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2-4472 to 2-4481 bood | 9 . - . '

Social Services Jease 9.4482 to 2-4486 1 | ’f”q Over three years havq ela_psed since the pubhqatlon of the original Manual of Standards for
Release Preparation and Temporary Releas 24487 to 2-4495 124 % 5 Adult Correctional Institutions. During that period the standards have been used by numerous
-:7en Involvement and Volunteers | B correctional agencies throughout the United States and Canada. Over 600 agencies—almost
Citizen : 126 li 8 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
Glossary | i federal, have been accredited and many more are presently invelved in the process of accredita-
. ' 131 B tion and standards compliance. Two of these institutions are operated by the Correctional

Appendices ference Table and New Weights 138 o Service of Canada.
Parallel Refere ) dards S With the publication of this second edition of the standards, correctional agencies are being
References for use with Standar { , asked to achieve an even higher level of performance. Certain standards relating to life, health
] .onal Association 139 P and safety issues have been labeled mandatory and must be complied with in order to achieve
American Correction ¢ 45 accreditation. Both the experience with accreditation and the desire of the field to raise the
Delegate Assembly and Staf 1 § ‘ standards indicate a willingness to achieve and maintain quality correctional services. The stan-
Code of Ethics 146 L dards are a clear statement that corrections professionals recognize good practice and want to
i improve their performance, regardless of legal or policy restrictions, funding difficulties, or the

Index o

pressures of increased populations now facing most correctional systems.
: The desire to improve correcticnal practice began with the American Correctional Associa-
L tion’s Declaration of Principles in 1870. They were followed by additional guidelines and
1y 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 1o
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
PERCENT -

f Weights
Percentages and Tot.als 0
(Mandatory, Essentizl, Important)

e gy

MBER respected format. The standards can assist administrators in working effectively with the
CATEGORY NU i courts and legislatures. Compliance is not easy. It may require substantial change in traditional
44 8.9 i operating procedures, including the implementation of practice which challenges existing law
Mandatory 8 78.4 i and procedure. Some standards require additional funds. Such changes can now be based on a
Essential 38 12.7 2 consensus from the field of corrections that we are proceeding in a direction which will provide
Important 63 I more humane conditions in institutions, ensure the safety of staff and inmates, and ultimately
_— . 100.0 provide the programs and services necessary to assist offenders in returning to society.
Total 495 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
Mand’atory Standards and Numbers : brana(ihes of government and, in doing so, provide the basis for the improvement of correc-
‘ e tional systems.
' . 2-4096, 2-4097 , .
Training and Staff Development: ’ 2 ;
(éi Physical Plant: 2-4134, 24155

Anthony P Travisono
Executive Director
American Correctional Association

7
(12) Safety and Emergency Procedures: All except 2-4170, 2-41

(4) Security and Control: 2-4186, 24206, 2-4208, 2-4210

. 2-4223
ial Management Inmates: 2 .
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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 300,000—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 severe sanctions in the form of mandatory sentencing. The move
towards mandatory determinant sentencing has contributed to the growth of adult correctional
institutions and the complex problems assoma§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 Mamg;z’l
was the basic set of minimum standards utilized in the accreditation process administered ‘oy
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 “mandatory” 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 regardless of circumstance. For purposes of accreditation, an institu-
tion must meet all mandatory standards.

With the establishment of the accreditation process as a Commission function, 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 final version represents the results of a joint ap-
proval and adoption process involving the Amem:an Correctional Association and the Com-
mission on Acgreditation 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 orgamzatxons 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 Cominission,
and his staff, for their coopérative 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 dlhgent efforts are applauded and noted asa

Precedmg page hlank | | B i
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significant contribution to the field of corrections.
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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 instrumeits of criminal justice policy
for the foreseeable future. Both applaud and actively support steps to implement wide-ranging

programs 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 firm 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 rights 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 Constitutional 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 perceive it to be the responsibility of administrators, professionals and line
workers in correctiogs to put their own house in order. The development of this manual may
be viewed in part as a response to that challenge.

Long before the advent of court intervention, however, the American Correctional Associa-
tion gave clear evidence of its understanding of the need to develop standards. Indeed, the
“Declaration of Principles of 1870 adopted by the original organization from which the ACA
evolved testifies to that concern. Shortly after the close of World War II in 1946, the Associa-
tion published its first Manual of 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. o , V '

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 Qctober, 1970, of the ACA’s Plan for 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 his untimely death. Before the ac-
creditation plan could be initiated, however, the new Commission faced the task of developing
objective, clear, measurable standards across the entire spectrum of juvenile and adult correc-
tional activities. The Commission addressed this task thoughtfully and vigorously. Under 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 standards adopted by the Commission with the
concurrence of the Associatioi:’s standing Committee of Standards and Accreditation would,
when applied in the accreditation process, raise issues which would prompt the need for stan-
dards revision, modification and amplification. It also became quite clear as the Commission
moved from the development to the application of standards that the responsibility for in-
itiating revisions should be assumed by the Association and its Committee on Standards. This
decision was ratified by the Association’s Board of Governors in August, 1978, Under the plan
of action adopted, the Association assumed the responsibility for proposing revisions while the
Commission retained the right to apply only those standards mutually acceptable to both
bodies. This, in effect, reversed the earlier arrangement in which the Commission initiated and
the Association, in effect, ratified proposed standards.

Acceptance of the 1977 Manual by the field was enthusiastic and drew warm support from
the Association of State Correctional Administrators, the North American Association of
Wardens and Superintendents, the ACA affiliates and professionals in the field. State and
federal correctional agencies and the Correctional Services of Canada moved promptly into the
accreditation process. By the end of 1979, approximately 25 percent of all adult correctional in-
stitutions were pursuing accreditation.

As was anticipated, the application of standards presented a wide variety of problems. Some
standards, despite the efforts of the professionals who framed them, were found to lack
necessary clarity and specificity. Some were found to impose unexpected and perhaps 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 performance were
discovered to be inadequately covered. These discoveries prompted the Association to move
forward deliberately to identify necessary revisionis. ACA, supported with funds provided by
LEAA, established a standards revision program under the direction of Dr. Dale K. 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 beginning of the accreditation
process that no institution which failed to meet critical standards related to life, health and
safety would be awarded accreditation. However, the compliance formula adopted by the
Commission resulted in a mathematical possibility that an institution might reach necessary
compliance levels for essential, important, and desirable standards while still conducting
operations in an environment which seriously threatened the life and safety of inmates and
staff alike. This condition prompted the Commission first to adopt and promulgate guidelines
identifying those areas in which noncompliance would be considered totally unacceptable and
would, until corrective measures were taken, bar an award of accreditation. Subsequently, in
consultation with the ACA Standards Committee, a decision was reached to introduce man-
datory life, health and safety standards in this revision of the standards. The implications of
this decision are, of course, self-evident. Any institution 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 continue to represent the best con-
sensus of professionals in the field. Members of the Commission and the ACA Committee on
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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!terx}ptgng. to do so, .both groups often have gone beyond case law and the statutes of man
Jurlsdlf:tlons. I.n doing so, they arrived at a set of standards which reduce the discretion anc)i’
operatlona! lat;tude of their colleagues in order to provide them with comprehensive, clear and
relevant guidelines for good correctional practice. Hopefully, this effort will assist in ,informin
Fhe courts as well as legislators and governors of the needs of corrections professionals in car %
ing out the Increasingly complex work of administering safe and humane institutions which crayn
pr%\;deAmeaqlxz_gfug se(r:vices and programs to offenders.

J1¢ Association’s Committee on Standards has consulted with i i
b.odles, with mstlt_utlon managers whose institutions have been accrediltrelflmvgftﬁ lggallt:cifgcllli?:
tion managers, w1t!'1 Commission members and staff, and with Commis,sion consultants. All
have combined their .efforts to assure a comprehensive body of standards which are fair. and
reasonable. Accomplishment of full compliance will in no instance be an easy task, but there is

undeniable evidence that the attainment of accreditati instituti i
: . . 10n by institutions can b
Serious commitment is made to that objective. ¢ eareality whena

Accreditation

A{l institution wishing to participate in accreditation must con issi
creditation for Correc.tio.ns in order to formally enter the proces?czg?:rggxg?:;lc?ir?;?hc‘;
process by the Commission, the agency completes a self-evaluation to determine compliance
vylth the standards, compiles documentation to support compliance, and develops plans of ac-
tion to correct all deficiencies. After acceptance of the self-evaluation report by the Commis-
;sllor_lf, and aslithe requiged con;plianc; levels are attained, the agency can request an audit to
’ tflrtlait;.omp ance. This on-site audit is conducted by a team of trained Commission con-

The standards allow for the measurement of acceptable performance i ievi jecti
For purposes of their application in the accreditatil())n prolzess, they :el rﬁ&%:i?%g&ﬁﬁ:ﬁi
ar}d should be excet_adec! whenever possible. When they are met it is expected that every effort
will be rqade to maintain performance at the level designated in the standards. Each standa;d
has a weight of {nagdatory, essential or important, which is used in determining compliance
levels for accreditation. Mandatory standards address conditions or situations which could
bef:ome hazardpus to the life, health and safety of offenders, employees and/or the public
Wl.thout exception, _all mandatory standards must be met for purposes of accreditation. In ad:
dltlon,. correctional institutions must meet 90 percent of the essential standards and 80 i)ercent
of the important standards in this edition, as well as any other criteria stipulated in the policies
em;\i/I gr;)cc:duges c(l)f the Qommi;sion on Accreditation for Corrections.

St standards require evidence of written policy and/or pro i i
operations. Policy apd procedure are crucial elemeri’ts in the Ie)ffeccet?\:ter c;érrlnisrll)g;;gtci;regg ::1:
agency and. are heavily emphasized in this edition and in the accreditation process. Since an
understandmg of the meaning of these words is necessary to the use of the standarcis they are
fully deﬁne_d in the glossary and in the following discussion. ¢

A policy is a statement of principles which guides the agency in the attainment of objectives
;I‘v?i tiompl}l,'wmll) a standarfl which requi{es a policy for a certain area, there must be not only ai
fnllo:::: g% ;f:}t’fze 1;tg :Ls;, fav1dence that a line of action or principle has been adopted and is being

Policy and procedure may both be required by the standard, i i i

demonstrating implpmentation of the procedureywould also b,el?le‘zgsl::r;?s.z (:)(;gl;;ﬁt:tilsog
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

N R £ e At st e



and provide a national framework for presenting the needs and concerns of adult correctional
institutions to public officials, corrections administrators, legislators, funding agencies, and
the public. The standards set high levels of compliance for agencies seeking to upgrade their
services, programs and overall operation. The accreditation process provides the opportunity
of public accountability through an independent verification of performance.

Nevertheless, the standards represent more than just a tool for accreditation; they are to be
used by correctional institutions as guidelines for self-improvement and as a stimulus for
change at the legislative, executive and judicial levels of government. The revisions to the
original manual unmistakably illustrate that the standards have the capacity to reflect changing
views, based on new experience and additional knowledge and expertise. This capacity to
change and evolve through time is vital to the continued acceptance and use of the standards in

the task of improving correctional operations throughout the country.
In presenting this manual to the field, we echo the conclusion found in the introduction to

the original manual in 1977:

“The humane administration and direction of institutional care are paramount in pre-
serving individual rights and responsibilities and, in turn, the ultimate protection of

society.”
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2-4t002 There is a writte
context of the total correction

al system of whij hiti i i
least annually and updated if necessary, (Esselcltiz:lt)ls ® part. This fescription is reviewed at

2-4003 A wri
itten statement js
philosophy and long. prepared by the warden/superint -
at least an’;: ual ong-range goals of the institution and jts sateﬁites- fll:dent ohat describes the
Y and updated if necessary. (Essential) s the statement is reviewed

as they relate to t i
he bqsm concepts apd m_ajor public policy issues in corrections
- . ’

2-4004  wrig i
en policy and procedu i
goals for the institution ally aor that the warden/superint
(Essential) at least annuaily and transjate them into ll,neasu?:li)?: toi;:)jl:(l:ltlil‘],ate
€es.

DISCUSSION: i

helpful decis'il;};e.rslf;;:?g of goals by the warden/ superintendent should

establishing mens . I;Eego%)'d tV_vhlch hcan be used to adjust to changirf)gr (;Zee tc(l) beIa
! jectives, the i nds. In

evaluation should be ereatly facilitated.pr Ocess of program review, monitoring and

p
f l I . f lo . l l [E l . l)




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.

2-4006 Written policy and procedure provide for the participation of related commurity
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 persennel 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 tc
ensure that minimum standards are met and that opportunities for political in-

terference with appointments are reduséd.

