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Standards for Small Juvenile Detention Facilities, First Edition

These publications may be ordered from:

American Correctional Association
206 North Washington Street
Alexandria, VA 22314
1-800-222-5646
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Foreword

This manual represents the thirteenth set of performance-based standards and
expected practices to be adopted by ACA’s Committee on Performance-Based Stan-
dards and implemented in the field. Corrections professionals have been acquainted
with the term “performance-based standards and expected practices” for quite some
time. They are well aware of the Association’s goal to improve the accreditation
process by adopting new performance-based standards and expected practices and
a new accreditation policy manual. To produce this manual, ACA developed Out-
come Measures which will help empower facilities to use their own operational data
as metrics to monitor and further encourage compliance with the expected prac-
tices. For prisons using this manual, the shift to the performance-based model of
accreditation will help facilities to operate more effective programs while adhering
to ACA performance-based standards and expected practices.

A second major initiative for ACA, our Committee on Performance-Based
Standards, and the Commission on Accreditation for Corrections has been the
drafting and adoption of expected practices for Restrictive Housing. Additionally,
an ad hoc committee developed expected practices for mental health and special
populations. The committee also updated definitions. The expected practices, pub-
lished for the first time in this manual, will serve to reform all aspects of restric-
tive housing practice from initial placement through final release. They signify an
advancement of the current requirements and encourage correctional leaders and
staffs whose agencies and facilities are accredited by ACA to achieve and adhere
to more rigorous, progressive guidelines for Restrictive Housing.

The Fifth Edition captures all of the advancements made in correctional facility
management since the Fourth Edition was published. It establishes a new direction
and way of thinking regarding the future of this profession. The American Correc-
tional Association will always be committed to promoting and improving the field
of corrections while providing correctional professionals with the support they
need to face their day-to-day challenges.

James A. Gondles Jr., CAE
Executive Director
American Correctional Association
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Performance-Based Standards and Expected

Practices for Adult Correctional Institutions
Conversion Chart from Fourth Edition to Fifth Edition

ACI 4th Edition
4-4001
4-4002
4-4003
4-4003-1
4-4004
4-4005
4-4006
4-4007
4-4008
4-4009
4-4010
4-4011
4-4012
4-4013
4-4014
4-4015
4-4016
4-4017
4-4018
New
4-4019
4-4020
4-4021
4-4022
4-4023
4-4024
4-4025
4-4026
4-4027
4-4028
4-4029
4-4030
4-4031

ACI 5th Edition

5-ACI-1A-01
5-ACI-1A-02
5-ACI-1A-03
5-ACI-1A-04
5-ACI-1A-05
5-ACI-1A-06
5-ACI-1A-07
Deleted

5-ACI-1A-08
5-ACI-1A-09
5-ACI-1A-10
5-ACI-1A-11
5-ACI-1A-12
5-ACI-1A-13
5-ACI-1A-14
5-ACI-1A-15
5-ACI-1A-16
5-ACI-1A-17
5-ACI-1A-18
5-ACI-1A-19
5-ACI-1A-21
Deleted

5-ACI-1A-22
Deleted

5-ACI-1A-23
5-ACI-1A-24
5-ACI-1B-01
5-ACI-1B-02
5-ACI-1B-03
5-ACI-1B-04
5-ACI-1B-05
5-ACI-1B-06
5-ACI-1B-07

ACI 4th Edition

4-4032
4-4033
4-4034
4-4035
4-4036
4-4037
4-4038
4-4039
4-4040
4-4041
4-4042
4-4043
4-4044
4-4045
4-4046
4-4047
4-4461-1
4-4048
4-4049
4-4050
4-4051
4-4052
4-4053
4-4054
4-4055
4-4056
4-4057
4-4058
4-4059
4-4060
4-4061
4-4062
4-4063

ACI 5th Edition

5-ACI-1B-08
5-ACI-1B-09
5-ACI-1B-10
5-ACI-1B-11
5-ACI-1B-12
5-ACI-1B-13
5-ACI-1B-14
5-ACI-1B-15
5-ACI-1B-16
5-ACI-1B-17
5-ACI-1B-18
5-ACI-1B-19
5-ACI-1B-20
5-ACI-1B-21
5-ACI-1B-22
5-ACI-1B-23
5-ACI-1B-24
5-ACI-1C-01
5-ACI-1C-02
5-ACI-1C-03
5-ACI-1C-04
5-ACI-1C-05
5-ACI-1C-06
5-ACI-1C-07
5-ACI-1C-08
5-ACI-1C-09
5-ACI-1C-10
5-ACI-1C-11
5-ACI-1C-12
5-ACI-1C-13
5-ACI-1C-14
5-ACI-1C-15
5-ACI-1C-16
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ACI 4th Edition ACI 5th Edition ACI 4th Edition ACI 5th Edition
4-4064 5-ACI-1C-17 New 5-ACI-1F-04
4-4065 5-ACI-1C-18 New 5-ACI-1F-05
4-4066 5-ACI-1C-19 New 5-ACI-1F-06
4-4067 5-ACI-1C-20 4-4101 5-ACI-1F-07
4-4068 5-ACI-1C-21 4-4102 5-ACI-1F-08
4-4069 5-ACI-1C-22 4-4103 5-ACI-1F-09
4-4070 5-ACI-1C-23 4-4104 5-ACI-1F-10
4-4071 5-ACI-1C-24 4-4105 5-ACI-1F-11
New 5-ACI-1C-25 4-4106 Deleted
4-4073 5-ACI-1D-01 4-4107 5-ACI-1F-12
4-4074 5-ACI-1D-02 4-4108 5-ACI-1F-13
4-4075 5-ACI-1D-03 4-4109 5-ACI-1F-14
4-4076 5-ACI-1D-04 4-4110 5-ACI-1F-15
4-4077 5-ACI-1D-05 4-4111 5-ACI-1F-16
4-4078 5-ACI-1D-06 4-4112 5-ACI-1F-17
4-4079 5-ACI-1D-07 4-4113 5-ACI-1F-18
4-4080 5-ACI-1D-08 4-4114 Deleted
4-4081 5-ACI-1D-09 4-4115 5-ACI-1G-01
4-4082 5-ACI-1D-10 4-4116 5-ACI-1G-02
4-4083 5-ACI-1D-11 4-4117 5-ACI-1G-03
4-4084 5-ACI-1D-12 4-4118 5-ACI-1G-04
4-4084-1 5-ACI-1D-13 4-4119 5-ACI-1G-05
4-4085 5-ACI-1D-14 4-4120 Deleted
4-4086 5-ACI-1D-15 4-4121 5-ACI-1G-06
4-4087 5-ACI-1D-16 4-4122 5-ACI-1G-07
4-4088 5-ACI-1D-17 4-4123 5-ACI-2A-01
4-4089 5-ACI-1D-18 4-4124 (M) 5-ACI-2A-02 (M)
4-4090 5-ACI-1D-19 4-4125 5-ACI-2B-01
4-4091 (M) 5-ACI-1D-20 (M) 4-4126 5-ACI-2B-02
4-4092 (M) 5-ACI-1D-21 (M) 4-4127 5-ACI-2B-03
4-4093 5-ACI-1D-22 4-4128 5-ACI-2B-04
4-4094 Deleted 4-4129 Deleted
4-4095 5-ACI-1E-01 4-4130 Deleted
4-4096 5-ACI-1E-02 4-4131 Deleted
4-4097 5-ACI-1E-03 4-4132 5-ACI-2C-01
4-4098 5-ACI-1E-04 4-4133 5-ACI-2C-02
4-4099 5-ACI-1E-05 4-4134 5-ACI-2C-03
4-4100 5-ACI-1F-01 4-4135 5-ACI-2C-04
New 5-ACI-1F-02 4-4136 Deleted

New 5-ACI-1F-03 4-4137 5-ACI-2C-05
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ACI 4th Edition
4-4137-1
4-4138
4-4138-1
4-4139
4-4139-1
4-4140
4-4141
4-4142
4-4143
4-4144
4-4145
4-4146
4-4147
4-4147-1
4-4147-2
4-4148
4-4149
4-4150
4-4150-1
4-4151
4-4152
4-4153
4-4154
4-4155
4-4156
4-4157
4-4158
4-4159
4-4160
4-4161
4-4162
4-4163
4-4164
4-4165
4-4166
4-4167
4-4168
4-4169
4-4170
4-4171

ACI 5th Edition

5-ACI-2C-06
5-ACI-2C-07
5-ACI-2C-08
5-ACI-2C-09
5-ACI-2C-10
5-ACI-4A-02
5-ACI-4A-03
5-ACI-2C-11
5-ACI-2C-12
5-ACI-2C-13
5-ACI-2D-01
5-ACI-2D-02
5-ACI-2D-03
5-ACI-2D-04
5-ACI-2D-05
Deleted
5-ACI-2D-06
5-ACI-2D-07
Deleted
5-ACI-2D-08
5-ACI-2D-09
5-ACI-2D-10
5-ACI-2E-01
5-ACI-2E-02
5-ACI-2E-03
5-ACI-2E-04
5-ACI-2E-05
5-ACI-2E-06
Deleted
5-ACI-2E-07
5-ACI-2E-08
5-ACI-2E-09
5-ACI-2E-10
5-ACI-2E-11
5-ACI-2E-12
5-ACI-2F-01
5-ACI-2F-02
5-ACI-2F-03
Deleted
5-ACI-2G-01

ACI 4th Edition
4-4172
4-4173
4-4174
4-4175
4-4176
4-4177
4-4178
4-4179
4-4180
4-4181
4-4182
4-4183
4-4184
4-4185
4-4186
4-4187
4-4188
4-4189
4-4189-1
4-4189-2
4-4190
4-4190-1
4-4191 (M)
4-4192
4-4193
4-4194
4-4195 (M)
4-4196 (M)
4-4197
4-4198
4-4199
4-4200
4-4201
4-4202
4-4203 (M)
4-4204 (M)
4-4205 (M)
4-4206 (M)
New

