate 
quirements. (See related standard 2-4329) ew proVIders In accord with consent re-
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2~4300 Written policy and procedure provide for unimpeded access to health care and 
for a system fm' processing complaints regarding health care. These poiicies are com­
municated orally and in writing to the inmates upon arrival in the facility and are put in a 
language clearly understood by each inmate. (Mandatory) 

DISCUSSION: No member of the correctional staff should approve or disapprove re­
quests for attendance at sick call. The facility should follow the policy of explaining 
access procedures orally to inmates unable to read. When the facility frequently has 
non-English speaking inmates, procedures should be explained and written in their 

language. (See related standard 2-4329) 

2
a
4301 Written policy and procedure require that sick call, conducted by a physician 

and/ or other qualified health personnel, is available to each inmate, at a minimum, as 

follows: 
In facilities of less than 100 inmates, sick call is held one day per week at a 

minimum 
In facilities of 100 to 300 inmates, sick call is held three days per week at a 

minimum 
In facilities of over 300 inmates, sick call is held four days per week at a minimum 
If an inmate's custody status precludes attendance at sick caU, arrangements are 
made to provide sick caU services in the place of the inmate's detention. 

(Essential) 
DISCUSSION: Sick call is the system through which each inmate reports and receives 
individualized and appropriate medical services for nonemergency illness or injury. 

(See related standards 2-4235 and 2-4329) 

2-4302 \Vritten policy and procedure specify the conditions for periodic health examina­

tions for inmates. (Essential) 

DISCUSSION: Persons 50 years of age and over should be given annual physical ex­
aminations. All other inmates should receive thorough physical examinations at 
least biennially. All inmates should be examined prior to release to protect both the 
inmate and society. (See related standard 2-4329) 

2-4303 Written policy and procedure provide that a program of health education is pro­

vided to inmates of the facility. (Important) 
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DISCUSSION: Health education provides information on medical services, such as im­
munizations, hypertension detection, and instruction in self-care for chronic condi­
tions. Subjects for health education may include such as these: personal hygiene and 
nutrition; venereal disease, tuberculosis and other communicable diseases; effects of 
smoking; self-examination for breast cancer; dental hygiene; drug abuse and danger 
of self-medication; family planning, including, as appropriate, both services and 
referrals; physical fitness; and, chronic diseases and/or disabilities. 

MEDICAL AND HEALTH CARE SERVICES 

2-4304 Written policy and procedure r . d requiring close medical supervison A ~ OVI ~ f~r .a special health program for inmates 
directions to health care and other 'erso:n~ten, m~lvldual treatment plan, which includes 
of t~e~e patients, is developed for !Ch su~: i~e:.ardmg their roles i~ the care and supervision 
qualIfied mental health practitioner. (Essential) ate by the appropnate physician, dentist, Oil' 

DISCUSSION: Some special medical condo . suicide, chemical dependenc and ltion,s, su~h as seizure disorders, potential 
~pecial, individualized medic:i progr~:SC~OSI:'b dldctate close medical supervision. 
mg from such a condition. us e eveloped for each inmate suffer-

~-4305 Written policy and procedure m k . mmates of the facmty. (Essential) a e avaIlable chronic and convalescent care to 

DIS~USSION: Chronic care is medical service rend . of time. Convalescent care is medical . ered to a patient over a long period 
recovery from illness or injury. . serVIce rendered to a patient to assist -in the 

2m~306 Written policy and procedure re uir h opIates, hypnotics, other stimulants and ~ f e t hat gra~ual det~xification from alcohol , se a Ive ypnotIc drugs IS effected as follows: ' 

:en performed at· the facility, it is under medical supervision' and 
. en not performed in the facility arran ° ' m a hospital or community detoxif' to gements are made for It to be conducted 

(Essential) Ica IOn center. 

D~SCUSSION: Detoxification refers to the ., " WIthdrawn from a drug or alcohol b ad:c~ss b!, WhICh an !ndlVldual is gradually 
same substance upon which the pers~n' ~ls~e~m~ decreasmg doses either of the 
cross-tolerant to it or a drug which h ISbP yS~O oglCally dependent, or one that is 
basis of medical research. The detoxifas f een f em?nstrated to be effective on the 
(e.~., psychotics, seizure-prone inmat~~a ~~n 0 p:~lents wh~ ma~ pose special risks 
qmres special attention. ' egnan mmates, Juvemles, geriatrics) re-

2-4307 Written policy and procedure'd .. 
dent inmates with the following reqUire.!=~':: the climcal management of chemically depen-

Diagno~is ~f chemical dependency by a physician 
DetermmatlOn by a physician as to wh th .. ° 
macologically or pharmacologically s e rtedr an mdlvldual requires nonphar-

I 
.. . uppo e care 

ndlvlduabzed treatment plans h' h multidisciplinary team w IC are developed and implemented by a 

Referrals to specified commun 0ty (Essential) I resources upon release when appropriate. 

DISCUSSION: The treatment necessary for chemically dependent inmates should be 
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determined on an individual basis. Existing community resources should be utilized 
by the treatment plan whenever possible. 

2-4308 Written policy and pro,= ;dure require that medical and dental prostheses and 
orthodontic devices are provided when the health of the inmate/patient would otherwise be 
adversely affected, as determined by the responsible physician or dentist. (Essential) 

DISCUSSION: Prostheses are artifIcial devices to replace missing body parts or com­
pensate for defective bodily functions. 

2-4309 Written policy and procedure govern the use of elective surgery. (Important) 

DISCUSSION: If needed to correct a substantial functional deficit or if an existing 
pathological process threatens the well-being of an inmate over a period of time, 
health care staff should have a procedure for deciding on elective surgery. Cosmetic 
surgery should not be done unless there are important considerations or possible 
serious psychological impact. 

2-4310 Written policy and procedure require that patients who need health care beyond 
the resources available in the facility, as determined by the responsible physician, are 
transferred under appropriate security provisions to a facility where such care is available. 
(Essential) 

DISCUSSION: The trt!atment of an inmate's health care problem should be suited to 
his needs and not be limited by the resources and services available within the institu­
tion. When an inmate needs to be transported to another facility or clinic, health 
care staff should cooperate with security personnel in determining conditions of 
transportation and necessary security precautions in accordance with the custody 
classificiation of the inmate. (See related standards 2-4296 and 2-4298) 

2-4311 Written policy and procedure provide that prior to transfer to another facility, or 
other substantial travel, either the inmates or their records be evaluated by health care per­
sonnel to assess suitability for tmvel. When travel is approved, pertinent data, including 
medication, ot.her treatment or specia~ requirements for observation and management during 
travel, are documented in a manner readily accessible and easily understood by transporta­
tion staff, or others who may be called upon to attend inmates during travel and. up don recep­
tion at the receiving institution. Medications or other special treatment reqUire enroute 
along with specific written instructions for administration, art furnished to transportation 
staff. (Essential) 

DISCUSSION: Full medical coverage should be provided for all inmate transfers. 
Although the emphasis must be on security during the transportation of an inmate, 
the medical aspects should not be overlooked. (See related standard 2-4184) 

2-4312 Written policy and procedure govern the use of restraints for medical .and 
psychiatric purposes. (Essential) 
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DISCUSSION: This standard applies to those situations where the restraints are part of 
a hea!th care treatment regImen. The same kinds of restraints that would be ap­
prop~Iate for th~ general public within the jurisdiction should be used for the 
phYSIC~lly . restraIned, incarcerated individual. Written policy should identify 
authOrIZatIOn needed, and when, where, for how long, and how restraints may be 
used. (See related standard 2-4185) 

~.~3~3. Written policy and procedure provide that all informed consent standards in the 
JurisdIction are observed and documented for inmate care. In the case of minors, the in­
formed con~ent of parent, ~uardian or legal custodian applies when required by law. When 
health care IS rendered agamst the patient's will, it is in accord with state and federal laws 
and regulations. (Essential) 

DIS,?USSI?N: While a patient's submission to medical examination and Vc!'y minor 
nOnInVaSIVe . ~roc~dures n;tay b~ in~er~reted as implied consent, extreme caution 
s~ould be utIhzed In app.lymg thIS prInCIple. Medical treatment of an inmate without 
hIS or her. consen,t (or ':"Ithout the consent of a parent, guardian, or legal custodian 
when th~ Inm~te IS a mm~r) could also result in legal action. The law regarding con­
sent by juvemles to medIcal treatment, and their right to refuse treatment, varies 
greatly from state to state. Some states allow juveniles to consent to treatment as 
10.ng as they are mature enough to comprehend the consequences of their decision 
wItho~t ~arenta! consent; others require parental consent until majority, but the ag~ 
of ~ajo.nty vanes among the states. The law of the jurisdiction within which the 
fa~Ihty IS !o~ated sho~!d b~ reviewed by legal counsel, and based upon counsel's 
wrItten opmIOn, a facIhty policy regarding informed consent should be developed. 

2-431~ Wr~tten polic~ pro~bits the use of inmates for medical, pharmaceutical, or 
cos~etlc experIments. ThIS policy does not preclude individual treatment of an inmate based 
on hIS or her need for a specific medical procedure which is not generally available 
(Mandatory) . 

DISCUSSI<?N: A person con~ined in a correctional institution is incapable of 
vol~nteenng a~ a human subject without hope of reward and cannot do so on the 
bas~s of fully I~for~ed co~sent. Therefore, inmates should not participate in ex­
penI?ental p:ojects I~~ol~mg medical, pharmaceutical or cosmetic research, in­
cludIng ~ve~sIve COndItI0l1:mg, psychosurgery, electrical stimulation of the brain, or 
t?e a.pphcatIon o~ cosmetIC substances to the body which are being tested for pos­
SIble III effects p~IOr to sale to the general public. This does not preclude individual 
treatment of an mmate ?y his/her ph~s~ciafi with a new medical procedure, subse­
quent to a full ~xplanat!On of the POSItIve and negative features of the treatment 
The agreement I~ between .the phy.sici~n and the inmate and is not part of a generai 
program of medIcal expenmentatIOn mvolving payment to inmates for submission 
to the treatment. (See related standard 2-4114). 

2-~315 Written. policy and pro.c~dure specify the process by which those individuals so 
des~g!lat~d b.y the I.nmate are notIfIed in case of serious illness or injury. Permission for 
notificatIon IS obtamed from the inmate prior ~o need, if possible. (Essential) 

81 



MEDICAL AND HEALTH CARE SERVICES 

DISCUSSION: There may be situations in which the inmate does not want his next of 
kin notified of his/her injury or illness; therefore, his/her consent should be ob­
tained whenever possible. The next of kin, or other individuals identified by the in­
mate to be notified in emergencies, should be included in the institution admission 
form. 

2m 4316 Written policy and procedur/e specify actions to be taken in the event of an inmate 
death. (Essential) 

DISCUSSION: The medical examiner or coroner should be notified of the inmate's 
death immediately. If the cause of death is unknown, or the death occurred under 
suspicious circumstances, or the inmate was unattended from the standpoint of not 
being under current medical care, a postmortem examination should be performed. 

2m 4317 Written policy and procedure provide for the proper management of phar­
maceuticals, and addresses the following subjects: 

A formulary specifically developed for the facility 
Prescription practices which require that 

Psychotropic medications are prescribed only when clinically indicated as 
one facet of a program of therapy 
"Stop order" time periods are required for all medications 
The prescribing provider reevaluates a prescription prior to its renewal 

Procedure., for medication receipt, storage, dispensing and administration or 
distribution 
Maximum security storage and periodic inventory of all controlled substances, 
syringes and needles 
Dispensing of medicine in conformance with appropriate federal and state law 
Administration of medication which is carried out by persons properly trained 
and under the supervision of the health authority and facility administrator or 
designee 
Accountability for administering or distributing medications in a timely manner, 
according to physician orders. 

(Mandatory) 
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DISCUSSION: All prescribed and nonprescribed medications stocked in the facility or 
generated by outside health care providers for use in the facility are placed on the 
written formulary list. 
Dispensing is the issuance of on e or more doses of medication from a stock or bulk 
container. The dispensed medication should be correctly labeled to indicate the 
name of the patient, the contems of the prescription, directions for its use, and other 
vital information needed to facilitate correct patient usage. A medication is con­
sidered admin~stered or distributed when a single dose of an identified drug is given 
to a patient. 
A controlled substance is a medication that requires a written prescription listing the 
prescribing physician's or dentist's Drug Enforcement Administration registration 
number. Provision should be made for the security of all medications. 
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2-4318 Th h 
e ealth record file contains the followl'n 't 

g I ems: 
The completed receiving screening form 
Health appraisal data forms 
An findings, diagnoses, treatments. . . 
Prescribed med' t' ' dISPOSItIOns 
Lab t Ica IOns and their administration 
S. ora ory, x-ray and diagnostic studies 

Ignature and title of documentor 
Consent and refusal forms 
Release of information forms 

:Ia~e, date: and time of health encounters 
ea th servIce reports, e g dental 

Treatment plan includin'g'~ . ' mental health and consultations 
Pr ' ursmg care plan ogress reports 

Discharge summary of hospitalizati 
The method of recording entries in the d on and other termination summaries 
procedures for th '. recor s, the form and f • 
(Essential) elr mamtenance and safekeeping are appro or~~ of the records, and the 

ve y the health authority. 
DISCUSSION: The "probl . 
however IT t em-onented medical rec d" 

uniforrr:it; 0; ::~~r~h~;:~~r~~Jt~~~tt~~~' every effo~: Shou~~~c:%:d~ t~~~f=~~! 
record IS to be complete and all find' throughout the correctional system Th 
mental health d t I mgs recorded includi . . e 
later than 14 d e~ a , a~d consultative services at the tim n~ not~tIOns ~oncerning 
Th " ays rom tIme of discharge f th'. e 0 serVIce delIvery or no 
h ~ ~eceIvIng screening form becomes a ~ t e fa~ent or termination of treatment 

ea t encounter. ar 0 t e record at the time of the first 

2-4319 Written policy and p.'ocedure 
record and support these requirements: uphold the principle of confidentiality of the health 

The active health record is maintained 
Access to the health record is controll :e:arateJy from the confinement record 
!he health authority shares with e. y the health authority 
mg an inmate's medical manaoe~~::u:enn~tndent/warden information regard 
grams. to ,eCUfl y, and ability to partiCip t. -