2-4010 The educational, opzrational, and administrative qualifications of the warden/
superintendent of the institution are specified in writing by the appointing authority and in-
clude, at 2 minimum, 2 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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2-4011  wri ; .
management gl:tg?hlg:hcy Fequires that the term of office of the warden/superintendent, and
continuous and may bs et:e i‘:;?l‘:t::tbcot‘l’ff ed by civil service regulation or unjon contra,c? nis
- Y the appointing authority onl ',
re only fo
Quested, subsequent to a formal and open hearing on specigic ch’;rg:sg?l%gs:?lltlisa% I

DIS : i
Son(I:lleJlSiH(())tNéoTvenuge bfor .th.e warc}en/ superintendent, and management or other per
Drovtde: ¢ }f-reh y C.lVll Service regulation or union contract, of the institufio )
by e o a ] ig qugllty operation. Many of these positions are no longer covere:il
s ey tell?lll.lc;‘:?;oélosl:ltliﬁ these c_atllsles, tgle appointing authority should make it
I uous within t i
follows a prescribed and fair process. ° fysiem and that removal from office

2-4012 T .
viding a servilclcz :3ltegeail:lgﬁi;llllltlic:;o::ezi; sggliogees (')tft other public or private agencies pro-
thei : . ¥ written policy ang . .

r:als;: rel:il tion to the authority and r. esponsibility of the wardenisu erl'mt)ce:il are which specify

DISC : '

theirUc?S:i(zg.al;:lIclil?(l;s)gz?si"lvalillﬁ)tigogk f("P o(:h-er public or private agencies should have
: ope €Cille ,

with the facility administration, 1 @ contract or other type of agreement

2-4013 A wri . .
tion, and grou‘:);itstif;]ill;lra?u:égloz: (;;E‘z’nil:.:atlm(lial chart describes the institutional organiza

oS , s, and activities i inistrati ; .
plan is reviewed at least annually and is ul;dated as neeS@:(ll] t(:lgsdsl:l,:;l:lt)mtwe subunits. This

subunits, levels of supervision
» 1oV » and types of employees h i i
trated to delineate clearly the lines of authority anyres;or?;%)?lil:; sraphically ius.

2-4014 i i

o thzv‘:::gléngts)::gir?:tgn%r::tegz;e [;;'«:ivide for meetings to be held at least monthly
petw all department heads, and i

east monthly between department heads and their key staff lm,embei'l;l e?ltzl:sgésntti‘;l;)e feld at

DI : icati

asssicggisslorNe. Chan'll;‘?ll's of comm}lpxcatlon should be used for delegating authorit

Ssgnin Sgof i};onm 1§ty,'superv1smg vyork, and coordinating efforts Desi n;lt);i
mmunication, both vertical and lateral, should govern .the ac%ivitizs

and working relationships of institution personnel

2-4015  Written poli
policy and precedure provj
between all levels of staff and inmates, (El;sel‘;lt(i]:l)for # system of two-way communication

i
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}
' _ written policies and ‘pr'ocedt'lre..An. inspection system providing timely and periodic
DISCUSSION: Good communication between staff and inmates is necessary for the 5 assessment of the various institutional operations can reveal the degree of com-

efficient operation of the institution, and may reduce reliance on grievance I pliance with policy and procedure. The internal administrative audit should exist

mechanisms. A;‘ : apart from any external or continuous inspection conducted by other agencies. (See
related standard 2-4109.)

ici i intaining the institution and its
2-4016 The policies and procedures for operating and main .
satellites are specified in a manual, which is accessible to all employees and to the public and

is reviewed at least annually. (Essential)

2-4020  Written policy and procedure provide for the institution to report in writing its
activities at least quarterly to the parent agency. Reports include major developments in each
departmentr or administrative unit, major incidents, population data, staff and inmate

Rtk

DISCUSSION: A government agency has an ob.ligatiOx.l to state publicly its ph}losopl}y,
goals, and operational procedures. The admmistrat;ve mgnu:al should specify the 1nci
stitution’s policies and procedures as they relate to its obJect1v§s_. A program shoul

be conducted to familiarize employees with the agency’s policies and proqedures,
and, at least annually, the warden/ superinter}dent and .sta,ff should. review the
policies and procedures to make sure they remain apprc.)prl'ate’and qont}nue to con-
tribute to the effectiveness of the institution. The 1nst1tutlop S pphcy in regard.to
sensitive matters such as riots, work stoppages or hostage 31t}1at10ns should' be in-
cluded; not included would be the detailed procedures which will be followed in such

events.

i ini i i the instit:tion maintains a
2-4017 Each department and major administrative unit of : . ins
manual of standard 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 cgnfo;mance.to
policy and procedure and to achieve program goals and objectives, it is imperative
that employees be familiar with these manuals. Every ?r.np_loyee should ha\_/e access
to a copy, and a program should be condgcted to f:aml!lanze emp_loye:es V_v1t1’1 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 policigs and pro-
cedures to designated staff, volunteers, and when appropriate, to inmates prior to implemen-
tation. (Essential)

DISCUSSION: To increase the effectiveness of an in§tituti.on’s two-way communica-
tion system, effort should be made to quickly _dlsseml_nate all p911c1es ar}d pro-
cedures. Inmates and staff should be able to review designated written policy and
procedure soon after they have been promulgated.

i i i the warden/superinten-
2-4019  Written policy and procedure specify a system whereby . ]
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

i,

morale, and major problems and plans for solving them. (Essential)

DISCUSSION: Routine reporting by individual institutions in a multi-institution
system permits top management personnel to stay informed about current pro-
grams, activities, and problems throughout the system. The exchange of reports
among institutions permits an opportunity for joint problem solving. Major in-

cidents are those which require written reports similar to those required for major
rule violations.

2-4021  Written 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)

DISCUSSION: Qualified legal assistance is necessary to ensure that correctional
policies and procedures are consistent with court decisions concerning correctional
processes, offenders’ rights, etc. Legal counsel can provide advice on meeting
statutory and court requirements, on policy formulation, on operational matters
and individual 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.

2-4022  The institution provides for all inmates the follewing constructive programs, in-
cluding, at a minimum: reception and orientation; evaluation and classification; academic
education equivalent to high school; vocational training; employment; religious services;
social services and counseling; 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 materials, at-
torneys and courts; volunteer services; and prerelease orientation and planning. (Essential)

DISCUSSION: The institution should request sufficient funding and staff to provide
for inmate activities that afford them opportunity for improvement.

2-4023 Requests from federal, state and local legislative and executive bodies for infor-
mation concerning programs and specific cases are responded to promptly and fully by in-
stitution staff in accordance with written policy and procedure, and provisions relevant to
rights of privacy. (Essential)

DISCUSSION: To maintain the integrity and credibility of the institution with other
elements of the governmental structure, full and immediate cooperation should
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ADMINISTRATION, ORGANIZATION AND MANAGEMENT

prevail with legislative and executive offices of government.

2-4024 Written policy and procedure provide for a public information program that

encourages contacts with the public and communications media. (Essential)

inui ic i i d education program
: ned and continuing public information an
DICUEION: & it d news media understand the goals, purposes and role of

lp the community an and
gﬁg itrllestli)tution and may lead to greater community involvement and support.

ovide for granting representatives of the media

» . T -
2-4025  Written policy and D it the preservation of jnmates’ privacy and the

instituti i t with
access to the institution, consn_sten )
maintenance of order and security. (Essential)

DISCUSSION: None. (See related standard 2-4339)

3.4026 Written policy and procedure provide for collaboration with colleges and univer-

sities. (Important)

DISCUSSION: Institutions of higher learning can pr'ovide ql_xal_ifizd pe;sp:s ;;)S.;,Seg:cges
advisors for policies and programs, and to prm‘zde 1s{pemahzcelz 4 gjérr];it%es st assis;
i i i eges an
or practicum programs develqped with co .
Ig?:::lrt?;h:g ths development and recruitment of career correctional employees.

Mutual use of facilities and faculty can benefit both groups.

available to all employees. (Essential)

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 appropriate 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)

DISCUSSICON: 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 on the financial im-
plications of policy decision.

Budgeting

2-4031 Institution staff participate in the preparztion of a writien budget request that
complies with the policies, procedures and insiructions 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)




FISCAL MANAGEMENT

DISCUSSION: Because of the significance of budget hearings, tt_le v.vardenésuper-
intendent should participate in the process and be prepared to justify budget re-
quests.

i i irements and the
- At least annually, the warden/superintendent reviews space requ h
ﬁe‘e‘((l) 3f?)r capital improvem:ants; requests for needed budget allocations are recorded in
writing. (Essential)

DISCUSSION: The institution’s budgetary process should include a physmatl_ pl;:;t
review because space requirements consume resources. New program tac ivi ce,:
shifting inmate populations. changing security rqqulrements, etc. gnp'ﬁ;: a(lm sI;abe
and, consequently, on the budget. Space utilization s'tudy {1eeds shou way
evaluated in terms of both security and program considerations.

i i ' nt of present assigned
4034  Written budget policy and procedure call for an assessment 01, :
go‘s‘i(:ions and future personnel needs required to meet institutional objectives. (Essential)

DISCUSSION: Organizational goals and object@ves shoul_d be n.agula;iy re:;};wled
because of changes in priorities and differences 1n cr.nphams:. over time. gf()tl: i gfg;
the administrator should constantly assess functions w1.thm the insti u.1otn for
relevance, and ensure that positions alloca.te.:d to these functions are agpfiop.na e. A
existing positions, as well as new positions, should be justified during e
pudgetary request. (See related standard 2-4072)

5.4035 Written policy and procedure govern budget revisions. (Escential)

ideli ticipéted revenues and
DISCUSSION: Because a budget serves only asa guideline fo.r anti re
expenditures, it will have to be revised periodically. Any mg_mﬁcant revisions should
be approved by the parent agency and any qther 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/ superintend!ent 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.

i i i iewed annually, specify that the
2-4037 Written policy and procedure, which are reviewed am . i
methods used for coﬁeeﬁon, safeguarding and dlsl!ur§elglent of monies comply with account
ing procedures established by the appropriate jurisdiction. (Essential)

ORISR S
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DISCUSSION: Fiscal policy and procedure should be patterned after those of the
governing authority of the institution, and should be compatible with the state’s cen-
tral accounting system. Policy and procedure should cover, at a minimum, the
following areas: the duties and responsibilities of each staff member, the mainte-
nance of accounting records, the preparation of fiscal reports, the administrative
review of fiscal policies, the conduct of audits, the disbursements to designated and

approved recipients, and the complete record of money transactions. (See related
standard 2-4051 and 2-4049)

2-4038  Written policy and procedure provide that all monies collected at tke institution
are secured daily in an officially designated and secure location. (Essential)

DISCUSSION: None.

2-4039  Written policy and procedure provide that reports of all monies collected and

disbursed are prepared and distributed to the parent agency zind other designated authorities.
(Essential)

DISCUSSION: These reports provide an up-to-date accounting of all revenues and ex-
penditures. They are useful to the chief fiscal officer and other top level officials

within the parent agency in determining institutional fiscal efficiency and future
budgetary projects.

2-4040  Written policy and procedure provide for at least the following fiscal matters: in-

ternal controls, petty cash, bonding for all appropriate staff, signature contrel on ckecks,
and the issuance or use of vouchers. (Essential)

DISCUSSION: Documentation should be available to show that each person having
duties related to fiscal matters has been familiarized with the appropriate policy and
procedure and advised of any changes in it through regular information channels.

2-4041 Wriiten policy and procedure provide for ongoing monitoring of the institution’s

fiscal activities, which are reported in writing at least quarterly and forwarded tc the parent
agency. (Essentiaf)

DISCUSSION: Internal monitoring should be conducted on a continuing basis to
determine whether established internal control procedures are being followed, to
strengthen internal control where it is weak, to provide management with periodic
information on the performance of its staff responsible for financial activities, and
to provide management with information on which to base important decisions, A

report should be prepared quarterly to add to the efficiency of the control pro-
cedures.

2-4042 Written policy and procedure provide for a financial audit, independent of the in-

stitution, which is conducted annually, or at a time period stipulated by applicable statute or
regulation, but not to exceed three years. (Essential)

T TS
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i ifi iting fi iate governmental
DISCUSSION: An outside, certified auditing firm, or t-he appropria : nen
auditing team, should c’onduct the audits of the entqu 1ns_t1tut19n. This obJectlve
review provides the institution with dual assurance that its financial controls are ef-
fective. (See related standard 2-4050)

Other Fiscal Controls

i i i \ / lies, and
2-4043  Written policy and procedure govern inventory control of property, supplies,
other assets, such inventories being conducted at time periods stipulated by applicable
statutes, but not exceeding every two years. (Essential)

DISCUSSION: Current and ¢omplete property records should pe I_na.intamed for all
property and equipment. Good property _records_ help maintain control, gu?.rtd
against loss, and enable management to assign equipment to the most appropria te
location. Property records also prevent unnecessary grderlng of new equipmen :
Property records should include the following information: purchase da.te and price;
funds from which financed; current value, when apphcable;_ organization unit and
location to which assigned; and name of person charged_wnh f:ustody. Ipventory
records and control procedures should also exist for supplies to insure against theft
and unauthorized use.

i i isiti d purchase of supplies
2.4644 Written policy and procedure govern the requisition an rcha !
and equipment, and include, at a minimum, the purc!nasmg procedure, criteria for selection
of bidders, and criteria for vendor selection. (Essential)

DISCUSSION: Supplies and equipment for the entire institution §hou1d be procured on
a competitive bid basis, preferably through a central'purchasn}g agency, and provi-
sion should be made for warehousing when economically C!esu:able. Written pohcy
should include, at a minimum, the purchasing procedure, criteria for the selection of
bidders, and criteria for vendor selection. :

9.4045 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 §hou1d be pl:lrchase.d from appropnaée
community sources. The concept of purct_lasmg community services may be expand-
ed to include education, vocational training, etc.

i i ' iti i in reiation te position
2-4046 Written policy and procedure regulate position contro t .
allocation and budget authorizatior, and personnel records and the payroll function.
(Essential)

DISCUSSION: To ensure position control in accordance vgith budget restrictions, the
chief fiscal officer or payroll officer must have information on the number and type

10
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of positions filled and vacant at any time. The payroll should be based on time-
keeping records. The fiscal office should verify that persons on the roll are legally
employed, that the positions are authorized in the budget, that attendance records
support the payroll and that needed funds are available. To assure compliance, these
functions are coordinated with the personnel officer.