New

ACI 5th Edition
5-ACI-2G-02
5-ACI-2G-03
5-ACI-3A-01
5-ACI-3A-02
Deleted
5-ACI-3A-03
5-ACI-3A-04
5-ACI-3A-05
5-ACI-3A-06
5-ACI-3A-07
5-ACI-3A-08
5-ACI-3A-09
5-ACI-3A-10
5-ACI-3A-11
5-ACI-3A-12
5-ACI-3A-13
5-ACI-3A-14
5-ACI-3A-25
5-ACI-3A-26
5-ACI-3A-15
5-ACI-3A-16
5-ACI-3A-17
5-ACI-3A-18 (M)
5-ACI-3A-19
5-ACI-3A-20
5-ACI-3A-21
5-ACI-3A-22 (M)
5-ACI-3A-23 (M)
5-ACI-3A-24
5-ACI-3A-27
5-ACI-3A-28
5-ACI-3A-29
5-ACI-3A-30
5-ACI-3A-31
5-ACI-3A-32 (M)
5-ACI-3A-33 (M)
5-ACI-3A-34 (M)
5-ACI-3A-35 (M)

5-ACI-3A-36 Deleted
5-ACI-3A-37 Deleted
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ACI 4th Edition
New

New

New

New
4-4207
4-4208
4-4209
4-4210
4-4211 (M)
4-4212 (M)
4-4213 (M)
4-4214 (M)
4-4215 (M)
4-4216
4-4217
4-4218
4-4219
4-4220 (M)
4-4221 (M)
4-4222 (M)
4-4223
4-4224 (M)
4-4225
4-4225-1
4-4226
4-4227
4-4228
4-4229
4-4230
4-4231
4-4232
4-4233
4-4234
4-4235
4-4236
4-4237
4-4238
4-4239
4-4240
4-4241

ACI 5th Edition

5-ACI-3A-38 Deleted
5-ACI-3A-39 Deleted
5-ACI-3A-40 Deleted
5-ACI-3A-41 Deleted

5-ACI-3A-42
5-ACI-3A-43
5-ACI-3A-44
5-ACI-3A-45
5-ACI-3B-01 (M)
5-ACI-3B-02 (M)
5-ACI-3B-03 (M)
5-ACI-3B-04 (M)
5-ACI-3B-05 (M)
5-ACI-3B-06
5-ACI-3B-07
5-ACI-3B-08
5-ACI-3B-09
5-ACI-3B-10 (M)
5-ACI-3B-11 (M)
5-ACI-3B-12 (M)
5-ACI-3B-13
5-ACI-3B-14 (M)
5-ACI-3B-15
5-ACI-3B-16
5-ACI-3C-01
5-ACI-3C-02
5-ACI-3C-03
5-ACI-3C-04
5-ACI-3C-05
5-ACI-3C-06
5-ACI-3C-07
5-ACI-3C-08
5-ACI-3C-09
5-ACI-3C-10
5-ACI-3C-11
5-ACI-3C-12
5-ACI-3C-13
5-ACI-3C-14
5-ACI-3C-15
5-ACI-3C-16

ACI 4th Edition
4-4242
4-4243
4-4244
4-4245
4-4246
4-4247
4-4248
4-4249
4-4250
4-4251
4-4252
4-4253
4-4254
4-4255
4-4256
4-4257
4-4258
4-4259
4-4260
4-4261
4-4262
4-4263
4-4264
4-4265
4-4266
4-4267
4-4268
4-4269
4-4270
4-4271
4-4272
4-4273
4-4274
4-4275
4-4276
4-4277
4-4278
4-4279
4-4280
4-4281 (M)

ACI 5th Edition
5-ACI-3C-17
5-ACI-3C-18
5-ACI-3C-19
5-ACI-3C-20
5-ACI-3C-21
5-ACI-3C-22
5-ACI-3C-23
5-ACI-4A-04
Deleted
5-ACI-4A-05
5-ACI-4A-06
5-ACI-4A-07
5-ACI-4A-08
5-ACI-4A-09
5-ACI-4A-10
5-ACI-4A-11
5-ACI-4A-12
5-ACI-4A-13
5-ACI-4A-14
5-ACI-4A-15
5-ACI-4A-16
5-ACI-4A-17
5-ACI-4A-18
5-ACI-4A-19
5-ACI-4A-20
5-ACI-4A-21
5-ACI-4A-22
5-ACI-4A-23
5-ACI-4A-24
5-ACI-4A-25
5-ACI-4A-26
5-ACI-4A-27
5-ACI-3D-01
5-ACI-3D-02
5-ACI-3D-03
5-ACI-3D-04
5-ACI-3D-05
5-ACI-3D-06
5-ACI-3D-07
5-ACI-3D-08 (M)
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ACI 4th Edition  ACI 5th Edition ACI 4th Edition  ACI 5th Edition
4-4281-1 5-ACI-3D-09 New 5-ACI-4B-29
4-4281-2 5-ACI-3D-10 New 5-ACI-4B-30
4-4281-3 5-ACI-3D-11 New 5-ACI-4B-31
4-4281-4 5-ACI-3D-12 New 5-ACI-4B-32
4-4281-5 5-ACI-3D-13 New 5-ACI-4B-33
4-4281-6 5-ACI-3D-14 New 5-ACI-4B-34
4-4281-7 5-ACI-3D-15 4-4285 5-ACI-5A-01
4-4281-8 5-ACI-3D-16 4-4286 5-ACI-5A-02
4-4282 5-ACI-3D-17 4-4287 5-ACI-5A-03
4-4283 5-ACI-3D-18 4-4288 5-ACI-5A-04
4-4284 5-ACI-3D-19 4-4289 Deleted
New 5-ACI-4B-01 4-4290 5-ACI-5A-05
New 5-ACI-4B-02 4-4291 Deleted
New 5-ACI-4B-03 4-4292 5-ACI-5A-06
New 5-ACI-4B-04 4-4293 5-ACI-5A-07
New 5-ACI-4B-05 4-4294 5-ACI-5A-08
New 5-ACI-4B-06 4-4295 5-ACI-5B-01
New 5-ACI-4B-07 4-4296 5-ACI-5B-02
New 5-ACI-4B-08 4-4297 5-ACI-5B-03
New 5-ACI-4B-09 4-4298 5-ACI-5B-04
New 5-ACI-4B-10 4-4299 5-ACI-5B-05
New 5-ACI-4B-11 4-4300 5-ACI-5B-06
New 5-ACI-4B-12 4-4301 5-ACI-5B-07
New 5-ACI-4B-13 4-4302 5-ACI-5B-08
5-4B-0014 Deleted 4-4303 5-ACI-5B-09
New 5-ACI-4B-14 4-4304 5-ACI-5B-10
New 5-ACI-4B-15 4-4305 5-ACI-5B-11
New 5-ACI-4B-16 4-4306 (M) 5-ACI-5B-12 (M)
New 5-ACI-4B-17 4-4307 5-ACI-5B-13
New 5-ACI-4B-18 4-4308 5-ACI-5B-14
New 5-ACI-4B-19 4-4309 5-ACI-5B-15
New 5-ACI-4B-20 4-4310 5-ACI-5B-16
New 5-ACI-4B-21 4-4311 5-ACI-5B-17
New 5-ACI-4B-22 4-4312 5-ACI-5B-18
New 5-ACI-4B-23 4-4312-1 5-ACI-5B-19
New 5-ACI-4B-24 4-4313 5-ACI-5C-01
New 5-ACI-4B-25 4-4314 5-ACI-5C-02
New 5-ACI-4B-26 4-4315 5-ACI-5C-03
New 5-ACI-4B-27 4-4316 (M) 5-ACI-5C-04 (M)
New 5-ACI-4B-28 (M) 4-4317 5-ACI-5C-05
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ACI 4th Edition
4-4318
4-4319
4-4320
4-4321 (M)
4-4321-1
4-4322 (M)
4-4323
4-4324 (M)
4-4325
4-4326
4-4327
4-4328
4-4329 (M)
4-4330 (M)
4-4331 (M)
4-4332 (M)
4-4333
4-4334
4-4335
4-4336
4-4337
4-4338
4-4339
4-4340
4-4341
4-4342
4-4343
New
4-4344 (M)
4-4344-1 (M)
4-4345
4-4346
4-4347
4-4348
4-4349
4-4350
4-4351 (M)
4-4352
4-4353 (M)
4-4353-1

ACI 5th Edition
5-ACI-5C-06
5-ACI-5C-07
5-ACI-5C-08
5-ACI-5C-09 (M)
5-ACI-5C-10
5-ACI-5C-11 (M)
5-ACI-5C-12
5-ACI-5C-13 (M)
5-ACI-5C-14
5-ACI-5C-15
Deleted
5-ACI-5C-16
5-ACI-5D-01 (M)
5-ACI-5D-02 (M)
5-ACI-5D-03 (M)
5-ACI-5D-04 (M)
5-ACI-5D-05
5-ACI-5D-06
5-ACI-5D-07
5-ACI-5D-08
5-ACI-5D-09
5-ACI-5D-10
5-ACI-5D-11
5-ACI-5D-12
5-ACI-5D-13
5-ACI-5D-14
5-ACI-5D-15
5-ACI-5F-08
5-ACI-6A-01 (M)
Deleted Dupl.
5-ACI-6A-02
5-ACI-6A-03
5-ACI-6A-04
5-ACI-6A-05
5-ACI-6A-06
5-ACI-6A-07
5-ACI-6A-08 (M)
5-ACI-6A-09
5-ACI-6A-10 (M)
5-ACI-6A-11

ACI 4th Edition
4-4354 (M)
4-4354-1
4-4355 (M)
4-4356 (M)
4-4357 (M)
4-4358 (M)
4-4359 (M)
4-4360
New
4-4361
4-4362 (M)
4-4363 (M)
4-4363-1
4-4364
4-4365 (M)
4-4366
4-4367
4-4368 (M)
New

New
4-4369
4-4370 (M)
4-4371 (M)
4-4372
New
4-4373 (M)
New
4-4374
New

New
4-4375
4-4376 (M)
4-4377
4-4378 (M)
4-4379
4-4380 (M)
4-4381 (M)
4-4382 (M)
4-4383
4-4384