(Essential) a e m pro-

DISC~SSION: The principle of confiden' . 
~~~i:~:~~:~ enltr~sted ~o a health care ~:;'~ict~;~~~~gt~ patient from diSclosure of 

. . re atIOnshlp of doctor and' e course of treatment Th 
~hysIcIan or other provider Thus 't' patIent extends to inmate patients and · ... h .e 
fIles under security, completely se~:ra~~ ~:~~S~? to ~ai~tain a.ctive health re~o~~ 

e patIent s confmement record. 

2-4320 
that: Written policy and procedur .' 

e regardmg the tr!4nsfer of health d . 
recor s reqUIre 
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Summaries, originals, or copies of the health. record accompany the inmate to the 
facility to which he/she is transferred; and, 
Health record informatioD. is also transmitted to specific and designated physi. 
cians or medical fUI~ilities in the communny upon the written authorization of the 
inmate. 

(Essential) 

DISCUSSION: An inmate's health record or summary accompanies the inmate in 
order to assure continuity of care and to avoid the duplication of tests and examina­
tions. (See related standard 2-4122) 

2-4321 Written policy and procedure require that inactive hemlth record files are retained 
as permanent records in compliance with.legal requirements of the jurisdiction. (Important) 

DISCUSSION: Inactive health records need to conform with legal requirements for 
record retention, regardless of whether they are being maintained separately or with 
confinement records. 

2-4322 Psychotropic drugs, such as antipsychotics, antidepressants an~ drugs requiring 
parenteral administration are prescribed only by a physician or authorized health provider 
by agreement with the physician, following a physical examination of the inmate by the 
health provider, and are administered by the responsible physician, qualified health person­
nel, or health-trained personnel under the direction of the health authority. (Essential) 
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DISCUSSION: The dangers involved in the administration of intramuscular and 
psychotropic drugs require the safeguards provided by appropriate medical person­
nel. (See related standard 2-4221) 
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INMATE RIGHTS 

2n4323 \Vritten policy and procedure ensure the right of inmates to have access to courts. 
(Essential) 

DISCUSSION: The inmate's right to have access to the courts minimally provides that 
inmates have the right to present any issue, in.cluding challenging the legality of their 
conviction or confinement; seeking redress for illegal conditions or treatment while 
under correctional control; pursuing remedies in connection with civil legal prob­
lems; and, asserting against correctional or other government authority any other 
rights protected by constitutional or statutory provision or common law. Inmates 
seeking judicial relief are not subjected to reprisals or penalties because of the deci­
sion to seek such relief. 

2-4324 Written policy and procedure ensure and facilitate the 11ght of inmates to have 
access to /i(lorneys and theL' authorized representatives. (Essential) 

DISCUSSION: Access to attorneys and counsel substitutes, staff and ombudsmen 
should be facilitated. Such access can help ameliorate grievances, and individual and 
group tensions. The use of counsel substitutes, particularly for representation at ma­
jor disciplinary proceedings and with civil rights assistance, is consistent with court 
decisions, and provides additional resources for legal services. 

2-4325 Written policy and procedure exist to assist inmates in making confidential con­
tact with attorneys and their authorized represf:lt.tatives; such contact includes, but is not 
limited to, telephone communications, uncensored correspondence and visits. (Essential) 

DISCUSSION: Institutional authorities should assist inmates in making confidential 
contact with attorneys and their authorized representatives, who may include law 
students, special investigators, lay counselor other persons who have a legitimate 
connection with the legal issue being pursued. Provision should be made for visits 
during normal institutional hours~ uncensored correspondence, telephone com­
munications, and after hours visits where requested on the basis of special cir­
cumstances. (See related standard 2-4385) 

2-4326 Written policy and procedure provide for the right of inmates to have access to an 
appropriate law library and to supplies and services related to legal matters. The law library 
includes, at a minimum, relevant and up-to-date constitutional, statutory and case law 
materials, applicable court rules, and practice treatises. When an inmate is unable to make 
meaningful use of the law library alone, additional assistance necessary for effective access is 
provided. (Essential) 

DISCUSSION: The constitutional right of access to the courts requires that, when re­
quested, inmates receive assistance in preparing and fIling legal papers. This should 
include assistance from persons ,vith legal training, law school legal assistance pro­
grams, the pu.blic defender's office and law library facilities. As suggested by state 
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court rulings, the law library should include, at a minimum: stat~ ~nd federal CODi­

stitutions state statutes and decisions, procedural rules and declslons and related 
comment~ries, federal case law materials, court rules and practices treatises, and 
legal periodicals and indexes. (See related standard 2-4230) 

2-4327 Written policy and procedure provide inmates access to paper, typewriters or typ­
ing service, and otber supplies and services related to legal matters. (Essential) 

DISCUSSION: The institution should make reasonable efforts to assist inmates with 
the preparation and processing of their legal documents. I~ems su.ch .as paper, 
typewriters or typing service, and carbon paper should be provlded all mmates upon 
request and should be available free of charge to indigent inmates. (See related stan-
dard 2-4230.) 

2
a
4328 Written policy and procedure require a healthful environment for inmates and 

include at a minimum the following: 

Clean and orderly surroundings 
Toilet, bathing, and laundry facilitie§ 
Lighting, ventilation, and heating 
Compliance with all state and federal fire and safety regulations 
A wholesome and nutritionally adequate diet 
Clean, fitted, and seasonable clothing. 

(Essential) 
DISCUSSION: None. (See related standards 2-4129, 2-4130, 2-4131, 2-4132, 2-4135, 
2-4151, 2-4153, 2-4162, 2-4238, 2-4255, 2-4257, 2-4258~ 2-4260, 2-4263) 

2
a
4329 The institution fulfills the right of inmates to basic medical and dental care. 

(Mandatory) 

DISCUSSION: Health care services should be comparable in quality to those available 
to the general citizenry of the state in which the institution is located. Medical care 
provided inmates should include, at a minimum, the following: assessment of health 
needs and general condition of the inmate at admission; a thorough physical ex­
amination by or under the supervision of a licensed physician upon admission; 
medical and dental services performed by persons with appropriate training under 
the supervision of a licensed physician or dentist; av~ilability of ~merge~~y n:edical 
and dental treatment on a 24-hour basis; access to a lIcensed medlcal facllIty; mmate 
access to medical and dental personnel; and provision of mental health services by 
qualified mental health personnel. (See related standards 2-4271, 2-4295, 2-4299, 
2-4300, 2-4301, 2-4302) 

2-4330 Written policy and procedure grant inmates access to recreational opportunities 
and equipment including, when the climate permits, outdoor exercise. (Essential) 

DiSCUSSION: None. (See related standard 2-4452) 
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2-4331 W~en male am! female inmates are housed in tbe same institution, there are 
sep~rate s~eeplDg quart~~, but equal access to all available services and programs. Neither 
sex IS d.emed opportunIties solely on the basis of their smaller number in tbe population. 
(EssentIal) 

D~SC1!SSION: Institutions housing males and females should be smaller than other in­
stI.tutIOns. No maximum security institution is desirable for co-educational program­
mmg. (See related standard 2-4133). 

~-433.2 . In~tit?tions housing fe~R!e inmates provide essential equality witb male institu­
tions ID IDstItutional programs, bvmg conditions, access to community programs and 
resources, employment opportunities, access to family and otber community associations 
and decision-making processes affecting status, activities and terms of incarceration. ' 
(Essential) 

DISCUSSION: None. (See related standards 2-4412, 2-4425, and 2-4432) 

2-~333 Written. policy and procedure require that comprehensive counseling and 
assIstance are prOVIded to pregnant inmates in keeping with tbeir expressed desires in plan­
ning for tbeir unborn children. (Essential) 

DISCUSSION: Counseling and social services should be available from either facility 
staff or community agencies to assist inmates in making decisions such as whether to 
k~ep their child, give the child up for adoption or consent to an abortion. It is ad­
vlsable that a formal legal opinion as to the law relating to abortion be obtained and 
based upon that opinion, written policy and defined orocedures should be devel~ped 
for each jurisdiction. (See related standard 2-4481) • 

~-~334. Written policy and procedure provide inmates witb tbe option to refuse to pal'­
tJcl~ate ID .secondary or p~stsecondary education, vocational training, religious services, 
SOCial. services and counselIng, psychological and psychiatric treatment, library services 
atblet~c! .recreational and lei~ure time activities, involvement with community groups, maii 
and VISItlDg, contact by medl8, contact by attorneys or legal representatives, volunteer pro­
grams ~nd prerelease pro~rams. Inmates must accept work assignments, enrollment in basic 
educatIon programs, medica' and dental care mandated by statute, and participation in other 
programs ordered by the sentencing court or required by statute. (Essential) 

D~SCl!SS~ON: Inmates ~~ou~d not be penalized for refusing to participate in the in­
stltutIOn s total rehabllItatIon program. All able-bodied inmates, however are ex­
pected to accept work assignments and to participate in programs specificaily man­
dated by statute, such as basic education. 

2-~3~5 W~itte~ .policy and. procedure allow freedom in personal grooming, except when a 
valId mterest Justifies otherwIse. (Essential) 

DIS~USSION: Inmates should be permitted freedom in personal grooming as long as 
theIr appearance does not conflict with the institution's requirements for safety, 
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security, identification, and hygiene. All regulations concerning personal grooming 
should be the least restrictive necessary. (See related standards 2-4268 and 2-4270) 

2-4336 Written policy and procedure grant inmates the right to practice their religion, 
subject only to the limitations necessary to maintain institutional order and security. 

(Essential) 

DISCUSSION: All religions should be accorded equal status and protection. Provision 
should be made for access to appropriate facilities, clergymen or spiritual advisers, 
publications and religious symbols, and for opportunities to adhere to dietary and 
other requirements of various faiths. In determining what constitutes legitimate 
religious practices, the warden/superintendent or designee should consider only 
whether there is literature stating religions principles that support the practices and 
whether the practice is recognized by a group of persons who share common ethical, 
moral or intellectual views. (See related standards in Religious Services) 

2-4337 Written policy and procedure grant inmates the right to receive visits, subject 
only to the limiUitions necessary to maintain institutional order and security. (Essential) 

DISCUSSION: Because strong family and community ties increase the likelihood that 
the inmate will succeed after release, visits to inmates should be encouraged. Provi­
sion should be made for visitation in pleasant surroundings, with minimum 
surveillance to ensure privacy. Arrangements always should be made to ensure in­
mates confidential visits with attorneys. No restrictions should be placed on inmate 
visitation rights, except when the warden/superintendent or designee can provide 
substantial justification for the restriction. (See related stano.ards in Mail and 

Visiting) 

2-4338 Written policy and procedure grant inmates the right to communicate or corres­
pond with persons or organizations, subject only to the limitations necessary to maintain in-
stitutional order and security. (Essential) 

DISCUSSION: Access to the public is an integral part of rehabilitation. Inmates should 
be permitted to communicate with their families and friends, as well as with public 
officials, the courts and their attorneys. (See rdated standards in Mail and Visiting) 

2-4339 Written policy and procedure provide for reasonable access between inmates and 
the communications media, subject only to the limitations necessary to maintain order and 
security and protect inmates' privacy. Media requests for interviews and resident consent are 

in writing. (Essential) 

DISCUSSION: E.xcept in emergencies, such as disorders and escapes, inmates should 
have free access to tQ.e general public through the communications media or other 
legitimate intermediary. (See related standard 2-4025) 

2-4340 Written policy and procedure provide the following for each inmate: 
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Freedom from d!scrimination based 0 r . . handicap, or political beliefs n race, re IglOn, national orlgm, sex, 

Equal access to various programs and work . . 
decisions concerning classification status assIgnments, and mvolvement in 

A healthful place in which to live 

(E ti I) 
Use of inmates name when addressed, rather than prison number 

ssen a . 

DISCUSSION: Inmates should be addressed b th' dividual identity and to ensure their y eI.r P!oper name to preserve their in-
equal opportunities to participate in alri~:t~~~ digmty. Inmates shou~d be assured 
all administrative decisions likewise should b

U 
Ionp drog~amh s. ~or~ as.sIg~ments and e rna e WIt out discnmmabon. 

2-4341 Written policy and procedure prote t . 
pl1nishment, personal injury disease p rtyc ~nmates from personal abuse, corporal 

, ,rope amage, ami harassment. (Mandatory) 

DISCUSSION: In instances wher .. h . al ~ . . . only the least drastic means nece p YSI~ orce or diSCIplInary detention is required, 
~inistrative segregation should e~!~:e;t~ecp~~~e~~~::artconftrol Sthhould bi e used. Ad­
Inmates. es rom emse ves or other 

;r~~~~e in:~:~ors~:~~:I~d procedure govern inmate classification, and provide for input 

DISCUSSION: Decisions that det' . , the inmate's de ree errmne an Inmate s status can have a major effect on 
existence with : cor~:c:[~~~o~\~:es~o c~r~e~t~onal services, basic conditions of 
should specify criteria for theYdI'ffer'ent dleh~If~Ilit! for release. Written guidelines 

d 
c aSSI IcatIOns offenders b . 

an the frequency of status reviews or th . may e aSSIgned, 
re~iews. The guidelines also should provide ~o~I~~~mst:n~es that may pr~mpt suc~ 
~':':e r:~~=~si;:,m~~::oa!"a~ ~e ~~s~~,:: ~~:th~:~:ta!~~:~:~~h:~a~~~~~:; 
Classification) ec e y t em. (See related standards in 

2-4343 There is a written inmate . mates and which includes at least on:~::eslnOcfe proced.u(Ere which is made available to all in-appea • ssential) 

DISCUSSION: A grievance procedure is an elm" . 
and resolution of inmate problems The i:stit I~str~tIv~ means for the expression 
include the following: provision for 'wr' u IOn s gnev~ce mech~nism should 
reasons for the decision' . . ltten respo~se~ to all gnevances, mcluding the 
li~it, with special pro,A~~~:I~~; ::s~~~~~ns~ WIthin a pr~sc~ibed, :~asonable time 
VISOry review of grievances' provision fo g fOe em~rgencIes, provlSlon for super-
d~sign and operation of the 'grievatiCe pro~e~~~:1~:~~~ by rstaff 

and inmat~s in the 
WIth guarantees against reprisals; applicability 'over aS~r~a~r :anCcgeeSSobfY .a1lll11~ateds, Issues, an , 
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means for resolving questions of jurisdiction. 

. . ritten olicy and procedure govern searches 2-4344 Where a new cnme IS suspec~ed, w thtrized only by the warden/superinten-
and the preservation of evidence. S.earc e~a::e :~tion is necessary. In such cases the 
dent or designee except w~en 1?Ir:e: 1 

.nformed as soon as possible after the search. warden/superintendent or designee IS u y I 

(Essential) 
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, 'n searches directed at solving a possible 
DISCUSSION: ~olic~ and proced.u:e go;e;r~~s~ring the legal protection of the inmate 
new crime should mclude provlsl~ns ~~ state Becaus'e searches may result in new 
and the preservation ~f e~ldence rom e . ersons in free society would be af-
criminal charges agamst. m!llates an~ be~~~~et~e fourth amendment, the institution 
forded protection ~r.om slmll~r seaJc ~~.u the manner in which such searches are to 
should adopt specIfIc regulatlO~s etrutm~es (See related standards 2-4192, 2-4193, be conducted and under what Clrcums an . 
2-4194, 2-4195, and 2-4355) 
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INMATE RULES AND DISCIPLINE 

Note: The categories of "major" and "minor" violations are not designated 
by the standards; many jurisdictions have only "rules" -with the determina­
tion of severity based on the level of violation. The standards apply to all 
violations which require a disciplinary report or record and formal resolution 
by a person not involved with the incident. 

2-4345 Written rules of inmate conduct specify acts prohibited within the institution and 
penalties that may be imposed for various degrees of violation; the written rules are reviewed 
annually and updated if necessary. (Essential) 

DISCUSSION: The rules should prohibit only observable behavior that can be shown 
clearly to have a direct, adverse effect on an inmate or on good order in the institu­
tion. The rules also should specify the range of sanctions that can be imposed for 
violations. The sanctions should be proportionate to the importance of the rule and 
the severity of the violation. (See related standard 2-4395) 

2-4346 A rulebook that contains all chargeable offenses, ranges of penalties and 
disciplinary procedures is posted in a conspicu(bus and accessibJe area; a copy is given to each 
inmate and staff member, and is translated into those languages spoken by significant 
numbers of inmates. When a ~iteracy or language problem prevents an inmate from 
understanding the rulebook, a staff member or translator assists the inmate in understanding the rules. (Essential) 

DISCUSSION: Provision of a rulebook that lists specific offenses and penalties helps 
ensure that all persons in the institution understand what behavior is prohibited and 
what penalties may be applied for violations. Written procedures should specify how 
the rules and regulations are issued and presented to new inmates as well as how revi­
sions to rules and regulations are distributed to all inmates. Rules and regulations 
governing inmate conduct are of limited value unless the inmate understands them. 
(See related standards 2-4092 and 2-4395) 

2-4347 All personnel who work with inmates receive sufficient training so that they are 
thoroughly familiar with the rules of inmate conduct, the rationaie for the rules, and the 
sanctions available. (Essential) 

DISCUSSION: All institution personnel who work with inmates in any way should 
receive continuous in-service training that ensures their understanding of the rules of 
inmate conduct. The clarity and specificity of the rules, together with this training, 
should preclude discrepancies among staff members in.interpretation or implemen­
tation. (See related standard 2-4092) 
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2-4348 There is a written set of disciplinary procedures gove.rning inmate rule violations. 
These are reviewed annually and updated if necessary. (Essential) 

DISCUSSION: None. 

2-4349 There are written guidelines for informally resolving minor inmate misbehavior. 
(Essential) 

DISCUSSION: Written guidelines should specify misbehavior that may be handled in­
formally. All other rule violations should be handled through formal procedures 
that include the filing of a disciplinary report. 

2-4350 Written policy and procedure provide that when rule viola~ions require .formal 
resolution staff members prepare a disciplinary report and forward It to tbe desIgnated 
supervisor. (Essential) 

DISCUSSION: Employees should prepare a discipli?ary. repor~ w~en. they have a 
reasonable belief that an inmate has committed a VIOlatIOn of InstitutIOn rules. 

2-4351 Disciplinary reports prepared by staff members include, but are not limited to, 
the following information: 

Specific rules violated 
A formal statement of the charge 
Any unusual inmate behavior 
Any staff witnesses 
Disposition of any physical evidence 
Any immediate action taken, including the use of ~orce . 
Reporting staff member's signature and date and tIme report IS made. 

(Essential) 

DISCUSSION: In order to properly assess charges of rule viola~io?s ~gainst inmates, it 
is essential that all pertinent information be recorded o~ a dISclplll~ary report form. 
This information should be as specific and comprehensIve as pOSSIble. 

2-4352 Written policy and procedure specify that, when an alleg~d rule vi.olati.on ~~ 
. t . estigation is begun within 24 hours of the tIme the VIOlatIon IS reported, an appropna e IOV h tional cir 

reported and is completed 'Yitho~t u?,reasonable. delay, unless t ere are excep -
cumstances for delaying the IOvestigation. (Essential) 

DISCUSSION: Investigations of alleged rule viol.ation~ sh~uld b~ comme~ced as ~oon 
as possible after the incident is reported. The InvestIgatIng ~ffI.cer ShOUld be a .. taff 
member and should not be the employee who reported the IncIdent. 

2-4353 Within the disciplinary procedures document, there is provision for ~rehearing 
detention of inmates who are charged with a rule violation: The inmate's ~reheann~ det~n-
tion s a us IS reVIew . t t' . ed W1'thin 72 hours by the warden/supenntendent or deSIgnee. (EssentIal) 
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INMATE RULES AND DISCIPLINE 

DISCUSSION: Prehearing detention is the confinement of an inmate in an individual 
cell until an investigation is completed or a hearing scheduled. Such detention 
should not be punitive, and it should be used only when necessary to ensure the safe­
ty of the inmate or the security of the institution. Documentation should be provid­
ed as to the reason for detention. Care should be exercised to ensure that no inmate 
remains in prehearing detention longer than necessary. 

2~4354 There is a sanctioning schedule for institutional rule violations. The maximum 
sanction is 15 days for anyone violation and no more than 30 days for all violations arising 
out of one incident. Continuous confinement for over 30 days requires the review and ap­
proval by the warden/superintendent. (Essential) 

DISCUSSION: The time an inmate spends in disciplinary detention should be propor­
tionate to the offense committed, taking into consideration the inmate's prior con­
duct, specific program needs, and other relevant factors. (See related standard 
2-4216) 

2-4355 Written policy and procedure provide that, where an inmate allegedly commits an 
act covered by criminal law , the case is referred to appropriate court or law enforcement of­
ficials for consideration for prosecution. (Essential) 

DISCUSSION: In instances when an inmate is alleged to have committed a crime 
covered by criminal law, the institution should refer the case to appropriate officials 
for possible prosecution. (See related standard 2-4344) 

2-4356 Written policy and procedure provide that an inmate may waive the right to a 
hearing, provided that the waiver is documented and reviewed by the chief executive officer 
or designee. (Essential) 

I 
II 

DISCUSSION: When inmates feel that a hearing is unnecessary, they should have the 
opportunity to waive this right. The disciplinary committee should follow stated 
guidelines for determination of sanctions. 

2-4357 Written policy and procedure provide that tbe inmate is given a written statement 
of the charge(s), including a description of the incident and specific rules vio!ated, at the 
same time that the disciplinary report is filed with the disciplinary committee, but no less 
than 24 hours prior to the disciplinary hearing. The bearing may be beld within 24 hours with 
the inmate's written consent. (Essential) 
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DISCUSSION: None. 

2-4358 Written policy and procedure provide for postponement or continuance of the 
disciplinary hearing for a reasonable period and good cause. (Essential) 

DISCUSSION: Disciplinary committee hearing postponement or continuance may be 
granted for a reasonable period of time for good cause, such as preparation of a 
defense, illness or unavailability of the inmate, further investigation of factual mat-

-- .:::'::;" ~·:"::,·'.·7:·· ""' .. ' " ... ., ._ . :; ... ::.:'" ~:::.\::: ::::::.c .. :~d:·'7:· .. ::::'.. ..•. ., . 
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ters relevant to the hearing, or pending criminal court prosecution. Delaying a 
disciplinary hearing is justifiable on the basis of factual recording of inmate's unac­
ceptable behavior during the hearings process or his refusal to participate in a 
reasonable manner. 

2-4359 Written policy and procedure provide that inmates charged with rule violations 
are scheduled for a hearing as soon as practicable, but no later than seven days, excluding 
weekends and holidays, after the alleged violation. Inmates are notified of the time and place 
of the hearing at least 24 hours in advance of the hearing. (Essential) 

DISCUSSION: To ensure fairness and the integrity of the disciplinary process, inmates 
charged with rule violations should receive speedy hearings. Hearings should be con·· 
ducted as soon as possible, but definitely within one week of the incident, unless the 
hearing is prevented by exceptional circumstances, unavoidable delays, or 
reasonable postponements. Reasons for all delays should be documented. 

2a4360 Written policy and procedure provide that inmates charged with rule violations 
are present at disciplinary hearings, except when their behavior during the hearing justifies 
exclusion. (Essential) 

DISCUSSION: None. 

2-4361 Written policy and procedure provide that disciplinary hearings of rule violation 
cases are conducted by an impartial person or panel of persons. A record of the proceedings 
is made and maintained for at least six months. (Essential) 

DISCUSSION: To ensure objectivity in these proceedings, hearings for rule violations 
are conducted by persons who were not directly involved in the incident. 

2-4362 Written policy and procedure allow inmates to request the services of any staff 
member to represent them at disciplinary hearings and to question relevant witnesses. Staff 
representatives will be appointed when it is apparent that inmates are not capable of effec­
tively collecting and presenting evidence on their own behalf. (Essential) 

DISCUSSION: None. 

2-4363 Written policy and procedure provide that the inmate is given an opportunity to 
make a statement and present documentary evidence, and may request witnesses on his/her 
behalf; reasons for the denial of such a request are stated in writing. (Essential) 

DISCUSSION: None. 

2-4364 Written policy and procedure specify that the disciplinary committee's decision 
be based solely upon information obtained in the hearing process, including staff reports, 
the statements of the inmate charged, and evidence derived from witnesses and documents. 
(Essential) 
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INMATE RULES AND DISCIPLINE 

DISCUSSION: Witnesses requested b th . 
mate's representative and committ~e ;;e~r;:ate ~y be questioned by both the in­
questions in person b . ers: Itnesses who cannot respond to 
be permitted to obta~a~nde S~bk':~tto submllt wntdten statements. The inmate should 

u.u any re evant ocuments. 

2-4365 Written policy and pro d "f 
and the supporting reasons and tbc:t :~:~~e~1 ~ tha~ a ;;'ri~ten record is made of the decision 
and supporting documents' are ke tin th . glve~ ~ e lD~ate. T~e ~ecord of the hearing 
records. (Essential) p e IDmate s fde and ID the diSCiplinary committee's 

DISCUSSION: The disciplinary hearin t t h . 