2-4047 Written policy and procedure provide for institutional insurance coverage to in-
clude the following items, at a minimum: worker’s compensation, civil liability for
employees, liability for official vehicles, and public employee blanket bond. (Essential)

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

Inmate Funds

2-4948 When there is a fund established for the benefit of inmates, written policy and

procedure govern its operaticn; beyond operating funds, interest earned from any additional
funds accrues to the benefit of inmates. (Essential)

DISCUSSION: When money is available from donations, canteen profits, or other
sources, a fund should be established for the benefit of the inmates. Responsibility
for administering this fund should be fixed, controls should be established for col-

lecting and safeguarding the funds, and specific guidelines should govern the
expenditure of these funds.

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

DISCUSSION: The availability of a reasonable selection of personal items inspires
good morale. However, restrictions should be placed on commissary purchases to

minimize the effect of differential spending power. Other means of purchase rather
than the use of cash should be considered. ‘

2-4050 Independent audits of commissary funds are conducted and standard accounting
procedures followed; an annual report outlining the financial statas of the commissary/can-
teen is prepared and made available as a public document. {Important)

DISCUSSION: An annual report from the commissary/canteen helps to safeguard in-
tegrity in the operation of this service. (See related standard 2-4042)

2-4051 Immates’ personal funds held by the imstitution are controlled by accepted
accounting procedures. (Essential)

11
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sibili ; i 1 of inmates’ personal
DISCUSSION: Responsibility for the accounting and control ’ )
funds held by the institution should be delegated to the fac1h};y s business manager.
Inmates should be provided receipts of all financial transactions. (See related stan-
dards 2-4037, 2-4039, and 2-4395)

2.4052 Written policy and procedure provide that inmates may deposit personal funds in
interest-bearing accounts, and that interest accrues to the inmate. (Essential)

DISCUSSION: Inmates should have the opportuni.ty to deposit or w1thdra.w funds.m
their accounts, except when substantial reasons Justlfy otherwise. Whpn 1.nm§1tes 1;11]
vest funds individually or when inmates’ funds are-lnvested lpy the institution, al
interest should be accrued to the inmates. If a centralized fund is used for the depo_s1t
of inmates’ accounts, the interest from these investments should accrue to the in-
mate.

ST

PERSONNEL

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

2-4054 Written policy and procedure provide for the selection, retention, and promotion
of all personnel on the basis of merit and specified qualifications. (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.

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

2-4055 Written policy and procedure provide for lateral entry as well as promotion from

R within the institution. (Important)
DISCUSSION: Uncontrolied transactions between inmates can foster illegal activities.

Staff knowledge of and control over such transactions is necessary for the Saf‘lfdafll)d DISCUSSION: Lateral entry is the employment of persons from outside the institution.
secure operation of the institution. Other controls over inmate funds shou e ( A_HY individual w1§h the required e.d.ucatlon, experience, gnd backgroun.d shoqlq be
based on substantial reasons. 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 has 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

i needed, in policies regarding rate of pay, demotion, transfer, layoff, termination,
E 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 chianges required to keep it current. (Essential)

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.

i
k DISCUSSION: The institution must be able to demonstrate implementation of its af-
1
1
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specific position. Policy should encourage the hiring of handicapped persons where

appropriate.
2-4058 Written policy specifies equal employment opportunities for all positions. :’ l‘:
(Essential) | 2-4063 Written policy provides that new or promoted employees are appointed initially
ual opportunities to compete for any - for a probationary term of not less six months nor more than one year. After completing a
D‘SCUSSIONt’hMe?har}gs‘g&rggl:l Sléce)gtli%;l %7‘663egf Titlg I%711 of the Civil Rights Act of ; o probatienary period, employees are granted permanent status. (Essential)
position within the 1 .

tunity Act of 1972, however,
amended by the Equal Employment OpPor ’
g):t‘::il: Sinstances of exception which do not ponsntute unlawful ex}lployrlr(leélrfvyl?rr;cl_
tices. Nevertheless, institutions should continuously evaluate their wor

meni to provide employment opportunities for both men and women.

DISCUSSION: Employee performance during the probationary period should be
evaluated at least every two months, and the employee should be given the oppor-
tunity to discuss the evaluation. This gives the employee opportunity to adjust to the
new job situation. By receiving evaluation feedback, the employee is aware of any
performance areas which may need improvement. Employees transferring between

e e i At e Ay T
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] . rovision for the employment of qualified ex- ' inst.itutions within the same system should not be required to repeat a probationary
2-4059 ‘(VIVntten t21‘)()tl)mcy and procedure make p : period, unless they have been promoted.
offenders. (Importan ‘
t be :
able manpower resource and should no ; ] ) o
lgsg?risl;(;?ef:égi?i%;f ?ﬁesf:s;;il;ploymenf with an institution. c/?progrf.m %f’ ; 2-4(1164 Coxzpeniatlon and l;;nefg tlevels for all (1;1stltutnom )personnel are comparable to
scr . . ; isi ortuni ? similar occupationai groups in the state or region. (Impertant
’ . s tructive supervision, ana opp 1 p group. 4 p
selection, orientation, in-service tramning, cons ource. (See ?
; i titution a valuable manpower Ies . ., - . . _
for advancement ci(r)lﬁll)rOVlde the instl '. ’ DISCUSSION: Competitive salaries and attractive benefits are necessary to recruit and
related standard 2- ) - retain high caliber staff. Comparable occupational groups include jobs not unique
2-4060 The warden/ superintendent reviews annually the internal personnel p(;licieesngf 3 fq(;aigrézcz‘frin;;ﬁsff;lfbtlf:;f:F'jy st;)lce:l%l\évog(fefrlzé i(}cgz?stggfl%l ﬁ:ﬂ?;g:;ezégg:
tl: institution and when indicated, submits recommended changes to the parent agency 7 used as a source document. Benefit levels may consist of some of the following
ﬁich are relevant to the parent agency policies. (Essential) ; items: group medical/dental insurance, group life insurance, disability insurance,
w ot of all employees personnel ‘ lea\l')e 1i:tllow:«mce, pension plans, employee dining room facilities, etc. To encourage
= 3 men o N . st 0 . . -
DISCUSSION: For e o showld be eviewed and updated annually. Since - System. efforts should be supporied that would permit cerain benefits, such a5 pen.
miny of the personnel regulations are estaglistleg b’ictlhe g)g?i?g;:f;i&i; tﬁ; perzon- ‘g s?on, accumulatted vacagion/ Ssick lelave dto accaomcllaigg ?fhe employee from one institu-
e Te s intendent shouia w N b tion or agency to another. (See related standar
stltiutlon v aflzait]:ut?i:d?séggn?gg fgzlilew can be a part of the day to day functioning i e ( )
0 . i
2:‘ glgee r\l?‘(l::?tfrden/supe’:’rintendent and supported by correspondence between his/her
office and the appropriate higher avthority. 2-4003  Written policy and procedure provide for employees to be reimbursed for all
approved expenses incurred in the performance of their duties. (Essential)
: tes. a criminal record check is con- 2 ) . . -
2-4061 In accordance with state and fedel:lralt:tartuaie,cﬁmmal e avictions which have & DI.SCI_JSSISN. Procedures should be established and funds provided to ensure that in
ducted on all new employees to ascertain whether there 4 stitution persopnel are reimbursed for approved expenses they incurred in the per-
specific relationship to job performance. (Essential) _ formance of their duties.
N nistration should be aware of any criminal convic- o
sSION: The institution administration snou : R o b ) )
?ilosf(g) which would directly affect a person’s job performance in an institutional . 2-4066  Written policy and procedure gevern employee-management relations.
setting. (See related standards 2-4059 and 2-4076) H 3 (Essential)
: - tion of all employees by ‘ o DISCUSSION: The institution cannot operate effectively in the absence of specific pro-
. . 3 i € amina 1 - L) . o, . , .
7-4062 Written policy and procedure require 2 Dhy.SltC? 7:. T ination when indicated. G cedures for the recognition and resolution of legitimate employee concerns. It is
a physician at the time of employment. Provisions exist 1or re v essential that the institution has written policy and procedure for responding im-
(Ezsential) { mediately and effectively to problems that may develop in employee-management
. i1 tact with inmates § b relatioqs. These shogld includ§ specific assignmenj: of r?sponsibility and precise
ussion: Staff members, particularly those in direct daily contact i | B delegation of authority for action, steps for resolving grievances and adverse ac-
:;)ﬁcs)ﬁld be pixysically fit. For these staff members, physical e?amlnaftégﬁvsefllyugagi | ¥ jd) tions, and an appeal procedure. To avoid misunderstandings and to provide a writ-
. : i ealth and ability to pertorm ¢ . ! !
required to ensure their medical healt ) rement of their b
errcllployee’s basic health status should be evaluated against the requirem Ii % iy
' B
14 2
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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_f.ollow.ing
areas: erganization; recruitment procedures; equal employment opppn:tunity provisions; :];ob
qualifications, descriptions and responsibilities; basis for determu.img .salane.s; bel.leglts,
holidays, leave and work hours; personnel records; empleyee evaluation; in-service tran.lmg;
promotion; retirement, resignation and termination; employee-mqnagement relations;
physical fitness policy; disciplinary procedures; grievance and a[.n;.neals prepcedures; statutgs
relating to political practices and insurance and professional liability requzremqnts. In adfil-
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 gll
employees. At the time of employment, each employee should have the opportunity
to review a copy of the institution’s personnel policy manual. I_Employees should be
encouraged to ask questions about the policies. Copies of this manual should be

available for employee reference.

9.4068 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 erpployee can undelf-
take when a grievance exists, identifying at a minimum, the hearmg bpdy 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 status the right to
request and exhaust grievance and appeals procedures, including an open and formal hear-
ing, prior to their terminaiion or demotion. (Essential)

DISCUSSION: Termination or other adverse personnei 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 all employees a wriiten code of ethics that pro-
hibits employees from using their official position to secure pnvn}eges for themsglves or
others and from engaging in activities that constitute a conflict of interest. (Essential)

DISCUSSION: To protect the integrity of the institution, it§ staff, and th; 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, each employee should
review this code which is available for employee reference.

16
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PERSONNEL

2-4071 Written policy and procedure provide that consultants and contract personnel
who work with inmates are informed in writing and agree to abide by the institution’s
policies on confidentiality of information. (Essential)

DISCUSSION: The institution should specify in writing what types of information are
confidential between worker and inmate, what types of information should be
shared with other institution personnel, and what types of information can properly
be communicated to others outside the institution. Outside workers should agree in
writing to respect these policies. (See related standard 2-4120) ‘

2-4072 The institution systematically determines its personnel requirements in ail
categories on an ongoing basis in order to ensure inmate access to staff and availability of
support services. (Important)

DISCUSSION: Determination of staff requirements should not depend solely on in-
mate population. Workload ratios should also reflect factors such as legal re-
quirements, goals to be accomplished, character and needs of inmates supervised,
‘and other duties required of staff. Staff workloads should be sufficiently low to pro-
vide inmates access to staff and effective service. (See related standard 2-4034)

2-4073 There is a formula used to determine the number of persons needed to staff key
positions in the institution which considers, at a minimum, regular days off, annua! leave,
holidays and zverage sick leave. (Essential)

DISCUSSION: Positions in the institution which require staffing for more than one
shift and/or more than five days per week should be budgeted for the additional
staff needed. Additional factors which may be included in a formula are days off
duty for training, military leave time, and other factors specific to the institution
and the jurisdiction.

2-4074 The warden/superintendent 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: Staff turnover is a chronic problem in the corrections field.
Wardens/superintendents of correctional institutions should take the necessary
steps to insure that a poo!l or register of eligible candidates is available in order that
positions that work directly with inmates such as custodial, counseling, teachers, in-
structors, chaplains, librarians, etc. be filled or a minimum of vacancies exist. A
high vacancy rate can have an adverse effect on institution programs. Position
vacancies that are frozen by legislative or fiscal controls imposed by a central agency
should not be considered in the 10 percent vacancy rate. In instances when unusual
conditions exist causing an excessive number of vacancies, the warden/superinten-
dent should document the reasons and notify the central agency of the number of
vacancies compared to authorized positions and potential problems that may result.
The notification should be in writing with a copy available at the institution.