ACI 5th Edition
5-ACI-6A-12 (M)
5-ACI-6A-13
5-ACI-6A-14 (M)
5-ACI-6A-15 (M)
5-ACI-6A-16 (M)
5-ACI-6A-17 (M)
5-ACI-6A-18 (M)
5-ACI-6A-19
5-ACI-6A-19-1
5-ACI-6A-20
5-ACI-6A-21 (M)
5-ACI-6A-22 (M)
5-ACI-6A-23
5-ACI-6A-24
5-ACI-6A-25 (M)
Deleted
5-ACI-6A-27
5-ACI-6A-28 (M)
5-ACI-6A-29
5-ACI-6A-30
Deleted
5-ACI-6A-31 (M)
5-ACI-6A-32 (M)
5-ACI-6A-33
5-ACI-6A-34 (M)
5-ACI-6A-35 (M)
5-ACI-6A-36
5-ACI-6A-37
5-ACI-6A-38
5-ACI-6A-39
5-ACI-6A-40
5-ACI-6A-41 (M)
5-ACI-6A-42
5-ACI-6A-43 (M)
5-ACI-6A-44
5-ACI-6B-01 (M)
5-ACI-6B-02 (M)
5-ACI-6B-03 (M)
5-ACI-6B-04
Deleted
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ACI 4th Edition
4-4385
4-4386
4-4387
4-4388 (M)
4-4389 (M)
4-4390
4-4391
4-4392
4-4393
New
4-4394
4-4395
4-4396 (M)
4-4397 (M)
4-4398
4-4399
New
4-4400 (M)
4-4401 (M)
4-4402 (M)
4-4403
4-4403-1
4-4404
4-4405 (M)
4-4406 (M)
4-4407
4-4408
4-4409
4-4410 (M)
4-4411 (M)
4-4412
4-4413
4-4414
4-4415
4-4416
4-4417
4-4418
4-4419
4-4420
4-4421

ACI 5th Edition
Deleted
5-ACI-6B-05
5-ACI-6B-06
5-ACI-6B-07 (M)
5-ACI-6B-08 (M)
5-ACI-6B-09
5-ACI-6B-10
5-ACI-6B-11
5-ACI-6B-12
5-ACI-6B-13
5-ACI-6C-01
5-ACI-6C-02
5-ACI-6C-03 (M)
5-ACI-6C-04 (M)
5-ACI-6C-05
5-ACI-6C-06
5-ACI-6C-07
5-ACI-4A-01 (M)
5-ACI-6C-08 (M)
5-ACI-6C-09 (M)
5-ACI-6C-10
5-ACI-6C-11
5-ACI-6C-12
5-ACI-6C-13 (M)
5-ACI-6C-14 (M)
5-ACI-6C-15
5-ACI-6D-01
Deleted
5-ACI-6D-02 (M)
5-ACI-6D-03 (M)
5-ACI-6D-04
5-ACI-6D-05
5-ACI-6D-06
5-ACI-6D-07
5-ACI-6E-01
5-ACI-6E-02
5-ACI-6E-03
5-ACI-6E-04
5-ACI-6E-05
Deleted

ACI 4th Edition
4-4422
4-4423
4-4424
4-4425
4-4426
4-4427
4-4428
4-4429
4-4429-1
4-4430
4-4431
4-4432
4-4433
4-4434
4-4435
4-4436
4-4437
4-4438
4-4439
4-4440
4-4441
4-4442
4-4443
4-4444
4-4445
4-4446
4-4447
4-4447-1
4-4448
4-4449
4-4450
4-4451
4-4452
4-4453
4-4454
4-4455 (M)
4-4456
4-4457
4-4458
4-4459

ACI 5th Edition
5-ACI-6D-08
5-ACI-6D-09
5-ACI-6D-10
5-ACI-6C-16
Deleted
5-ACI-2A-03
5-ACI-5E-01
5-ACI-5E-02
5-ACI-5E-03
5-ACI-5E-04
5-ACI-5E-05
5-ACI-5E-06
5-ACI-5E-07
5-ACI-5E-08
5-ACI-5E-09
5-ACI-5E-10
5-ACI-5E-11
5-ACI-5E-12
5-ACI-5E-13
5-ACI-5E-14
5-ACI-5E-15
5-ACI-5F-01
5-ACI-5F-02
5-ACI-5F-03
5-ACI-5F-04
5-ACI-5F-05
5-ACI-5F-06
5-ACI-5F-07
5-ACI-7A-01
5-ACI-7A-02
Deleted
5-ACI-7A-03
5-ACI-7A-04
5-ACI-7A-05
5-ACI-7A-06
5-ACI-7A-07 (M)
5-ACI-7A-08
5-ACI-7A-09
5-ACI-7A-10
5-ACI-7A-11
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ACI 4th Edition ACI 5th Edition ACI 4th Edition ACI 5th Edition
4-4460 5-ACI-7A-12 4-4494 5-ACI-7D-08
4-4461 5-ACI-7A-13 4-4495 5-ACI-7D-09
4-4462 5-ACI-7A-14 4-4496 5-ACI-7D-10
4-4463 5-ACI-7A-15 4-4497 5-ACI-7D-11
4-4464 5-ACI-7B-01 4-4497-1 5-ACI-7D-12
4-4465 Deleted New 5-ACI-7D-13
4-4466 5-ACI-7B-02 4-4498 5-ACI-7D-14
4-4467 5-ACI-7B-03 4-4499 5-ACI-7D-15
4-4468 Deleted 4-4499-1 5-ACI-7D-16
4-4469 5-ACI-7B-04 4-4500 5-ACI-7D-17
4-4470 5-ACI-7B-05 4-4500-1 5-ACI-7D-18
4-4471 5-ACI-7B-06 4-4501 5-ACI-7D-19
4-4472 5-ACI-7B-07 4-4502 5-ACI-7D-20
4-4473 5-ACI-7B-08 4-4503 5-ACI-7D-21
4-4474 5-ACI-7B-09 4-4504 5-ACI-7D-22
4-4475 5-ACI-7B-10 4-4505 5-ACI-7E-01
4-4476 5-ACI-7B-11 4-4506 5-ACI-7E-02
4-4477 5-ACI-7B-12 4-4507 5-ACI-7E-03
4-4478 5-ACI-7B-13 4-4508 5-ACI-7E-04
4-4479 5-ACI-7B-14 4-4509 5-ACI-7E-05
4-4480 5-ACI-7B-15 4-4510 5-ACI-7E-06
4-4481 5-ACI-7C-01 4-4511 5-ACI-7E-07
4-4482 5-ACI-7C-02 4-4512 5-ACI-7F-01
4-4483 5-ACI-7C-03 4-4513 5-ACI-7F-02
4-4484 5-ACI-7C-04 4-4514 5-ACI-7F-03
4-4485 5-ACI-7C-05 4-4515 Deleted
4-4486 5-ACI-7C-06 4-4516 5-ACI-7F-04
4-4487 5-ACI-7D-01 4-4517 5-ACI-7F-05
4-4488 5-ACI-7D-02 4-4518 Deleted
4-4489 5-ACI-7D-03 4-4519 5-ACI-7F-06
4-4490 5-ACI-7D-04 4-4520 5-ACI-7F-07
4-4491 5-ACI-7D-05 4-4521 5-ACI-7F-08
4-4492 5-ACI-7D-06 4-4530 5-ACI-1A-20
4-4493 5-ACI-7D-07
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Performance-Based Standards and
Expected Practices Explained

The performance-based standards, expected practices and outcome measures included in this manual are
the result of a major initiative undertaken by the American Correctional Association to improve the delivery
of care to offenders within the correctional environment using the concept and template for performance
based standards. Conceived and developed by professionals, these performance standards, expected prac-
tices, and outcome measures will enable administrators and practitioners to not only monitor activities but
also to measure over time the outcomes of their efforts.

More than five years in the making, the American Correctional Association unveiled its first set of per-
formance-based standards in August 2000. Partially funded by the Bureau of Justice Assistance (BJA), U.S.
Department of Justice, Standards for Adult Community Residential Services, 4th edition is the prototype
that will guide the eventual development of all ACA performance-based accreditation manuals.

l. The Basics

The Bottom Line—What’s Different?
Table 1 describes the relationship between the elements of the traditional accreditation model and the
new performance-based accreditation model.

TABLE 1: Comparing the Elements of The Performance-Based
Accreditation Model, and The Traditional Accreditation

Model
New Performance-Based Traditional Standards Previous Accreditation
Element Element Element

Performance Standard

None (new element)

None (new element)

Outcome Measure

None (new element)

None (new element)

Expected Practice Standard Standard

Comment Comment Comment

Protocol None Primary Documentation
Process Indicator None Secondary Documentation

When Is a Standard No Longer a Standard?

As Table 1 suggests, the biggest change in terminology is what we used to call “standards” all have been
reclassified as “expected practices.” The reason for this change reveals the fundamental difference between
the traditional standards and ACA’s new performance-based standards.

Traditional Standards and Expected Practices describe activities or practices that are prescribed for
practitioners, but performance standards describe a condition to be achieved and maintained.
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What Does This Mean for Accreditation?

Guided by a review of significant incidents and a report that examines conditions of confinement, the
Commission on Accreditation for Corrections currently examines issues that affect the life, health, and
safety of staff and offenders. As data is collected for the new outcome measures, the Commission will have
more information about actual and ongoing operations. More important, you will have an important new
management tool.

Il. The Fundamentals of Performance-Based Accreditation

ACA’s performance-based accreditation are comprised of several elements:
* GOAL STATEMENT (one for each functional area)
* PERFORMANCE STANDARDS (as many as are needed to achieve the goal)
* OUTCOME MEASURES (for each performance standard)
* EXPECTED PRACTICES (for each performance standard)
* PROTOCOLS
* PROCESS INDICATORS

These elements are defined and described in Table 2.

TABLE 2: Definitions of Terms for Performance-Based

Accreditation
Element Definition
Goal Statement General statement of what is sought within the functional area.
Performance Standard A statement that clearly defines a required or essential condition to be

achieved and maintained.

A performance standard describes a “state of being,” a condition, and
does not describe the activities or practices that might be necessary to
achieve compliance. Performance standards reflect the program’s overall
mission and purpose.

Outcome Measure Measurable events, occurrences, conditions, behaviors or attitudes that
demonstrate the extent to which the condition described in the perfor-
mance standard has been achieved.

Outcome measures describe the consequences of the program’s activities,
rather than describing the activities themselves.

Outcome measures can be compared over time to indicate changes in the
conditions that are sought. Outcome measure data are collected continu-
ously but usually are analyzed periodically.

(continued)
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TABLE 2: Definitions of Performance-Based Accreditation
(continued)

Element

Definition

Expected Practice(s)

Actions and activities that, if implemented properly, will produce the
desired outcome.

What we think is necessary to achieve and maintain compliance with the
performance standard—but not necessarily the only way to do so.