disposition and the reason for the ac~o~ a err;ent d s .ould Include. the decision, the 
tion security. ' un ess OIng so would Jeopardize institu-

2-4366 Written policy and procedure pro ·d f' . . 
dispositions by tbe warden/superintendent t VI e or review ?f al~ dlsclp~inary hearings and 
(Essential)· 0 assure conforlDIty with polIcy and regulations. 

DISCUSSION: At the conclusion of the disci r h' 
and disposition of the case should b f P I~ad eanng, a report of the findings 
designee for review. This review shou~ e~;ar e to the w~den/superintendent or 
cordance with stated procedures and that t~re t~at thekheanng was conducted in ac­
regulation. e ac Ion ta en conforms with institution 

2-4367 Written policy and procedure pr 'd tb h ... 
from all files of inmates found not guilty of OVI ell adt t e d~Sclpl.lDary report is removed 

an a ege rule vlo~atlOn. (Essential) 

DISCUSSION: When an inmate is found guilt f I 
or she was originally charged with in co y ~ on ~ ~ome. of th.e r~le violations he 
that incident is described in' . .n~ec Ion WIt a sIngle IncIdent, and when 
show clearly the violations tha sIngle dISCIplInary repor.t, ~h~ inmate'S record should 
of disposition, may be kept a~dw~~:dn~~ir~~7~: A:I dIscIplInary reports, regardless 
all identification is removed. s a IS lca or research purposes providing 

2-4368 Written policy and procedure orant . t h . 
disciplinary committee to the warden/s e. lOrna es t. e nght to appeal decisions of the 
of the decision. The appeal is decided :i~:~n;~n:ent or ~IS :e~ignee w:ithin 15 days of receipt 
writing of the results of the appeal. (Essential) ays, an t e IDmate IS promptly notified in 

DISCUSSION: The appeal process sho ld 'd h 
substantial compliance with institutio~ st:~:;:'1 er tree factors: ~hether there was 
discipline; whether the decision of the commit~dS and broc~dures In han~Iling !nmate 
and, whether under the circumstances the sa:~t~~ ir:ps~se~n substantIal ~vldence; 
the rule violation. ' was proportionate to 
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Mail 

2-4369 Written policy and procedure governing inmate correspondence are developed 
and reviewed annually. (Essential) 

DISCUSSION: All regulations pertaining to inmate correspondence s~ould be specified 
in writing and made available to staff members, inmates, and theIr correspondents. 

2-4370 When the cost is borne by the inmate, there is no limit on the volume. of lette~ an 
inmate may send or receive, or on the length, language, co~te~t O! so~rce of mail or publica­
tions, except when there is a reasonable bel~ef that th~ lImItation IS necessary to protect 
public safety or institutional order and secunty. (Essential) 

DISCUSSION: The number of approved correspondents for an inmat~ should be 
unlimited, and there should be no limitation on the number of letters an ll1~ate may 
send or receive from them. Limitations may be placed on the use of the mads for the 
concuct of an inmate business. (See related standards 2-4226, 2-4375, and 2-4376). 

2-4371 Written policy and procedure provide that indigent inmates, as defined in policy, 
receive a specified postage allowance to maintain community ties. (Important) 

DISCUSSION: Provision should be made to ensure that indigent inma~es ~e ~ble to 
send a reasonable minimum number of letters per month. C?mmumty tIes mclu~e 
family, personal friends, etc., but not privileged communicatIOn to ~ttorne~, pub~c 
officials and courts. An indigent inmate is a person found to be WIthout fmancial 
resources. (See related standard 2-4378) 

2-4372 Written policy and procedure provide for the forwarding of first class letters and 
packages after transfer or release. (Essential) 

DISCUSSION: All first class letters and packages should ~e forwarded t~ inmates wh~ 
are transferred to other institutions or released, prOVIded a forwardmg address IS 
available. If a forwarding address is not available, first class letters and packages 
should be returned to the sender. Post Office policy and procedure should be made 
available to inmates. 

2-4373 Written policy and procedure govern inmat~ access to publications. (Essential) 

DISCUSSION: Specific policies and procedures sho~dd e~ist to define wI:ic? publica-
f ons are allowed in the institution and how they will be Inspected. Restnctlons to .ac­
c~ss should be directly related to the maintenance of institutional order and secunty. 
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COMMUNICATION, MAIL AND VISITING 

2-4374 Written policy and procedure require that incoming and outgoing letters and 
packages are not held for more than 24 hours, excluding weekends and holidays. (Essential) 

DISCUSSION: Inspection for contraband should not take longer than 24 hours to 
complete, so that incoming mail should be distributed to inmates and outgoing mail 
sent to the post office within 24 hours of receipt. 

2-4375 ~nmate letters, bo~b inCOming and ?utgoing, are not read or censored, except 
when there IS ~ .reasonable b~lief !hat there is a ~hreat to institutional order and security. In­
mates are notifIed when mail wrItten by or addressed to them is rejected together with the 
reasons for the action. (Essential) , 

DISCUSSION: Inmates should be permitted u~censored correspondence so long as 
such. corresI;londence poses no threat to the afety and security of the institution, 
publIc offiCIalS or the general pUblic and is ot being used in the furtherance of 
illegal activities. Case law has defined legal limits. When inmate mail has been re­
jected, the inmate or author should be provided an opportunity to protest that deci­
sion, and such complaints should be referred to officials who did not participate in 
the original disapproval of the correspondence. 

2-4376 Written policy and procedure provide for the inspection of inmRte letters and 
packages to intercept cash, checks, and money orders. (Essential) 

DISCUSSI~N: Cash, checks and money orders should be removed from incoming mail 
an~ credIted to the offender's account. If discovered in either incoming or outgoing 
mall, they should be removed and disposed of appropriately. A receipt is given to 
the sender and addressee, and the episode is documented. 

2-4377 Written policy and procedure govern the inspection for and the disposition of 
contraband. (Essential) 

DISCUSSION: Written policy and procedure should specify how seizures can be 
chal!enged, ~hat should be done with the contraband, an~ under what conditions 
:ecelpts are gIVen the sender and addressee. Policy should indicate when the matter 
IS referred for prosecution. 

2-4378 Written policy and procedure specify that inmates are permitted to send sealed 
letters .'0 a specified class of persons and organizations, including, but not limited to the 
followIDg: courts; counsel; officials of tbe confining authority; state and local chief ex­
ecutiv~ officers; administra!ors o~ ~rlevance systems; and, members of the paroling authori­
ty. Mail to inmates from this specIfIed class of persons and organizations may be opened on­
iy to inspect for contraband and only !n the presence of the inniate. (Essential) 

DISCUSSION: None. (See related standard 2-4371) 
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COMMUNICATION, MAIL AND VISITING 

Telephone 

. d for inmate access to public telephones. 2-4379 Written policy and procedure prOVI e 
(Important) 

. . . uld be provided to permit reasonable and 
DISCUSSION: Telephone. faCIlIties sh? n rocedures should specify the hours of 
equitable access to all I~ates. 'fn~~ ~ calls and any limitation on telephone 
telephone availabili~~, .maxImuldm lf

n fo~ a reas~nable amount of privacy. All long calls. Telephone facIlItIes shou a ow 
distance calls should be made collecL 

Visiting 

. 't tion and are reviewed annually and up-2a 4380 Written policy and procedure govern VISl a 
dated if needed. (Essential) .. 

. . . rocedures that specify all regul.a~ions pertammg 
DISCUSSION: Wntten polICIes ~d f 0 all inmates at admission, VISItors, and staff. 
to visiting should be made ava~lab e ~ould be translated into languages spoken by 
When necessary, these .regulatIOnst~at all may understand the rules. significant numbers of mmates so 

. d that the number of visitors an inmate may 2-4381 Written policy and procedur! p.ro;l ~ b the institution's schedule, space, and 
receive and the length of visits may be lImite b~ta~ti:' reasons to justify such limitations. personnel constraints, or when there are su 
(Essential) . 

denied access to visitation with persons of theIr 
DISCUSSION: Inmates should not be . t dent or designee can present clear a!1d 
choice, except when the war:e!1(:~?~~je~~ardizes the safety and. security of the m-
convincing evidence that suc VISI adl d d ?-4227) 
stitution or the visitors. (See relate stan ar _ 

'f visitor registration upon entry into the 2-4382 Written policy and proceddure :'p~c~i~itors may be searched. (Essential) institution and the circumstances un er W IC d 

. . uired to register his/her name, address, an 
DISCUSSION: Each VISItor should be ~eil 'ng written procedures staff may search relation to the inmate upon entry. 0 OWl 
visitors and their belongings. 

. that inmate visiting facilities permit infor-2-4383 Written policy an~ procedure p.roVlfde hysical contact. Devices that precl.ude 
mal communication, includIDg opp~rt?m? or.:; substantiated security risk. (EssentIal) physical contact are not used except ID IDS ances 
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DISCUSSION: The degree of informality of inmate visiting facilities should be consis­
tent with the institution's overall security requirements. (See related standard 2-4110) 

2-4384 Where statute permits, written policy and procedure specify the conditions for 
extended visits between inmates and their families. (Essential) 

DISCUSSION: Written policy and procedure should. provide guidelines for determin­
ing which inmates are permitted extended visits with their families, the length of the 
visit, where the visit should take place and other conditions for the visit. An oppor­
tunity to spend from 48 to 72 continuous hours with family members can help in­
mates reestablish or strengthen family ties. Inmates with appropriate security classi­
fications should be permitted furloughs home of up to three days. The institution 
should provide suitable private accommodations for extended visits between inmates 
and their families on institution grounds. 

2-4385 Written policy and procedure govern spedal visits. (Essential) 

DISCUSSION: Special visits may include visits from persons who have come long 
distances, visits to hospitalized inmates, visits to inmates in disciplinary status and 
visits between inmates and their attorneys, clergy, social service agency represen­
tatives, etc. Written policy and procedure should specify the conditions of such 
visits. (See related standards 2-4325 and 2-4469) 

2-4386 The institution provides inform.ation to visitors about transportation to the in
e stitution and facilitates transportation betwe~n the institution and nearby public transit terminals. (Important) 

DISCUSSION: If there is considerable distance between the pUblic transit terminal and 
the institution, the institution should seek to provide transportation for visitors. 
This is particularly important where transportation costs are significant. 

2-4387 Written policy and pr""edure provide that inmates with .ppropriate s""urity 
classifications are allowed furloughs to the community in order to maintain eommunity and 
family ties and for other purFoses consistent with the public interest. (Important) 

DISCUSSION: None. (See related standards 2-4419 and 2-4455) 
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RECEPTION AND ORIENTATION 

Note: Some of the reception and orientation procedures in this chapter may 
be completed at a central reception facility. If this is the case, documentation 
of the completion of the procedure must be available at the institution. 

2-4388 Written policy and procedure govern the reception and orientation of new 
inmates and are reviewed annually and updated if necessary. (Essential) 

DISCUSSION: The reception period immediately following admission is important in 
determining inmates' attitudes about incarceration and in helping inmates adjust to 
the institution. 

2-4389 Written procedures for admission of inmates new to the system include, but are 
not limited to, the following: 

Determination that the individual is legally committed to the institution 
Complete search of th~ individual and possessions 
Disposition of personal property 
Shower and hair care, if necessary 
Issue of clean, laundered clothing as needed 
Photographing and fingerprinting, including notation of identifying marks or 
other unusual physical characteristics 
Medical, dental, and mental health screening 
Assignment to a housing unit 
Recording basic personal data and information to be used for mail and visiting 
list 
Assisting inmates in notifying their next of kin and families 01 admission 
Explsnation of procedures for mail and visiting 
Assigmng a registered number to the inmate 
Giving written orientation materials to inmate. 

(Essential) 

DISCUSSION: Inmates coming into the system may be unfamiliar with staff expecta­
tions and not understand what is expected of them. Staff members should explain 
the procedures being undertaken at each step in the admissions process. When 
necessary, these procedures should be reviewed for inmates transferred within the 
correctional system. (See related standards 2-4289, 2-4290, 2-4291, 2-4292, and 
2-4293) 

2-4390 Writte~ policy and procedure require the prepara~!on of a summary admission 
report for all new admissions to the institution that includes, but is not limited to, the follow­
ing: 
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RECEPTION AND ORIENTATION 

Account of the legal aspects of the case 
Summary of criminal history if any 
Social history , 

Medical, dental, and mental health history 
Occupational interests and experience 
Educational status and interests 
Recreational preference and needs assessment 
Psychological evaluation 
Staff recommendations 

Preinstitutional assessment informati 
(Essential) on. 

DISCUSSION: The summary admissio . 
ma~e's cumulative case record. Thi~ r~~~~~onstItutes the firs~ document in the in­
reVIew by the classification committee and th ent. may be duplicated and used for 
tial tool for the development of a ro e ~mt m~agement team. It is an essen­
identifies areas for follow-up (Se ~ t g~am WIth the Inmate. This brief screening 
2-4409, 2-4412, 2-4425, 2-4452, a~~e 2~8~~andards 2-4289,2-4295,2-4296,2_4298, 

2-4391 Inmates transferred from oth . . . 
institution. (Essential) er InstitutIOns receive an orientation to the new 

DISCUSSION: Every institution has ro d 
unique to its purposes physical lant ce ure~, rules, and regulations which are 
the correctional syste~ may be famil. and ~~unty status. Inmates transferred within 
lems may be avoided by providing ~:rWI~ . ~any o~ these r~qu~re~ents, but prob­
rules and regulations. en In ormatIon on InstItutIOn procedures, 

2N~392 Written policy and procedure s ecif h 
their possession. (Essential) p y t e personal property inmates can retain in 

DISCUSSION: It is essential to hel re .. . . 
normalize the institutio~' II setti: ~ t;:r~~~ the Indi,?-dualldentities of inmates and to 
personai property items which l' t re~ a polIcy should allow inmates to keep 
stitution or to others. 0 no constItute a threat to the security of the in-

2-4393 Written policy and procedure 
~onal p~operty • Personal property retaine::~~rn ~he ~on~roJ !l~d sa!egu~ding of inmate per­
IS kept lD the permanent file. the inm t .he Institution IS ltelDlzed lD a written list which 

, a e receives a current copy of this list. (Essential) 

DIS<?USSION: In order to help preserve the i di . d . . . . 
m~ze the institutional setting, inmates Sh::W~l b u:,kIdentIties of Inmates and to nor­
which does not constitute a threat to. . . e owed to keep personal property 
property retained at the institution s~~~~u~onal safety, o~der, or .security. All 
carefully and securely stored The e accurately InventOrIed, handled 
mat~ and returned at the ti~e of r~f~~ert~ Shnf°~·I1d be a.vailable if required by the in-

e. 0 Iscated Items shOuld be noted on the 
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RECEPTION AND ORIENTATION 

inventory list which is signed by the inmate. Receipts should be provided to the in­
mate for all funds and possessions stored, and upon release from the institution, 
receipts should be signed by inmates acknowledging return of their property. (See 
related standard 2-4486) 

2-4394 Written policy and procedure relating to control of inmate property and funds 
are updated annually and al'e made available to inmates upon flldmission and when updated. 
(Essential) 

DISCUSSION: Inmates should understand what personal property they may retain and 
should be assured both that the institution's policies are applied uniformly and that 
their property will be stored safely. (See related standard 2-4051) 

2-4395 Written policy and procedure provide that new inmates receive written orienta­
tion materials and/or translations in their own language. When a literacy problem exists, a 
staff member assists the inmate in understanding the material. Completion of orientation is 
documented by a statement that is signed and dated by the inmate. (Essential) 

DISCUSSION: Orientation should provide new inmates an understanding of what is 
expected of them and what they may expect to derive from institution programs. 
Orientation should include formal classes, distribution of brochures that describe in­
stitution programs and rules and regulations, and discussion of the institution's pro­
grams and procedures. Orientation also should be used to observe inmate behavior 
and to identify special problems. Written materials should be updated regularly and 
distributed to all inmates. Orientation is a team effort that utilizes all institutional 
resources. (See related standards 2-4345 and 2-4346) 

2u4396 There is a program for inmates during the reception period. (Essential) 

DISCUSSION: The daily program for inmates in the reception unit should include in­
terviews, testing, and other activities related to the admission process, as well as 
receipt of information on educational, religious, work, and recreational programs. 
New inmates should be provided reading materials and should be permitted to at­
tend religious services. They should receive exercise on the same schedule as the 
general inmate population and perform work assignments on the llnit. Key program 
elements of the institution should be involved in the reception program. 

2-4397 Written policy and procedure provide tbat, except in unusual circumstances, 
initial reception and orientation of inmates is completed within four weeks after admission. 
(Essential) 

DISCUSSION: Inmates should be removed from the reception unit as soon as possible 
so that they may be placed in a program most appropriate to their custody status. 

2-4398 Written policy and procedure provide that, except in unusual circumstances, 
reception and orientation for inmates transferred from another insitution within the same 
system is completed within one week after admission. (Essential) 
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DISCUSSION: Inmat~s transfer~ed from other institutions have alread com 
many of th~ r~ceptlOn and orIentation requirements, and can be Plac~' Pletled 
programs wIthm one week. m regu ar 
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CLASSIFICATION 

2-4399 There is a written plan for inmate classification which specifies the objectives of 
the classification system, details the methods for achieving tbe objectives, and provides a 
monitoring and evaluation mechanism to determine whether the objectives are being met. 
The plan is reviewed at least annually and updated if necessary. (Essential) 

DISCUSSION: The classification system should help ensure that inmates participate in 
appropriate, integrated programs that will assist them during their incarceration and 
subsequent release to the community. The classification system should consider an 
assessment of risk and the. efficient management of the inmate population. It should 
provide that no inmate receives more surveillance or assistance than required and 
that no inmate is kept in a more secure status than potential risk requires. (See 

related standard 2-4342) 

2-4400 There are classification policies with detnHed procedures for implementing them; 
these policies are made available to ali staff involved with classification, and reviewed at 
least annually and updated if necessary. (Essential) 

DIS(,'USSION: Classification policies should include, at a minimum: (1) detailed pro­
cedures for initial inmate classification and reclassification; (2) instructions regard­
ing the makeup of the unit, team or full classification committees, as well as the 
duties and responsibilities of each; (3) definition of the various committees' respon­
SIbilities for custody, employment and vocational/program assignments; (4) in­
structions as to what phases of an inmate program may be changed by the various 
committee levels; (5) specific procedures reJlating to inmate transfer from one pro­
gram to another and from one institution to another; and, (6) content of the 

classification interview. 

2-4401 The system for classifying inmates specifnes the level of custodial control required 
and requires a regular review of each classification. (Essential) 

DiSCUSSION: A correctional system should provide for at least three degrees of 
custodial control for inmates. All inmates should be assigned the least restrictive 

custodial level necessary. 

2-4402 Youths charged with offenses which '~vould not be crimes if committed by adults 
and adjudicated delinquent offenders do not res.ide in the institution. (Mandatory) 

m.sCUSSION: None. 

2-4403 The written plan for inmate classifkation provides for maXimum involvement of 
representatives of relevant institutional prograJDs and the inmate concerned in classification 

reviews. (Essential) 
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DISCUSSION: All new inmates should b f' custodial assignment and pro ram I e care ully screened and evaluated for proper 
ing their needs and in selectin; prog~a::~ent. Inmates should participate in assess­
cess requires the cooperation and input otb~~~~h,?se needs. The c~ass!fic~tion pro­
gram personnel. (See related standards 2-4334 an~ l~~~~:nd the mstItutlOnal pro-

2-4404 The written plan for inmate classific f . . of each inmate occurs at least every 12 mo th a l(oEn spe~lfles that the program status review n s. ssentlal) . 

mSCUSSION: Schedules for progr t t ' stitution, profile of inmate POP~i~ a us reVIew: vary according to the type of in-
stitutions that serve younger individ~;Uaver~~ ~~~th of sent~nce, etc., Those in­
sentences should conduct case review" at ~ a~ m IVlduals servmg relatIvely short 
ing an older population and individu~ ea~ e~ery three months. Institutions serv-
pr~gram status reviews at least every 1; ~~~~~g ~~ger sentences should.pro~ide for 
reVIew of all matters affecting the status of th

s
. , e pro~ram s.tatus reVIew mcludes e Inmate, mcludmg custody. 

2·4405 The written plan for inmate cI T· .. determining and changing the program st::SI lC;b0n. specifies criteria and procedures for 
level of appeal. (Essential) us 0 an mmate; the plan includes at least one 

DISCUSSION: Because program status review .. . 
custody, transfer to another institutio~ or scan mvolve an increase in level of 
mates adversely, the review process sho~ld . O~h~ program changes that. effect in­
program status decisions, not disciplinar mt~ u e(anS appeal process. ThIS refers to y ac lOne ee related standard 2-4217) 

2~4406 Written policy and procedure re . t 
substantial reasons, all inmates 9ppear at th~~:r~ h~:. u~ess prec!uded for security or otber 
h1)urs prior to these hearings. such notice m cbassl I~ation heanng and are given notice 48 
(Essential) , ay e WaIved by the inmate~ in writing. 

DISCUSSION: Inmates should have suffici· . . pre~are for classification hearings so t~~ t~~e and aSSIstance, If requested, to 
testimony that would ensure them ' . ey ma~ 'pre~ent any evidence or 
dard 2-4217) ,an appropnate classlfIcatlOn. (See related stan-

2-4407 Written policy and procedur ·f 
initiate a review of progress and progra~::::u~. t~I-:::::!~)s under which an inmate can 

DISCUSSION: In addition to partici atin· . . 
responsive programs, inmates shoul~' be :ll~~:s:ss~n~. theIr ~eeds and selecting 
the extent of their progress and the ff f 0 Im~Iate reVIews that determine e ec Iveness of therr programming. 

2-4408 Written por d (Essential) ICY an procedure pl'ovide for identification of special needs inmates. 
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. . I d b t are not limited to, drug addicts, drug 
DISCUSSION: Spe~ial need~ l~m:tes me i~~te~ who are emotionally disturbed, men­
abusers, alcoholIcs, aleo 0 a ~er~il or who pose high risk or require protective 
tally retarded, ~uspect~d ~~n:xisi to' identify the number, type and frequency ?f 
custody. Proce ures s ou f. t When numbers or frequency of commlt­
commitment of the~e groups 0 lI~a l~be instituted for the appropriate manage­
ment warrant, speCIal programs s o~ ossible effort should be made 
men~ and effetcltliV~lhl aonrdmline~t~~yt~~~~:::t:~~!::~~ ~ noncorrectional setting. (See 
to place men a y 1 

related standards 2-4283 and 2-4479) 

·f· t· Tes tbat prior to a parole bearing, 
2 4409 Tbe written plan for inm~!teclassl Ica Ion speci I. . ' . t nd com-

- . I tb roling autborlty mcludmg a curren a 
:~:iea~~::o:;~~ri:':ei~::!:,:v:;:!t~e~oin :"~~nstitution and a proposed parole plan. 

(Essential) 
. I d th· t 's plans for parole should be 

DISCUSSION: A progr~ss rep~rt that mc u ~efo~;~ap:roling authority. This report 
prepared Pflhor to thel.l~attehosraI.Ptyp:~r:.~~ a well-informed decision on the inmate'S 
will enable t e paro mg C4U 

readiness for release. 

. . d r institutional assessment in-2 4410 The institution or parent agency solICits an uses P e . 
r;rmation regarding tbe inmate's progress and adjustment. (Essential) 

. h t t with the criminal justice system prior to 
DIS~USSI~N:. When mT.?-at~s ~ve con ac in local detention facilities or work relea~e 
theIr admISSIOn. to the lI~StltUtIO~, .(e. g., , hould be solicited and incorporated m 
programs) any mformatIOn on t e~r'progr~ss s . d cumented information on 
the institution's ~l~ssif~cat~on dhec~sIOn. Llk~~lS:~t~~~es ~hould be considered. (See 
the inmate's partICIpatIon In ot eI commum Y 
related standard 2-4390) 
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INMATE WORK PROGRAMS 

2-4411 Tbe institution maintains a written plan tbat provides full-time work and/or pro­
gram assignments for all inmates in tbe general population. (Essential) 

DISCUSSION: An inmate work program may include industrial, agricultural, 
maintenance, and service jobs and should provide employment for all eligible in­
mates. Sufficient jobs and/or program opportunities should be provided so that 
there is no idleness. (See related standard 2-4334) 

2-4412 The institution provides a variety of work assignments that afford inmates an 
opportunity to learn job skills and develop good work babits and attitudes tbat they can ap­
ply to jobs after they are released. (Important) 

DISCUSSION: Whenever possible, in!l1ate work assignments provide experience rele­
vant to the current job market. Work assignments for women are not limited to 
traditional tasks assigned to women. (See related standard 2-4332) 

2-4413 An effort is made to structure the inmate work day to approximate tbe work day 
in the community. (Important) 

DISCUSSION: The inmate working day should last approximately eight hours so that 
inmates will be familiar with what will be expected of them in their postrelease jobs. 

2-4414 A written plan pro'Vides incentives for inmates in work programs; inmates are 
paid for work performed. (Essential) 

DISCUSSION: Inmates should be paid sufficient wages so that they can make pur­
chases from the canteen and accumulate funds to assist them upon their release from 
prison. Incentives such as wages, special housing, extra privileges, and good time 
credits should be distributed according to written guidelines. (See related standard 
2-4417) 

2-4415 Staff operating inmate work programs use tbe advice and assistance of labor, 
business, and industrial organizations to ~ssist in providing skills relevant to tbe market. 
(Importsnt) 

DISCUSSION: The institution should actively pursue cooperation from labor and in­
dustry to help plan and evaluate institution work programs and assist in work 
release, job training and job placement. The establishment of advisory boards or 