17
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. s . he
i i nal appointments to ensure t
- i olicy and procedure provnd-e for provisien t re the
azv;‘i'l)stilitva;lt;::sgnnelyfor short-term, full-time, or part-time work in emergency

tions. (Important)

DISCUSSION: Civil service or merit system requirements thould be mclxrillef;edcfl: 5od?11:§1v;
loyment of additional part-time or shqrt-term personne ed during
v tI}e ernpl'ods times of excess resident populations, and other emergency .
V_acatlon ol r ,those hired on a provisional basis should meet minimum speci cd
falc;)l?;tggv;?g éxperience requirements, and should not replace permanent perso

nel.

i i y cord
2-4076 The institution maintains a current, accurate, and confidential personnel re
on each employee. (Essential)

hould contain the following in-
: ersonnel record on each efnployee 3 ; .
?Isgg??;gN a?apminimum: initial application; refefqnce letters; agprcélg.nzt/: greeszrlltcs1
o(;‘remploy’ment investigation; verification of: training and expi:.n::lld ’commenda-
salary information; job performance er:lh:Ia;lon; {:}Cf:ﬁf) S:é)gz ’reliable o
i isciplinary actions, if any. This informa ion she ,
gr?gsc?lr;lc'leﬁltscill errfployee records should be confidential. (See related standard

2-4062)

. . infor-
2-4077 Written policy and procedure make provision for emp.lfo-ytegs tgo(i'l:::nll::f:c::;ate.
m-ation in their personnel file and have it corrected or removed if it is p

(Essential)

. S

specify means for correcting discrepancies.

?

employee. (Essential)

USSION: Effective performance review §h01}1d be a continuous an%oq(g)guéﬁ gr(i)a
cess. b . ffective, reviews should be objective and baseq on specific j ; °ria
and Tol' e;te erforn’lance standards. Clearly developed crltena'and per ?rn;? ce
o CX%ICI gvide a basis for consistent and unbiased evaluation repor ls1 an
:ﬁg?(?;e:’sp\fvork A written evaluation should be completed at least annually.

results of the evaluation should be discussed with the employee.

18
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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 train-
ing.

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)

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 overa]]
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 personnej
should have completed a 40 hour training-for-trainers 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 a vised of training procedures, and needs for facilities and

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

DISCUSSION: The advisory training committee shouid 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
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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 and 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. (Essentiai)

DISCUSSION: 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 additional time spent in
training or for replacement personnel required when reguiar personnel are off duty for train-
ing purposes. (Essential)

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.

X Prior to First Year Each Year
TITLE POSITION Job On the Job __Thereafter

(2-4089)
CLERICAL/SUPPORT Secretaries, Clerks, Typists, PBX Operators, Computer 40 ; 16 16
(Minimum contact): and Warehouse Personnel, Accountants, Personnel Staff ;
(2-4090)
SUPPORT (regular or Food Service, Industry Work Supervisors, Farm Work 40 40 40
daily contact): Supervisors, Maintenance Work Supervisors
(2-4091)
PROFESSIONAL SPECIALIST: Case Managers, Counselors, Social Workers,

Psychologists, Teachers, Librarians, Medical Personnel, 40 40 40

Chaplains, Recreational Leaders
(2-4092)
ALL CORRECTIONAL All staff assigned to full-time custodial and/or security 40 120 40
OFFICERS: posts
(2-4093)
ADMINISTRATIVE/MANAGE- Wardens/Superintendents, Deputy or Assistant
MENT PERSONNEL: Wardens/Superintendents, Business Managers, Person- 40 40
(Additional Training) nel Directors, Case Manager Supervisors, Unit Managers, -

Shift Supervisors 4
(2-4094) :
EMERGENCY UNIT STAFF: Members of emergency or confrontation units *40 — **16

* May be part of 120 hours of on-the-job training required in first year as correctional officer
** May be part of 40 hours annual training required of all correctional officers
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TRAINING AND STAFF DEVELOPMENT

2-4088 Written pelicy and procedure provide that all new full-time employees recieve 40
hours of orientation/training prior to being independently assigned to a particular job. This
orientation/training is to include, at a minimum, crientation 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 empleyee(s) and the requirements of the particular job, the orientation/training
may include some preparatory instruction relaied 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 additioral 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 training 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)

i

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
employmernt, and an additional 40 hours of training each subsequent year of employment.

(Essential)

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 respective fields, as well as changes in opera-
tional procedures. (See related standards 2-4174 and 2-4210)
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TRAINING AND STAFF DEVELOPMENT

2-4092  Wri i i
additlona] 13 (l)'l}ltg‘l:rgo(:;cz :;u! pr((;cequre prfmfi!e that all ew correctional officers receive an
—" (raining enchs s :ulll%munng their flrst year of employment and an additional 40
the following arn. q year of employment. At a minimum this training covers

Security procedures

Supervision of inmates

Use of force regulations and tactics

Report writing

Il!mate rules and regulations

R.lghts and responsibilities of inmates

Fire and emergency procedures

Firearms training

Key control

;ntenl);rsonal relations

ocial/cultural life s i i
Communientia e & ltsyles of the inmate population
First aid.

(Essential)

DI . Qj : .
t.OS(;llJSOSII)g)II“;.t;S;nce t}}:e_dut1§s pf correctional officers frequently involve most instit
Subsequont ns‘, their training should be comprehensive. Ongoing training d ing
abreast of chy:s;b Qf employment enables employees to sharpen skills aﬁd l;(r;:g
es in operational pro P
2-4196, 24285, 2.4346 e 2_43471)) cedure. (See related standards 2-4096, 2-4174,

tional 4 ini
followinog h;l;;ss oi; ttramu!g.each subsequent year of employment. This training covers th
employec-management relations; tha maeries Semct 204 related subjects; labor law;
. h . ; Interaction o iminal iucti ’
and relationships with other sen,'ice agencies, (Essz:tlii:;;ems of the eriminal Justice system;

DIS : ini i .

cuaics the 10 respond sitstvely syt HOU reseive training tha
€ly to problem : b

parent agency, the employees, and the cgmmuni:;.and to deal effectively with the

DISC : i

oIS gf:l(c):l:é ;:; knowledge of hapdhng emergency situations increases many agen

el et lgk CMErgency units, sometimes called “squads” “c’onfront % )

units t’o o eemte ne;. Il:/é:vmllzsgswﬁ C}Eese u(.;litts sﬁlould receive trainin,g that will er?algig
: 1ew 1 € and techniques, to inc

followed in hostage situations. (See related standards 2-409212;113 g-ré?zcie ;i)ures fo be
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TRAINING AND STAFF DEVELOPMENT

2-4095 Al 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.

2-4096 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 Al 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 cf 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.

2-4099  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 ailied preo-
fessional associations and activities on a local and national level. (Important)
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2-4101  The institution provides administrative leave and/or r

ees attending approved professional meetings,

eimbursement for employ-
tivities. (Important)

Seminars and/or similar work-related ac-

DISCUSSION: Outside training and educati
DIS . cational programs may provide new id
Insight into the treatment and management of inmates. The institution shoia;fi irrls

courage participation in these activities includin ipi

3 - nese ’ g membership in state, 1 -
tional professional organizations. Adequate funds for this pu? ose sho l(:iclil o
ed in the budget. P ould beinclud-
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MANAGEMENT INFORMATION AND RESEARCH

Note: Management information systems and research_are ofte.n al.)provetrll :ni
implt;mented through the parent agency or central office. Institution r;?c X gre
ment and staff should participate in the conduct of these programs w

directed at operational and program objectives.

Management Information Systems

7-4102  The institution contributes to, has access tto, ?m:l us:zrz:lll (;l;g;:::;d ;l)l"slte‘:;:c;)sfi ;ll::
i i i t is part of a
tion storage, retrieval and review tha t ;

fl(l):lzl"?lgl capacityg, ;elative to’both inmate and operational needs. (Essential)

DISCUSSION: Management information systems facil%tate -dFCiSi%I: r;l:}cslcr’li,e{;ssﬁgzlrlé
i : ds and outside inquirles. 1he :
and timely responses to offende:r nee . s B o
i i tive use of resources.
of the public and efficient and effec : .
gi’?;flcgr(;nprovidfd by a division of a large state-wide correctional system. If the

parent correctional agency does not provide these functions, the institution should

assign selected personnel to these tasks, and should provide them with adequate

training.

mation which is part of the management in-

7-4103 When there is direct access to infor B writy roquirements of the

formation system, all staff are trained in and responsive to the
system. (Essential)

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

the information system.

9.4104 The institution or its parent agency collaborates with crimlinal g:t;tllz;e and service
agencies in information gathering, exchange, and standardization. (Imp

DISCUSSION: System-wide collaboration is critical to gt_"ficéiient ;n% efggcitlll\;z ;?Iz:;?gz—

' fecti tion is standardized and shar n.

ment. The key to effective collabora dardized 2nd oo changs of in
seation of effort and costs often can })e avol e I : ch .

Kﬁﬂﬁ?&: nWhile it is important that institutions share information, it is also vital

that they respect the confidentiality and privacy of offender records.

2-4105 The institution has specific, written definitions of its criteria for evaluating

overall institutional performance. (Essential)

ution should 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 inmatcs 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 nced
for reordering priorities. (See related standard 2-4019)

2-41310 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.

2-4114 Written policy and procedure govern voluntary inmate participation in
nonmedical, nonpharmaceutical and noncosmetic research programs. (Essential)

- DISCUSSION: Prospective research programs should be examined by a qualified
review board of at least three members. To be approved for imiplementation,
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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DISCUSSION: Prescribed mean
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fying gaps in information.

eports properly, and in identj-
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(Essential) policy and procedure p

rovide for current and accurate master files.
DISCUSSION: Since current r
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should review th
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€ audited periodically to
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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 criminal justice purpose. Written guidelines should regulate inmate access to

records. (See related standard 2-4071)

2-4121 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 inmate is transferred from
one institution to another, the inmate’s updated case file is simultaneously transferred, or

transferred 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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Note: These standards apply, as indicated, to existing institutions, renov

. : . cned
tions, additions and/or new plant construction. New construction is defi
b

82.
as that for which the final plans were approved after January 1, 19

isti jon, addition . . .
2-4127 f:sl:ittl:é’o;gnoofvs(t)zz than 500 inmates are subdivided into units of not more than

ne

(Essential)

i i it programs to be conducted on a
DISCUSSION: Units of 500 or less inmates permit p g 0 e o eda by those

* g

i i instituti ification, and
matters within the unit, counseling services and intra-institution classifica s

custodial supervision. (See related standard 2-4160)

. e , Vs w plant
-4128  Existing, renovation, addition, ne n
2-41 The population assigned to housing units

of the facility. (Essential)

does not exceed the rated bed capacity

an for the facility should be examined to determine 1ts

DISCUSSION: The original pl e Craeprints or

rated bed capacity. If remodeled since original construction,
plans for inmate housing should be used.

isti jon, addition, new plant ] )
2-4129 I(E))::f;lzfl’e ;rel,lfartitz)ocréupies a roem or cell designed for single occupancy which has

floor space. (Important)

g

i ivacy and enable inmates to person ace. . al [vine
IsJ;gZédii 1;nguir}e,:d for inmates who have programs and activities available

through the institution.

2-4130  Existing, renovation, addition, new plant

Each room or cell has, at 2 mainimum, the following facilities and conditions:

Sanitation facilities, including access to
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Toilet above floer level which is available for use without staff assistance 24
hours a day; and

Wash basin with hot and cold running water

A bed at above floor level, desk, hooks or closet space, chair 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 human 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: 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 should 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  Ecxisting, renovation, addition, new plant (minimum security only)
Where 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.

Muitiple occupancy roomis are continuously observed by staff and provide the following
facilities and conditions: ‘

A minimum floor area of 50 square feet per occupant in the sleeping area and a
clear floor to ceiling height of not less than eight feet

Toilet and shower facilities at a minimum of one operable toilet and shower for
every eight occupants

One operable wash basin with hot 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

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 recicrculated filtered air per
minute per occupant;

temperatures are appropriate to the summer and winter comfort zones; and

noise levels that do not exceed 70 decibels in daytime and 45 decibels at
night.

(Important)
DISCUSSION: Where multiple occupancy housing cannot be avoided, as in dormi-

33



e T

PHYSICAL PLANT

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-
finuous 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, chair or stool

Natural light

PDocumentation 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
minate 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.

9-4133  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)

pISCUSSION: 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)
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2-4135  Existing, renovation, addition, new plant

Th . . . S
¢ segregation housing units provide living conditions that approximate those

of the general inmate i i
« . . population; all exception i
ing units provide the following fz’lcilities all)ld cosn?lri:idc)r:'ﬂy documented. Segregation hous-

Single occupancy rooms or i
le ¢ cells with a floor area of at le
Sanitation facilities, including access to o 00 saume Tt

above-floor toilet facilities i i
hours per day: available for use without staff assistance 24

hot and cold running water
Natural light
g bunk at a!)ove floor level, desk or writing space and stool
ocumentation by an independent, qualified source that

lighting is at least 20 foot i
e candles at desk level and in the personal grooming
:lrculation is at least 10 cubic feet of fresh or purified air per minute;
nen.lperatures are appropriate to the summer and winter comfort zones-’ and
oise levels do not exceed 70 decibels in daytime and 45 decibels at n’ight
(Important)

DISCUSSION: None. (See rel . ’
ment Inmates) (See related standard 2-4130 and standards in Special Manage-

2-4130  Existing, renovation, addition, new plant

Th . ee s .
e segregation rooms permit inmates assigned to them to converse with others in

the same housing unit . >
(Essential) g and have doors which permit observation by staff.

DISCUS : i .