Activities that represent the current experience of the field, but that are not
necessarily supported by research. As the field learns and evolves, so will
expected practices.

Protocol(s)

Written instructions that guide implementation of expected practices, such
as: polices/procedures, post orders, training curriculum, formats to be used
such as logs and forms, offender handbooks, diagrams such as fire exit
plans, internal inspection forms.

Process Indicators

Documentation and other evidence that can be examined periodically and
continuously to determine that practices are being implemented properly.

These tracks, or footprints, allow supervisory and management staff to
monitor ongoing operations.

The following diagram (Table 3) attempts to describe the functional relationships among the elements.
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TABLE 3: Functional Relationship of Performance-Based
Accreditation Elements

FUNCTIONAL AREA

I
GOAL

Overall statement of what is sought.

I
PERFORMANCE STANDARD

What is to occur—the condition
to be achieved.

OUTCOME MEASURES

Was the condition achieved?
Were the practices effective?

EXPECTED PRACTICE

How to achieve the condition. Activities
which, if properly implemented according
to protocols, contribute to achievement.

I
PROTOCOLS

Written instructions that guide
expected practices.

I
PROCESS INDICATORS

Evidence that practices were
implemented properly.

GOAL STATEMENT
Perhaps the least-appreciated element of the template, the goal statement attempts to establish an overall
purpose for the performance standards in the functional area.

PERFORMANCE STANDARD

A performance standard is a statement that clearly defines a required or essential condition to be achieved
and maintained. A performance standard describes a “state of being,” a condition, and does not describe
the activities or practices that might be necessary to achieve compliance. Performance standards reflect the
program’s overall mission and purpose and contribute to the realization of the goal that has been articulated.

xxx  Adult Correctional Institutions, Fifth Edition



Because performance standards are so fundamental and basic, it is less likely that they will require fre-
quent revision. But as the field continues to learn from experience, it is predicted, and even hoped, that the
expected practices that are prescribed to achieve compliance with the performance standards will continue
to evolve.

OUTCOME MEASURES

Outcome measures are quantifiable (measurable) events, occurrences, conditions, behaviors, or attitudes
that demonstrate the extent to which the condition described in the corresponding performance standard has
been achieved. Outcome measures describe the consequences of the organization’s activities, rather than
describing the activities themselves.

Because outcome measures are quantifiable, they can be compared over time to indicate changes in
the conditions that are sought. Measurable outcome data is collected continuously but is usually analyzed
periodically. The first time you measure an outcome, you establish a point of reference. By comparing the
next measurement (weeks or months later), you can identify progress, or lack of progress toward the desired
outcome.

The first time you generate outcome measures, they may not mean much to you but their value grows
every time you measure. The second time you measure outcomes, you will be able to compare current out-
comes to those that you measured in the past. In this way, outcome measures become a valuable manage-
ment tool. Over time, the series of outcome measures that you calculate can provide invaluable insight into
many aspects of your operation. Sometimes, they will provide you with important “red flags” that identify
troubling trends.

EXPECTED PRACTICES

Expected practices are actions and activities that, if implemented properly (according to protocols), will
produce the desired outcome—achievement of the condition described in the performance standard.

Expected practices represent what the practitioners believe is necessary to achieve and maintain compli-
ance with the performance standard—but may not be the only way to achieve compliance. These activities
represent the best thinking of the field, supported by experience, but often are not founded on research. As
conditions change and as we learn from our experience, we expect practices to evolve.

It is arguable that expected practices should be changed over time to reflect our growing body of knowl-
edge and experience. On the other hand, it is likely that we will see much less change with the overarching
performance standards, which are more basic and fundamental.

WHAT DOES THIS MEAN FOR ACCREDITATION?

Agencies applying for accreditation under the performance-based format will be required not only to
submit the data from the outcome measures at the time of their audit, they also will be required to submit
the data yearly as part of their annual report. The original outcome measures will be used to establish base-
line data and each year’s ensuing report will be added to the database. As each agency is considered for
reaccreditation, the Commission on Accreditation for Corrections will review the historical data over the
three-year period as well as the data generated by the most recent audit. When the Commission renders an
accreditation decision, the outcome measures as well as levels of compliance with the expected practices
will be considered as part of the fotality of conditions of the system.
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Summary of Mandatory Expected

Practices

Total of Weights

Category

Mandatory Standards/Expected Practices

Nonmandatory Expected Practices

Number
64
509

Summary of Mandatory Standards/Expected Practices

* 5-ACI-1D-20
* 5-ACI-1D-21
* 5-ACI-2A-02
* 5-ACI-3A-18
* 5-ACI-3A-22
* 5-ACI-3A-23
* 5-ACI-3A-32
* 5-ACI-3A-33
* 5-ACI-3A-34
* 5-ACI-3A-35
* 5-ACI-3B-01
* 5-ACI-3B-02
* 5-ACI-3B-03
* 5-ACI-3B-04
* 5-ACI-3B-05
* 5-ACI-3B-10

* 5-ACI-3B-11
* 5-ACI-3B-12
* 5-ACI-3B-14
* 5-ACI-3D-08
* 5-ACI-4B-28
* 5-ACI-5B-12
* 5-ACI-5C-04
* 5-ACI-5C-09
* 5-ACI-5C-11
* 5-ACI-5C-13
* 5-ACI-5D-01
* 5-ACI-5D-02
* 5-ACI-5D-03
* 5-ACI-5D-04
* 5-ACI-6A-01
* 5-ACI-6A-08

* 5-ACI-6A-10
* 5-ACI-6A-12
* 5-ACI-6A-14
* 5-ACI-6A-15
* 5-ACI-6A-16
* 5-ACI-6A-17
* 5-ACI-6A-18
* 5-ACI-6A-21
* 5-ACI-6A-22
* 5-ACI-6A-25
* 5-ACI-6A-28
* 5-ACI-6A-31
* 5-ACI-6A-32
* 5-ACI-6A-34
* 5-ACI-6A-35
* 5-ACI-6A-41

* 5-ACI-6A-43
* 5-ACI-6B-01
* 5-ACI-6B-02
* 5-ACI-6B-03
* 5-ACI-6B-07
* 5-ACI-6B-08
* 5-ACI-6C-03
* 5-ACI-6C-04
* 5-ACI-4A-01
* 5-ACI-6C-08
* 5-ACI-6C-09
* 5-ACI-6C-13
* 5-ACI-6C-14
* 5-ACI-6D-02
* 5-ACI-6D-03
* 5-ACI-7A-07
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1. Administration and
Management

GOAL: Administer and manage the facility in a professional and
responsible manner, consistent with statutory requirements.

T1A. - PERFORMANCE STANDARD: Facility Administration

The facility is administered efficiently and responsibly. Performance is based on goals, objectives, and stan-
dard operating procedures and a system of regular review.

OUTCOME MEASURES:

(1) Number of Plans of Action completed in the past 12 months divided by the number of Plans of
Action approved by the Commission on Accreditation.
(2) Number of expected practices in compliance divided by the number of applicable expected practices.

Purpose and Mission

5-ACI-1A-01 The institution or parent agency is established as an integral part of a correc-
(Ref. 4-4001) tional department or system by means of statutes that set its purpose.

Comment: Effective administration depends on carefully formulated constitutional
or legislative statutes that define the institution’s mission and goals.

Protocols: Written policy and procedure. Organizational chart. Mission. Statutes.

Process Indicators: None.

5-ACI-1A-02 There is a written document delineating the institution’s mission within the
(Ref. 4-4002) context of the total correctional system. This document is reviewed at least
annually and updated as needed.

Comment: The mission statement should address whatever programs and services
are available in the institution. Programs include receiving and diagnostic units,
prerelease units, separate units for special offenders, and so forth.

Protocols: Written policy and procedure. Mission statement.

Process Indicators: Documentation of annual review.
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Part 1: Administration and Management

Policy and Goal Formulation

5-ACI-1A-03
(Ref. 4-4003)

5-ACI-1A-04
(Ref. 4-4003-1)

5-ACI-1A-04
(Ref. 4-4003-1)
Revised Jan. 2019

Written policy, procedure, and practice provide that the warden/superinten-
dent formulates goals for the institution at least annually and translates them
into measurable objectives.

Comment: Goals facilitate decision making, especially in an atmosphere of change.
Measurable objectives facilitate the process of program review, monitoring, and
evaluation.

Protocols: Written policy and procedure.

Process Indicators: Documentation of goals and measurable objectives.

The facility/agency shall demonstrate it has examined, and where appropri-
ate and feasible, implemented strategies that promote recycling, energy and
water conservation, pollution reduction, and utilization of renewable energy
alternatives.

(Effective NLT October 1, 2020) The facility/agency shall demonstrate it has
examined, and where appropriate and feasible, implemented strategies that
promote recycling, energy and water conservation, pollution reduction, and
utilization of renewable energy alternatives. An overview of any sustainable
and environmentally friendly practices shall be covered in orientation.

Comment: Correctional facilities and programs have the responsibility to imple-
ment strategies that allow correctional facilities to be managed in ways that are
most cost-effective and deliver superior performance, while improving environ-
mental responsibility and sustainability. This includes recycling (including paper,
metal, and plastic products), energy conservation (including building insulation,
heating and ventilation, temperature controls, vehicle fuel efficiency, water econ-
omies, physical plant engineering, and energy measures), pollution reduction (in-
cluding composting sewer treatment, litter abatement, and carbon emissions), and
utilization of renewable energy alternatives (biofuels, solar collection, turbine en-
ergy production, and methane collection).

Protocols: Written policy and procedure.

Process Indicators: Recycling program. Documentation of examination and/or im-
plementation.
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Performance Standard TA: Facility Administration

5-ACI-1A-05
(Ref. 4-4004)

5-ACI-1A-06
(Ref. 4-4005)

Written policy, procedure, and practice demonstrate that employees partici-
pate in the formulation of policies, procedures, and programs.

Comment: Employee participation can be achieved through staff meetings, sugges-
tion programs, employee councils, and similar formats.

Protocols: Written policy and procedure.

Process Indicators: Documentation of employee participation.

Written policy, procedure, and practice demonstrate that related community
agencies with which the institution has contact participate in policy develop-
ment, coordinated planning, and interagency consultation.

Comment: The conduct of the institution affects and is affected by agencies and
groups within and outside the criminal justice system. Interaction with these orga-
nizations creates a forum for coordination and cooperation.