joint councils should be considered. 
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INMATE WORK PROGRAMS 

2-4416 Policy and procedure provide that all institutional work, industrial, and voca­
tional/ educational programs meet minimum federal, state and local work, health, and safety 
standards; there is documentation of at least annual health and safety inspections by federal, 
state, and/or local officials. Weekly inspections of all such programs are conducted by 
qualified .institution staff. (Mandatory) 

DISCUSSION: Inmate work programs should meet all applicable requirements for the 
safety and health of workers. A mechanism, such as a safety committee should be 
used to conduct weekly inspections and continuously monitor the operation of the 
programs. (See related standards in Safety and Emergency Procedures and 
Academic and Vocational Education) 

2-4417 Inmates employed in the community by public or private organizations in posi­
tions normally occupied by private citizens are compensated at the prevailing rate. Inmates 
receiving such compensation reimburse the jurisdiction for a reasonable share of its cost in 
maintaining them. (Essential) 

DISCUSSION: Compensation for all work performed for public or private organiza­
tions, whether on work release programs or as part of an outside work assignment 
plan, should be at the prevailing rate and should include all fringe benefits. 

2-4418 The institution provides opportunities for inmate employment in correctional 
industries, facility maintenance, operation, and, to the extent possible9 public works and 
community projects. (Important) 

DISCUSSION: Many jobs that must be performed to ensure the maintenance and 
operation of the facility can be done by inmates. Inmates may be assigned to con­
struction work, conservation projects or other work financed by public funds. These 
programs may be housed separately from the main institution. Staff supervising 
such inmates should be trained for such an assignment. (See related standard 2-4417) 

2-4419 Written policy and procedure establish furlough and work release programs to 
provide additional employment opportunities for inmates, consistent with the requirements 
of institutional and community security. (Important) 

DISCUSSION: None. (See related standard 2-4387) 

2-4420 Private industries on the institution grounds employing inmates in positions nor­
mally filled by private citizens pay inmates the prevailing wage rate for the position oc­
cupied. (Important) 

DISCUSSION: Whenever private industry employs inmates as part of its regular work 
force, the inmates must be paid the same as private citizens who would normally per­
form such work. Reimbursement to the institution for room and board may be re­
quired. 

2-4421 The inmate work plan includes provision for employment for handicapped 
inmates. (Essential) 

DISCUSSION: None. (See related standards 2-4145 and 2-4146) 
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ACADEMIC AND VOCATIONAL EDUCATION 

2-4422 There is a comprehensive education ro . 
extends from literacy training through b" h P h gr~m av~able to all eligible inmates that 
mathematics, and social science. (Essential)g sc 00 and mcludes communication skills, 

DISCUSSION: Offenders vary greatl . I . . . 
tion. The educational program sh:UI

I
: b eartrung abIlIty, interest level, and motiva-

any time and proceed at their own e s ructured so that an inmate can enter at 
be defined by grade level attainm pace. Progres~ through the program should not 
struction should be supplemented ~nt t~~ academIc marks or s~ores. I!ldividual in­
machines, educational television a Yd use of programmed mstructIOn, teaching 
(See related standard 2-4334) n correspondence courses when appropriate. 

2-4423 The academic and vocation I d . .. 
dep~rtment of education or a recognizedaac~r u~~~:n progr~m~ are accredited by (he state 
plehon '&:hlgh school and/or GED are avan

e 
b; :n assoclah~n. Programs up to the com-

. a e a no cost to mmates. (Essential) 

DISCUSSION: Accreditation by state de art . 
accred~tation associations will ensur~ th ~ents of ~ducatIOn or r~cognized regional 
educatIOn programs meet current standar~s c(~rrectIlonald acadeIl1Ic and vocational 

. ee re ate standard 2-4416) 

2-4424 Ther~ is a standardized competenc bas d . 
materials and classroom resources. (Essential{- e cumculum supported by appropriate 

DISCUSSION: In competency based dr' 
vary, While achievement is ~ const e uca Ion mstruc.tion, assignments and times may 
in terms in which the performanc:~: ~~al. In~~ructIOnal objectives sho~ld be stated 
?laced on individual student progress'wit~e~~~ e t?r a~sessable. EmphasIS should be 
mg to a set criterion. Standardization of . ~a Ion h ased on performance accord­
monitor student progress from class to c~rnc u~ s oUld. be ~ev~loped in order to 
standard 2-4435) c ass or etween InstItutIOns. (See related 

2-4425 . There is a system for ensuring that th~ . . 
gram continues to meet the needs of th' t acade?Uc and vocatIOnal education pro-

e IOma e POpulatIOn. (Essential) 

DISCUSSION: Meeting the educational d . 
knowledge of those to be served. Close w~ek's of I~ate~ requires a thorough 
and classification personnel are essential r ~~g relatIonshIps betwee~ educational 
should include input from inmates d . e process of developmg curricula 
education program reguiarly. ' an a system should be developed to review the 

2-4426 Some educational programs are rovid d . 
can take advantage of the opportunity. (I':porta:t) at a tIme when the majority of inmates 
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ACADEMIC AND VOCATIONAL EDUCATION 

DISCUSSION: Educational programs should not have to compete with work 
assignments, visitation, counseling, etc., but should be offered at offpeak program 
hours and should be available in the evenings and on weekends. Encouragement to 
participate should be provided through limiting barriers to attendance and use of a 
reward system. 

2-4427 There is a systematic approach to determine the personnel requireme~ts for the 
academic and vocational programs to ensure all inmates access to staff arad servIces. 

(Essential) 

DISCUSSION: The staff/inmate ratio is a significant factor influencing effectiveness 
in any teachmg environment. Inmates require at le.ast the same in:eraction, feed­
back, and personal attention as students 10 educatIOnal and vocatIOnal programs 
outside the instHution. 

2-4428 All academic and vocational education personnel are certified by a state depart­
ment of education or other comparable authority. (Essential) 

DISCUSSION: All teachers, supervisors, and administrators should be certifi~d by t~e 
state department of education, or other comparable body, and should receIve addI­
tional training to meet the special needs of inmates. (See related standard 2-4416) 

2-4429 Academic and vocational personnel policies and practices are comparable to local 
jurisdictions or other appropriate jurisdictions. (Important) 

DISCUSSION: Personnel practices should be similar to those of the public schools in 
the locality of the institution. 

2-4430 Salary and benefits for academic and vocational personnel are at least the same as 
state minimums for teachers performing comparable work. (Important) 

DISCUSSION: Salaries and benefits should meet the minimum state standards and 
compare favorably with local systems to ensure the recruitment and retention of 
qualified staff. 

2-4431 The educational program is supported by specialized equipment, including, at a 
minimum~ classrooms, teaching carrels, audiovisual materials and facilities, chalkboards, 
and administrative space. (Essential) 

DISCUSSION: Regardless of the extent of the educational program, specialized 
facilities and equipment are essential. 

2-4432 The institutional staff and/or parent agency conducts an annual evaluation to 
assess the effectiveness of the academic and vocational education program against stated 
performance objectives. (Essential) 
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DISCUSSION: . The educational evaluation should be conducted annually and the 
results submItted to the warden/superintendent for review. 

2-4433 T~ere is a system whereby the academic and vocational training programs are 
asses~ed. agalDs~ stated objec~ives by qualified individuals, professional groups, and trade 
associatIOns; this assessment IS done at least every three years. (Essential) 

DISCUSSION: Such assessment is necessary to ensure that the institution's educa­
tional/voca~iona~ training programs are recognized and accepted by professional 
educator~, h~ensmg boards, and trade associations. This system of accountability 
can also mdicate those programs that are ineffective and those that should be ex­
pended or revised. Justifications may be developed for budget presentations. 

2-4434 Academic and vocational counseling are provided so that inmates are placed in 
that phase of the educational/vocational programs most suited to their needs and abilities 
(Essential) . 

DISCUSSION: Counseling sh,?uld proyide inmates assistance, encouragement and 
feedback WIth respect to theIr educatlonal and vocational goals. 

2-4435 The educational program allows for f!exible scheduling that permits inmates to 
enter at any time and to proceed at their own learning pace. (Essential) 

DlSCUSSIO~: Offenders vary greatly in learning ability, interest level and motivation. 
~he educatlOnal program should ?e structured so that an inmate can enter at any 
~Ime an~ p~oceed t~ough the vanou~ grades at a comfortable pace. Individualized' 
InstructIOn IS essentlal. Programmed mstruction, teaching machines and educational 
television may be used in addition to traditional teaching methods. (See related stan­
dard 2-4423) 

2-4436 Postsecondary programs in academic and vocational education are available to 
qualified inmates. (Important) 

DlSC.USSION: Such classes should be available in the institution and supplemented by 
outSIde programs. They should be available to all who qualify and are interested. 

2-4437 The institution uses community resources in developing academic and vocational 
education programs for selected inmates. (Important) 

DISC;:US~IO~: ';cademic and vocational programs in the community can supplement 
the mstltutIOn s programs. Based on predetermined criteria, arrangements should be 
made for selected inmates to attend classes at nearby schools. 

2-4438 The educational program in coordination with other institutional services pro­
vides instruction in functional social skills. (Essential) 
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ACADEMIC AND VOCATIONAL EDUCATION 

. . . . de courses in consumer activities, life s.kill~, 
DISCUSSION: The InstItutIOn Sh01!~? pr~vI ld incorporate instruction of social SkI~S In 
and family life, and, where POSSI e, s o~ ld be coordinated with social serVIces, 
regular course content. Suc~ ~ourses s ou d in a comprehensive social skills 
leisure time activities and rebgIOus programs, an 
development program. 

. rated with academic programs and are 2-4439 Vocational training prog~ams t are I~t~! employment opportunities in the com­relevant to the vocational needs of lOma es an 
munity. (Essential) . 

. . ms should be related to the job market. A 
DISCUSSION: Vocational tralrun~IP;~gr.a I ding cooperation with correctional in-
variety of areas should be aval aD <; Inc.u s on-the-job training, and other voca­
dustries work assignments, apprentlces~f : ployment needs can be assessed 
tionaUy'related programs. The COmIJ;lUru y s e:; resentatives. Equipment and cur­
through contacts with local.la.bor and Indust~~~ld be updated periodically to ensure 
ricula for the vocation~l ~ralrung progr:::;: ~n the community. Existing community 
compatability .with tralrung dev~O';e~sed where appropriate. (See related standard resources and Involvement shou 
2-4415) 

th maintenance and handling of educa-2-4440 Written policy and pr~cedure govern e 
tional/vocational records. (EssentIal) 

. . al· f rmation should become a part of the mast~r 
DISCUSSION: AcademIc/vocatIOn dIn 0 d to other institutions or relocated In file and be transferred when offen ers are move 
the community during prerelease. 

2-4441 Provision is made for formal recogmbon 0 spe . . f cific educational accomplish-
ments. (Important) 
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. f al achievements such as certifica-
DISCUSSION: Re;:og?i

tion oflaca~e~I~:n~ r~~~~: and provides general support for tion or graduatIOn IS helpfu to In IVI U 

educational programs. 

LIBRARY SERVICES 

2-4442 The institution maintains and/or provides access to comprehensive library serv­
ices which include, but are not limited to, a reference collection which includes general and 
specialized materials, and pianned and continuous acquisition of materials to meet the needs 
of the institutional staff and inmates. (Essential) 

DISCUSSION: The institution's library service should be comparable to a public 
library, providing the fOllowing: logical organization of materials- for convenient 
use; circulation of materials to satisfy the needs of users; information services to 
locate facts as needed; a reader's advisory service that helps provide users suitable 
materials; promotion of the uses of iibrary materials through publicity, book lists, 
special programs, book and film discussion groups, music programs, contests and 
other appropriate means; a congenial library atmosphere; and audio-visual 
materials for educational and recreational purposes. The reference collection is 
vital, particularly specialized materials such as reintegration, survival, prerelease, 
vocational and educational information. See the guidelines developed by the 
American Correctional ASSOciation/American Library Association Joint Commit­
tee on Institution Libraries. 

2-4443 Written policy defines the principles, purposes and criteria used in selection and 
maintenance of library materials. (Essential) 

DISCUSSION: Library materials should be selected to meet the educational, informa­
tional and recreational needs of the inmates. They should be easily accessible and 
regulated by a system that prevents abuse. 

2-4444 The institutional staff or parent agency COliducts an annual evaluation of the 
library services program against stated performance goals and objectives. (Essential) 

DISCUSSION: The evaluation should be conducted annually and the results submitted 
to the warden/superintendent. This process will help provide justifications for 
budget requests and ensure that library services are run effectively and efficiently. 

2-4445 There is a systematic approach for determining the library service needs of the 
inmate population at least annuaUy. (Important) 

DISCUSSION: Library materials should be relevant to the needs and interests of the in­
mate population. They should reflect the different reading levels, languages, special 
interests and ethnicities of the inmates. Library service needs can be determined 
through assessment surveys and a library advisory committee composed of in­
dividuals from all institutional components, including the inmate population. 

2-4446 Library services are available daily, including evenings and weekends. (Essential) 
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LIBRARY SERVICES 

DISCUSSION: The availability of library services is particularly iI?P.ortant under con­
ditions of confinement. Therefore, there should be no res~nctIons ?n access to 
library services and facilities. Library services shou:d be provld~d at pnme ?~oram 
hours as well as at times which do not compete WIth work aSSlgnm~nts, vlSlta .IOn, 
counseling or other programs. Every inmate should have access to lIbrary serVIces. 
(See related standard 2-4233) 

2-4447 The library participates in interlibrary loan programs. (Important) 

. .. rb I programs with local and state public 
I?ISCUSSION: ParticipatIOn mt:et:~tler~~r: a~:~able to inmates without increasing ac­
lIbrary systems ("an mcrease 
quisition expenses. 

. . ff b ho coordinates and supervises 2-4448 The institution bas a qualifIed sta mem er w . 
library services. (Essential) 

DISCUSSION: This position may be full or part-time .. ~f this ~erson is n~t a trained 
librarian, he/she should receive training in the prOVISIOn of library serVIces. 

2-4449 Tber.e is .availabl~ to. the indstitution .a':ger~~:a~t~e:v::s~e:d o:s ~~~;~~s~~~e~~~ 
degree who aSSISts m coordmatmg .an supervIsI 
training of all library staff. (Essential) 

DISCUSSION: There should be a qualified libraria~ av~ilable. to. ass!st the staff 
member who coordinates and supervises library serVIces m the mstitutIOn. 

. f th I f on training and use of in-2-4450 Written policy and pro~edure provIde or e se ec I , 
mates as library a§sistants. (EssentIal) 

DISCUSSION: ~n order t<: provide a:e~u~te :c.~s~~~a~~r:~::;i~~e~:n;:::t~~~~~~ 
~:le~~:~ i~m~~::~~na~!l~:e~~a~rcul::~;n c~erks and acquisition and technical pro-

cessing clerks. 

2-4451 The personnel requirements for the provision of lib~ary services .~~~ systematical-
ly determined so as to ensure inmates access to staff and servIces. (Essentia 
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DISCUSSION: Library staff should be availab~e .in prop~r~ion to in~a:<:~~~:; :!~~ 
most staff assigned at p~ak use periods .. ~his I~essen~~n~~ ~~i~~~i~n/ American 
li~rary reAsourc~s t~nd tJhOe~nr tUS~~~:t~e~~a~~;t~~~~n Libraries has established 
LIbrary ssocla Ion I . . b d t e of library 
staff/inmate ratios that may be useful in detenrumng the num er an yp 
personnel required. 

RECREATION AND INMATE ACTIVITIES 

2-4452 Written policy and procedure provide for a comprehensive recreational program 
that includes leisure time activities comparable with those available in the community. 
(Essential) 

DISCUSSION: The traditional forms of recreation, i.e., activities in the yard, library 
and auditorium, should be expanded so that inmates may express their talents and 
pursue their interests. An assessment should be made of each inmate's recreational 
interests, and steps should be taken to ensure that, whenever possible, inmates can 
pursue their recreational preferences. (See related standard 2-4330) 

2-4453 The recreational program is supervised by a qU2lified person with a minimum of 
a bachelor's degree in recreation or leisure services, or the equivalent in combined education 
and experience; in institutions with more than 100 inmates this position is full time. 
(Important) 

DISCUSSION: To ensure a high quality leisure services program, it is important to 
have an administrator with training specific to recreation and/or leisure activities. 

2-4454 There is a systematic approach to determine the personnel requirements for the 
recreational program; this provides inmates access to staff and services, and assures needed 
support for inmate activities. (Essential) 

DISCUSSION: None. 

2~4455 Wriiten policy and procedure permit inmates to participate in community 
activities, provided the inmates' custodial status allows them to leave the institution. 
(Important) 

DISCUSSION: In addition to the community programs and services brought into the 
institution, inmates should be allowed to participate in activities in the community 
that can benefit both the inmate and the community. (See related standard 2-4387) 

2-4456 Written policy and procedure provide for interaction with the community 
through recreational activities. (Essential) 

DISCUSSION: Community interaction should include bringing in volunteers to pro­
vide instruction and inviting local teams to compete with institution teams; it may 
include taking inmates into the community for recreational activities. 

2-4457 There are written policy and procedures for the selection, training and use of 
inmates as recreation program assistants. (Important) 
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RECREATION AND INMATE ACTIVITIES 

DISCUSSION: None. 

. hi h are maintained in good condition and are 2~4458 Facilities and eqwpme~t!. w c .• ble in proportion to the inmate popula-suitable for the planned leisure activIties, are aval a 
tion. (Essential) 

. I d td or recreation area; a gymnasium with DISCUSSION: Facilities shoul~ m~ u e ct? ou 0 . ment. ame rooms and games 
seats for spectator~; anh a~glt~nu~ ~~~:ta;:e~f::~ cards~ etc.; weightlifting aI;'­
such as table tenms, sue .~ar .' ~ ment and space for their use; a mUSIC 
paratus and other body-condl~lomng eq~~ts al1J hobbies. Locker rooms, showers 
room; an~ space for the Pu~sUl~do~:r~;~lable. Provision should be made for the 
and dressmg r~oms also s .ou for re air and replacement as necessary. The 
regular inSpec.tlOn. of all eqUlpmkenAt and. f on Pprovides guidelines for facilities and National Recreation and Par ssocla I 
equipment. 

2-4459 Written policy and procedu~e provide for activities which are initiated by 
inmates, under staff supervision. (Essential) 

. . d fts honor housing, and ethnic study 
DISCUSSION: Inmate publi~a~l?nS, ~~ts an an~r~ ~ther inmate activities should be 
groups are all i.nmate ~dctll~ltiesthat ~~~ine the purpose and scope of each activity. regulated by wntten gUl e mes all .. f 
Provision should be made for staff supervision of actIvlles. 

. h tb I' needs and interests of tlJe 2-4460 Written policy and procedure provide: at e ~lSure 
inmate population are assessed on an annual basIs. (Essential) . 

. To encourage inmate participation and to :r;neet their needs and in­
~::e~~~S:~:~estions for activities should be solicited from mmates. 

. d II t asse"'s the effectiveness of 2-4461 The leisure services program IS e~alua~ :~:::e: (~Ss~ntial) 
the program against stated performance goa s an 0 ~e ." 
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ld b bitted to the warden/superinten-DISCUSSION: The results of the report shou. e su m et re uests By evaluating the 
dent and should be utilized in the !?reparatIon of budg q'n be' able to determine 
program on a regular. basis, the .dJrector of the program WI 

what activities are of mterest to Inmates. 

RELIGIOUS SERVICES 

2-4462 Written policy and procedure provide for access to religious resources, services, 
or counseling for all inmates on a voluntary basis. (Essential) 

DISCUSSION: It is the responsibility of the institution to ensure that all inmates are 
.able to voluntarily exercise their constitutional right to religious freedom when this 
freedom does not interfere with the order and security of the institution. Inmates 
should be kept informed about opportunities to participate in religious programs on 
a continuing basis. (See related standards 2-4233 and 2-4336) 

2-4463 A qualified and trained chaplain coordinates and supervises the institution's religious programs. (Essential) 

DISCUSSION: There should be a chaplain to coorcijnate religious services and com­
munity resources to meet the religious needs of inmates. The chaplain should 
recognize the validity of all religious faiths and their contribution to the persons in­
volved with them. Qualified chaplains have the ecclesiastical endorsement from a 
recognized religious organization according to administrative procedures. These 
chaplains may be able to provide clinical pastoral education at the institution. 

2-4464 There is s systematic approach to determine the personnel requirements for the 
religions programs to ensure all inmates access to staff and services. (Essential) 

DISCUSSION: Provision should be made to formally determine each inmate's 
religious beliefs and practices, and to ensure that their needs are met either through 
the chaplain or through coordination witij. qualified religious representatives from the community. 

2-4465 Representatives of all faith groups are available to inmates. (Essential) 

DISCUSSION: Either a full-time chaplain or representatives of faith groups from the 
. community should be available to provide regular religious services, individual and 
group counseling, family contacts, and other services. The chaplain or staff religious 
program coordinator should see that volunteer religious groups from the community 
have aCcess to the population, when requested. 

2-4466 Staff chaplains have access to all areas of the institution. (Essential) 

DISCUSSION: The warden/superintendent should instruct aU staff members to assist 
chaplains in making their rounds. 
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RELIGIOUS SERVICES 

2-4467 Written policy and procedure provide a continuous system of needs assessment 
to ensure access to religious resources. (Essential) 

DISCUSSION: Religious programs and services should be relevant to the needs and in­
terests of the inmate population .. The religious composition of the population can 
change over time creating the need for additional representatives of various faiths, 
or for contacts to be made with representatives of groups not previously involved in 
the institution. 

2-4468 Written policy and procedure provide that inmates have access to religious 
publications and have opportunities to adhere to the requirements of their respective faiths. 
(Essential) 

DISCUSSiON: It is the responsibility of the institution to ensure that all inmates have 
the opportunity to practice their religion. However, as indicated by court rulings, 
the institution is not required to protect this freedom when religious practices in­
terfere with the order and security of the institution. (See related standard 2-4336) 

2-4469 Pursuant to institution runes and regulations, inmates are aUowed to have visits 
from representatives of their reSJll'fctive faiths when they so request. (Essential) 

DISCUSSION: Inmates should be permitted to receive visits from accredited represen­
tatives of their respective faiths during normal visiting hours. Provision also should 
be made for emergency visits at any time. (See related. standard 2-4385) 

2-4470 The institution provicie§ facilities and equipment for the conduct of religious pro­
grams for inmates. (Essential) 

DISCUSSION: The religious services program should be conducted in a separate 
building or section of the institution that includes sufficient space for religious serv­
ices, counseling and chaplains' offices. Equipment, office supplies, and secretarial 
help should be provided commensurate with the needs of the religious program per­
sonnel as coordinated by the responsible staff member. 

2a4471 The chaplain or designated religious staff person develops and maintains close 
relathmships with community religious resources. (Important) 
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DISCUSSION: Due to the changing diversity of religious preferences in the institution, 
community resources can serve a need in the delivery of religious services. Special 
holiday and other services can be augmented by the community. 
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SOCIAL SERVICES 

2-4472 There is a social service program th t . d 
the needs of inmates, including individual an: :ro~: es a ran~e of resources appropriate to 
(Essential) ann Y counseling and community services. 

DISCUSSION: Social services can assist inmat 'th f . 
through supportive guidance and f ' es W! amIly and personal problems 
be provided through contractual ~;~a:;.gs~~naltass~St'thance; som~ of these, services may 

en s WI commumty agencIes. 

2-4473 Written policy and procedur . d th . . . 
annually, the collective service needs of t:e~~o: te at ;ns.titutlonal staff identify, at least 
to meet the needs of inmates with specific typ a erPoPubal tion; these p~ograms are available 

es 0 pro ems·. (Essential) 

~I:~~~~I~:~~~~~~~t~~~~o;:h~~~le~rit~diCallY ass~ss the c?llective needs of all in-
important in identifying inmites who Sh~u~~p~opna:e ~erV1c~s, This is particularly 
dr,ug abusers, alcoholics, mentally ill retarded e par t~ sp'ecl~ pr~grams, such as 
mInation of collective needs emer ; fr ' or 0 erwIse, andicap,ped. Deter­
careful screening of case files and di~cuss~: a, well-pla~llled InfOrmatIOn system, 
concerned with th '" n wIth st~ff, Inmates, and other persons 
education, and c~l~r;r:c~~e~f~~~~i~:~l(C;S ShOIUltddIncIude family planning, health 

. ee re a e standard 2-4480) 

2-4474 The social services program i d . . . 
~erson with a minimum of a bachelor'S ;eagr:I::St~red a.n: supervls~d by a .qualified, trained 
field. (Essential) e socia or behaVIoral SCiences or a related 

DISCUSSION: The social services p . 
in the social or behavioral science~o~r: superVIsor should ?ave a graduate degree 
in order to handle the administrati~e u nd as psychol?gy, SOCIal ~<?~~ or counseling, 
degree may be an appropriate reqUire~en~rlc!r~~~~:i~~~.onsIbIlitIes, A graduate 

2-4475 At initial classification each inlllat~ . . 
supervision and personal contact.' a unit m ". IS asSigned to a staff member to ensure 
(Essential) ,anagement team may perform tbis function. 