POpulatSiIoOrl:I tﬁ:l ths%ug}}dmmates may be physically separated from the general

housing un;i: o i’o t?‘;f be allowed to t.alk to other inmates assigned to the same
staff members. Total isolation as punishment for a rule Qiolation

is not an acceptable practice. When i
_ . exception justifi
clear and substantiated evidence and fullypdocsgecr?t‘:leré they should be Justified by

2-4137 Existing, renovation

There is a separate day roo i i
. ) m
g wlt, (Essencial y leisure time space for each general population hous-

DI : i
shigyssggl:\'/a]i)i:gl er(zgx;lﬁ iilcllrl:ntraletpt to 3 minimum of 35 square feet per inmate
| | ates for readin iti
shou! g, writing or table games. T
provided which may also be used for dining. Circulation %orridorsa?xlle;r?rguﬁ

cells/rooms are not to be consi i i
pused gt nsidererd day room/leisure time space. (See related stan-
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whistle, pager, or other warnin i
' ' g device, and an open channel of icati
V138 v, renonaion | with other towers, mobile patrol units, ar;d central control. Watchto:v?errr;nsl}lnlglljgnmtl
Space outside the cell or room is provided for inmate exercise. (Essential) ' houl , » should contain toilet and drinking facilities ;ll;)d
! should have adequate heat and ventilation. (See related standards 2—4096, and

2-4186)
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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) ; 2.4143 Existing )

! > renovation, addition, new plant

The food preparation and dinin i
based on population size. (Important) g area includes a space for food preparation

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)

LS 1 o 2 e kM A :

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

S

2-4144  Existing, renovation, addition, new plant

Space is provided for administrativ i
i ; Ive, custodial, professional and cleric ;
lt(l::)sbspace m(.:ludes F?I_lference rooms, employee lounge, s;orage room for record ol stg:’.f,
y and toilet facilities. (Essential) 1 publle

2-4140  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)

DISCUSSICN: 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)

N O RO

DISCUSSION: Space should i ini i i
the coaton: § tl")staff. be provided for general administrative functions and for

2-4145 gxz'sfling,;,renovation, addition, new plant
andicapped inmates are housed in 2 manner which i i
] A 1 1 provides for th
is;;c::;t;.o sCs‘i!::lseoirn]tl:gl:'s;:l‘g umit.st lullstt;ld by them are designed for their use, and proslil;lzalt?:);lle;d
) ion wi e general pepulation Appropriate instituti s
soe 3 . 3 * 0
and activities are accessible to handicapped inmates confined in the facility. (E:sepl:'ggll;ams
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2-4141  Existing, renovation, addition, new plant _
Space is provided for an inmate commissary or canteen, or provisions are made , DISCUSSION: Severely physically handica i
. . N . ! age,e ed 1 :
for a mobile commissary service. (Essential) ; facilities. When the institution accepts haﬁgica;grel:iagisaig}g{lall)se :)lfc;l\fizciioxlln spetc;)al
; ,_ made for their housing and for their use of facility resources. st be

e e et g < g, e

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 | 2-4146  Existing, rencvati dd
, : ! ] ation, addition, new
gﬁl&bge)rs may take movable carts to cell blocks instead. (See related standard All parts of the facility which are a::pclgs,;g)le to the public are acecessible t
4 usable by handicapped staff and visitors. (Important) ssivle 0 and

DISCUSSION: Section 504 of the Rehabilitation Act of 1973 and the Architectural

Barriers Act of 1968, and implementing regulations should be referred to in the im-

2-4142  Existing, renovation, addition, new plant
plementation of these requirements.

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 orly)

N e et s

2-4147 Existing, renovation, addition, new plant

Space is provided for Jjanitor closets, which are equipped with a sink and cleaning

DISCUSSION: Security personnel assigned to both watchtowers and mobile patrol
implements. (Essential)

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
37
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DISCUSSION: Cleaning equipment and supplies shoglgl 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 in the institution for clothing, bedding, and cleaning

supplies. (Essential)

DISCUSSION: Space should be provided in the institgtion 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 inmates. (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 equipment. (Essential)

DISCUSSION: Sufficient space should be provided for equipment n_eqded for heatl.ng,
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 IQ0,00Q 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 implemel}tgd by quallfled
staff or maintenance professionals is necessary for safe fmd_ efficient operation.
Regular care and inspection of equipment is essential. I.nstltutlon 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)

DISCUSSION: Although the initial construction costs of single ce!l institutions may be
high, there are several significant long-term advantages t0 .thls type construction.
Supervision costs are generally lower; single cell housing units are usgally s_afer. f.or
both inmates and staff; and single celled institutions are more flexible in their ability

to accommodate different types of inmates. (Seg’?’related standard 2-4131)
b
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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-
¢y 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 per 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 footcandles 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, cddition, new plant o

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
provide 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 circuiation 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 square
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, surveillarce, 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 people, or minimally within one hour driving time of a hospital, fire protection, and
public transportation. (Essential)

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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apd training opportunities for staff, to accommodate visitors, and to provide educa-
tional and employment opportunities for inmates on work or study release. Nearby

social agencies, schoolg, colleges, universities, and hospitals are potentially valuable
resources for a correctional institution.
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SAFETY AND EMERGENCY PROCEDURES

9-4162 There is documentation by an independent, qualified source that the institution

complies with the applicable fire safety code(s). (Mandatory)

i i dhered to in order to ensure

oN: Local or state fire codes must be strictly a 1 ordel .
?ﬁz?aj.?::y and well-being of the inmates and staff. }11et1’)10rtls oti}'1 penodtlci c;::las\lp:x(r:xté(/)gi

i i t be available. In the even
and action with respect to such reports mus ] . and/or
i ts of the National Fire Protectio

te codes are not applicable, the requiremen :

ias‘sociation Life Safety Code, (current edition) apply. (See related standards 2-4164

and 2-4172)

i i lified fire and safety officer to
- itten policy and procedure provide for a qua . |
303&1?33{ i:;)r;ct thlel instyitution for compliance with safety and fire prevention standards,

and for a review of this policy and procedure annually; there is a weekly fire and safety In-
spection of the institution by an administrative staff member. (Mandatory)

tional institutions should provide the malemum degree of
ees. Institutional inspections and reviews
ch may be potentially

DISCUSSION: All cor;ef: : e
safety to protect both inmates an empioy .
of pﬁlicyp and procedure permit correction of areas whi
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 quaft.er y
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)

pISCUSSION: The administration should plan anﬁ executée al:-reaslogagse g;g;e;lsutrgz
enti i nationa ,
the prevention and prompt control of fire. The use ol r »S
Z;’e Sa})ety Code, can help to ensure the safety of staff, inmates and visitors.

2-4165 The institution has an automatic fire alarm and s?oke df.tectt.io:]l zyfs::le;nﬁ :lr‘l;ilclfli :2
ortif i ified i tor trained in the applicatio i
certified by an independent, qualified inspec . on of mallon

instituti local fire department, the fire alarm systen
safety codes. If the institution d.epends on 2 e, B e e eements are
directly to the lecal fire department. Whenever possible, /st 1
‘t::sl'::;c;:da qlll;:lrte!:'ly basis; adequacy and operation of the systems are certified by a state fire

official or other qualified authority annually. (Mandatory)

fication at the earliest possible moment is

: Fi nd/or smoke identi ) .
DISCUSSION: Fire Bnd. as well as to the evacuation of staff and in-

critical to fire control and fire fighting,
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SAFETY AND EMERGENCY PROCEDURES

mates to preclude smoke inhalation and preserve life and health. (See related stan-
dards 2-4171 and 2-4181)

2-4166 Specifications for the selection and purchase of facility furnishings indicate the
fire safety performance requirements of the materials selected. (Mandatory)

BGISCUSSION: Furnishings, mattresses, cushions, or other items of foamed plastics or
foamed rubber, (i.e., polyurethane, polystyrene) may pose a severe hazard due to
high smoke production, rapid burning once ignited, and high heat release. Such
materials should be subjected to careful fire safety evaluation before purchase or
use. It is recommended that cotton mattresses treated with boric acid be used. All
polyurethane mattresses should be removed. (See related standards 2-4155)

2-4167 Institution facilities are equipped with noncombustible receptacles for smoking
materigls and separate contziners for other combustible refuse at accessible locations
throughout living quarters in the institution. Special containers are provided for flammable
liguids and for rags used with flammable liquids. All receptacles and containers are emptied
and cleaned daily. (Mandatory) '

DISCUSSION: The proper and safe containment of flammable materials and the
sanitation of such containers are essential activities in fire prevention.

2-4168 The facility has exits which are distinctly and permanently marked, continuously
visible at all times, kept clear, and mainiained in usable condition. (Mandatory)

DISCUSSION: No battery-operated electric light, portable lamp or lantern should be
used for primary illumination of exits, but electric battery-operated lighting may be
used as an emergency source where normal lighting has failed, as defined in the
NFPA National Electrical Code. These requirements also apply to exits in buildings
of public or common use.

2-4169 An independent, qualified inspector who is trained in the application of national
fire safety codes has certified that the travel distance to all exits is in compliance with code re-
quirements. (Mandatory)

DISCUSSION: When no other national code applies, the Life Safety Code specifies the
travel distances from various points in the institution for areas with and without
sprinkler systems. (See related standard 2-4134)

2-4170 The institution has equipment necessary to maintain essential lights, power and
communications in an emergency. (Essential)

DISCUSSION: The institution should have emergency power units, either battery or
motor driven, to provide essential lighting and to maintain the life-sustaining func-
tions within the institution and to continue communications with outside interests.
(See related standard 2-4213)
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emergency plans prior to permanent work assignment.

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) '} 2-417
: [ -4175  Written policy and
| . procedure govern t .
¢ ! and caustic materials. (Mandatory) g he control and use of all flammable, toxic,

DISCUSSION: Frequent checks of emergency equipment, such as standby lighting,
DISCUSSION: Items such as lye, insecticide, antifreeze and denatured alcohol can

batteries, power generators, fire fighting apparatus, communications systems and
alarms, ensure their reliability in time of need. (See related standards 2-4151 and ; > such
2-4164) ; | ;232: cilrtl:ath or sefrlousfxnjury. Provision should be made to ensure that inmates are
‘ 7 bossession of such items unless they are under const isi
qualified personnel. Such materials should b i seamreant supervision by
~ . - . € stored in secure areas that i
cessible to inmates, and a i . a® are inac-
distribution. » prescribed system should be used to account for their

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 fire 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. ] J
(Mandatory) ;
DISCUSSION: The evacuation plan should also specify routes of evacuation, subse- ‘ f
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)

1

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 reliabie, 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 Al institution personnel are trained in the implementation of written emergency ’
plans. (Mandatory) ; {
|

?

!

DISCUSSION: Review of all emergency plans should be an essential element of person-
nel training and retraining programs. New empioyees should be familiar with all
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SECURITY AND CONTROL

j 2-4181  The instituti
nstitution maintaj .
(Essential) aintains a control center to provide order and security,

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

S

| R M SRR

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.
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various systems: fire alarm ubli

telet M, public address, smoke and therm ' :

otheﬁs’efl?mpl;tler terminal, surveillance alarms, walk and periarltllectl:;elq tllc:q, e
anical and electrical systems. (See related standard 2-4164) £hiting, and

T

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) : 2-4182
- Written policy and ;
(Essential) y procedure provide that staff regulate inmate movement,

DISC : i
USSI«)Né uAplelnllglegtgyr?tO\gmenﬁ from one location to another should be con
ol atl In the interest of ord i ]
e ; order, control, and e
gnd group inmate movement ‘to and from work and prograr}r(lp:sc:isliegl:liierll]tls-

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-

)
i
¥
|
|
tions rely on single fences, or no fences at all, using various combinations of }
mechanical surveillance devices (electronic, pressure, sound or laser systems) and L
! accounting for moveme i
! nt without bein icti
| g SO restrictive and burdensome as to
i
}
kS
2
{
i
{
i

mobile patrols to ensure a safe perimeter.

2- 183 The instituti y y Y ncludes strict ac
4 stitution has a s stem to physi i
tobili . N physically count Inmates; it i i
countability for Inmates assigned to work and educational release, fu;l(:u;hsl and (s):hel": a i
3 p-

2-4178 There is surveillance of all areas adjacent to the perimeter of the institution.
Proved, temporary absences. (Essential)

(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 i
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.

DISCU : i
act :ls(:c(i)ls ’{‘lilaetrc: hshogld be at Iea§t One mmate count per shift. Counts should b
€y do not conflict with activity programs and normal operating

counted for in the master count
Sounted for i, . All temporary absences from the facility should be

2-4179 Safety vestibules and sally ports constitute the only breaches in the institution

perimeter security. (Essential—maximum and medium security facilities only)
2-4184  writ i
en policy and procedure govern the transportation of inmates outside the

" . . . . . . H
DISCUSSION: All pedestrian and vehicular entrances and exits to the institution i ~=4164
3 institution and from one jurisdiction to another. (Essential)

should be via sally port arrangements. These should be operated remotely from the 5
watchtower. Where possible, vehicular and pedestrian entrances should be located j &
near each other to reduce the ground-level staff required to check vehicles and i DISCUSSION: Policies and procedures should be designed t d
i to ens -bei : O guard agai
L ing in;r:t ;?i%ﬂidbelnghof Inmates, staff, and the public. Guidelingeasl Itl‘ztreticaﬁe ﬁ?td
emphasize safety and should be made available to al] persc?nnei

visitors and to avoid the dispersal of fence cpenings.
- involved i P -
I~ ved in transporting inmates. The mstitution should have policies governing th
e

2-4180 Pedestrian and vehicular traffic should enter and leave at designated points in the

perimeter. (Essential—medium and minimum security facilities only) g
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2-4185  Written policy and procedure provide that instrumeits of restraint, such as hand-
cuffs, irons, straight jackets, and the like, are never applied as punishmeiit, 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 absolutely necessary. (See related standard 2-4312)

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

Weapons are subjeciaid to stringeni safety regulations and inspections.
Except in emergency situations, empioyees carrying firearms are assigned only to
watchtowers, gun walks, mobile pairols, 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 fircarms issued by the institution and use them ouly
when directed by or authorized by tht warden/superintendent or officer in
charge.