Protocols: Written policy and procedure.

Process Indicators: Agendas. Meeting minutes. Interviews. Documentation of
community agencies participation.

Appointed Personnel

Warden/Superintendent

5-ACI-1A-07
(Ref. 4-4006)

4-4007

Written policy, procedure, and practice provide that each institution is head-
ed by a warden/superintendent, appointed by the administrator or governing
board of the parent agency, who is in charge of all inmates, personnel, volun-
teers, programs, and activities connected with the institution.

Comment: The warden/superintendent’s chain of command should extend directly
to all staff. Similarly, all employees and units within the institution should ulti-
mately be responsible to this individual.

Protocols: Written policy and procedure. Organizational chart/table of organization.

Process Indicators: Interviews.

Deleted August 2008
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Part 1: Administration and Management

Qualifications

5-ACI-1A-08
(Ref. 4-4008)

5-ACI-1A-09
(Ref. 4-4009)

The qualifications, authority, and responsibilities of the warden/superinten-
dent and other appointed personnel who are not covered by merit systems,
civil service regulation, or union contract are specified in writing by statute or
by the parent agency.

Comment: Explicit position descriptions for institutional appointments ensure that
personnel meet minimum standards and reduce opportunities for political interfer-
ence in appointments.

Protocols: Written policy and procedure. Job description. Written Statute.

Process Indicators: None.

To be considered qualified, a warden/superintendent at a minimum must pos-
sess the following: a bachelor’s degree in an appropriate discipline, five years
of related administrative experience, and demonstrated administrative ability
and leadership. The degree requirement may be satisfied by completion of a
career development program that includes work-related experience, training,
or college credits at a level of achievement equivalent to the bachelor’s degree.

Comment: Establishing high qualifications ensures that only qualified individuals
are recruited and hired. It is the agency’s responsibility to see that potential admin-
istrators receive the required education.

Protocols: Written policy and procedure. Job description.

Process Indicators: Verification of qualifications.

Table of Organization

5-ACI-1A-10
(Ref. 4-4010)

There is a written document describing the institution’s organization. The
description includes an organizational chart that groups similar functions,
services, and activities in administrative subunits. This document is reviewed
annually and updated as needed.

Comment: A current organizational chart is necessary for providing a clear admin-
istrative picture. The chart should reflect the grouping of functions, the effective
span of control, lines of authority, and orderly channels of communication.

Protocols: Written policy and procedure. Organizational chart.

Process Indicators: Documentation of annual review and updating.
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Performance Standard TA: Facility Administration

Role of Outside Agencies

5-ACI-1A-11
(Ref. 4-4011)

The role and functions of employees of other public or private agencies pro-
viding a service to the institution are covered by written policy and procedure
that specify their relation to the authority and the responsibility of the war-
den/superintendent.

Comment: The duties and responsibilities of personnel employed by other public or
private agencies should be specific in a contract or other type of agreement.

Protocols: Written policy and procedures. Contracts.

Process Indicators: Staff interviews. Documentation of cooperation/agreement.

Policy and Procedure Manuals

5-ACI-1A-12
(Ref. 4-4012)

5-ACI-1A-13
(Ref. 4-4013)

The policies and procedures for operating and maintaining the institution and
its satellites are specified in a manual that is accessible to all employees and the
public. This manual is reviewed at least annually and updated as needed.

Comment: A government agency has an obligation to make public its philosophy,
goals, and objectives. A program should be conducted to familiarize employees
with the manual.

Protocols: Written policy and procedure. Personnel manual.

Process Indicators: Staff interviews. Observation (of available manuals). Docu-
mentation of annual review and revision.

Each department and major administrative unit in the institution maintains
and makes available to employees a manual of standard operating procedures
that specifies how policies are to be implemented. These procedures are re-
viewed at least annually and are updated as needed.

Comment: Detailed manuals of standard operating procedures assist employees in
successfully carrying out their assignments and help ensure overall conformance
to institutional policy and procedure. All employees should be thoroughly familiar
with the sections concerning their particular assignments.

Protocols: Written policy and procedure. Standard operating procedure manual.

Process Indicators: Staff interviews. Documentation of annual review and revi-
sion. Acknowledgement form.
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Part 1: Administration and Management

5-ACI-1A-14
(Ref. 4-4014)

Written policy, procedure, and practice provide that new or revised policies
and procedures are disseminated to designated staff and volunteers and, when
appropriate, to inmates prior to implementation.

Comment: Rapid dissemination of policies and procedures increases the effective-
ness of the institution’s communication system.

Protocols: Written policy and procedure. Dissemination plan.

Process Indicators: Documentation of timely dissemination.

Channels of Communication

5-ACI-1A-15
(Ref. 4-4015)

5-ACI-1A-16
(Ref. 4-4016)

Weritten policy, procedure, and practice provide for regular meetings between
the warden/superintendent and all department heads and between depart-
ment heads and their key staff members. Such meetings are to be conducted
at least monthly.

Comment: Regular channels of communication are necessary for delegating au-
thority, assigning responsibility, supervising work, and coordinating efforts.

Protocols: Written policy and procedure.

Process Indicators: Meeting minutes. Interviews.

Written policy, procedure, and practice provide for a system of two-way com-
munication between all levels of staff and inmates.

Comment: None.
Protocols: Written policy and procedure. Organizational chart.

Process Indicators: Staff interviews.
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Performance Standard TA: Facility Administration

Monitoring and Assessment

5-ACI-1A-17
(Ref. 4-4017)

5-ACI-1A-18
(Ref. 4-4018)

5-ACI-1A-18
(Ref. 4-4018)
Revised Jan. 2019

Written policy, procedure, and practice provide for a system to monitor op-
erations and programs through inspections and reviews. This monitoring is
conducted by the warden/superintendent or designated staff at least annually
and by qualified professionals not affiliated with the facility or system at least
every three years.

Comment: Timely and periodic assessment can reveal how well an institution’s
operation and programs are complying with policy and procedure. This internal
administrative audit should be separate from any external or continuous inspection
conducted by other agencies.

Protocols: Written policy and procedure.

Process Indicators: Documentation of annual reviews. Audit reviews.

Written policy, procedure, and practice demonstrate that the institution re-
ports its activities at least quarterly to the parent agency. These reports are in
writing and include major developments in each department or administra-
tive unit, major incidents, population data, assessment of staff and inmate
morale, and major problems and plans for solving them.

(Effective NLT October 1, 2020) Written policy, procedure, and practice
demonstrate that the institution reports its activities at least quarterly to
the parent agency. These reports are in writing and include:

* major developments in each department or administrative unit,

* major incidents,

* population data

* assessment of staff and inmate morale

* major problems and plans for solving them.

Comment: Routine reporting by individual institutions enables the parent agency to
stay informed about programs, activities, and problems throughout the system. The ex-
change of reports among institutions offers opportunities for solving problems jointly.

Protocols: Written policy and procedure.

Process Indicators: Quarterly reports. Interviews.
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5-ACI-1A-19
NEW Aug. 2018

5-ACI-1A-20
(Ref.4-4530)

(Effective NLT October 1, 2020) An Annual Report shall be submitted to the
Performance-Based Standards & Expected Practices Accreditation Depart-
ment. This report is due on the anniversary of the accreditation date. Where
applicable, the agency must submit a completed Significant Incident Summa-
ry and Outcome Measures Worksheet with the required Annual Report.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Copies of the Annual Report with documentation of submis-
sion to American Correctional Association.

Written policy, procedure, and practice require that ongoing, but not less than
semi-annually, consultation take place as determined by the agency or parent
agency with the local Joint Terrorism Task Force (JTTF), or another similar
agency, on all terrorism matters to include the following:

* a list of known terrorist inmates in local custody.
* intelligence regarding inmates with suspected terrorist ties.

* information regarding specific incidents, events, or threats affecting the
institution or detention facility that have a possible terrorism connection.

Comment: Examples of reportable intelligence might include attempts by such in-
mates to radicalize or recruit among fellow inmates, or efforts to continue contact
with terrorist groups in the community. Documentation of the consultations should
be determined by agency standards, and may include log books, e-mails exchanged
with the JTTF or another like agency, or minutes of telephone calls.

Public Information

5-ACI-1A-21
(Ref. 4-4019)

4-4020

Written policy, procedure, and practice provide that requests from federal,
state, and local legislators and executives for information about operations
or specific inmates are responded to promptly by facility staff and with due
regard to privacy protection statutes.

Comment: Full and prompt cooperation with requests from legislative and execu-
tive offices is necessary if the institution is to maintain its integrity and credibility
with other elements of government.

Protocols: Written policy and procedure.

Process Indicators: Documentation of responses to requests for information. Interviews.

Deleted January 2010
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Media Access

5-ACI-1A-22
(Ref. 4-4021)

4-4022

Legal Counsel

5-ACI-1A-23
(Ref. 4-4023)

Written policy, procedure, and practice establish the facility’s commitment to
informing the public and the media of events within the facility’s areas of re-
sponsibility. The procedures address emergency and nonemergency responses
to the media and, at a minimum, include the following:

* the identification of areas in the facility that are accessible to media rep-
resentatives, consistent with preserving the inmate’s right to privacy and
maintaining order and security

* the contact person for routine requests for information

* identification of data and information protected by federal or state privacy
laws, or federal and state freedom of information laws

* special events coverage
* news release policy

* the designation of individuals or positions within the facility authorized to
speak with the media on behalf of the facility

Comment: The complexity of the policy statement should be consistent with the
size and complexity of the operation.

Protocols: Written policy and procedure. Public information plans and materials.

Process Indicators: Review of public information activities. Review of media cov-
erage. Media interviews. Staff interviews. Facility logs and records. Press release.

Deleted August 2008

Written policy and procedure specify the circumstances and methods for the
warden/superintendent and other staff to obtain legal assistance as needed in
the performance of their duties.

Comment: Qualified legal assistance is necessary to ensure that policies and pro-
cedures are consistent with relevant court decisions. Legal counsel can also advise
on meeting statutory and court requirements, advise on institutional operations
and individual cases, and provide representation before courts and other bodies.
Counsel should be available promptly and continuously.

Protocols: Written policy and procedure.

Process Indicators: Staff interviews. Verification of service availability.
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Political Practices

5-ACI-1A-24 There is a written policy regarding campaigning, lobbying, and political prac-

(Ref. 4-4024) tices. This policy conforms with governmental statutes and regulations and is
known and available to all employees.