~~~~?:~~~~sT;n:~s~: t~:~:r:n~~~e~e:~~~e attention tf their individ~al needs, each 
team In this h ' as a counse or, or to a umt management 
vice ~nd assi::~e~a~h~n~::: ~~~:e:S~~r:d ac~ess to at least one,eml?loyee for ad­
personal contact with the inmate. (See relat~~;:n~:~~c~~'1.~3)runtam continuing 

2-44716 Written policy and procedure provide th i t ff 
inmate6 upon request; provision is made for co a slia membe~s. a~e available to counsel 
(Essential) uose ng and cnslS mtervention services. 
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SOCIAL SERVICES 

DISCUSSION: To help inmates with their personal problems and with their adjustment 
to the institution, staff members should make time available, on a regularly sched­
uled basis, for appointments with inmates who request them. Treatment offerings 
should include group therapy and group and individual counseling. Because inmates 
may have problems that require immediate attention, at least one staff member 
should be available 24 hours a day. Crisis intervention services should be available 
on an as-needed basis to assist disturbed inmates. 

2-4477 A planned, organized counseling program is provided by persons qualified either 
by formal education or training. (Essential) 

DISCUSSION: Employees assigned to a full-time counselor's position should have suf­
ficient training and experience to provide guidance that is responsive to the par­
ticular needs of inmates. These employees should be full-time staff who work solely 
in the social service, social work and counseling specialties, not correctional officers 
and other staff who work closely with inmates and may provide informal counsel­
ing. 