{Mandatory)

DISCUSSION: In order to reduce the risk of firearms jalling 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 urloading and reloading of firearms.
(Essential)

DISCUSSION: An area should be designated for the unloading and rcloading of
firearms for both institutional personnel and visiting law enforcement officers to en-
sure that this process presents tiie ieast pcssible danger.

2-4188 Written policy and procedure govern the availability, control, and use of
firearms, ammunition, chemical agents and related security devices, and specify the level of
authority required for access to and use of security devices. Chemical agents arg used only at
the direction of the warden/superintendent or designez. (Essential)

DISCUSSION: 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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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, and 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
reporis to the warden/superintendent or designee no later than the conclusion of the tour of
duty. (Essentizl)

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 . o
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 that m;mual ordins:lrun;entth i)nrsigzst;:;ntgg
ities i here is reason to do so and when au
body cavities is conducted only when t. ' son e in Dyt o
rden/superintendent or designee. This inspection is co b
;)v:rsonnel cl))r correctional personnel trained by heailth care personnel. (Essential)

DISCUSSION: None.

i i i isual inspection of inmate body
- Written policy and procedure provide that visua ) )
gafi%izg is conductedpbased on a reasonable belief that the prisoner is carrying contgbaz:ii ::)l;
other prohibited material. The inspection is conducted by trained staff in private. (Esse

DISCUSSION: None.

2-4195 The policy regarding searches for the control of contraband is published, made
available to staff and inmates, reviewed at least annually, and updated if necessary.

(Essential)

i i d fair plan for searches can
ISCUSSION: Knowledge that there is a comprehensive an : : .
glhibit inmate traffic in contraband. Staff should_ be trained in eff;act}xlve search
techniques that offer protection for both staff and inmates from bodily harm.

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

i t accounting of the loca-
SSICN: The key control system should provide a curren
gf)sxfgnd possessor of each key. All keys should be issued from_ a centralt l;:o;xtrol
area, and a log should be used to record the number of each key given out, ti oca;
tion ,of the lock, the number of keys to that lock, andﬂtlh: name:isoet;l :131,1 c?gtlé)r rc:l)ilsz
i ’ tored in a manner that permi -
possessing the key. Keys should be s wer that permits easy Celerming
ion of either the presence or absence of keys. Keys s ould be C COx
::?nterfdaily All ieys should be numbered, and the 1nst1tut1(1>(n sholllxld lxéxaégt?(l)rlloi.t
1pli i cy keys shou -
least one duplicate key for each lock. Fire and emergen
coded and nllaarked for identification by toucl}. Inmates should not p.ostsessnl(ciezg
other than those to living quarters or work assignments, when appropriate, a

personal lockers.

2-4197 Written policy and procedure govern the control and use of tocls, culinary and

medical equipment. (Essential)
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DISCUSSION: Tools and utensils such as hacksaws, welding equipment, butcher
knives 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 made for checking tools and utensils in and out, and for the control of their use at
all times.

2-4198  Written policy and procedure govern the use and security of institution vehicles.
(Essential)

DISCUSSION: Motor vehicles on the grounds of a correctional institution represent
potential means for escape. Written policies and procedures should state the condi-
tions 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 custodial post which are reviewed annually and
updated if necessary. (Essential)

DISCUSSION: Written orders should specify the duties of each post and the pro-
cedures to be followed to carry out the assignment. This written description provides
for continuity in the event of personnel changes. Copies of the post orders should be
available for all employees.

2-4201  Written policy and procedure provide for personnel to read the appropriate post
order each 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 policy 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)

DISCUSSION: Line supervisory staff should visit and inspect every area of the institu-
tion daily, including weekends and holidays. Matters requiring further attentjon,
such as staff and inmate concerns, faulty, unsafe or dirty conditions, etc., should be
reported in writing to the appropriate official for review and further action.
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review to the warden/superintendent.

e,

2-4208  Written Policy and procedure provide that ajl persons injured in an incident

2-4203 Written policy and procedure require the chief security officer to inspect at least
receive an immediate medical examination and treatment. (Mandatory)

weekly, and report in writing, all security devices needing repair or maintenance. (Essential)

M ave

s

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

DISCUSSION: In all instances involvin
. ; g the use of a weapon or chemical a i
tanc C e -
:;ledlate medx.cal €xamination and treatment should be required for the tg Itl't, ‘o
staff and inmates involved., profection of

T

T

2-4204 Written policy and procedure require that the 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 ’

DISCUSSION: Specific procedures that can b i
' e used quickly when an escape
;l;g;ﬁdtbe madc_a available to all personnel. Procedures should include the fgll:;(ijxlllg
pt reporting of the escape to the warden/superintendent; mobilization of‘

e

weekly. (Essential) ;
. . ey . . . . e . j : .
DISCUSSION: Many inmates may be inhibited by the formal interview system in which f fg:gig:rfi ’algrgrll)é?:s] eg;ation 0{ oroupe. amaned search plan; notification of law en-
! ¢ » community groups, and interested media: i
S Nt ; preparation of e,
circulars for distribution and mailing; and, after capture of thé) escapee, fl;rf)i?lg‘:

inmates are scheduled to meet with the warden/superintendent and other ad- : :
ministrators and managers. Therefore, arrangement should be made for inmates to j AP
: | notification of all who were previously alerted to the escape.

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- j :
stitution where inmates can be contacted during the day or evening. ! i

2- . .
2 :gtle?: ins?;ﬁflrg Oal::l‘::l:ltl‘i;l tglaix:ls lth:;f specl::f{ procedures to be followed in situations which
. Cluding, but not limited to, riots, h i i
bances, and taking of hosta ’ ; e 10 A1l apericatle worstur-
. ges. These plans are made i i :
and reviewed and updated at least annually, (Mandatltoz:':';ulable f0 &1l appficable personuel

S

AR N geC vy

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 plans should desi

. gnate the personnel who are to imp]
procedures, when and which authorities and media should be notif}zcei?l}elrcl)twsﬁg

DISCUSSION: The institution administration has legal authority over inmates which
problem should be contained, and what shouid be done after the incident is quelled

cannot be delegated to other inmates.
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2-4206 Written policy and procedure restrict the use of physical force to instances 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)
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2-42 i ial uni
thoselelm pl(::',:::z ::c;re?elst:dsglelzugvurlt tofj employees to assist in the event of disturbances

)se em| : aluated according to written criter; i jal
training in methods of negotiation and confrontatioxgl. (Impor‘:anctl;te}rIa A receive special

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.

RS e

DISCUSSION: A small unit of selected e
| mployees should receive special trajnine i
methods of confrontation and negotiation. The purpose of this Snit shc»rlilllcllll gg Il:g

2-4207 Written policy and procedure require that custodizi staff members maintain a
restore order, with minimum damage, as quickly as possible. Therefore, unit

permanent log and prepare shift reports that record routine, emergency situations and
unusual incidents. (Essential)

A it e et L T

DISCUSSION: Adequate supervision of inmates requires development of a formal | | cluties. Their performance eva uation should be based u th f
| pon the specific as
| ;g the special duty. The unit should be activated only by the warden/fupenntexf;:;st gf
i

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
. 53

e e
O St i,

52



SECURITY AND CONTROL

2-4212 There is a wri inuing ions i vent of a
i i tinuing operations in the even
i tten plan that provides for con : .
- oppage orl Sother job action. Copies of this plan are av ailable to a{; supervisory per
sm:'neft and they are required to tamiliarize themselves with it. (Essentia
3

intaini tial services is crucial. This
: i lan for maintaining €ssel _
D contmgerégegts with other law enforcement agencies, such as the

ight i the
plan might involve agre ntendent should attempt to ensure
state police. Additionally, the warden/super! bate in the job action.

safety and well-being of employees who do not partici

a communications system in urgent,

2-4213  Written policy and procedure pEOvEC fol'within the institution and between the

special or unusual incidents, or eme!'gency situations,
institation and community. (Essential)

’

H S

i i j severe
community. In institutions that are located in areas which are subject to 5

i icati culd be
torms, tornadoes or hurricanes, a ready means of vog:ezcj:;r_;g;umcatwns sh
inainta,iried with the community. (See related standar
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SPECIAL MANAGEMENT INMATES

Note: Segregation is the generic term used to encompass administrative

segregation, protective custody, and disciplinary detention (See Glossary
Definition).

2-4214 Written policy and procedure provide for the operation of segregation units for

the supervision of inmates under administrative segregation, protective custedy 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 shift supervisor can order immediate segregation
when it is necessary to protect the inmate or others. This action is reviewed within 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.

2-4216 Written policy and preocedure specify that inmates are placed in disciplinary
detention for a rule violation only after a hearing by the disciplinary committee. (Essential)
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SPECIAL MANAGEMENT INMATES

pISCUSSION: None. (See related standard 2-4354)

3 3 s e - e

7-4217 Written policy and procedure provide that inmates ar(:l pl::czg 1;1“:;?1:::::?;:; ,

ation only after a hearing before the wargien/supepglten e‘;l o s pur.
ﬁg;:i%ication committee, or other standing committee specifically desig

pose. (Essential)

i ini i tion should be preceded by the in-
3 : Placement in administrative segregal . o
lr)r::;UrS::gl\jing notice of the intended placement, a}ppearfz.mce at the hearing, and
opportunity to present his or her case to the hearing officers.

i i tes in
i ide for a review of the status of inma
- itten policy and procedure provide  of tl 0 ates 1t
2d42:111i8stra§$;lsegre[:gatign and protective custody by the classnflcatlgntcl(;:;rtn;tvt::y 030 e
:ulttllllorized staff group every seven days for the first two months and a

thereafter. (Essential)

. . -mate
DIscussioN: The classification committee should review the status of every inm

ho spends over seven continuous days in aglr.mmstratwe se.gre%atlor}i ’I; tllliz ?}gaslzml%
“;1 lcll) determine whether the reasons for initial placerpent in the un}:l1 s il méde
" Oud ot. the inmate should be released from the unit. Provision shou d be made
tf:‘t(l)(;ytheo igmi,ate to appear at the hearing, and the results of the rev’lew should be

municated to the inmate.

i i dure specify
2-4219  Written policy and proced .
inmate from administrative segregation. (Essential)

DISCUSSION: An inmate should be released from a.dministrative setgr’egaagélnzyrzl ta‘cl;
tion of the élppropriate committee having jurisdiction of the uclima vfitil I;ater ent In
this status, or the reviewing officer anct/ or ihe w;%fclé rcr:lotr;:ir::gecei; T e it and
i i ed fr 1
on the review, an inmate should be releas . unit and
g?;zcrl returned to the general inmate population and assigned a program

ferred to another institution.

2-4220 Written policy and procedure provide tha

i i hen {
rotective custody 1is made only w ! ! r
]zl‘:sfz)(:isisisova:rranted and no reasonable alternatives are available. (Essential)

. . ent
DISCUSSION: Protective custody should be used onlgr ftolr sfl:;g pér;owdz ﬁi}érxﬁleeﬁeg
; i e .
:nmate needs long-term protection, an ted.
\\‘?l\?tf:n 2.?1 ;II:II:llate consents to protective custody it should be fully documented wit

consent form signed by the inmate.

i i dure provide that
2-4221 Written policy and proced .
preseribed medication, clothing ’Ehat is not degradulllg,t
use in their cells, unless there is u'nmment danger tha
destroy an item or induce self-injury. (Essential)
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here is documentation that protective

all inmates in segregation are provided
and access to basic personal items fgr
an inmate or any other inmate(s) will

L N RS I

e e e TR

e

T N

3 e

SPECIAL MANAGEMENT INMATES

DISCUSSION: Inmates in segregation should be provided basic items needed for per-
sonal hygiene as well as items such as eyeglasses and writing materials. In accord-
ance with the goal of providing all inmates decent and humane treatment, segrega-
tion inmates should be clothed like other inmates unless an adjustment is necessary
for self-protection, such as removal of a belt to prevent a suicide attempt. Any
clothing adjustment should be justified in writing by an appropriate official. If a
supervisor judges that there is imminent danger an inmate will destroy an item or use
it to induce self-injury, the inmate may be deprived of the item. In such cases, every
effort should be made to supply a substitute for the item or to permit the inmate to
use the item under the supervision of an officer. (See related standard 2-4322)

2-4222  Written policy and procedure provide that whenever an inmate in segregation is
deprived of any usually authorized item or activity, a report of the action is made for the
master file and forwarded to the chief security officer. (Essential)

DISCUSSION: The report should identify the inmate, the item or activity he/she has
been deprived of, and the reasons for the action. The report should be forwarded to
the chief security officer as soon as possible. If circumstances warrant the removal
of all inmate’s personal items, approval for this action should be obtained in ad-
vance from the warden/superintendent or designee. No item or activity should be
withheld longer than is necessary to ensure the inmate’s safety and the well-being of
the staff and other inmates. In no case should an inmate be deprived of an item or
activity for the purpose of punishment.