Comment: None.

Protocols: Written policy and procedure. Copies of governmental statutes and reg-
ulations.

Process Indicators: Interviews. Observation of available policy.
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Performance Standard 1B: Fiscal Management

1B. - PERFORMANCE STANDARD: FISCAL MANAGEMENT

The facility utilizes appropriate fiscal planning, budgeting and ac-
counting procedures and provides for a system of regular review.

Fiscal Control

5-ACI-1B-01
(Ref. 4-4025)

5-ACI-1B-02
(Ref. 4-4026)

5-ACI-1B-03
(Ref. 4-4027)

Consistent with policy, the warden/superintendent is responsible for fiscal pol-
icy, management, and control. Management of fiscal operations may be dele-
gated to a designated staff person.

Comment: The warden/superintendent should have authority over all of the insti-
tution’s fiscal matters. Agency and institutional fiscal personnel should maintain
close coordination.

Protocols: Written policy and procedure.

Process Indicators: Staff interviews.

The fiscal officer has appropriate professional qualifications, including at a
minimum a bachelor’s degree in business administration or a related field and
three or more years of demonstrated supervisory and administrative experi-
ence. The degree requirement may be satisfied by completion of a career de-
velopment program that includes work-related experience, training, or college
credits at a level of achievement equivalent to the bachelor’s degree.

Comment: None.
Protocols: Written policy and procedure. Job description.

Process Indicators: Verification of qualifications.

Written policy, procedure, and practice cover, at a minimum, the following
fiscal areas: internal controls, petty cash, bonding for all appropriate staff,
signature control on checks, and the issuing or use of vouchers.

Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Financial records.
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Budget Preparation

5-ACI-1B-04
(Ref. 4-4028)

5-ACI-1B-05
(Ref. 4-4029)

5-ACI-1B-06
(Ref. 4-4030)

The institution’s budget request complies with the policies, procedures, and
instructions of the jurisdiction of which the institution is a part. Institution
staff participate in preparing the institution’s written budget request.

Comment: Staff participation in budget development helps define needed resources
and provides staff with a better understanding of budgetary constraints and priorities.

Protocols: Written policy and procedure. Budget.

Process Indicators: Staff interviews.

The warden/superintendent participates in budget deliberations conducted by
the parent agency or the next higher level of government. This participation
includes requests for funds for maintaining the institution’s daily operations,
financing capital projects, and supporting long-range objectives, program de-
velopment, and additional staff requirements.

Comment: None.
Protocols: Written policy and procedure. Budget.

Process Indicators: Staff interviews. Meeting minutes.

Written policy, procedure, and practice provide for budget revisions.
Comment: Because it is a guideline for anticipated revenues and expenditures, a
budget may be revised periodically. Significant revisions should be approved by the
parent agency and any other appropriate government agency.

Protocols: Written policy and procedure. Budget.

Process Indicators: Documentation of budget revisions.
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Accounting Procedures

5-ACI-1B-07
(Ref. 4-4031)

5-ACI-1B-08
(Ref. 4-4032)

Written policy, procedure, and practice demonstrate that the procedures for
the collecting, safeguarding, and disbursing of monies comply with the ac-
counting procedures established by the governing jurisdiction.

Comment: The institution’s fiscal policies and procedures should be patterned after
those of the governing authority and should be compatible with the state’s central
accounting system. These include policies and procedures for fiscal recordkeeping,
reports, reviews, audits, disbursements, position allocations, payroll, cash transac-
tions, commissary/canteen operations, and inmate’s personal funds, if any.

Protocols: Written policy and procedure. Fiscal system/accounting procedures.

Process Indicators: Documentation of compliance.

The institution’s accounting system is designed to show the current status of
appropriations and expenditures.

Comment: Current information is needed to meet objectives, prevent budget dis-
crepancies, respond to emerging needs, and ensure that the flow of funds is pro-
ceeding as planned.

Protocols: Written policy and procedure. Budget.

Process Indicators: Purchasing documentation. Property inventories.

Cash Management

5-ACI-1B-09
(Ref. 4-4033)

5-ACI-1B-10
(Ref. 4-4034)

Written policy, procedure, and practice provide that all monies collected at
the institution are placed in an officially designated and secure location daily.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Observation. Interviews.

Written policy, procedure, and practice provide that reports of all monies col-
lected and disbursed are distributed to the parent agency and other designat-
ed authorities.

Comment: None.

Protocols: Written policy and procedure. Distribution list for reports.

Process Indicators: Income and expenditures statements. Funding source financial
reports. Documentation of distribution.
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Internal Monitoring

5-ACI-1B-11
(Ref. 4-4035)

Written policy, procedure, and practice provide for ongoing monitoring of the
institution’s fiscal activities. The results are reported in writing at least quar-
terly and are forwarded to the parent agency.

Comment: Internal monitoring allows an institution to determine whether internal
control procedures are being followed and to strengthen them where needed.

Protocols: Written policy and procedure. Fiscal policies and procedures.

Process Indicators: Quarterly Reports. Fiscal reports. Interviews.

Independent Audit

5-ACI-1B-12
(Ref. 4-4036)

Inventory

5-ACI-1B-13
(Ref. 4-4037)

Written policy, procedure, and practice provide for an independent financial
audit of the facility. This audit is conducted annually or as stipulated by stat-
ute or regulation, but at least every three years. If the facility is a part of a
state system, an internal audits section or department of the agency’s central
administration and/or statutory agency shall be considered independent of
the facility to be audited.

Comment: None.
Protocols: Written policy and procedure. Statutes and regulations.

Process Indicators: Documentation of independent financial audit.

Written policy and procedure govern inventory control of property, supplies,
and other assets. Inventories are conducted at time periods stipulated by ap-
plicable statutes but at least every two years.

Comment: Current and complete inventory records should be maintained for all
property and equipment. Property records should include the following informa-
tion: purchase date and price; source of funds; current value (if applicable); unit
and location to which assigned; and name of person charged with custody.

Protocols: Written policy and procedure. Statutes and regulations.

Process Indicators: Inventory records. Purchasing records.
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Performance Standard 1B: Fiscal Management

Purchasing

Supplies and Equipment

5-ACI-1B-14
(Ref. 4-4038)

Written policy and procedure govern the requisition and purchase of supplies
and equipment, including, at a minimum, the purchasing procedures and cri-
teria for the selection of bidders and vendors.

Comment: All supplies and equipment for the institution should be procured on a
competitive bid basis, preferably through a central purchasing agency. Provision
should be made for warehousing when economically desirable.

Protocols: Written policy and procedure.

Process Indicators: Purchasing records.

Community Services

5-ACI-1B-15
(Ref. 4-4039)

Funds are available for purchasing community services to supplement existing
programs and services.

Comment: Needed programs and service—for example, vocational training or spe-
cialized health care for inmates—that are not available from the institution should
be purchased from appropriate community sources.

Protocols: Written policy and procedure.

Process Indicators: Purchasing records.

Position Control

5-ACI-1B-16
(Ref. 4-4040)

Written policy and procedure regulate position control regarding position al-
location, budget authorization, personnel records, and payroll.

Comment: Information on the number and type of positions filled and vacant should
be available at all times. The fiscal office should verify that all payroll positions are
authorized in the budget, that all persons on the payroll are legally employed, that
attendance records support the payroll, and that needed funds are available. The
payroll should be based on timekeeping records.

Protocols: Written policy and procedure. Personnel forms and procedures.

Process Indicators: Position allocation documents. Documentation of budget au-
thorization. Personnel records. Payroll records.
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Institutional Insurance

5-ACI-1B-17
(Ref. 4-4041)

Written policy, procedure, and practice provide for institutional insurance
coverage, including, at a minimum, the following: worker’s compensation, civ-
il liability for employees, liability for official vehicles, and a public employee
blanket bond.

Comment: Coverage can be provided by private companies, a self-insurer’s pro-
gram, or state indemnification.

Protocols: Written policy and procedure. Insurance policies.

Process Indicators: Review of insurance policies.

Commissary/Canteen

5-ACI-1B-18
(Ref. 4-4042)

5-ACI-1B-19
(Ref. 4-4043)

An inmate commissary or canteen is available where inmates can purchase ap-
proved items that are not furnished by the facility. The canteen/commissary’s
operations are strictly controlled using standard accounting procedures.

Comment: To minimize differences in individual spending power, restrictions
should be placed on purchases and means of purchase other than cash should be

considered.

Protocols: Written policy and procedure. Process and forms for canteen fund. Ac-
counting procedures.

Process Indicators: Canteen records. Offender records.

Commissary/canteen funds are audited independently following standard ac-
counting procedures, and an annual financial status report is available as a
public document.

Comment: An annual report outlining the commissary/canteen’s financial status
helps to safeguard the integrity of these operations.

Protocols: Written policy and procedure. Accounting procedures. Process and
forms for canteen fund.

Process Indicators: Canteen records. Audit reports. Annual financial status reports.
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Inmate Funds

5-ACI-1B-20
(Ref. 4-4044)

5-ACI-1B-21
(Ref. 4-4045)

5-ACI-1B-22
(Ref. 4-4046)

5-ACI-1B-23
(Ref. 4-4047)

Written policy and procedure govern the operation of any fund established for
inmates. Any interest earned on monies other than operating funds accrues to
the benefit of the inmates.

Comment: When money is available from donations, commissary/canteen profits, or
other sources, a fund should be established for the benefit of the inmates. The respon-
sibility for administering such a fund should be fixed, and specific guidelines and con-
trols should be established for collecting, safeguarding, and spending these monies.

Protocols: Written policy and procedure.

Process Indicators: Inmate records. Financial records. Budgets.

Inmates’ personal funds held by the institution are controlled by accepted ac-
counting procedures.

Comment: The responsibility for the control and accounting of inmates’ personal
funds usually is delegated to the institution’s business manager. Inmates should

receive receipts for all financial transactions.

Protocols: Written policy and procedure.

Process Indicators: Inmate records. Financial records. Budgets.

Written policy, procedure, and practice provide that inmates can deposit per-
sonal funds in interest-bearing accounts and accrue the interest earned on
those accounts.

Comment: Inmates should have the opportunity to deposit and withdraw funds in
their accounts unless substantial reasons justify otherwise. Any interest earned,
whether the individual’s funds are in a personal account or are consolidated in a
centralized account, should accrue to the inmate.