2-4478 Written policy and procedure provide for a minimum of one social service staff 
person for each 100 inmates. (Important) 

DISCUSSION: While not intended to set an inmate-to-staff case load requirement, it is 
necessary to determine overall staff needs bused on the total number of inmates in 
the institution. Other factors should be considered in determining the workloads of 
counselors ana social workers, including but not limited to the following: type of in­
mate population served; type of institution; legal requirements; and goals to be ac­
complished and administrative tasks required. Other factors that may influence the 
number of professionals required include whether or not the team approach is used, 
and whether the institution uses paraprofessionals, volunteers and students. 

2-4479 Written policy and procedure provide for substance abuse programs for inmates 
with drug and alcohol addiction problems. (Essential) 

DISCUSSION: These programs should include, at a minimum, the following: 
Staff trained in drug and alcoholic treatment to design and supervise the program 
Selection and training of former addicts and recovered alcoholics to serve as 
employees or volunteers in these programs 
Coordination of institution and community substance abuse programs 
Efforts to motivate addicts to seek help 
Realistic goals for the rehabilitation of inmates with drug or alcohol abuse prob­
lems 
A variety of approaches to provide flexibility to meet the varying needs of dif­
ferent addicts. (See related standards 2-4409 ~d 2-4473) 

2-4480 Community social service resources are used to augment social services provided 
in tbe institution. (Important) 
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SOCIAL SERVICES 

DISCUSSION: None. 

2-4481 Family planning, parental education health d f . 
ices are available to inmates. (Important) , e uca IOn and child placement serv. 

~IS<:USSION: .Inmates who are p~ents need counseling and assistance re ardin 
anuly planrung and the care of children during incarceration The ed f gal g 

gram should include family problems often encountered' uca l?n pro-
men~ efforts ~hould be coordinated with local detention ~~c~~/ye~f~~e:alChilddPlace­
muruty agencIes which may ha b . I d . ICI S an com­
related standard 2-4333) ve een mvo ve dUrIng long term incarceration. (See 
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RELEASE PREPARATION AND TEMPORARY RELEASE 

2-4482 Written policy and procedure provide that aU inmates have access to a program 
of release preparation prior to their release to the community. (Essential) 

DISCUSSION: Inmates should have the opportunity to prepare for release and to 
understand the purpose and function of parole supervision. Programs to prepare in­
mates for release could include the following: lectures and discussions that address 
the concerns of soon-to-be-released inmates; individual counseling that focuses on 
each inmate's particular needs; prerelease visits by parole officers and family mem­
bers; and, graduated release through short furloughs. 

2-4483 Temporary release programs should include but not be limited to the following: 

Written operational procedures 
Careful screening and selection procedures 
Written rules of conduct and sanctions 
A system of supervision to minimize inmate abuse of program privileges 
A complete recordkeeping system 
A system for evaluating program effectiveness 
Efforts to obtain community cooperation and support. 

(Essential) 

DISCUSSION: All temporary release programs should be staffed and funded ade­
quately and operated according to a detailed, written plan. Selection of inmates 
should be restricted to those eligible for release within one year and others deemed 
suitable, and should be based on an assessment of the potential benefits to the in­
mate and the safety of the community. Sanctions commensurate with rule violations 
should be specified, ranging from reprimand to removal from the program. 

2-4484 Written policy and procedure include graduated release through a systematic 
decrease in supervision and corresponding increase in inmate responsibility as part of the 
classification program. (Important) 

DISCUSSION: When possible, provision should be made for work or study release, ex­
tended visits to family and community, or placement in a prerelease center or half­
way house. Supervision should be decreased systematically and the inmate's prog­
ress should be evaluated on the basis of specified behavioral criteria rather than on 
sentence, time served, or subjective judgments based on attitude. 

2-4485 Writt~n policy and procedure provide for escoried and/or unescorted leaves into 
tbe community. (Essential) 

122 

; 

J 
~, 

I 
[ 

t 
I" 
J' 

t 
j.' 

f 
I 
1 
! 
I 
I 
l 
( 
J ' 

1 

I 
1 

1 

I, 
1 
1 

I 
f 
I 
l 
I' 
i 
f 
I, 
i· 
i 

I : 
f 
I 
J' r 
! ' 
l ., 
~ - ; 
r 
j: 

J 
1 
j 
j 
f: 
I' 
1 i 
f l 
.'i f 

II 
1 
J I 
~'~ 
l' \ 

RELEASE PREPARATION AND TEMPORARY RELEASE 

~ISCUSSION: ,rnmat~s should bl'; allowed escorted I ' 
tlOn to obtaIn medIcal care not availabl . t ~av~s of absence from the Institu­
family member, or to attend the funeral :f111 f he ,~nstltution, to visit a critically ill 
munity events as a member of a rou a amI y member, to participate in com­
activities that can have a POsI'tl?ve . Pflor team, or to participate in other community 
b ' In uence on the inm t U a sence for a predetermined period of t' a e. nescorted leaves of 

seek postrelease employment mak I.r:;e ~ay be appropriate to allow inmates to 
affairs when a personal appe~ranc: i~e~e entIal pla?~ for ~arole, conduct business 
serve relationships or for any oth cessary, VISIt famIly to strengthen or pre­
rehabilitation.' er purpose deemed consistent with an inmate's 

2-4486 Written procedures for rele " . 
not limited to, the following: asmg IDmates at tbe end of their term include, but are 

Verification of identify 
Verification of release papers 
Completion of release arrangements . ). '" 
authorities in the jurisdiction of I '~fnc Udl~g notificatIOn of the parole re ease, I reqUIred 
Return of personal effects or contraband 
~heck to see that no facility property leaves the facility 

rrangements for completion of an end· , 
for damages or lost possessions y P IDg action, such as grievances, claims 

Medical screening and arrangements for ' 
Instructions on forwarding of m ') commumty follow-up where needed 

(Essential) al . 

DISCUSSION: The release process sho ld 
are completed. If released to anoth~r a ensure th~t ~l.matters relating to the facility 
understand what is to occur wI'th getncy o~ aCIhty, everyone involved should 

d res pee to tIming t t' . recor s, and the person who will co I t h ' expec a IOns, forwardmg of 
mp e e t e transfer. (See related standard 2-4393) 
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CITIZEN INVOLVEMENT AND VOLUNTEERS 

2-4487 There is a staff member who is responsible for operating a citizen involvement 
and volunteer service program for inmates. (Essential) 

DISCUSSiON: A citizen involvement and volunteer service program can generate a 
wide variety of services for inmates both during their confinement and after their 
release. Some jurisdictions mandate a citizen advisory board for each institution. 
Citizen involvement with the institution can provide information on and referrals to 
community programs that can benefit inmates, e.g., work and study release, recrea­
tion activities t theatre groups, etc. 

2-4488 Written" policy and procedure specify the lines of authority, responsibility, and 
accountability for the institution'§ citizen involvement and volunteer services program. 
(Essential) 

DISCUSSION: Written policy should provide direction for the program, listing the 
goals and objectives, types of services offered, population served, etc. It is impor­
tant that clear lines of accountability and authority are established and com­
municated to staff members and volunteers. When volunteer activity can be shown 
to threaten the order and security of the institution or the safety of the volunteer, 
such activity should be limited or discontinued until the problem is resolved. 

2-4489 There is a method for the screening and selection of volunteers which aHows for 
recruitment from all cultural and socioeconomic segments of the community. (Essential) 

DISCUSSION: Efforts should be made to recruit volunteers from all segments of socie­
ty. There should be a uniform method for screening and selecting volunteers in ac­
cordance with security concerns. 

2-4490 Written policy and procedure provide that, prior to assignment, each volunteer 
completes a documented orientation and/or training program appropriate to the nature of 
the assignment. (Essential) 

DISCUSSION: An initial orientation session for long-term volunteers should address 
the history, policies, and regulations of the institution 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 inmate population. One­
time or short-term volunteers may require less intensive orientation. All volunteers 
should receive a copy of an approved code of ethics. 

2-4491 Volunteers agree in writing to abide by all facility policies, particularly those 
relating to the security and confidentiality of information. (Essential) 
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CITIZEN INVOLVEMENT AND VOLUNTEERS 

~ISCUSSION: The institution should develo . 
mg that volunteers respect all instituf p W:I!ten p~1icies and procedures s ecif _ 
volunteers respect the confidentiality o}on po~cles. It IS particularly importa~t th~t 

recor s and of other privileged information. 

2-4492. A CUITent schedule of volun '. 
appropnatc areas of the institution. (I!~~:~r;:)ces IS available to an inmates and Posted in 

DISCUSSION: Inmates should b . 
!~~a:~re Of those services. ;tt~;:~ ~~~~~d a~ailab~ity of volunteer services and 

sibilities ~;~h~ ~!;;~:~~~~r!~lthet limibts of their ~:::~O~i:; :~ t~~t ~~~s under-
un eer efore servIces are provided. respon-

2a 4493 There is t 
(Essential) a sys em for official registration and . 

Identification of volUnteers. 

DIS<:USSION: AU volunteers should b' . 
for msu~anc~ ~urposes. An identifi~~~~stered WIth the ins!itution or parent agenc 
an~ an IdentIfIcation record should be ~ card sho~ld ~e Issued to each vOluntee~ 
~~;~~~ord ens~res proper identification a~J s~o~~~ ~nsfIt~tion for each volunteer. 
formatio~ num er at which the volunteer can be rea~~~~ e adPhohtog~aPh, address. 

. ,an ot er Job-related in-

2-4~~4 Written policy specifies th t 
certified or licensed to do so. (Essen:al)'olunteers perform professional services only when 

D!S«?l!SSI~N: Volunteers should not . 
certIfIcatIOn, examination or Ii . pe:form profesSIonal services without 
r<?t~~ sen~ces. be required to c~;:~~~~ ~~:~:::~ed that volun~e~rs offering ::~f~~ 
~ la dapplicatIon. Tutoring or sponsorship f I S and/or certIfIcate status in their 

SI ere a professional service. 0 a craft or hobby program is not con-

2-4495 There is prOvision for vol 
procedure for the volunteer services ~~=:::!~ ~;~~~~~:tin the establishment of policy and 

DISCUSSION: Volunteers may be allo 
pertain to the volunte~r services pro ~~to attend all staff and budget meetings that 
level. Such participation promotes :nder:dds~OUld be involyed at a policy-making 

an mg and COmmItment. 
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1 
GLOSSARY 

Administrative Segregation 
A form of separation from the general population administered by the classification com­

mittee when the continued presence of the inmate in the general population would pose a 
serious threat to life, property, self, staff or oth~r inmates, or to the security or orderly run­
ning of the institution. Inmates pending investigation for trial on a criminal act or pending 
transfer can also be included. (See Protective Custody and Segregation) 

Adult Correctional Institution 
A confinement facility, usually under state or federal auspices, which has custodial 

authority over adults sentenced to confinement for more than a year. 

Classification 
A process for determining the needs and requirements of those for whom confinement has 

been ordered and for assigning them to housing units and programs according to their needs 
and existing resources. 

Contraband 
Items possessed by residents of the facility which are prohibited by program policy and 

regulations. 

Counseling 
Planned use of interpersonal relationships to promote social adjustment. Counseling pro­

grams provide opportunities to express feelings verbally with the goal of resolving problems 
of individual residents. There are at least three types of counseling that may be provided: in­
dividual, in a one-to-one relationship; small group counseling; and large group counseling in 
a living unit (i.e., "therapeutic community"). 

Disciplinary Detention 
A form of separation from the general population in which inmates committing serious 

violations of conduct regulations are confined by the disciplinary committee for short 
periods of time to individual cells removed from the general population. Placement in deten­
tion may only occur after an impartial hearing has established that there was a serious viola­
tion of conduct regulations and that there is no adequate alternative disposition to regulate 
the inmate's behavior. (See Protective· Custody and Segregation) 

Educational Release 
The designated time when inmates leave the program or institution to attend school in the 

community, returning to custody after school hours. 

Fiscal Position Control 
Process by which control is maintained to ensure that persons on the payroll are legally 

employed, that positions are authorized in the budget and that funds are available. 

Health Authority 
The physician, health administrator or agency responsible for the provision of health care 
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services at a~ institution or system of institutions. 
health authOrIty. ' the responsible physician may be the 

Health Care 

The sum of all action taken pre f d h . 
mental well-being of a population i;~;~::; ~ e[aseutIc,~o provide for the physical and 
health services, nursing personal hygiene d. ~ mc u e~ me cal and. dental services, mental 

, , Ie ary serVIces, and envIronmental conditions. 
Health Care Personnel 

Individuals whose primary duties are to rov·d h I h . . 
their respective levels of health care train. PIe ~a t servIces to mmates in keeping with 

mg or experIence. (See Qualified Health Personnel) 

Health-Trained Personnel (Medically- Trained Personnel) 
Correctional officers or other co f I 

trained and appropriately supervis:~e~oI~~~ personnel ~uch as. s.ocial ~orkers, who may be 
administration of health care. y out certam speCIfIc dutIes with regard to the 

Hearing 

A proceeding in which argument·t . 
administrative officer or body. s, WI nesses or eVIdence are heard by a judicial officer and 

Holidays 

All days legally designated as nonwo kd b 
of a jurisdiction. rays y statute or by the chief governing authority 

Indigent 

A person with no funds or source of income. 

Informed Consent 

The agreement by the patient to a treat t .. 
receives the material facts regarding th ~en. exammatIOn or ~rocedure after the patient 
cerning the proposed treatment eVaffil·ne nt.a ure'dconsequences, nsks, and alternatives con-

,~. a IOn an procedure. 

Life Safety Code 

A manual published by the Natio I F" p. . 
standards for fire safety necessar in ~~ Ire . ~otectIOn ASSOCIation specifying minimum 
correctional facilities. y publIc mterest, one chapter of which is devoted to 

Management Information System 
The concepts, personnel and supportin t hI. 

delivery of information for administraf g ec ~hogy for the collectIOn, orga.nization and 
(1) standard information, consisting of I;;e UJ:i ere. ar; ;wo such ~ypes of mformation: 
the daily count, positive and negative release rat a reqUIre or operatIonal control, such as 
and payroll data in a personnel office. andes,(;~cape or ru~away ra~es, refer~al sources, 
generated when a report is required such ' demand mf,?rmatIOn, WhICh can be 
training programs, and duration of i~carcer:~i~~~ number of reSIdents in educational and 

Medical Restraints 

Either chemical rest;aints such as sedatives or physical restraints such as straight jackets 
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applied only for medical or psychiatric purposes. 

Mentally Retarded 
The individual functions at a subaverage general intdlectuallevel and is deficient in adap­

tive behavior or the degree to which the individual iileets the standards of personal in­
dependence and social responsibility expected of individuals of this age and cultural group. 

Parent Agency 
The administrative department or division to whom the institution reports; it is the policy­

setting body. This can be a correctional agency, part of a cabinet agency, or the governor's 
office. 

Permanent Status 
A personnel status which provides due process protection prior to dismissal. 

Policy 
A course or line of action adopted and pursued by an agency which guides and determines 

present and future decisions and actions. Policies indicate the general course or direction of 
an organization, within which the activities of the personnel and units must operate. They 
are statements of guiding principles which should be followed in directing activities toward 
the attainment of objectives. Their attainment may lead to compliance with standards as wen 
as compliance with the overall goals of the agency/system. 

Population Center 
A geographical area containing at least 10,000 people and public safety services, profes­

sional services, employment and educational opportunities, and cultural/recreational oppor­
tunities. 

Procedure 
The detailed and sequential actions that must be executed to ensure that a policy is fully 

implemented. It is the method of performing an operation, or a manner of proceeding on a 
course of action. It differs from a policy in that it directs action in a particular situation to 
perform a specific task within the guidelines of policy. 

Program 
The plan or system through which a correctional agency works to meet its goals; often this 

program requires a distinct physical setting, such as a correctional institution. 

Protective Custody 
A form of separation from the general population for inmates requesting or tequiring pro­

tection from other inmates. The inmate's status is reviewed periodically by the classification 
committee. (See Administrative Segregation and Disciplinary Detention) 

Qualified Health Personnel 
Physicians, dentists, and other professional and technical workers who by state law engage 

. in activities that support, complement or supplement the functions of physicians and/or den­
tists and who are licensed, registered or certified as appropriate to their qualifications to 
practice. (See Health Care Personnel) 

Rated Bed Capacity 
Rated bed capacity is the number of inmates who may be properly housed and cared for in 
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~~~:~~~::. a:t~~~er~~~;~~!s a a~~v~~ which ex.eludes .areas n?~ ~dapted to housing, such as 

;~!~~:~ Of'::: ~::~n:~s:~~~e:~ E!!i~ir~~~~~~c~a?d~%~~ti~~~:~::v~la~~~ 
porary housing, such as a temporar dormitor ,ISO a 1O~, .an . re~ept.Ion uruts; and tem-
adequB:cy of the to. tal facilities of th: institutio: f~~ :r~~~~~~~~~~~:u:~~~~sb~~apa~i~~e~, 
recreatIon, educatIon, and religion are taken into consideration. ' , ng, 01 e , 