2-4223  Written policy and procedure require that inmates in segregation receive the same
meals served to the general inmate population. (Mandatory)

DISCUSSION: Deprivation of food should never be used as punishment. (See related
standard 2-4252.)

2-4224  Written policy and procadure provide that inmates in segregation have the oppor-
turity to shave and shower at least three times per week. (Essential)

DISCUSSION: Inmates in segregation should have the opportunity to maintain an ac-
ceptable level of personal hygiene, including the opportunity to shave and shower at
least three times per week, unless these procedures present an undue security hazard.
If conditions permit, these inmates should be able to shower daily.

2-4225  Written policy and procedure provide for the issue and exchange of clothing, bed-
ding and linen, and for laundry, barbering and hair care services, for inmates in segregation
on the same basis as inmates in the general inmate population; exceptions are permitied only
when found necessary by the senior officer on duty, and are recorded in the unit log and
justified in writing. (Essential)

DISCUSSION: None.

57



SPECIAL MANAGEMENT INMATES

i i i i tes in segregation are provided
- 6 Written policy and procedure provu.le that inmates 1 .
%hg gazme opportuni:)ies for the writing and receipt of letters available to the general inmate

population. (Essential)

i . If any item consistent with the
DISCUSSION: Letters should be deiivered promptly '
policy and procedure is rejected, the inmate should be advised of the reason for the

rejection, and the jtem should be returned to the sender.

i i i i tes in segregatien are provided
4227 Written policy and procedure provide that inmates 1 ; I
%pportunities for visitation, unless there are substantial reasons for withholding such

privileges. (Essential)

DISCUSSION: Every effort should be made to not.ify approved visitors of any restr}c—
tions on visiting. This procedure will avoid disappointment and_ unnecessary 111)1-
convenience for visitors. If time allows, the burden of this notification may be

placed on the inmate. (See related standard 2-4381)

2.4228 Written policy and procedure provide that inmates in.d.isciplinary detentiol:l arte
allowed limited telephone privileges, except for calls relat.ed specifically t? access to t e a; -
torney of record, unless authorized by the warden/superintendent or designee. (Essential)

in discipli i inarily may be provided telephone
DISCUSSION: Inmates in disciplinary detention ordinari
privileges. There should be only limited use of the Felephone for emergency call_s and
calls to and from designated practicing attorneys in connection with prospective or

pending litigation.

2.4229  Written policy and procedure provide that inmates in administrative segregation
and protective custody are allowed telephone privileges. (Essential)

DISCUSSION: None.

2-4230 Written policy and procedure provide that inmates in segregation have access to
legal materials. (Essential)

i i i tion should have access to
pISCUsSION: To ensure legal rights, mr{lates in segrega '
both personal legal materials and to available legal r.eferenc.e materials. Rqasonaé)le
arrangements should be made to assist these inmates in meeting 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)

DISCUSSION: In order to provide some activity, i.nmates in segregation §hou1d be pro-
vided a sufficient quantity of reading materials and an opportunity 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 cn 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 in 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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SPECIAL MANAGEMENT INMATES

i -the-
cedures should be established to supervise and evaluate the on

ith inmates in segregation. Of-

DISCUSSION: Pro ers who work wi

j 11 staff memb i . jon. OF
]f(')b rls);e;gsoirgrrrll:clll iz ?lfeasle jnits should have completed their probationary period
ice

ty of the assignment.

2-4237 Written policy and procedure provide that a personal interv

a written report is prepared by a qualified psychol

i If confinement continues :
ins i regation beyond 30 days. o
gls?:lfoll‘(‘);iiil gssessment is made at least every three months. (Es )
. . . s ma
SSION: Inmates whose movements are restricted in segregation units y
CU : (
gﬁlelop symptoms of acute anxiety or other mental
th of each inmate, a psyc SSl ding 2 1
ire‘;t/lit:vlvhaenaé written report, shouid be made of each inmate wh

-4354
one of these units exceeds 30 days. (See related standa.rds .4218 and 2-4354)
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FGOD SERVICES

2-4238 There is documentation that the nationally recommended dietary allowance is
reviewed by 2 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 imspected 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 A condi-
tion for optimum food service.

2-4240 Written policy and procedure require that food service staff develop advanced,
planned menus 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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FOOD SERVICES

official. Medical diet prescriptions should be specific and complete, furnished in
writing to the food servize manager, and rewritten monthly. Special diets should be
kept as simple as possible and should conform as closely as possible to the foods

served other inmates.

2-424?.‘,"" Written policy and procedure provide for special diets for inmates whose
religious beliefs require the adherence to religious dietary laws. (Essential)

DISCUSSION: Religious diets should be approved by the chaplain. Religious diet
prescriptions should be specific and complete, furnished in writing to the food serv-
ice manager, and rewritten monthly. Special diets should be kept as simple as possi-
ble and should conform as closely as possible to the foods served other inraates. (See

related standard 2-4468)

2-4243 A full-time staff member, experienced in food service management, supervises
food service operations. (Essential)

DISCUSSION: This staff member should have the resources, authority and respon-
sibility to provide for the institution complete food service which includes three
meals a day that are nutritionally adequate, palatable and attractive, and which are
produced under sanitary conditions, at reasonable costs. T food service manager

should have a minimum of three years experience in food service managemernt

2-4244  Written policy and procedure provide for adequate health protection for all in-
mates and staff in the institution, and inmates and other persons working in the food service

with the following requirements:
A preassignment medical examination of all persons involved in the preparation

of food, and periodic examinaticas thereafter, is conducted to ensure freedom
from diarrhea, skin infections ard other illnesses transmissible by food or uten-
sils; all are conducted in accordance with local requirements regarding restaurant

and food service employees in the community.
When the institution’s food services are provided by an outside agency or in-
dividual, the institution has written verification that the outside provider com-

plies with the state and local regulations regarding food service.
All food handlers are instructed to wash their hands upon reporting to duty and

after using toilet facilities.

(Mandatory)

DISCUSSION: At a minimum, all food service personnel should be in good health and
free from communicable disease and open infected wounds; have clean hands and
fingernai.s; wear hairnets or caps; wear clean, washable garments; and, employ

hygienic food handling techniques.

2-4245 Toilet and wash basin facilities are available to food service personnel and
inmates in the vicinity of the food preparation area. (Essential)
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DISCUSSION: R :

persons in the ?’ggg Zggﬁget le?illfe;oa; d wash basin facilities should be available to al
r .

and safety standards are adhered to. Preparation area in order to ensure that health

2-4246  There i
v e Is documentation b i
facilities and . N by an independent outside .
action 15 o1 equlpme.nt. me.et established governmentaj ’health ;ource that food service
en o deficiencies, if any. (Mandatory) and safety codes; corrective

local and/or state ¢
odes are not appl; :
Protection . é pplicable, the requirement . ;
American S‘:Z?:;%‘-;ﬁ elé;.li]i(fl Saﬁetg Code (current edition) andS t?lf: ;l}znﬁzggﬁaéfﬁ'ﬁe
Food servi 8, Relrigeration and Air Conditioni - ¢
Crvice personnel should be trained in accident pre\l/éggglf liif;in:iedrs applyf
. cntion, , use o

2-4247  There i
are sanitary, t
foods. (Essen tial) Ty, temperature-controlled storage facilities for the sterage of all

DISCUSSION: Areas and i
€quipment related to ajj i

P . o all food preparat

o, xef ;tgerators, mixers, dishwashers, garbage dispgsalljs tmrl sucl} : Troquam:
$ 10 ensure their sanitary and operating condition ' ©16 Tequire frequent

2-4249  Writte i
V4 1 policy and procedure i

minims . . nd provide that me ry iti

& m:ze regimentation, aithough there should be dijr o e sew.efl under conditions that
ssential) ect supervision by staff members

DISCUSSION: Cafeteria facilities are i

ares thony. Cale pr'eferabl_e to inmate waiter servi ini

oea st during gi\;]l;iggn}cl);mal groupﬁ eatmg facilities, and conversatio;lgi.ogilcliebdlmng

it climinagn, Log B uras]. \.’V}.m‘en possible, there should be “open” dinin he urs,

assignment. g 1A 1<:in wam-ng lines and forced seating by housin ungit ollllrs’

o e s’houi e Csl:*: ,rerg services shou!d be provided based on a congtrol S ’si iy

favoritism, careless servir:,; ::11111?;dve&:';sttl;ea;iemaeCt .Zuger(vsision ated oy 10 ensur}:‘, tiﬁali
, v voided. (See related standard 2-4143)

2-4250  Space is provided fo ini

justify otherr s (Esentien F group dining except when security or safety considerstions /
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FOOD SERVICES

! SANITATION AND HYGIENE

DISCUSSION: Although dining arrangements will vary depending on the size and
design of the facility, meals should not be served in cells unless it is necessary for

purposes of safety and security. When a meal must be served in a cell, a small table I
or shelf and some type of seating should be rovided. | - . .
yp g p | tzio‘l‘ngfe s Van;te:il policy and procedure require weekly sanitation inspecti .
federal statey alld/eslglnated a(.lml.mstrative staff member; at least s;l::!:ulaolnisn(;f al{_mstntu-
of which two are hot meals, are complis,mce "th r oc?l sanitation, and health officials, or other qualified pections by
i with all applicable laws and regulations of the govemigg jl!lrlied'p:'rsongl?‘); ot
sdiction. There is

th no more than 14 hours be- ' documentatio i
’ n by an independent i e
rected. (Mandatory) p , outside source that deficiencies, if any, have been cor-

2-4251 Written policy requires that at least three meals,
provided at regular meal times during each 24-hour period, wi
tween the evening meal and breakfast. (Essential)
DISCUSSION: The institution sho i
i uld be inspected at 1
i ov i east ann :
24-hour period. Provided basic nutritional goals are met, variations may be allowed tgh e ?_2 Ig“lﬁ;‘r‘tir‘l’sfggggntsob?n;gre the hea;{h of personnel and inrllizltleys bgyn Z%Igict)i%rrllattg
i i . vernment ici it i
based on weekend and holiday food service demands. - spected at least weekly by a designated st(:lfft;‘lcrlnaéz’l l?tlalr u::;:mt;;on lageas should be in-
L : report . ’ 0 shou i 1
, cul; p ;: the warden/superintendent, documenting deficiencies Emelt e
. related standard 2-4163 and 2-4246) whenever they oc-

DISCUSSION: When inmates are not routinely absent from the institution for work or
other purposes, at least three meals should be provided at regular times during each

2-4252  Written policy preciudes the use of food as a disciplinary measure. (Essential)

DISCUSSION: All inmaties and staff, except those on S.pfcial medical or religious diets, e bl pmsitation's botable wat
shO}‘ld eat the same meals. Ff)od should not be w1,tuhe1d, nor the standard menu by the public water department or thz i St(imr?e an.d supqu’ by an independent, outide
varied, as a disciplinary sanction for an }ndlvxdi}al inmate. This standard does not ‘ source to be in compliance with jurisdi lonal laws and reguations. (Mangatorsy
preclude rewarding groups of inmates with special fcods in return for special serv- o v and reptom, ey | e
ices or under special circumstances. Food not prepared on a regular basis may also DIBCHASon: Saft dolkng water s basl
be used based on seasonal food patterns. (See related standard 2-4233) ' T oable, the Fommea Sats Dok ;es:ft tﬁll}:;l;? h:fil{h s eiions e o
any Ins - In the T onal laws and re i
) pplicable, the Federal Safe Drinking Water. Act Regulations presegtllltl fﬁgf,ﬁ?d“gﬁ

. quality that i i
2-4253  Written policy and procedure require that accurate records are maintained of ali ) Y ALIs attainable by good water control practices.

meals served. (Essential)
2-42 i .
ST A written housekeeping plan for all areas of the facility’s physical plant provid
‘ vides

f l y i , p p -

d to record the number, cost,
sibilities to staff and inmates. (Essential)

DISCUSSION: A uniform system should be establishe
and visitors. Such records are

and type of meals served inmates, employees, guests,

required for fiscal accounting, dietary purposes, and budget planning. Employees, i
guests, and visitors should be served the same food inmates are served. Food service i DISCUSSION: Effecti ) .
records should include published menus, information on waste, fo%d c%st_s atx;}d schedule with ;::;g’;nlg‘fsgefg?i el':%l;ls‘;;tge deV(?iPpment of a definite cleaning
uced 1n tne . . N ed specl i :
‘ should be supervised at all times to ensure that tge w:)crl;1 l;téfgérgeegl;;ngrgctwme;
per an

nutritional accounting, and notation of food products raised or pro

system.

thorough. Particular attenti
. tion should be paid to t ility’
they are kept clean, dry and free of hazarlc)ious subléiafr?:éhty ® floors fo ensure that

purchasing, and accounting practices

9.4254 The food service operation uses budgeting,
that include, but are not limited to the following systems:
|

unting designed to determine cost per meal per inmate |
DISCUSSION: Li .
SION: Licensed pest control professionals should be readily available to the

2-4258 instituti i
The institution provides for the control of vermin and pests. (Mandatory)

Food expenditure cost acco

Estimation of food service requirements DISCUSS
Purchase of supplies at wholesale prices and under other favorable conditions, ?olsglfus{onttobconduct regular monthly inspections to identify such condi

; adicate by whatever means is effecti ify such conditions, and

: sects, rodents or vermin found. fective any such conditions, and whatever in-

when possible

Determination of
Refrigeration and storage of food, with sp

and responsiveness to inmate eating preferences
ecific storage periods. (Essentiai)
2. : - .
4259  The institution provides for waste disposal. (Mandatory)

e operation should follow written budgeting, purchas-

e nutritional and economical meals and .
b DISCUSSION: Liquid and solid wastes should be collected, stored and disposed of i
’ ofina

piscusston: The food servic
ing, and accounting procedures to ensur

minimuim waste.