Protocols: Written policy and procedure.

Process Indicators: Inmate records. Financial records.

Written policy, procedure, and practice provide that any financial transac-
tions permitted between inmates must be approved by staff.

Comment: Uncontrolled financial transactions between inmates can foster illegal
activities.

Protocols: Written policy and procedure.

Process Indicators: Inmate records. Financial records. Documentation of staff approval.
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5-ACI-1B-24 Written policy, procedure, and practice provide that, consistent with the laws

(Ref. 4-4461-1) and legal practices within the jurisdiction, restitution is collected and ulti-
mately made available to the victims of crime and/or their survivors. Where
supported by statute, and feasible, victim awareness classes are offered to help
offenders understand the impact of their crimes on the victims, their commu-
nities, and their own families.

Comment: Victim’s programs should be overseen by someone in a management-lev-
el position who has easy access to the agency’s top leadership and who is supported
by staff trained to respond appropriately to crime victims who contact the agency.

Protocols: Written policy and procedure. Applicable statutes.

Process Indicators: Offender records.
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Performance Standard 1C: Personnel

1C. - PERFORMANCE STANDARD: PERSONNEL

The facility promotes diversity and competency through employee
staffing, recruitment, promotions, benefit allocations and perfor-
mance reviews.

OUTCOME MEASURES:

(1
2)
3)
“4)
)
(6)
(7

The average offender population in the past 12 months divided by the average number of filled full
time positions in the past 12 months.

The number of staff who left employment for any reason in the past 12 months divided by the
average number of filled full time positions in the past 12 months.

The number of verified employee violations in the past 12 months divided by the average number
of filled full time staff positions in the past 12 months.

The number of staff terminated for conduct violations in the past 12 months divided by the average
number of filled full time staff positions in the past 12 months.

The number of performance reviews rated acceptable or higher in the past 12 months divided by
the total number of performance reviews conducted in the past 12 months.

Average number of security staff positions filled per month for the past 12 months divided by the
total number of authorized security positions.

Number of security staff who left employment in the past 12 months divided by the total number
of authorized security positions.

Personnel Policy Manual

5-ACI-1C-01 A personnel policy manual is available for employee reference and covers at a
(Ref. 4-4048) minimum the following areas:

* organization chart (table of organization)

* recruitment and promotion, including equal employment opportunity pro-
visions

* job descriptions and qualifications, including salary determinations

* physical fitness policy

* benefits, holidays, leave, and work hours

* personnel records and employee evaluations

* staff development, including in-service training

* retirement, resignation, and termination

* employee-management relations, including disciplinary procedures and
grievance and appeals procedures

* statutes relating to political activities
* insurance/professional liability requirements

New staff are informed in writing of the institution’s hostage policy in regard
to staff roles and safety.
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5-ACI-1C-02
(Ref.4-4049)

Comment: Written personnel regulations help ensure equitable and consistent
treatment of all employees. Every employee should have the opportunity to review
the personnel manual at the time of employment and thereafter, and employees
should be encouraged to ask questions about personnel policies.

Protocols: Written policy and procedure. Personnel manual.

Process Indicators: Staff interviews. Observation of manual.

The warden/superintendent reviews the institution’s internal personnel pol-
icies annually and submits to the parent agency any recommended changes
that are relevant to the parent agency’s policies.

Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Documentation of annual review and revision.

Staffing Requirements

5-ACI-1C-03
(Ref. 4-4050)

5-ACI-1C-04
(Ref. 4-4051)

The staffing requirements for all categories of personnel are determined on
an ongoing basis to ensure that inmates have access to staff, programs, and
services.

Comment: Staffing requirements should be determined on more than inmate popu-
lation figures and should include review of staffing needs for health care, academ-
ic, vocational, library, recreation, and religious programs and services. Workload
ratios should reflect such factors as goals, legal requirements, character and needs
of the inmates supervised, and other duties required of staff. Workloads should be
sufficiently low to provide access to staff and effective services.

Protocols: Written policy and procedure. Staffing plan.

Process Indicators: Staff interviews. Documentation of periodic review.

The institution uses a formula to determine the number of staff needed for es-
sential positions. The formula considers, at a minimum, holidays, regular days
off, annual leave, and average sick leave.

Comment: Additional factors that can be included in the formula are time off duty
for training, military leave time, and factors specific to the institution and jurisdic-
tion. Positions requiring staffing for more than one shift and/or more than five days
per week should be budgeted for the full staffing needed.

Protocols: Written policy and procedure. Staffing analysis.

Process Indicators: Staffing plan. Staffing rosters. Interviews.
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5-ACI-1C-05
(Ref. 4-4052)

The warden/superintendent can document that the overall vacancy rate among
the staff positions authorized for working directly with inmates does not exceed
10 percent for any 18-month period.

Comment: Wardens/superintendents should ensure that a pool or register of eli-
gible candidates is available to fill or keep to a minimum any vacancies among
staff who work directly with inmates (correctional officers, counselors, teachers,
chaplains, librarians, and so on). Position vacancies that are frozen by legislative
or fiscal controls should not be considered in the 10 percent vacancy rate specified
in the standard. When unusual conditions cause an excessive number of vacancies,
the warden/superintendent should notify the central agency in writing about the
disparity between positions authorized and filled, documenting the reasons and
alerting the agency to the potential problems.

Protocols: Written policy and procedure. Staffing plan. Budget.

Process Indicators: Staffing rosters. Interviews.

Equal Employment Opportunity

5-ACI-1C-06
(Ref. 4-4053)

Written policy, procedure and practice specifies that equal employment op-
portunities exist for all positions. When deficiencies exist regarding the em-
ployment of minority groups and women, the institution can document the
implementation of an affirmative action program that is approved by the
appropriate government agency and can document annual reviews and the
changes needed to keep the program current.

Comment. Equal employment opportunity is a public policy goal. All qualified
persons should be able to compete equally for entry into and promotion within the
institution, and the affirmative action program should actively encourage the par-
ticipation of members of minority groups, individuals with a disability, and women
in the institution’s staff development program. The affirmative action program also
should include corrective actions, when needed, in policies regarding pay rate, de-
motion, transfer, layoff, termination, and upgrades.

Protocols: Written policy and procedure. Affirmative action program.

Process Indicators: Personnel records. Interviews. Documentation of annual re-
view and updates.
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5-ACI-1C-07
(Ref. 4-4054)

5-ACI-1C-08
(Ref. 4-4055)

Written policy, procedure, and practice provide a mechanism to process re-
quests for reasonable accommodation to the known physical and/or mental
impairments of a qualified individual with a disability, either an applicant or
an employee. The accommodation need not be granted if it would impose an
undue hardship or direct threat.

Comment: Reasonable accommodation refers to modifications or adjustments which
enable qualified applicants with disabilities to access the job application process or
which enable qualified employees with disabilities to perform the essential functions
of the job and to enjoy the same terms, conditions, and privileges of employment
that are available to persons without disabilities. Terms, conditions, and privileges
include, but are not limited to:

* recruitment, selection, and hiring

* salary and compensation

* benefits, holidays, leave, and work hours

* promotion and advancement

« staff development, including in-service training
* retirement, resignation, and termination

An undue hardship means significant difficulty or expense. Direct threat means a
significant risk of substantial harm to the health or safety of any person, including
the applicant or employee with a disability that cannot be eliminated or reduced by
reasonable accommodation. A qualified individual with a disability means an indi-
vidual with a disability who satisfies the requisite skill, experience, education, and
other job-related requirements for the employment position such individual holds
or desires, and who, with or without reasonable accommodation, can perform the
functions of such position.

Protocols: Written policy and procedure. Job description. Facility plans/specifications.

Process Indicators: Personnel records. Staff interviews. Observation.

Written policy, procedure, and practice provide for the employment of quali-
fied ex-offenders.

Comment: Ex-offenders can be a valuable personnel resource and should not be
discriminated against when they seek employment. Qualified applicants should be
assured equal employment opportunity.

Protocols: Written policy and procedure. Hiring policies.

Process Indicators: Personnel records.
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5-ACI-1C-09
(Ref. 4-4056)

Written policy, procedure, and practice prohibit sexual harassment.

Comment: Facility administrators should have as their objective the creation of
a workplace that is free from all forms of discrimination, including sexual ha-
rassment. Facility policy clearly indicates that sexual harassment, either explicit
or implicit, is strictly prohibited. Employees and agents of the facility, including
volunteers, contractors, and vendors, must be advised that they are subject to dis-
ciplinary action, including dismissal and termination of contracts and/or services,
if found guilty of sexual harassment charges brought by employees or inmates.

Protocols: Written policy and procedure. Code of Ethics. Acknowledgement form.

Process Indicators: Staff records. Interviews. Completed form.

Selection and Promotion

5-ACI-1C-10
(Ref. 4-4057)

5-ACI-1C-11
(Ref. 4-4058)

Written policy, procedure, and practice provide that all personnel are select-
ed, retained, and promoted on the basis of merit and specified qualifications.
New employees receive credit for their prior training.

Comment: None.

Protocols: Written policy and procedure. Personnel policies. Job descriptions.

Process Indicators: Personnel records. Documentation of qualifications.

Written policy, procedure, and practice provide for lateral entry as well as
promotion from within the institution.

Comment: Anyone with the required education, experience, and background
should be eligible for consideration for a position at the level at which he or she
is qualified. Provisions for lateral entry enable the institution to obtain the best
qualified persons for positions even though the institution’s personnel policies may
emphasize promotion from within.

Protocols: Written policy and procedure. Personnel policies.

Process Indicators: Personnel records. Documentation of promotion.
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Probationary Term

5-ACI-1C-12
(Ref. 4-4059)

Written policy, procedure, and practice provide that employees covered by
merit systems, civil service regulations, or union contract are appointed ini-
tially for a probationary term of at least six months but no longer than one
year unless national or state regulations specify otherwise.

Comment: Employee performance during the probationary term should be eval-
uated at least every two months using forms developed for that purpose, and all
employees should have the opportunity to discuss their evaluations. Those not per-
forming satisfactorily should be terminated during their probationary period. Em-
ployees transferring from one facility to another within the same system should not
be required to repeat a probationary term.

Protocols: Written policy and procedure. Personnel policies.

Process Indicators: Personnel files. Interviews.