Responsible Physician 

The physician at an institution with final respon"ibilit f h '. 
~~~~~~~~::~~~i~~~ted to medical judgments; this ph;sicia~ ::/a.l~o~~d:~~ de~thr:~~~o~~~ 
Safety Vestibule 

try~e~~!l ;:-~e J~i~~~s~;:i~~~tSeq~~;=~ 7:~~ at~inimu~ ~f 36/'hua:e f~et ~ocated at the en­

;:~~~=a~:v:r~;~ i~o~~~~~ :~sc~~~~~~ed °mf wan~~~~~~se~t ~ t~mee ~~S~!~:t~n~~e:~ ~:~~it 
nero 

Sally Port 

dO: :~~~:~:~~!U~~d in the le~mheter wall or f~nce of ~he institution, containing gates or 
h' ,y one 0 w c opens at a tIme. ThIS method of entry and exit 
!~~ 7~lla~e ono br~a~h ir:uthe perim~ter secu~ity of the institution. The sally port ~~;r~! 
trucks. c mmo a e 0 y pedestrIan traffIc, or large enough to handle large delivery 

Security 

ed ~hte degre~ of restrict~on of inm~t~ movement within a correctional facility usually divid-
In 0 maxImum, medIUm and mInImum levels. ' 

Segregation 

The ~onfinement of an inmate to an individual cell that is separated from the eneral 
~~ie~~~~I~~~J~:~t:t~v~h~~~t~~~~s of segregation: administrative segregation, disci~linary 
Self-Insurer 

cie~~~ns tf: parent agency or g~vernmental jurisdiction acts as the insurer. For public agen­
. eu -Ins~~ce program IS usually authorized by the legislature A "memorandum of 
~ns~rance . or snrular ~ocume~t is ~equir~d which acts as a policy, setti~g the limits of liabili-
C~bi~:tv::~~r~f~~~f~~~I~s~f r~~~ir~~~IUdIng deductible limits. Approval of the policy by a 

Serious Incident 

~ situation in which injury serious enough to warrant medical attention 0 ~ . 

.:: I::e, er;~~oyee, ,or visitor on. the ground~ of the institution. Also a situa~i~;~~~~~~~: 
nen reat to the securIty of the Institution and/or to th t f . 

employees or visitors on the grounds of the institution. e sa ety 0 Inmates, 

Severe Mental Disturbance 

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

Special Management Inmates 
Inmates whose behavior presents a serious threat to the safety and security of the institu­

tion, the inmate, the staff or the general inmate population. Special handling and/or housing 
is required in order to regulate their behavior. 

Special Needs Inmates 
Inmates whose mental and/or physical condition require speciai handling and treatment 

by staff. Special needs inmates include. but are not limited to, the drug addict, drug abuser, 
alcoholic, alcohol abuser, emotionally disturbed, mentally retarded, suspected mentally ill, 
physically handicapped, chronically ill, and those disabled or infirm. 

Temporary Release 
A period of time during which an inmate is allowed to leave the program or institution and 

go into the community unsupervised for various purposes consistent with the public interest. 

Training 
An organized, planned, and evaluated activity designed to achieve specific learning objec­

tives. Training may occur on site, at an academy or training center, at an institution of 
higher learning, through contract service, at professional meetings or through closely super­
vised on-the-job training. Meetings of professional associations are considered training when 
there is clear evidence of the above elements. 

Treatment Pian 
A series of written statements '.r:hich specify the particular course of therapy and the roles 

of medical and nonmedical personnel in carrying out the current course of therapy. It is in­
dividualized and based on assessment of the individual patient's needs and includes a state­
ment of the short- and long-term goals, and the methods by which the goals will be pursued. 
When clinically indicated, the treatment plan provides inmates with access to a range of sup­
portive and rehabilitative services, e. g., individual or group counseling and/or self-help 
groups that the physician deems appr(Jpriate. 

Volunteer 
Citizens from the community who donate their time and effort to enhance the activities of 

the program. They are selected on the basis of their skills or personal qualities to provide 
services in recreation, counseling, education, religious activities, etc. 

Warden/Superintendent 
The person in charge of the institution; the top executive or administrative officer. This 

position is sometimes referred to by titles other than warden/superintendent; but warden 
and superintendent are the most commonly used terms. 

Work Release 
A formal arrangement, sanctioned by law, whereby an inmate is permitted to leave con­

finement to maintain approved and regular employment in the community, returning to 
custody during nonworking hours. 
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APPENDIX A 
. .. Parallel Reference Table and New Weights 

~Irst editIon indicates standard number ~ . . 
reVIsed ~dition column indicates the numb~~ l~;pceare~ 111 the first editi~n of the manual. The 
The ~eVIsed standard may have no change or onl t ~~qwValent stan~ard 111 the revised edition. 
rewrItten. The follOwing symbols indi t th y or changes, or It may be revised or totally 

.ca e e extent of change: 
R 
N 
Non(~ 

no symbol 

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

. The ~~ights which are found in the revised editio 
fIrst (editIon is indicated with a "C". n are shown. A change in weight from the 

First 
Edition 

Revised 
Edition 

New 
Weight 

Administration, Organization 
lind Management 

4001R 2-4001 Essential 
4008R 2-4002 Essential 
4OO2,4106N 2-4003 Essential 
4012, 4106N 2-4004 Essential 
4004, 4083N 2-4005 Essential 
4018Ft 2~ 
4003P ., Important-C 

4069 
" 2-4007 Essential 

2-4008 Es t· I 4070.E' sen Ia 
" 2-4009 Essential 

:g71R 2-4010 Important 
72R 2-4011 Essential 

None. 2-4012 Essential 
4006R 2-4013 Essential 
4007N, 4015N 2-4014 Essential 
4016R 2-4015 Essential 
4005 2-4016 Essential 
~009R 2-4017 Essential 

one 2-4018 Essential 
401OR, 4108N 2-4019 Essential 
4014R 2-4020 Essential 
:g13R 2-4021 Essential 

17 2-4022 Essential 
:g20N 2-4023 Essential 
40 23 2-4024 Essential 

24 2-4025 Essential 
4021R,4022N 2-4026 Important 
None 2-4027 Essential 

First 
Edition 

Revised 
Edition 

Fiscal Management 

4029R, 4035N 2-4028 
4109 2-4029 
4030 2-4030 
4034 2-4031 
4036N, 4039R 2-4032 
404OR, 4110N 2-4033 
4064N 2-4034 
4038 2-4035 
4041 2-4036 
4042N, 4043R 2-4037 
4044R 2-4038 
4045R 2-4039 
4031N, 4046N 2-4040 
4051 R 2-4041 
None 2-4042 
4047R,4048N 2-4043 
4050R 2-4044 
4033 2-4045 
4049R 2-4046 
4052N 2-4047 
4032R 2-4048 
4053R, 4054N 2-4049 
None 2-4050 
4368,4371N 2-4051 
4369R 2-4052 
4370R 2-4053 

New 
Weight 

Essential 
Essential 
Important 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential-C 
Essential 
Important 
Essential 
Essential 
Essential 
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1 
First 
Edition 

Personnel 

4055R 
4081R 
4060Ft 
4061 
4062 
4078R 
4056R 
None 
None 
4073R, 4074N 
4080R 
4084 
4027 
4057R, 4058N 
4068R 
4074N 
4086R 
4087R 
4063R 
None 
None 
None 
4065R, 4066N 
4067 
4075 

Training 

4088R 
4089R 
4094 
4095 
4100R 
4101 
4104 
4102 
4103R 
None 
4090N 
4091N 
4091N, 4092N 
4091N, 4092N 
4093R 
4096N 
None 
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Ftevised N evv 
Edition Weight 

2-4054 
2-4055 
2-4056 
2-4057 
2-4058 
2-4059 
2-4060 
2-4061 
2-4062 
2-4063 
2-4064 
2-4065 
2-4066 
2-4067 
2-4068 
2-4069 
2-4070 
2-4071 
2-4072 
2-4073 
2-4074 
2-4075 
2-4076 
2-4077 
2-4078 

2-4079 
2-4080 
2-4081 
2-4082 
2-4083 
2-4084 
2-4085 
2-4086 
2-4087 
2-4088 
2-4089 
2-4090 
2-4091 
2-4092 
2-4093 
2-4094 
2-4095 

Essential 
Important 
Essential 
Essential 
Essential 
Important 
Essential 
Essential 
Essential 
Essential 
Important-C 
Essential 

. Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Important 
Essential 
Essential 
Important 
Essential 
Essential 
Essential 

Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Important 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 

First 
Edition 

4097Ft 
None 
4098R 
4099 
4026 
4085 

Ftevised Nevv 
Edition Weight 

2-4096 
2-4097 
2-4098 
2-4099 
2-4100 
2-4101 

Mandatory-C 
Mandatory 
Essential 
Important 
Important 
Important 

Management, Information and Research 

4113R 
4118N 
4119 
4120 
4116N, 4122R 
None 
4123R, 4128N 
4011 
4129N 
4126R 
4125R 
4124 
4291R 

Records 

4130N 
4131R,4134N 
4135 
4136Ft 
4132 
4137 
4138R,4139N 
None 
None 
4133 
None 
None 

Physical Plant 

4140R 
4141R 
4142R 
4143R 
4144R 
None 
4308 

2-4102 
2-4103 
2-4104 
2-4105 
2-4106 
2-4107 
2-4108 
2-4109 
2-4110 
2-4111 
2.-4112 
2-4113 
2-4114 

2-4115 
2-4116 
2-4117 
2-4118 
2-4119 
2-4120 
2-4121 
2-4122 
2-4123 
2-4124 
2-4125 
2-4126 

2-4127 
2-4128 
2-4129 
2-4130 
2-4131 
2-4132 
2-4133 

Essential 
Essential 
Important 
Essential 
Essential 
Essential 
Important 
Essential 
Important 

, Essential-C 
Important 
Important 
Essential 

Essential 
Essential 
Important 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Important 
Essential 

Essential 
Essential 
Important 
Essential 
Important 
Essential 
Important 

----.!.-~-~--~---~- ------

First 
Edition 

None 
4203R 
4204 
None 
None 
None 
None 
~one 

4153 
None' 
None 
None 
~one 

None 
None 
None 
None 
4146R 
4148R 
None 
None 
None 
None 
None 
None 
~one 
4149R 
4147R 

Ftevised ~evv 
Edition Weight 

2-4134 
2-4135 
2-4136 
2-4137 
2-4138 
2-4139 
2-4140 
2-4141 
2-4142 
2-4143 
2-4144 
2-4145 
2-4146 
2-4147 
2-4148 
2-4149 
2-4150 
2-4151 
2-4152 
2-4153 
2-4154 
2-4155 
2-4156 
2-4157 
2-4158 
2-4159 
2-4160 
2-4161 

Mandatory 
Important 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Important 
Essential 
Essential 
Important 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Important 
Mandatory 
Important 
Essential 
Essential 
Essential 
Essential 
Essential 

Safety and Emergency Procedures 

None 
None 
4240 
None 
None 
None 
None 
None 
4185 
4186 
4241N 
None 
4181 
4176 

2-4162 
2-4163 
2-4164 
2-4165 
2-4166 
2-4167 
2-4168 
2-4169 
2-4170 
2-4171 
2-4172 
2-4173 
2-4174 
2-4175 

Mandatory 
Mandatory 
Mandatory 
Mandatory 
Mandatory 
Mandatory 
Mandatory 
Mandatory 
Essential 
Essential 
Mandatory 
Mandatory 
Mandatory-C 
Mandatory-C 

First 
Edition 

Ftevised ~evv 
Edition Weight 

Security and Control 

4150R 
4151R 
4152R 
4156 
4157 
4158 
4161R 
4159R, 4160N 
4192 
4189N 
4154N, 4155N, 
4167N,4172N 
4173 
4165R 
4166N, 4168N 
4169 
4170R 
4163 
None 
None 
4164R 
4174 
4175R 
4190R 
4191 
4177R 
4178R 
4197R 
4162R 
4198R 
4187R 
4188R 
4199R 
4171R 
4179R 
4180R 
4182N,4183N 
4184 
None 

2-4176 
2-4177 
2-4178 
2-4179 
2-4180 
2-4181 
2-4182 
2-4183 
2-4184 
2-4185 

2-4186 
2-4187 
2-4188 
2-4189 
2-4190 
2-4191 
2-4192 
2-4193 
2-4194 
2-4195 
2-4196 
2-4197 
2-4198 
2-4199 
2-4200 
2-4201 
2-4202 
2-4203 
2-4204 
2-4205 
2-4206 
2-4297 
2-4208 
2-4209 
2-4210 
2-4211 
2-4212 
2-4213 

Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 

Mandatory 
Essential 
Essential 
Essential 
Essential 
Esse~tial 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essential 
Essenti:aJ 

Essen .1 

Essential 
Essential 
Essential 
Essential 
Essential 
Mandatory-C 
Essential 
Mandatory-C 
Essential 
Mandatory-C 
Important 
Essential 
Essential 

Special Management Inmates 

4200N, 4201N 2-4214 
None 2-4215 

Essential 
Essential 
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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 

4332R 24216 Essential 4242N 2-4257 Essential I 4262N 2-4301 Essential Inmate Rules and Discipline 

4381R 24217 Essential 4243N 2-4258 Mandatory-C l 
\ 4263 2-4302 Essential 
t 

4382R 24218 Essential 4244 2-4259 Mandatory-C ~ 
None 2-4303 Important 431OR, 4334N 24345 Essential 

4383 24219 Essential 4245R 2-4260 Essential 
j None 2-4304 Essential 4311R,4298N 24346 Essential 

I 
\ , 

4202R 24220 Essential None 2-4261 Essential 
1 4274N 2-4305 Essential 4313R 2-4347 Essential 
I, 

4205N, 4206R 24221 Essential 4246R 2-4262 Essential 1 None 2-4306 Essential 4314R 2-4348 Essential 
" None 

4207R 2-4222 Essential 4247R 2-4263 Essential 
j - 2-4307 Essential 4315 2-4349 Essential 

4208R 24223 Mandatory-C 4248 2-4264 Essential fi \ None 2-4308 Essential 4316N 24350 Essential 

24224 Essential None 2-4265 Essential ! 
i None 2-4309 Important 4317 2-4551 

4213R 

, Essential 
! ' 

4214R 24225 Essential None 2-4266 Essential ~ 
None 2-4310 Essential 4318R 2-4352 Essential 

4210N 24226 Essential 4249N 2-4267 Essential , t 4268N 2-4311 Essential 4319R 24353 Essential 

None 2-4227 Essential 4251R 2-4268 Essential 1 None 2-4312 Essential None 2-4354 Essential 
1 None 

4211R 24228 Essential None 2-4269 Essential 
, 2-4313 Essential 4320R 2-4355 Essential 
( 

4212R 24229 Essential 4252R 2-4270 Essential-C \ 4127R, 4290N 2-4314 Mandatory-C 4324 2-4356 Essential 

Essential 

! 4269N '2-4315 Essential 4327N 2-4357 

4216R 2-4230 
, 1 

Essential 
I ' 

4217R 24231 Essential 
Medical and Health Care Services t Ii 

4270N 2-4316 Essential None 2-4358 Essential 

4215R 2-4232 Essential 2-4271 Essential 
4266N, 4267N 2-4317 Mandatory 4328R. 4337N 2-4359 Essential 

4218 24233 Essential 
None r 

i· 4264N 2-4318 Essential 4329R, 4338N 2-4360 Essential 

None 2-4272 Mandatory 
1 

2-4234 Essential 

, 4265N 2-4319 Essential 4326R 2-4361 

4219R None 2-4273 Essential I 
I 

Essential 

2-4235 Essential 

1 None 2-4320 Essential 4330N 2-4362 

4209R None 2-4274 Essential 
l' 

Essential 

4220N,4221N 2-4236 Essential Mandatory.:.C 
f, None 2-4321 Important None 2-4363 Essential 

4256 2-4275 
! ' 

4222R 2-4237 Essential 
I, i None 2-4322 Essential 4331N 2-4364 Essential 

None 2-4276 Essential ! 
J 4321N 

None 2-4277 Essential 
i ' 2-4365 Essential 

Food Services None 2-4278 Essential I: 
Inmate Rights 4322R 2-4366 Essential 

2-4238 Mandatory-C 4257N, 4272N 2-4279 Mandatory I' 4280 2-4323 Essential 
4333N,4339N 2-4367 Essential 

4224N 

4323N 2-4368 Essential 

4225R 2-4239 Essential None 2-4280 Essential )~ , 
4281 2-4324 Essential 

4226N, 4232N 2-4240 Essential None 2-4281 Essential I 4282 2-4325 Essential Communication, Mail and Visiting 

4227R 24241 Mandatory-C 4258 2-4282 Essential I' 4283N 2-4326 Essential 

None 2-4242 Essential 4278N, 4279N 2-4283 Essential 
! i 4284 2-4327 Essential 4340R 2-4369 Essential 
I! 

4223R 2-4243 Essential 4254N,4255N 2-4284 Mandatory-C I. ' 4287R 2-4328 Essential 4341R 2-4370 Essential 
l' 

4236N 2-4244 Mandatory-C 4271N 2-4285 Mandatory-C I 4288 2-4329 Mandatory-C 4347R 2-4371 Important 

None 24245 Essential None 2-4~86 Mandatory I 4289 2-4330 Essential 4348R 2-4372 Essential 

4235N 2-4246 Mandatory-C None 2-4287 Essential i 4309N 2-4331 Essential None 2-4373 Essential 

None 24247 Essential None 2-4288 Essential 
, None 2-4332 Essential 4342 2-4374 
r 

Essential 

4234R 2-4248 Mandatory-C 4259N, 4260N 2-4289 Mandatory-C t 4273N 2-4333 Essential 4343R 2-4375 Essential 

4233R 24249 Essential None 2-4290 Essential 1 
4295N,4380N 2-4334 Essential-C 4344R 2-4376 Essential 

None 2-4250 Essential 4261N 2-4291 Essential ) 4303 2-4335 Essential 4345R 24377 Essential 
I 4304R 

4230N 2-4251 Essential None 2-4292 Essential 
, 2-4336 Essential 4346R 24378 Essential , 

None 2-4293 Essential 
1 4305 2-4337 Essential 4349R' 

4231R 2-4252 Essential J 
24379 Important 

4228 24253 Essential None 2-4294 Essential 1 
4306 2-4338 Essential 4350R 24380 Essential 

4229 2-4254 Essential None 2-4295 Essential 
\ 

Ie 4307R 2-4339 Essential 4351R 2-4381 Essential 

4275N,4277N 2-4296 Essential 
1 4285N 2-4340 Essential None 

1 
24382 Essential 

Sanitation and Hygiene 
4275N,4277N 2-4297 Essential 

4286R 2-4341 Mandatory-C 4352R 24383 Essential 

24298 Essential 

1\ 

j 4302 
4275N,4277N t 

24342 Essential 4353 24384 Essential 

,( 24299 Important 
4301R 

4238N 24255 'Mandatory-C None I 
24343 Essential 4354 24385 Essential 

4239N 24256 Mandatory-C 4262N 2-4300 Mandatory-C r t L 
4293 24344 Essential 4355N 24386 Important 
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First Revised New First Revised New First Revised New .1 Edition Edition Weight Edition Edition Weight 
First Revised New 

Edition Weight ;1 Edition Edition Weight Edition 

I 4432 2-4464 Essential Release Preparation and Temporary Release Important None 2-4424 Essential 

! 
None 2-4465 Essential 

None 2-4387 
2-4425 Essential 4435 2-4466 Essential 4445R 2-4482 Essential 

4394 
2-4426 Important None 2-4467 Essential 4453R, 4455N 2-4483 Essential 

Reception and Orientation None 
~ 4433 4446R, 4447R, 

4397 2-4427 Essential 

I 
2-4468 Essential 4356R 2-4388 Essential 

44OON, 4407R 2-4428 Essential 4436R 2-4469 Essential 4452N 2-4484 Important 4358R 2-4389 Essential None 2-4429 Important 4434 2-4470 Essential 4450R, 4451 R 2-4485 Essential None None 2-4486 Essential 

4359R 2-4390 Essential 
None 2-4430 Important 

I 
2-4471 Important 4357N 2-4391 Essential 

4402 2-4431 Essential 4365 2-4392 Essential 
4398R 2-4432 Essential Social Services Citizen Involvement and Volunteers 4361N,4366R 2-4393 Essential 
4399 2-4433 Essential 

4437R 2-4472 Essential 4456R 2-4487 Essential 
4367 2-4394 Essential 

4396 2-4434 Essential 

I None 2-4473 Essential 4457 2-4488 Essential 
4363R 2-4395 Essential 

4403 2-4435 Essential 
4438 2-4474 Essential 4458R 2-4489 Essential 

4362 2-4396 Essential 
None 2-4436 Important 

4195 2-4475 Essential 4459 2-4490 Essential 
4364R 2-4397 Essential 

4404R, 4408R 2-4437 Important 
4196N 2-4476 Essential 4462R 2-4491 Essential 

None 2-4398 Essential 
4405R 2-4438 Essential 

~ 4440R 2-4477 Essential 4460N 2-4492 Important I 4406 2-4439 Essential 
g 4442R 2-4478 Important 4461R 2-4493 Essential 

Classification 
None 2-4440 Essential , 4444 2-4479 Essential 4463N 2-4494 Essential 4372 2-4399 Essential None 2-4441 Important 

II None 2-4480 Important 4464 2-4495 Important 4373R 2-4400 Essential 

I 
None 2-4481 Important 4193R 2-4401 Essential Library Services 

None 2-4402 Mandatory 4409R 2-4442 Essential 4374R 2-4403 Essential 4410 2-4443 Essential 4376 2-4404 Essential None 2-4444 Essential 
Ii 4377 2-4405 Essential 4415R 2-4445 Important 

~ 
4378R 2-4406 Essential 4413R 2-4446 Essential 4379R 2-4407 Important 4418R 2-4447 Important 

I 4375R 2-4408 Essential 44lIN 2-4448 Essential 4384 2-4409 Essential 4412N 2-4449 Essential 4385R 2-4410 Essential-C None 2-4450 Essential ~ 4414R 2-4451 Essential Inmate Work Programs 
11 I 4386N 2-4411 Essential Recreation and Inmate Activities i II 4387N 2-4412 Important 

4419 2-4452 Essential I I 4388 2-4413 Important 
4421N 2-4453 Important 4390R, 4391N 2-4414 Essential 
4425R, 4428N 2-4454 Essential 4389R 2-4415 Important 
4429 2-4455 Important-C None 2-4416 Mandatory 
4423R 2-4456 Essential 4392R 2-441) Essential 4422R 2-4457 Important None 2-44 I 8 Important 
4424 2-4458 Essential None 2-4419 ~mportant 4427R 2-4459 Essential None 2-4420 Important 4426R '2-4460 Essential None 2-4421 Essential None 2-4461 Essential 

Academic and Vocational Education Religious Services 
4393R 2-4422 Essential 4430R 2-4462 Essential 
None 2-4423 Essential . 4431R 2-4463 Essential t 
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APPENDIX B 

References For Use With Standards 

American Correctional Association 
4321 Hartwick Rd., Suite L-208 
College Park, Maryland 20740 

"Code of Ethics" . 
Library Standards for Juvenile Correctional Industries 

American Society of Heating, Refrigeration and Air Conditioning Engineers 
345 East 47th Street 
New York, New York 10017 

ASHRAE Handbook and Product Directory 

Building Officials and Code Administrators International, Inc. 
17926 So. Halsted Street 
Homewood, Illinois 60430 

The BOCA Basic Building Codel1978 

Illuminating Engineering Society of North America 
345 East 47th Street 
New York, New York 10017 

National Academy of Sciences 
2101 Constitution Ave., N.W. 
Washington, D.C. 20418 

Recommended Dietary Allowances 

National Fire Protection Association 
470 Atlantic Ave. 
Boston, Massachusetts 02210 

Life Safety Code 

United States Office of Personnel Management 
1900 E Street, N.W. 
Washington, D.C. 20415 

State Salary Survey 
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AMERICAN CORRECTIONAL ASSOCIATION 

Anthony P. Travisono 
Executive Director 

William Brennan 
Executive Assistant 

Ron W. Jackson, Manager 
Membership Services 

Edward McMillan, Finance 
and Administrative Officer 

Staff 

Barbara Hadley Olsson, 
Editor, Corrections Today 

Eileen M. Pikulik, Manager 
Grant & ContractiACA Services, Inc. 

Martin J. Pociask, Publications 
Production Manager/Art Director 

Marge L. Restivo, Manager 
Congress/Committee/Advertising Division 

William J. Taylor, Manager 
Education/Training/Technical Assistance 

Delegate Assembly 

Executive Committee 
Amos E. Reed, President, Washington 

H. G. Moeller, President Elect, North Carolina 
Norman A. Carlson, Past President, Washington, D.C. 

Joann B. Morton, Vice President, South Carolina 
Helen G. Corrothers, Treasurer, Arkansas 

'Anthony P. Travisono, Executive Director, Maryland 

Board of Governors 
Les Belleque, Oregon George G. Killinger, Texas 
Frank B. Bishop, Virginia Thomas J. Northern, III, Virginia 
James T. Black, Washington, D.C. Marcella Rapp, Colorado 
Jacqueline Crawford, Arizona J. Bryan Riley, Massachusetts 
Doris R. DeHart, Virginia Carl Robinson, Connecticut 

I Gerald M. Farkas, Maryland Sue Shirley, Texas 
George A. Hardesty. Kentucky Rex Smith, Maryland 
Perry M. Johnson, Michigan Ruben M. Torres, Texas 
Charles J. Kehoe, Michigan Chris Tracy, Texas 

Pearl S. West, California 
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James Atchison, Kentucky 
Allen L. Ault, Georgia 
Donald G. Austin, Texas 
Thorn W. Baxter, Texas 
Alfred R. Bennett, Indiana 
Robert G. Britton, Alabama 
Alfred E. Buscher, Illinois 
Nathanial Caldwell, Colorado 
Raymon J. Cowans, Virginia 
Su Cunningham, Texas 
Mary Davis, New York 
Rendell A. Davis, Pennsylvania 
Hugh C. Dismukes, Texas 
Paul H. Hahn, Ohio 
Allan C. Hubanks, Florida 
Gail D. Hughes, Missouri 
Howard J. Johnson, Wisconsin 
Jalene Jones, Texas 
James Jordan, Illinois 
Daniel H. Joy, Sr., Louisiana 
Paul W. Keve, Virginia 

Elected Members 

Al Maresh, Minnesota 
Carla Mathis, Florida 
Lane Murray, Texas 
Vicki Myers, Missouri 
Harry W. Poole, New York 
Richard L. Rachin, Florida 
Jim G. Ricketts, Colorado 
Griffin Rivers, Louisiana 
William B. Robinson, Pennsylvania 
Felix Rodriguez, New Mexico 
Paul Root, Michigan 
R. O. D. Schoenbacher, Hawaii 
L. D. Smith, Idaho 
Harold A. Spradlin, Virginia 
Victor G. Strecher, Texas 
Sidley E. Sullivan, Illinois 
Robert H. Terhune, Ohio 
Edward F. Tripp, Missouri 
Olin Turner, South Carolina 
H. Buddy Williams, Nebraska 
Ronald E. Woods, Virginia 

Past Presidents 

Myrl E. Alexander, Florida 
George Beto, Texas 
John W. Braithwaite, Canada 
Gervase Brinkman, Illinois 
John C. Burke, Wisconsin 
Joseph S. Coughlin, Illinois 
Parker L. Hancock, New Hampshire 
Harold V. Langlois, Massachusetts 
William D. Leeke, South Carolina 
Peter P. Lejins, Maryland 

O. J. Keller, Jr., Georgia 
Ellis C. MacDougall, Arizona 
Richard A. McGee, California 
Sanger B. Powers, Wisconsin 
E. Preston Sharp, Florida 
Maurice H. Sigler, Florida 
W. Frank Smyth, Jr., Virginia 
Harry C. Tinsley, Colorado 
Louie L. Wainwright, Florida 
Martha E. Wheeler, New York 

Roberts J. Wright, Maine 
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Appointed Members 
Representing Affiliate Organizations 

S. W. Wing, Washington 
American Association of Correctional Psychologists 

Jess Maghan, Maryland 
American AssOciation of Correctional Training Personnel 

Cal Harvey, Colorado 
American Association of EX-Offenders in Criminal Justice 

. John S. Zil, California 
Amencan Association of Mental Health Professionals in Corrections 

Edward J. Stelle, Oregon 
American Correctional Chaplains Association 

AI Richardson, Utah 
American Correctional Food Service Association 

John P. Solomon, South Carolina 
American Correctional Health Services Association 

John C. Maloney, South Carolina 
American Probation and Parole Association 

Elmer H. Johnson, Illinois 
Association for Correctional Research and Statistics 

Arthur W. Pohlen, Nebraska 
Association of Juvenile Compact Administrators 

W. V. Kaufman, Jr., Illinois 
Association of Paroling Authorities 

William K. Willis, Ohio 
Association of State Juvenile Justice Administrators 

Robert J. Watson, Oregon 
Association of State Correctional Administrators 

Susan M. Hunter, Iowa 
Association on Programs for Female Offenders 

Delmar Huebner, Wisconsin 
Central States Corrections Association 

Thomas O. Moore, Colorado 
Colorado Correctional Association 

Jerome C. Hinson, Texas 
Correctional Education Association 

Robert Houghton, Georgia 
Correctional Facilities Association 
Tom J. Crim, Washington, D.C. 

Correctional Industries Association, Inc. 
Jack R. M. Pierce, Maryland 

Correctional Service Federation-USA 
Paul Chandler, California 

Federal Probation Officers Association 
Michael A. Berg, Florida 

Florida Council on Crime and Delinquency 
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Mike Mahoney, Illinois 
Illinois Correctional Association 

Linda Heede Cress, Indiana 
Indiana Correctional Association 
Tom H. Christensen, Missouri 

International Halfway House Association 
Richard S. Jenkins, Iowa 

Iowa Corrections Association 
David R. McKume, Kansas 

Kansas Correctional Association 
Dewey Sowders, Kentucky 

Kentucky Council on Crime and Delinquency, Inc. 
G. Joseph Putnam, Louisiana 

Louisiana Council on Criminal Justice, Inc. 
Patricia Phelps Schupple, Maryland 

Maryland Probation, Parole and Corrections Association 
Salanda V. Whitfield, Maryland 

Middle Atlantic States Correctional Association 
Audrey J. Bakke, Minnesota 

Minnesota Corrections Association 
George Shaw, Missouri 

Missouri Corrections Association 
Samuel Sublett, Jr., Illinois 

National Association of Juvenile Co:"rectional Agencies 
Jim Ivey, Florida 

National Correctional Recreation Association 
Diana Gordon, New Jersey 

National Council on Crime and Delinquency 
John R. Newhart, Virginia 
National Jail Association 

Perry Tchorni, New Jersey 
National Juvenile Detention Association 

Larry A. Tewes, Nebraska 
Nebraska Correctional Association 

Raymond K. Coniff, Maine 
New England Correctional Coordinating Council, Inc. 

Les Beaird, Texas 
North American Association of Wardens and Superintendents 

Theresa G. Williams, North Carolina 
North Carolina Correctional Association 

David L. Blodgett, Ohio 
Ohio Correctional and Court Services Association 

Scott M. Taylor, Oregon 
Oregon Corrections Association 
Victor E. Townsley, Louisiana 

Parole and Probation Compact Administrators Association 
Charles A. Leath, South Carolina 

South Carolina Correctional Association 
W. E. Boldin, Jr., Virginia 

- ~~- - ------

Southern States Correctional Association 
John B. Clabo, Tennessee 

Tennessee Correctional Association 
Charles Lucas, Texas 

Texas Corrections Association 
Kimber Cox, Texas 
The Salvation Army 

Tamara Holden, Utah 
Utah Correctional Association 

Ron Angelone, Virginia 
Virginia Correctional Association 

Ray C. Tremont, Louisiana 
Volunteers of America 

Virginia Swanson, Washington 
Washington Correctional Association 

Leonard Munks, Oregon 
Western Correctional Association 
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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 fol/owing principles. 

Relationships with clients/ colleagues/ other professions/the public-
e 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 "ill 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'e;'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 conduct/practices-
• 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. 
e 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. 
• 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. 

• AJl.?l,~Illember 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. . . 

(Adopted August 1975 at the 10Sth Congrf5S of Correction) 

Preceding page ~Iank 
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Index 

ACADEMIC PROGRAMS (See EDUCATION: Academic/Vocational Programs) 

ADMINISTRATION: 
Administrative Manual 2-4002 
Administrative Officer (See Also WARDEN/SUPERINTENDENT) 2-4007, 2-4008 
Communication Channels 2-4014, 2-4015 
Community Involvement (See Also COMMUNITY RELATIONS) 2-4006 
Delegation of Authority 2-4014 
Employee/Management Relations 2-4066, 2-4067 
Goals: 

long-range 2-4003, 2-4032 
mission 2-4002 
short-range 2-4004 

Inmate Programs (See PROGRAMS) 
Inspection System (See Also INSPECTIONS) 2-4019 
Legal Assistance 2-4021 
Information Dissemination (See INFORMATION DISSEMINATION) 
Operational Procedures 2-4017 
Organizational Chart 2-4013 
Public Information Program (See Also INFORMATION DISSEMINATION) 2-4024 
Policy and Procedure 2-4017, 2-4491 

dissemination 2-4018 