T»Wm,wem e
)
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SANITATION AND HYGIENE

iy,

SANITATION AND HYGIENE

’ ’

manner that will avoid nuisance and hazards, and protect the health and safety of in-

g g

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)
‘ . ing of inmate personal ¢lothj

i in bef y .

_ wear personal clothing, (Essentgial) ore storage or before allowing the inmate to keep and

e

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.
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2-4267 Clothj
Ing exchange is i ; .
(Essential) 8¢ IS provided to all inmates 5 minimum of three times per week

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

{

DISCUSSION: As part of the admissions process, each inmate should be given soap, a
& DISCUSSION: None.

toothbrush, toothpaste or powder, a comb, and toilet paper. Shaving equipment

should be made available upon request, and the special hygiene needs of females
Jf 2-4268 There . .
are sufficient bathing facilities in the housing areas to permit inmat
Inmates in the

. I i g

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 special work. i Shous bt o Showsr
. : :
n permitted to shower daily; however, no

]

i ( inmat . .
(Essential) | Speciafjihbosmgusﬁ a{)Set{(r)nléte to shower less than three times per week :
DISCUSSION: Inmates assigned to special work areas should be clothed in accordance 1 be encouraéed to bat}? ;elj rlce, medical, sanitation or mechanicale:er- ,Inmates in
with the requirements of their work assignment and, when appropriate, be furnished available in the pro ort'e aly. Hot and cold water shower faciliti Vlcl;e, should
suitable protective equipment (face mask in hospital, protective helmet, goggles in 5; portion of at least one shower unit to 15 inmates 8 should be
working around machinery, etc.) ‘, f ' 5 :

é | -4269  Water for
‘ i . showers is ther i
: < inmates, i mostaiically contr
2-4263 ‘¢vitten policy and procedure provide for the issue of suitable, clean bedding, and (Essential) olled to ensure the safety of the
linen, to include two sheets, pillow and pillowcase, one mattress and sufficient blankets to )! DISCUSSION: Inrr:
provide comfort under existing temperature controls. A clean towel is provided daily. There for other ins nrates can use scalding showers as 3 wea .
is provision for linen exchange on at least a weekly basis. (Essential) : f I T Inmates. An inmate could be f. pon against or punishment
i other inmates turn op all th d € forced under a hot shower or scalded wh
/ € cold water: d when
1 | necessary for the safety of inmates, The tter ; therefore, temperature controls are
| the use of water at 3 higher t - ~°%¢ lemperature controls should not preclud
€mperature, if needed, in other areas of the instit t.u €
ution,

DISCUSSION: Collection, storage and exchange methods for bedding and-linens i
}!' such as the kitchen,
|

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. : j
(i 2-4270 Th
. rhere are hair care servi i .
health requirements. (Essentiah ices available to inmates which comply with applicable

B it

DISCUSSION: Facilities sh

. : ould be provided i ‘

ices when ne e ied 5o that inmates ¢ i i

purpose hofviig} t# large facilities, hair should be cut jn g rirf);béa"} o care sery.

cases, hair should ’b:gncflrtnsg d‘;icégti%s, any multipurpose room m;;l}g)galtlzgdfo; theﬁ

observati , nitary conditions and { L ona
on by staff. Equipment should be stored securlt:;ya\I:/l?er:rclaxllgtc o s permit

in use,

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. f
|

ey e -

2-4265 The store of clothing, linen, and bedding exceeds that required for the facility’s
67

inmate population. (Essential)
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MEDICAL AND HEALTH CARE SERVICES

2-4271 The institution has a designated heaith authority with responsibility fer health
care services pursuant to a written agreement, contract, or job description. The heaith
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
Jevels 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)

9.4272 Medical, inciuding psychiatric, and dental matters involving medical judgment
are the sele 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 meeis with the warden/superintendent at least quarterly and
submits to -him/her annual statistical summaries and quarterly reports on the health care

delivery sysiem and health environment. (Essential)

DISCUSSION: Administrative meetings held at least guarterly 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 staff.
Minutes 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-
mediately on any condition which imposes a danger to staff or innzate 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.).

G
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MEDICAL AND HEALTH CARE SERVICES

2.-4274 Each policy, procedure, and program in the health care delivery system is re-
;E'l;whe(‘ij at leasttall)muall;;l by the appropriate health care authority and revised if necessary

ch decument bears the date of the most recent review or revisi i ;
e o evision and signature of the

DISCUSSION: Regular revi§w of policies, procedures, and programs will facilitate for-
mal mcorporatxog of various changes made during the year into the agency manual
and preverflt the d;jorgamzed accumulation of a series of policy memorandums. The
process of annual review will also assist decision making regarding pr ic

: < ev
discussed but unresolved matters. ® e g previously

821?02;1(1 An ad]e(l]luatgltylequil;:ped medical facility, which meets the legal requirements for
general hospital with respect to the services i i i i
Mandators) es it offers, is available to all inmates.

DISCUSSION: I7 an instit.utio.n G}oes 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.

121;;276 Written policy and procedures provide for infirmary care, to include the follow-

Definition of the scope of infirmary care services availabie
A physician on call 24 hours per day

Health care personnel on duty 24 hours per day

All inmates/patients within sight or sound of a staff person

A manual eof nursing care procedures

A separate and complete medical record for each inmate

Compliance with applicable state statutes and local licensing requirements.

(Essential)

DISCUSSION: An ipfirmary is defined as an area established within the correctional

facility whlch.mamtains and operates organized bed care and services for inmates

formally at_:lrmtged for a period of 24 hours or more, and which is operated for the

express or 1.mp!1ed purpose of providing skilled nursing care for persons not in need

;)vt;tgcg;:tié_zgatlon. tThfe establis}l;nllent of quality care in this type of facility begins
ignment of responsibility to one physici i -

time, depending on the size of the tt?a’lcility. physictan employed either part- or full-

2-4277 Space, equi i i
bo /'l , equipment, supplies, and materials for health services a i
maintained as determined by the health authority. (Essential) re provided and

DISCUSSION: The type of space and equipment for the examination/tr

\ eatment 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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MEDICAL AND HEALTH CARE SERVICES

- . e
ly and secured from inmate access. In all fa011}t1es, space should be provided wher
the inmate can be examined and treated in private.

- d.
2-4278 First aid kits are available in designated areas of the facility based on nee
(Essential)

i id ki i in designated areas of the facility,
. First aid kit(s) should be available in _ ,
Zrllsdcftf?k?;. 1§]lrauthority should approve t.:he contents, numb.erf, tizafflicr);, aa;rédkr;:(c;)
cedures for monthly inspection of the kit(s). The contents 0 he st B g
would include, for example, these items: roller gauze, sponges, irang ,

adhesive tape, adhesive bandages, etc. It would not include emergency drugs.

g

Onsite emergency first aid 3
Emergency evacuation of the inmate from the facility

. icle
Use of an emergency medical vehic .
Use of one or more designated hospital emergency rooms or other appropriate
health facilities .

Emergency on-call physician and denfist services when the emergency health

e s . nity

facility is not located in a nearby commu . ' -
Securiiy procedures providing for the immediate transfer of inmates when ap

propriate.
(Mandatory)

DISCUSSION: Arrangements should be made _with a_ne.arby hosgilf:zta.l fg; :}L g:iﬁﬁ}
services which cannot be appropriately provided within the ftgm 1v¥ées e oot
tractural arrangements can result in better or broadler 1rapge oe rsgeéncy situations ent
i i i ticularly in em ns, 1|
al medical services are not available, par , the
';1;;111;1; shouid have developed a back-up to serve the p_rc.)gragl. Tcgfilglas‘le‘r\l;;é?(see
clude an alternate hospital emergency service or a physician “on

related standard 2-4285)

7.4280 In institutions without full-time, qua}iﬁed hea.lth-tfaingd _pengg:gn:lll, \:lmlll:flttll\];
trained staff member coordinates the heaith del.lvery services l;l t i }:::endent cential)
joint supervision of the responsible health authority and warden/superi .

e . ‘

DISCUSSION: Health-trained personnel other than a nurse, phys_lcxan s a;s;ztcirilsirc‘);

emergency ;nedical technician may, on a fulil-. or pa}rt-tlme bastlls, ;ﬁw?nmates ing
reening forms for follow-up attention, facilitate sick call by hav 3 mates &0

igcords available for the health care provider, and help to carry out orders 1eg

such matters as diets, housing, and work assignments.

. . 1
2.4281 The institution health authority systel!latlcally determmeslg:aalt:le(;?;«faf;;e;(slosl;lx_
reqﬁirements in all categories in order to provide inmate access to health ca

jces. {Essential)
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MEDICAL AND HEALTH CARE SERVICES

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 heaith care specialists in 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 essgntial 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 responsibilities 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. (Mandaicry)

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 sysiem 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 heaith-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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MEDICAL AND HEALTH CARE SERVICES

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 writien
standing or direct orders by personnel authorized by law to give such orders. Nurse prac-
tioners and physician’s assisianzts 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 are not used for the following duties:

Performing direct patient care services

Scheduling health care appointments
Determining access of other inmates to health care services

Handling or having access to:
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Surgical instruments
Syringes
Needles
Medications
Health records
Operating equipment for which they are not trained
(Essential) .

DISCUSSION: Unglerstaffed correctional institutions may be tempted to use inmates in
hea!th care delivery to perform services for which civilian personnel are not
avalla_ble: Inrpgte participation in medical service delivery frequently violates state
lzws, invites lltlgatlon and brings .discredit to the correctional health care field. Fur-
; l(;rmo.re, these inmates c¢an acquire power and be subjected to severe pressure from
.e.ow.mm.ates. These restrictions, however, should not preclude inmates from
ticipating in a certified vocational training program. par

2-4289  Written polic i
y and procedure require medical screening to be perf
g ic ormed
:nealt? trained or quallfled.health care personnel on all inmates, excludinl; intrasystel:i
.ran: €rs, upon inmates’ arrival at the facility with all findings recorded on a printed screen-
Ing torm approved by the health authority. The screening includes at least the following:

Inquiry into:
Current illness and health problems, includi
. ing dental probl
diseases and other infectious diseases’ ¢ problems, veneresl
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 las¢ use, and a history of
problems which may have occurred after ceasing use (e.g., convulsions)

:::;Z{dand present treatment or hospitalization for mental disturbance or
ide

Other health problems designated by the responsible physician
Observation of;

Behavior, which includes state of consciousness, mental status, appearance
conduct, tremor and sweating ’

gOdﬂ deformities, ease of movement, etc.
ondition of skin, including trauma markin i i j i

( , gs, bruises, lesions, jaundice
rashes and infestations, and needle marks or oth,er indica’tions of ;ii']ug abuse’

Disposition of inmate:
General population
General population and prompt referral te appropriate health care service

Referral to appropri i .
(Mandatory) ppropriate health care service on an emergency basis.

DISCUSSION: Medical screening is a system of structured inquiry and observation
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L AND HEALTH CARE SERVICES T o MEDICAL AND HEALTH CARE SERVICES

designed to prevent newly arrived inmates, who pose a health or safety threat to

Review of the results of the medical examination, tests, and identification of
themselves or others, from being admitted to the facility’s general population, and

problems by a physician or other qualified health care personnel, if such is

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 2-4389)

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-
cluding intrasystem transfers, is completed within 14 days after arrival at the facility. In the
case of an inmate who has decumented 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:

Review of the earlier receiving screening
Collection of additional data to complete the medical, dental, mental health and
immunrizzidon histories

Lakboratory 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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Initiation of therapy when appropriate

Development and implementation of treatment plan including recommendations

concerning housing, job assignment, and program participation.
(Essential)

DISCUSSION: A health appraisal should be completed for each inmate as soon after
arrival to .the 1ns!titution as possible in order to detect any health problems which
may need 1mme'd1ate attention and to determine if the individual needs any further
heal.th care services. Test results, particularly for communicable diseases, should be
recelved_ and evaluated before an inmate is assigned to housing in t’he general
pppulatlon. .Information regarding the inmate’s physical and mental status also may
c!1ctate housing and activity assignments. When appropriate, additional investiga-
tion should be conducted into alcohol and drug abuse, and other related problems.

A routine appraisal by mental health staff <ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>