formulation 2-4005, 2-4006, 2-4018, 2-4026, 2-4495 
manual 2-4016, 2-4017, 2-4067, 2-4176 
review (See Also ANNUAL REVIEW: Policies and Procedures) 2-4274 

Political Involvement 2-4027, 2-4070 
Quarterly Reports (See Also REPORTS) 2-4020, 2-4106 
Staff Meetings 2-4014 
Staff Participation 2-4005, 2-4031 
Staffing Requirements (See Also PERSONNEL: Staffing Requirements) 2-4034 
Statutory Authority 2-4001, 2-4009, 2-4206 
Unit Management 2-4007, 2-4017,2-4125, 2-4475 
Vehicles 2-4047, 2-4198, 2-4199 
Work Stoppage 2-4212 

ADMINISTRATIVE SEGREGATION (See SEGREGATION) 

ADMISSION PROCEDURES: 2-4389, 2-4396 
Admission Report 2-4390 
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Classification (See Also CLASSIFICATION) 2-4403 
Housing Assignment .2-4296, 2-4297, 2-4298 
Inmate Clothing 2-4260 
Medical Screening/Appraisal 2-4289, 2-4290, 2-4291, 2~4292, 2-4293 
Orientation 2-4022, 2-4300, 2-4388, 2-4391, 2-4397, 2-4398 

materials 2-4346, 2-4395 
Personal Property (See Also INMATE PERSONAL PROPERTY) 

2-4392, 2-4393, 2-4394 
Reception 2-4022, 2-4392, 2-4396, 2-4397, 2-4398 

u 

AFFIRMATIVE ACTION (See EQUAL EMPLOYMENT OPPORTUNITIES) 
ANNUAL REVIEWS: 

Inmate Rules 2-4345 
Mission Statement 2-4002 
Organizational Chart 2-4013 
Performance Review 2-4078 
Pla?~ 2-4057, 2-4079, 2-4172, 2-4210, 2-4399 

PolICIes and Procedures 2-4012, 2-4016, 2-4017, 2-4060, 2-4163, 2-4176, 2-4195, 

Post Orders 2-4200 2-4209, 2-4274, 2-4348, 2-4369, 2-4380, 2-4394, 2-4399, 2-4400 
Space Requirements 2-4033 

BUDGET (See FISCAL MANAGEMENT) 
CASE RECORDS: 

Confidentiality 2-4115, 2-4120, 2-4125, 2-4319 2-4491 
Conten.t .2-4115, 2-4116, 2-4117, 2-4126, 2-4390 

admISSIOn report 2-4390 
academic/vocational records 2-4440 
disciplinary report 2-4367 
good time record 2-4126 

. personal property receipt 2-4393 
DISclosure 2-4115, 2-4120 
Inmate Access 2-4123 
Management 2-4115, 2-4125, 2-4440 
Ma~ter File 2-4116, 2-4118, 2-4119, 2-4222 
Pohcy and Procedure 2-4115 
Release of Information Consent Form 2-4121 
Tr~nsfers 2-4122, 2-4320, 2-4440 
Umt Files 2-4125 

CHIEF EXECUTIVE OFFICER (See WARDEN/SUPERINTENDENT) 

CITIZEN INVOLVEMENT (See Also VOLUNTEERS)' 2-4006,2-4026,2-4415,2_4456 Program 2-4487, 2-4488 . 

CLASSIFICATION: 2-4022,2-4342 
Appeals 2-4405 
Classification Committee 2-4217 2-4400 
~lassification Plan 2-4399, 2-4403, 2-4404, 2-4405, 2-4409 
Custody Level 2-4218, 2-4219, 2-4401, 2-4402 
Heal~h Care Needs 2-4296, 2-4297, 2-4298 
Heanngs 2-4217,2-4218, 2-4406 
Preparole Report 2-4409 
Procedures 2-4399, 2-4400, 2-4405, 2-4410 

Prog.ram Status Review 2-4001, 2-4218, 2-4219, 2-4404, 2-4405 2-4407 
SP~cIaI ~eeds Inmates (See Also SPECIAL NEEDS INMATES)' 2-4408 Juvemles 2-4402 

CO-EDUCATIONAL FACILITIES: 2-4133, 2-4331, 2-4332 

COMMUNITY ACTIVITIES, INMATE: 2-4022,2-4455,2_4456 
COMMUNITY RELATIONS: 
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Citizen Involvement Program 2-4487, 2-4488 
Community Involvement 2-4006, 2-4026, 2-4415, 2-4456 
Community Resources (See COMMUNITY RESOURCES) 
Information Dissemination (See Also INFORMATION DISSEMINATION) 

2-4024, 2-4025 
Volunteers (See VOLUNTEERS) 

COMMUNITY RESOURCES: 
Education Programs 2-4437 
Employee Training Program 2-4085 
Purchasing 2-4045 
Recreation 2-4455, 2-4456 
Religious Services 2-4471 
Social Services 2-4480 
VVork Programs 2-4415 

CONFIDENTIALITY: 
Case Records 2-4120, 2-4121 

policy and procedure 2-4115 
Information Systems 2-4103, 2-4110 
Inmate Rights 2-4024, 2-4071, 2-4121, 2-4325, 2-4491 
Health Records 2-4319 
Legislative Requests 2-4023 
Media 2-4024, 2-4025 
Personnel 2-4071, 2-4076, 2-4491 

CONFLICT OF INTEREST: 2-4027, 2-4070 

CONTRABAND: 2-4192, 2-4195, 2-4374, 2-4376, 2-4377, 2-4378, 2-4486 

CONTRACT SERVICES: 2-4012, 2-4045, 2-4071, 2-4244 

COUNSELING: 2-4022, 2-4233 
Academic/Vocational 2-4434 
Availability 2-4476, 2-4478 
Family/Parental Education 2-4333, 2-4481 
Participation 2-4334 
Program 2-4472, 2-4477 

CRIMINAL JUSTICE SYSTEM: 2-4002,2-4006,2-4104 

DISCIPLINARY DETENTION (See SEdREGATION) 

DISCIPLINARY PROCEDURES (See Also RULES OF INMATE CONDUCT; 
VIOLATIONS) 

Administrative Review 2-4366 
Appeal 2-4368 
Corporal Punishment 2-4341 (See Also DISCIPLINE) 
Criminal Act 2-4344, 2-4355 
Disciplinary Detention (See Also SEGREGATION: Disciplinary Detention) 2-4214, 

2-4216, 2-4354 
Grievance Procedure 2-4486 
Hearings 2-4216 
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decision 2-4364 
hearing record 2-4361, 2-4365 
hearing waiver 2-4356 
inmate participation 2-4360, 2-4363 
panel 2-4361 
representation 2-4362 
schedule 2-4358, 2-4359 
written notice 2-4357 

Investigation 2-4352 
Mentally III Inmates 2-4298 
Prehearing Detention 2-4217, 2-4353 
Reports 2-4350, 2-4351, 2-4357 2-4366 2-4367 
Sanctions 2-4346, 2-4347, 2-4354 ' 

prohibited sanctions 2-4341, 2-4252 

DISCIPLINE: 2-4206, 2-4223, 2-4252, 2-4341 

EDUCATION (See Also TRAINING; PERSONNEL: Qualifications)' 
Academic~Vocational Programs 2-4022, 2-4233, 2-4334, 2-4422, 2-4426 2-4437 

counselIng 2-4434 ' 
curriculum 2-4424, 2-4425, 2-4435, 2-4438 
equipment/facilities 2-4139, 2-4431 
evaluation 2:.4432, 2-4433 
inmate needs 2-4225, 2-4426, 2-4434, 2-4435, 2-4439 
personnel 2-4427, 2-4428, 2-4429 
post secondary 2-4436 
program accreditation 2-4416, 2-4423 
records 2-4440 
social skills 2-4438 
staff 2-4427, 2-4428, 2-4429 

Community Resources 2-4026, 2-4085, 2-4437 
Educational Accomplishments 2-4441 
Health Education 2-4303 
Internship Programs 2-4026 
Personnel 2-4099, 2-4100, 2-4101 

EMERGENCY PROCEDURES: 
Communications 2-4170, 2-4213 
Emergency Plans 2-4174, 2-4210 
Emergency Repairs Plan 2-4151 
Equipment 2-4164, 2-4170, 2-4171 

alarms 2-4165 
power 2-4170, 2-4171 
testing 2-4164, 2-4171 

Escapes 2-4209 
Evacuation 2-4134, 2-4172, 2-4173 2-4279 

drills 2-4172 ' 
exits 2-4134, 2-4168, 2-4169, 2-4172 
plan 2-4172 

Firearm Distribution 2-4186 2-4190 , , 
FIre Emergencies (See Also FIRE SAFETy) 2-4164 
First Aid 2-4278, 2-4285 

Medical Emergencies (See Also HEALTH CARE SERVICES; Emergency Care): 
2-4279, 2-4295 
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Training 2-4174, 2-4211 

EQUAL EMPLOYMENT OPPORTUNITIES: 2-4058 
Affirmative Action Program 2-4056, 2-4057 
Ex-offenders 2-4059 

EVALUATIONS: 
Academic/Vocational Programs 2-4432, 2-4433 
Classification 2-4399 
Information System 2-4107 
Inspections 2-4019 
Institutional Programs 2-4019, 2-4109 
Library Services 2-4444 
Menu Preparation 2-4238 
Performance Criteria 2-4105 
Recreation Services 2-4461 
Research Personnel 2-4112, 2-4113 
Status Reports 2-4106, 2-4273 
Training Program 2-4083 

EX-OFFENDERS: 2-4059 

FIRE SAFETY (See Also EMERGENCY PROCEDURES): 
Alarms 2-4165 
Equipment 2-4164, 2-4170, 2-4171 
Evacuation 2-4134,2-4172, 2-4173, 2-4174, 2-4279 

drills 2-4172 
plan 2-4172 

Exits 2-4134, 2-4168, 2-4169, 2-4172, 2-4173 
Fire Drills 2-4172 
Fire Prevention Plan 2·-4164 
Fire Safety Codes 2-4155, 2-4162, 2-4163, 2-4165, 2-4169, 2-4172 
Inspections 2-4163, 2-4164, 2-4165, 2-4171, 2-4172 
Materials, Fire Hazards of 2-4155, 2-4166, 2-4175 

storage 2-4175 
Noncombustible Receptacles 2-4167 

FISCAL MANAGEMENT: 
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Accounting System 2-4036, 2-4037, 2-404g, 2-4254 
audits 2-4041, 2-4042, 2-4050 
check and monies control 2-4037, 2-4038, 2-4039, 2-4040 
vouchers 2-4040 

Bonding 2-4040, 2-4047 
Budget 2-4029, 2-4031, 2-4032, 2-4033, 2-4034, 2-4035, 2-4254 

planning 2-4029, 2-4034 
preparation 2-4031, 2-4032, 2-4254 
requests 2-4032~ 2-4033, 2-4034 
revisions 2-4035 

Commissary 2-4049, 2-4050 
Compensation 2-4065 
Fiscal Officer 2-4028, 2-4030 
Inmate Funds (See Also INMATE PERSONAL PROPERTY): 2-4048,2-4053 

control of 2-4051, 2-4376, 2-4394 
personal accounts 2-4052, 2-4376 

Insurance 2-4047, 2-4199 
Inventory Control 2-4043 
Needs Assessment 2-4033, 2-4034 
Management 2-4028, 2-4041 
Position Control 2-4046 
Pur~hasing 2-4044, 2-4045, 2-4254 
SerVIce Contracts 2-4012, 2-4045 

FOOD SERVICES: 
Diets, Special 2-4241, 2-4242 
Facilities/Equipment 2-4246 2-4247 
Fiscal Management 2-4254 ' 
Inmate Clothing 2-4262 
Inspection 2-4239, 2-4248 
Meals 

conditons 2-4249, 2-4250, 2-4252 
frequency 2-4251 

Menu 2-4223, 2-4238, 2-4240 
Personnel 2-4243 

foodhandlers 2-4244 
supervisors 2-4243 

Records 2-4253 
Regulations 

dietary aHowances 2-4238 
health/safety standards 2-4244, 2-4245, 2-4246, 2-4247 

Storage 2-4247 

FORCE, USE OF: 2-4098, 2·4185, 2-4186, 2-4191, 2-4206, 2-4341 

GRIEVANCE PROCEDURES: 
Inmates 2-4343, 2-4378, 2-4486 
Personnel 2-4067, 2-4068, 2-4069 

HANDICAPPED, PROVISIONS FOR: 
Inmates 2-4340, 2-4421 
Facilities 2-4146, 2-4154 
VVork Plan 2-4421 

HEALTH AUTHORITY (See Also HEALTH CARE SERVICES) 

HEALTH CARE SERVICES: 2-4022,2-4329 
Access. 2:4235, 2-4300, 2-4310, 2-4329 

contInUIty of care 2-4299, 2-4486 
physical examination 2-4244 2-4302 
sick call 2-4301 ' 

Coordinator 2-4280 
Death 2-4316 
Dental Services 2-4295, 2-4329 

appraisal 2-4289, 2-4291 
emergency 2-4279, 2-4295 
personnel 2-4295 
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Diet 2-4241 
Emergency Care (See Also EMERGENCY PROCEDURES) 

first aid 2-4278, 2-4279, 2-4285 
health care 2-4279, 2-4289, 2-4290, 2-4295, 2-4297, 2-4298 

Facility 2-4275 
equipment 2-4277 

Family Notification 2-4315, 2-4316 
Health Appraisal 2-4291, 2-4292 
Health Authority 2-4271, 2-4272 

policy review 2-4274 
reports 2-4273 
responsibilities 2-4271, 2-4272 

Health Education 2-4303 
Hospital Care 2-4275, 2-4279 
Infirmary Care 2-4275, 2-4276 
Informed Consent 2-4313 
Mental Health Services 2-4283, 2-4294, 2-4296, 2-4334 

appraisal 2-4237, 2-4293 
housing 2-4296, 2-4297, 2-4298 

Nursing 2-4276, 2-4286 
Orders, Direct/Standing 2-4286, 2-4317 
Pharmaceuticals 

management 2-4317 
psychotropic drugs 2-4322 

Records 2-4276, 2-4318, 2-4319, 2-4321 
transfers 2-4311, 2-4320 

Research 2-4314 
Restraints 2-4312, 2-4322 
Screening 2-4289, 2-4290, 2-4486 
Special Care Needs 2-4289, 2-4290, 2-4304, 2-4310 

chronic/ convalescent 2-4305 
elective surgery 2-4309 
prostheses/ orthotic devices 2-4308 
specialists 2-4282 
substance abuse 2-4306, 2-4307, 2-4479 

Staff 2-4193, 2-4276, 2-4284, 2-4286 
health-trained personnel 2-4193, 2-4280, 2-4289, 2-4290, 2-4292 
inmates 2-4288 
licensing 2-4283, 2-4284, 2-4295 
qualified health personnel 2-4272, 2-4289, 2-4290, 2-4291, 2-4292 
requirements 2-4281 
student/interns 2-4287 
training 2-4285, 2-4317 

Transfers 2-4279,2-4285,2-4290, 2-4297, 2-4298, 2-4310, 2-4311, 2-4320 
Treatment Plan 2-4291, 2-4293, 2-4304, 2-4307 

HYGIENE: 
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Inmate Clothing 2-4225, 2-4260, 2-4262, 2-4264, 2-4265, 2-4266, 2-4267 
cleaning 2-4266, 2-4267 
issue 2-4260, 2-4262, 2-4264, 2-4265 

Inspection 2-4255 
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Linens 2-4225, 2-4263, 2-4264, 2-4265 
Personal Hygiene 2-4224, 2-4261 2-4268 2-4270 2-4335 

bathing facilities 2-4268 2-4269 ' , 
hair care 2-4225, 2-4270, 2-4335 

Water Supply 2-4256 

INFORMATION DISSEMINATION: 
Community Agencies 2-4006 
Confidentiality (See Also CONFIDENTIALITY) 2-4071 
Legislative Requests 2-4023 
Media 2-4024, 2-4025 
Public Information Programs 2-4006, 2-4016, 2-4024 
Research 2-411 ° 

INFORMATION SYSTEMS (See Also PLANNING): 2-4102 
Access 2-4102, 2-4103 
Collaboration 2-4104 
Contribute to 2-4102 
Evaluation (See Also EVALUATION) 2-4107, 2-4109 

performance criteria 2-4105 
Population Statistics 2-4106, 2-4124, 2-4273 
Reports 2-4106 
Security 2-4103 

INMATE MONEY (See Also FISCAL MANAGEMENT: Inmate Funds): 2-4051, 
2-4052, 2-4053, 2-4394 

INMATE ORIENTATION (See ADMISSION PROCEDURES) 

INMATE PERSONAL PROPERTY (See Also ADMISSION PROCEDURES): 2-4149, 
2-4392, 2-4393, 2-4394, 2-4486 

INMATE RIGHTS: 

'~, -

Classification 2-4342, 2-4399, 2-4401 2-4403 2-4406 
Co-educational Institutions 2-4133 2-4331 2-4332 
Communication " 

corr~spondence 2-4022, 2-4334, 2-4338, 2-4370, 2-4371 2-4375 2-4378 
medIa 2-4024, 2-4025, 2-4339 " 
telep~one 2-4228, 2-4229, 2-4379, 2-4338 

Counselmg, Pregnant Inmates 2-4333 2-4481 
Disciplinary Procedures 2-4356, 2-435'7, 2-4358, 2-4359, 2-4360, 2-4361 2-4362 

2-4363, 2-4365, 2-4368 " 
Di~crimination 2-4332, 2-4340, 2-4411, 2-4421 
Gnevance Procedure 2-4343 
Health Care, ~ccess to 2-4271, 2-4295, 2-4299, 2-4300, 2-4301 2-4302 2-4329 
Healthful E~vlfonment 2-4328, 2-4340 " 

food serVIce 2-4238 
sanit~tion/hygiene 2-4255, 2-4257, 2-4258, 2-4260, 2-4263 
phYSICal plant 2-4129, 2-4130, 2-4131, 2-4132, 2-4135 2-4151 2-4153 2-4162 

Legal System, Access to ' , , 
attorneys 2-4324, 2-4325, 2-4378, 2-4385 
courts 2-4323 
law library 2-4326 
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materials 2-4230, 2-4327 
Personal Abuse 2-4185, 2-4206, 2-4341 
Personal Grooming 2-4224, 2-4225, 2-4268, 2-4270, 2-4335 
Prison Number 2-4340 
Pl'Ograms, Access to 2-4022, 2-4340 

refusal to participate 2-4334 
Recreation 2-4022, 2-4138, 2-4159, 2-4232, 2-4233, 2-4330, 2-4452 
Religion 2-4242, 2-4336, 2-4465, 2-4468, 2-4469 
Searches, New Crime 2-4344 
Segregation 

conditons 2-4221, 2-4223, 2-4224, 2-4225, 2-4226, 2-4227, 2-4228, 2-4229, 2-4230, 
2-4231, 2-4232, 2-4233 

placement in 2-4215, 2-4216, 2-4217, 2-4218, 2-4220 
release 2-4218, 2-4219 

Visits (See Also VISITATION) 2-4022, 2-4227, 2-4334, 2-4337, 2-4381 

INMATE, SPECIAL MANAGEMENT (See SEGREGATION) 
INSPECTIONS: 

Emergency Equipment 2-4164, 2-4170, 2-4171 
Fire Safety 2-4163, 2-4164/ 2-4171 
Food Service 2-4239, 2-4248 
Industrial/Vocational Programs 2-4416 
Living! Activity Areas 2-4202, 2-4204 
Operations 2-4019 
Sanitation 2-4255 
Security Devices 2-4203 
Weapons 2-4186 

LEGAL ASSISTANCE: 
Administration 2-4021 
Inmates 2-4022, 2-4324, 2-4325, 2-4326, 2-4327, 2-4378 

materials 2-4230 

LIBRARY SERVICES; 2-4022, 2-4233, 2-4334, 2-4442, 2-4444, 2-4446, 2-4447 
Materials 2-4443, 2-4447 
Needs Assessment 2-4445, 2-4451 
Staffing 2-4448, 2-4449, 2-4450, 2-4451 

MAIL SERVICES: 2-~022, 2-4334, 2-4338, 2-4369, 2-4370, 2-4372, 2-4373, 2-4378 
Censorship 2-4375 
Contraband 2-4374, 2-4377 
Inspection 2-4374, 2-4376, 2-4377 
Postage Allowance 2-4371 
Segregation 2-4226 

MANAGEMENT INFORMATION (See INFORMATION SYSTEMS; RESEARCH) 

MEDICAL SERVICES (See HEALTH CARE SERVICES) 

MENTAL HEALTH (See HEALTH CARE SERVICES) 

PERSONNEL: 
Benefits 2-4047, 2-4067, 2-4430 

154 

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

II 
ii. 

f 
I 

I 

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

; 
- i 

compensation 2-4064 
insurance 2-4047, 2-4199 
reimbursement 2-4065, 2-4087, 2-4101 

Code of Ethics 2-4070, 2-4490 
Communication 2-4014, 2-4015 
Confidentiality (See Also CONFIDENTIALITY) 2-4071 
Contract Personnel 2-4012 2-4071 
Criminal Record Check 2-4061 
Demotion 2-4069 
Education (See Also EDUCATION) 2-4099, 2-4101 
Employee/Management Relations 2-4066, 2-4067 
Equal Employment Opportunities 2-4058 2-4067 

affirmative action 2-4056, 2-4057 ' 
ex-offenders 2-4059 

Fo~ce, Use of (See Also FORCE, USE OF) 2-4200 
Gnevance Procedure 2-4067, 2-4068, 2-4069 
Hostage Policy 2-4067, 2-4210 
Job Description 2-4284 
Lateral Entry 2-4055 
Performance Review 2-4067 2-4078 2-4236 
Physical Examination 2-4062 2-4067 
Policies 2-4429 ' 

formulation 2-4005 
manual 2-4060, 2-4067 

Political Involvement 2-4027, 2-4070 
Post Orders 2-4200, 2-4201 
Probationary Period 2-4063 
Professional Involvement 2-4100 
Promotion 2-4054, 2-4055, 2-4056 2-4063 
Qualifications 2-4009, 2-4010, 2-4030, 2-4054, 2-4067, 2-4236, 2-4243, 2-4283 2-4284 

. 2-4428, 2-4449, 2-4453, 2-4463, 2-4474, 2-4477 " 
educ~tlOn 2-4010, 2-4030, 2-4080, 2-4449, 2-4453, 2-4474 
~xpenence 2-4010, 2-4030, 2-4243, 2-4453 
lIcensure/certification 2-4283, 2-4284, 2-4428 

Records 2-4076, 2-4077 
Reports 2-4027, 2-4234 
Responsibilities 2-4009 
Salaries 2-4067, 2-4430 
Segregation 2-4236 

Selection (See Also Criminal Record Check; Physical Examination) 2-4054, 2-4056, 
2-4211 

Staff Participation 2-4005, 2-4231 

Staffing Requirem~nts 2-4046, 2-4072,2-4281,2-4427,2_4451 2-4454 2-4464 2-4478 
emergency staffmg 2-4075 ' , , 
needs assessment 2-4034, 2-4073 
vacancy rate 2-4074 

Supervisors 

duties 2-4202, 2-4203, 2-4204, 2-4210, 2-4235 
programs 2-4079, 2-4215, 2-4235, 2-4243, 2-4280 2-4448 2-4449 2-4453 2-4463 

2-4474, 2-4487 "" 
Termination 2-4009, 2-4011, 2-4067, 2-4069 
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hearings 2-4011, 2-4069 

Training (See TfR(AS INTI~NING. WEAPONS, USE OF) Weapons, Use 0 ee , 
Work Stoppage 2-4212 

PHYSICAL PLANT ... 
Administrative FacIlIties 2-4144 
Architectural Barriers 2-4145, 2-4146 
Capacity 
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cell capacity 2-4129 
institution 2-4127, 2;.4160 
multiple-occupancy rooms 2-4131 
rated bed capacity 2-4128 

Co-educational Facilities 2-4133 
Dayroom 2-4137, 2-4158 
Exercise Space 2-4138, 2-4156, 2-4157 

Exits 2-4134 MERGENCY PROCEDURES, FIRE SAFETY) Fire Safety (See Also E 
evacuation 2-4134, 2-4173 
exits 2-4134, 2-4168, 2-4169, 2-4173 
finishing material 2-4155, 2-4166 
alarms 2-4165 

Floor Space Requirements 
dayroom 2-4158 
exercise space 2-4156, 2-4159 
individual rooms 2-4132 
multiple-occupancy rooms2-4~-i~ 3 ~-4135 
Si~ghl~-OccuP2an41c3Yoro2~~s31 2-4132, 2-4135, 2-4166 Furms mgs -, , 

Individual Rooms 2-41~~ECTIONS) 2-4163, 2-4203, 2-4255, 2-4416 
Inspections (S~e Also IN2-4130 2-4131 2-4132, 2-4135, 2-4154 Lighting ReqUIrements , , 
Location (new only) 2-4161 
Maintenance 2-4151 

cleaning equipment 2-4147, 2-4148 
housekeeping plan 2-4257 

Multiple-occupancy Rooms 2-4131 
dormitories 2-4152 

National Code Compliance 

building codes 2-4153 2-4169 2-4172 
fire safety codes 2-4155'2~~~2'2-4255 '2-4256, 2-4275, 2-4276 sanitation/health codes , , 

Needs Assessment 2-4033 
Noise Levels 2-4130, 2-4131, 2-4132, 2-4135 
Program Facilities 

educational programs 2-4139, 2-4431 

food s~rvices . ~~42462 4137 2-4138 2-4156, 2-4157, 2-4158, 2-4458 recreation actiVIties -, , 
religious services 2-4470 
training 2-4086 
visiting 2-4140, 2-4383 

it 
H 

I 
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Sanitation Facilities 2-4130, 2-4131, 2-4132, 2-4135, 2-4245 
bathing facilities 2-4268, 2-4269 

Segregation 2-4135, 2-4136, 2-4159 
Service Facilities 

commissary 2-4141 
food service 2-4143, 2-4245 
health care service 2-4275 

Space Management 2-4033, 2-4151 
Storage Space 

inmate 2-4131, 2-4149 
mechanical equipment 2-4150 
linens 2-4148 

Temperatures 2-4130, 2-4131, 2-4132, 2-4135 
Watchtowers 2-4142 

PLANNING (See Also INFORMATION SYSTEMS): 2-4029 
Budgeting 2-4029, 2-4033 
Community Involvement 2-4006 
Long-range Planning 2-4003 
Objectives 2-4004, 2-4108 
Workload Formula 2-4072, 2-4073 

POLICY (See ADMINISTRATION: Policy and Procedure) 

PRIVACY (See CONFIDENTIALITY) 

PROGRAMS (See Also EDUCATION; INFORMATION DISSEMINATION: Public 
Information Programs; RECREATION ACTIVITIES; RELIGIOUS 
SERVICES; WORK PROGRAMS): Assignment 

classification 2-4399, 2-4403 
mentally ill 2-4298 
program status review 2-4404, 2-4405, 2-4407 

Availability 2-4022, 2-4233, 2-4331, 2-4332 
Budgeting 2-4029, 2-4032, 2-4033 
Co-educational 2-4331, 2-4332 
EValuation 2-4019, 2-4109 
Health Education 2-4303 
Management 2-4029 
Needs Assessment 2-4033 
Orientation 2-4395 
Participation 2-4334 
Program Formulation 2-4005 
Purchase of Services 2-4045 
Reception Program 2-4396 
Training Program 2-4079 

PROTECTIVE CUSTODY (See SEGREGATION) 

RECEPTION (See ADMISSION PROCEDURES) 
RECORDS: 

Case Records (See Also CASE RECORDS) 2-4115 
Confidentiality 

case records 2-4115, 2-4120, 2-4121 
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personnel 2-4076 

Food Service 2-4253 Al HEALTH CARE SERVICES) 
Health Care Records (See s~_4119 2-4440 
Master File 2-4116, p2E-ii~~NNEL)' 2-4076, 2-4077 
Personnel (See Also 
Population Movement 2-4124 

RECREATION ACTIViTIES: 2-4452 
'I b'l't 24022 2-4233, 2-4330, Aval a 11 y - , 4455 24456 

Community Activities 2- ,-
Equipment 2-4330, 2-4458 

Evalu~tion2 421-3~6~_4159, 2-4232, 2-4330 ExerCIse - , 
Facilities 

dayr~om 2-41327-4~3~15;4156, 2-4157, 2-4158, 2-4458 exerCIse space ., 
Inmate Activities 2-445~ 2 4460 
Needs Assessment 2-44)4, -
Participation 2-4334 
Staffing 2-4453, 2-4454 

inmate assistants 2-4457 

RELEASE PREPARATION: 
Graduated Release 2-4484 
Procedures 2-4486 
Program 2-4482, 2-4483 
Participation 2-4334 

RELIo.I0l!~ SERVIC22ES~_4218 2-4233, 2-4462, 2-4465, 2-4469 A vallablhty 2-40; , 
Chaplains 2-4466, 2-4471 
Equipment 2-4470 
Facilities 2-4470 67 
Needs Assessment 2-4464, 2-44 

Particjpation 2-433~ 4242 2-4336 2-4340, 2-4468 Religious Freedom -, , 
Staffing 2-4463, 2-4464 

REPORTS: 
Admission Report 2-4390. 

Commissary 2-4050 2 4350 2-4351 2-4357, 2-4367 Disciplinary Reports -, , 

Inspection Reports 22-1~g~ 2-4202 2-4207 
Line Staff Reports -, , 

Health:are 2-4273 t t 2-4020 2-4039, 2-4041 Parent Agency, Repor so, 

2-4319, 2-4320 

Psychiatric, Report 2-4237
2
-4207 2-4222 

Special InCIdents 2-4206" ~ ON SYSTEMS): 
RESEARCH (See Also CONFIDENTIALITY; INI:'ORMATI 

Approval f2-42-4
11

1\0 2-4111 2-4112, 2-4113 Conduct 0 , , 
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Eval~ation (See Also EVALUATION) 2-4019, 2-4105, 2-4109 Fundmg 2-4108 

Information Dissemination (See Also INFORMATION DISSEMINATION) 2-4110 Information Storage 2-4102 
Inmate Participation 2-4114, 2-4314 

RULES OF INMATE CONDUCT (See Also DISCIPLINARY PROCEDURES): 
2-4345, 2-4347 Orientation 2-4395 

Rulebook 2-4346 

SANITATION: 
Housekeeping Plan 2-4257 
Inspection (See Also INSPECTIONS) 2-4255 
Personnel 2-4257 
Pest Control 2-4258 
Regulations 2-4255, 2-4256 
Waste Disposal 2-4259 
Water Supply 2-4256 

SEARCHES: 2-4192, 2-4193, 2-4194, 2-4195, 2-4344, 2-4382, 2-4389 
SECURITY AND CONTROL: 

Chemical Agents 2-4097, 2-4188, 2-4189 
Classification 2-4401, 2-4403 
Communications 2-4142, 2-4213 
Contraband 2-4192, 2-4195, 2-4374, 2-4376, 2-4377 
Control Center 2-4181 
Emergency Situations 2-4173, 2-4210, 2-4213 

plans 2-4174 
Equipment Control 2-4175, 2-4197 
Evacuation 2-4172, 2-4173 
Evaluation 2-4105 
Escapes 2-4206, 2-4209 

Force, Use of 2-4098, 2-4185, 2-4186, 2-4191, 2-4206, 2-4208, 2-4341 Hostages 2-4067, 2-4210 
Injuries 2-4208 
Inmate Count 2-4124, 2-4183 
Inmate .Movement 2-4124, 2-4182 

Inmate Transportation 2-4184, 2-4185, 2-4285, 2-4311, 2-4312 Inspection 
equipment 2-4186, 2-4189 
facility 2-4202, 2-4204 
security devices 2-4203 

Key Control 2-4173, 2-4196 
Log 2-4207 
l'vlan ual 2-4176 
Patrols 2-4202 

Perimeter 2-4142, 2-4177, 2-4178, 2-4179, 2-4180, 2-4186 
Post Orders 2-4200, 2-4201 
Reports 2-4191, 2-4202, 2-4203, 2-4206, 2-4207 
Restraints 2-4185, 2-4312 
Safety Vestibule ~-4179 
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Sally Ports 2-4179, 2-4180 2-4193 2-4194, 2-4195, 2-4344, 2-4389 Search Procedures 2-4192, , 
Security Devices 

emergency 2-4l90 
inspection 2-4186~ 2-4189, 2-4203 
record of use 2-4190 
restraints 2-4185, 2-4312 
storage 2-4189 
use of 2-4188, 2-4191 

Special Unit~ . ~-4094, 2-4211 

Staff Acc.es.S1bIhty 2-4204-4092 2-4093 2-409~I, 2-4142, 2-4174, 2-4194, 2-421 \!i~i7 
Staff Tnumng 2-4088, 2 'EL- SU etvisors; SUPERVISORY STAFF) Supervisors (See Also PERSONN . P 
Unit Management 2-4127 
Vehicles 2-4198, 2-4199 

\Vatchtoweurs 2-4f 21-4421'422-421!~86 2-4187, 2-4188 'Weapons, se 0 , , 

reports 2-410 1, 
training 2-4096 

Work Stoppage 2-4212 

SEGREGATION: . 
Administrative SegregatIOn 

classification 2-4405, 2-4406 
physical plant (new) 2-4159 
placement procedures 2-4217, 2-4353 
program access 2-4233 -4353 
status review 2-4218, 2-4219, 2 
telehone privileges 2-4229 

Disciplinary Detention 
duration 2-4354 
placement procedures 2-4216 
telephone privileges 2-4228 

Exercise . 2-4138, 2-41159'I~~~iE RIGHTS) 2-4328, 2-4342
r 

2-4343 Inmate RIghts (See A so 
Legal Materials 2-4230, 2-4326, 2-4327 

Mail. 21-S4226. (See Also MEDICAL SERVICES) 2-4235 MedIca ervices 

Meals 2-4223, 2-4252 d 2-4214 2-4215 
Operational Policy and Proce ure , 
Personal Hygiene 2-4224, 2-4225 
Personal Items 2-4221 

Personnel 2-4236 PLANT) 2-4135, 2-4136 Physical Plant (See Also PHYSICAL 
Privileges, Deprivation of 2-4222 
Protective Custody 

placement procedures 2-4220 
program access 2-4233 
telephone privileges' 2-4229 

Psychological Assessment 2-4237 
Reading Materials 2-4231 
Records 2-4234 
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Staff Access 2-4235 
Visitation 2-4227, 2-4381 

SOCIAL SERVICES: 2-4022,2-4233, 2-4480 
Availability 2-4233, 2-4475, 2-4476, 2-4478 
Counseling (See Also COUNSELING) 2-4476,2-4477 
Crisis Intervention 2-4476 
Family/Parental Education 2-4333, 2-4481 
Inmate Needs 2-4472, 2-4473 
Participation 2-4334 
Staff 2-4474, 2-4475, 2-4477, 2-4478 
Substance Abuse Program 2-4479 

SPECIAL NEEDS INMATES: 2-4296,2-4304,2-4305,2-4306,2-4408 

SUBSTANCE ABUSE: 2-4306, 2-4307, 2-4479 

SUPERINTENDENT (See WARDEN/SUPERINTENDENT) 
SUPERVISORY STAFF: 

Meetings 2-4014 
Responsibilities 2-4182, 2-4201, 2-4202 
Training 2-4088, 2-4092 
Work Stoppage 2-4212 

TELEPHONE PRIVILEGES: 2-4228,2-4229,2-4379 

TEMPORARY RELEASE: 2-4183, 2-4387, 2-4419, 2-4455, 2-4456, 2-4483, 2-4485 
TRAINING (See Also EDUCATION): 

Advisory Committee 2-4081, 2-4082 
Chemical Agents, Use of 2-4097 
Force, Use of 2-4098 

Inmates (See Also EDUCATION: Academic/Vocational Programs) 
literacy training 2-4422 
program assistants 2-4450, 2-4457 
vocational training 2-4439 

Library Services 2-4084, 2-4085 
Orientation 2-4088, 2-4095, 2-4490 
Part-time Employee 2-4495 
Professional Involvement 2-4100, 2-4101 
Program Personnel 

chaplain 2-4463 
library staff 2-4449, 2-4450 
recreation supervisor 2-4453 
social service staff 2-4474. 2-4477 
training §taff 2-4080 

Reference Services 2-4084, 2-4085 
Reimbursement 2-4087, 2-4101 
Specialized Training 

administration/management 2-4093 
chemical agents 2-4097 
emergency plans 2-4174 
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emergency unit 2-4094, 2-4211 
health care 2-4193, 2-4194, 2-4285, 2-4317 
management information system 2-4103 
rules of inmate conduct 2-4347 
self-defense 2-4098 
standard operating procedures 2-4017 
watchtower duty 2-4142 
weapons 2-4096, 2-4186 

Training Hours 
administrative/managerial staff 2-4093 
clerical/ support personnel 2-4089 
correctional officers 2-4092 
emergency unit officers 2-4094 
professional specialists 2-4091 
support personnel 2-4090 

Training Program 2-4079 
equipment 2-4086 
evaluation 2-4083 
facilities 2-4086 
staff 2-4079, 2-4080, 2-4081 
supervisor 2-4079 
training plan 2-4082 

Volunteers 2-4490 
Weapons, Use of 2-4096, 2-4186 

TRANSFERS, INMATES: 
Case Records 2-4122 
Health Records 2-4320 
Mail 2-4372 
Medical Screening 2-4290 
Medical Transfers 2-4310 

emergencies 2-4279 
mental illness 2-4297, 2-4298 
procedures 2-4285, 2-4311 

Orientation 2-4391, 2-4398 
Transportation 2-4184, 2-4185, 2-4312 

VIOLATIONS (See Also DISCIPLINARY PROCEDURES; RULES OF INMATE 
CONDUCT): 2-4216, 2-4348, 2-4352, 2-4354 

Criminal Behavior 2-4344 
Criminal Prosecution 2-4355 
Inmate Rules 2-4345, 2-4346, 2-4347 
Minor Misbehavior 2-4349 
Staff Training 2-4347 

VISITATION: 2-4022, 2-4227, 2-4334, 2-4337 
Extended Visits 2-4384 
Facilities 2-4383 
Furloughs 2-4387 
Limitations 2-4337, 2-4381 
Physical Contact 2-4383 
Special Visits 2-4385, 2-4469 
Transportation 2-4386 
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Visitor Requirements 2-4382 

VOCATIONAL EDUCATION (See EDUCATION) 

VOLUNTEERS: 
Policies 2-4018 
Qualifications 2-4494 
Schedule 2-4492 
Selection 2-4489 
Training 2-4490 

Volunteer Service Program 2-4022 2-4487 2-4488 
' , , 2-4491, 2-4493 2-4495 

WARDEN/SUPERINTENDENT' ' 
App~i~tm,ent 2-4007, 2-4008, '2-4009 2-4011 
QualIfIcatIOns 2-4009, 2-4010 ' 
Responsibilities 

approval required 2-4111, 2-4185 24186 
flsca,l management 2-4028, 2-4032 2-4033 2-4188, 2-4215, 2-4298, 2-4344, 2-4354 
~eanngs 2-4217, 2-4366 ' 
Inmate contact 2-4204 
insp~ctions 2-4019, 2-4204 
m~e~mgs 2-4014, 2-4273 
mISSIon statement 2-4004 
operations 2-4019 
outside agencies 2-4012 
per~ormel 2-4007, 2-4060 
reVIews 2-4033, 2-4060 2-4111 2-4353 2 43 
reports :eceived 2-4082, 2-4106 2-4191 2--4i,i 2-4366 
se~reg~tIOn 2-4215, 2-4217' , 

TermmatIOn 2-4009, 2-4011 
Term of Office 2-4011 
Training 2-4093 
Staff Communica.tion 2-4014 

'WEAPONS, USE OF: 2-4142, 2-4186, 2-4187, 2-4188 
Reports 2-4191 
Training 2-4096 

WORK PROGRAMS: 2-4022, 2-4411 
Cond~ct of 2-4412, 2-4413, 2-4415 2-4416 
Expenence 2-4412 ' 
Job Assignments 2-4288 2-4411 2 "-
Handicapped. 2-4421' , -4412, 2-4418, 2-4450, 2-4457 
Inmate Clothing 2-4262 
Inspection 2-4416 
Participation 2-4334 
Payment 2-4414, 2-4417, 2-4420 
Resources 2-4415 
Work Release 2-4419 

WORK STOPPAGE: 2-4212 

YOUTHS: 2-4402 
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