Provisional Appointments

5-ACI-1C-13
(Ref. 4-4060)

Written policy, procedure, and practice provide for provisional appointments
to ensure that short-term personnel, both full-time and part-time, can be
available during emergencies.

Comment: Civil service, merit system, and union requirements should be modified
to allow the short-term employment of additional personnel during vacations, rises
in the inmate population, or other situations that leave the institution understaffed.
While provisional personnel should meet the minimum requirements for the posi-
tions they fill, they should not be considered permanent replacements for perma-
nent personnel.

Protocols: Written policy and procedure.

Process Indicators: Staffing plan. Interviews.
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Criminal Record Check

5-ACI-1C-14
(Ref. 4-4061)

A criminal record check is conducted on all new employees, contractors, and
volunteers prior to assuming their duties to identify whether there are criminal
convictions that have a specific relationship to job performance. This record will
include comprehensive identifier information to be collected and run against
law enforcement indices. If suspect information on matters with potential ter-
rorism connections is returned on a desirable applicant, it is forwarded to the
local Joint Terrorism Task Force (JTTF) or another similar agency.

Comment: The institutions administrators should know of any criminal conviction
that could directly affect an employee’s job performance in an institutional setting.
Comprehensive identifiers may include current name, birth name, date of birth,
social security number, address, phone number, copy of driver’s license, copy of
passport (if any), and similar information. Such information is run against NCIC
criminal histories, criminal indices, and wants and warrants.

Protocols: Written policy and procedure.

Process Indicators: Personnel records.

Physical Examination

5-ACI-1C-15
(Ref. 4-4062)

Written policy, procedure, and practice provide that employees who have di-
rect contact with inmates receive a physical examination prior to job assign-
ment. All other employees receive a medical screening prior to job assignment.
Employees receive reexaminations according to a defined need or schedule.

Comment: Staff whose responsibilities include security and control or regular di-
rect contact with inmates must have physical examinations to protect their health
and ensure that they can carry out their assignments effectively. The basic health
status of all employees should be evaluated against the specific requirements of
their assignments. Physical examination and screening procedures may be estab-
lished by the appropriate medical authority in accordance with applicable laws and
regulations.

Protocols: Written policy and procedure.

Process Indicators: Personnel records.
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Drug-free Workplace

5-ACI-1C-16
(Ref. 4-4063)

5-ACI-1C-16
(Ref. 4-4063)
Revised January 2020

There is a written policy, procedure and practice that specifies support for a
drug-free workplace for all employees. This policy includes at a minimum the
following:

* prohibition of the use of illegal drugs

* prohibition of possession of any illegal drug except in the performance of
official duties

* the procedures to be used to ensure compliance
* the opportunities available for treatment and/or counseling for drug abuse
* the penalties for violation of the policy

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Staff interviews. Personnel records.

(Effective NLT July 1, 2021) The agency supports a drug-free workplace for
all employees. The agency’s policy(ies) includes at a minimum the following:

* prohibition of the use of illegal drugs

* prohibition of possession of any illegal drug except in the performance of
official duties

* the procedures to be used to ensure compliance
* the opportunities available for treatment and/or counseling for drug abuse
* the penalties for violation of the policy

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Staff interviews. Personnel records.

Performance Reviews

5-ACI-1C-17
(Ref. 4-4064)

Written policy, procedure, and practice provide for an annual written perfor-
mance review of each employee. The review is based on defined criteria, and
the results are discussed with the employee.

Comment: Performance reviews should be an ongoing process with written eval-
uations completed at least annually. Reviews should be objective and based on
specific job criteria and explicit performance standards.

Protocols: Written policy and procedure.

Process Indicators: Staff interviews. Personnel records.
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Compensation and Benefits

5-ACI-1C-18 Compensation and benefit levels for all institutional personnel are compara-
(Ref. 4-4065) ble to those for similar occupational groups in the state or region.

Comment: Competitive salaries and attractive benefits are necessary to recruit and
retain staff of high caliber. Occupational fields with positions similar to those in the

correctional field include education, social work, accounting, and office management.

Protocols: Written policy and procedure. Wages and compensation scale. Docu-
mentation of the local jurisdiction’s wage scale. Salary schedules.

Process Indicators: Payroll records.

5-ACI-1C-19 Written policy, procedure, and practice provide for employees to be reim-
(Ref. 4-4066) bursed for all approved expenses incurred in the performance of their duties.

Comment: Funds should be available for approved reimbursements.
Protocols: Written policy and procedure.

Process Indicators: Staff interviews. Expense reports.

Personnel Files

5-ACI-1C-20 The institution maintains a current, accurate, confidential personnel record

(Ref. 4-4067) on each employee except where state statutes require open public records and
the personnel record cannot be maintained confidentially. Information ob-
tained as part of a required medical examination (and/or inquiry) regarding
the medical condition or history of applicants and employees is collected and
maintained on separate forms and in separate medical files and treated as
confidential medical records.

Comment: The personnel record should contain the following: initial application;
reference letters; results of employment investigation; verification of training and
experience; wage and salary information; job performance evaluations; incident
reports, if any; and commendations and disciplinary actions, if any.

Protocols: Written policy and procedure. Personnel forms and file formats.

Process Indicators: Personnel records.
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5-ACI-1C-21
(Ref. 4-4068)

Code of Ethics

5-ACI-1C-22
(Ref. 4-4069)

Written policy, procedure, and practice provide that employees may challenge
the information in their personnel file and have it corrected or removed if it is
proved inaccurate.

Comment. Employees should be allowed to review their personnel files to see that
they are current and to check for omissions or inaccuracies. Procedures should
specify the means for correcting discrepancies.

Protocols: Written policy and procedure.

Process Indicators: Personnel records.

A written code of ethics shall require employees to conduct themselves and
perform their duties in such a way as to set a good example for prisoners and
thereby command their respect. The code of ethics shall prohibit employees
from using their official position to secure privileges for themselves or others
and from engaging in activities that constitute a conflict of interest. This code
is available to all employees.

Comment: To protect the integrity of the institution, its staff, and the parent agency,
all personnel must be thoroughly familiar with the code of ethics, and the code
must be strictly enforced.

Protocols: Written policy and procedure.

Process Indicators: Code of Ethics. Observation.

Confidentiality of Information

5-ACI-1C-23
(Ref. 4-4070)

Written policy, procedure, and practice provide that consultants and contract
personnel who work with inmates are informed in writing about the institu-
tion’s policies on confidentiality of information and agree to abide by them.

Comment: The written policies should specify what types of information are con-
fidential between worker and inmate, what types should be shared with other in-
stitutional personnel, and what types can be communicated to persons outside the
institution.

Protocols: Written policy and procedure. Acknowledgement form.

Process Indicators: Personnel records. Completed forms.
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Employee Assistance Program

5-ACI-1C-24
(Ref. 4-4071)

Staff Wellness

5-ACI-1C-25
NEW Aug. 2018

Written policy, procedure, and practice provide for an employee assistance
program that is approved by the parent agency.

Comment: An employee assistance program provides counseling and/or referral to
any employee with a personal problem that is affecting or has the potential to affect
the individual’s work performance. The program assists the employee in identify-
ing the problem and locating sources of treatment or rehabilitative help.

Protocols: Written policy and procedure.

Process Indicators: Interviews.

(Effective NLT October 1, 2020) All staff will have access to on-going health
and wellness education, and programs and activities. Written policy, proce-
dures and practices encourage and support employees to participate and en-
gage in health and wellness activities inside and outside of their institutions/
agencies. At a minimum a program should include:

* education on inherit health risks

* monitored goals and objectives

* engagement surveys

* a designated committee that has oversight of activities
* periodic health screenings

* incentives to encourage employee participation

* linkages to support programs (i.e. employee assistance programs,
Critical Incident Response Team)

Comment: Health education and wellness topics may include but are not limited to
information such as the benefits of exercise and physical fitness activities, weight
management, smoking cessation, substance abuse, stress management, post-trau-
matic stress disorder, self-care for chronic conditions, self-examination, signs and
symptoms of depression, healthy relationships, balancing work and home life, and
how to access health care and employee assistance programs. A Critical Incident
Response Team, often comprised of trained, volunteer staff, can play an import-
ant role in addressing the specific needs of correctional staff exposed to a serious
incident.

Protocols: Written policy and procedure.

Process Indicators: Personnel records. Staff interviews. Observation.

Adult Correctional Institutions, Fifth Edition 29



Part 1: Administration and Management

1D. - PERFORMANCE STANDARD: TRAINING AND STAFF DEVELOPMENT

The facility conducts pre-service, in-service and specialized develop-
ment programs to promote the effectiveness of staff, volunteers and
other effected parties.

Program Coordination and Supervision

5-ACI-1D-01
(Ref. 4-4073)

5-ACI-1D-02
(Ref. 4-4074)

Training Plan

5-ACI-1D-03
(Ref. 4-4075)

Written policy, procedure, and practice provide that the institution’s employ-
ee staff development and training programs are planned, coordinated, and
supervised by a qualified supervisory employee. The training plan is reviewed
annually.

Comment: The training plan should include all preservice, in-service, and spe-
cialized training curriculums, with specific timelines for completing each training
unit. The plan should consider the institution’s mission, physical characteristics,
and specific inmate populations.

Protocols: Written policy and procedure. Training plan. Staff development pro-
gram. Process for annual training needs assessment.

Process Indicators: Training records. Documentation of annual review.

The qualified individual coordinating the staff development and training pro-
gram has specialized training for that position. Full-time training personnel
have completed at least a 40-hour training-for-trainers course.

Comment: None.

Protocols: Written policy and procedure. Job description. Organizational chart.

Process Indicators: Staff interviews. Personnel records. Training records.

The training plan is developed, evaluated, and updated based on an annual
assessment that identifies current job-related training needs.

Comment: Training should be responsive to position requirements, professional
development needs, current correctional issues, and new theories, techniques, and
technologies. The annual needs assessment may require information from many
sources: observation and analysis of job components; staff surveys regarding train-
ing needs; reviews of agency/facility operations; staff reports; and evaluations and
findings from sources within and outside the jurisdiction.

Protocols: Written policy and procedure.

Process Indicators: Training plan. Annual assessment.
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5-ACI-1D-04
(Ref. 4-4076)

The institution’s training plan is developed by an advisory training committee
composed of the institution’s training coordinator and representatives from
other institutional departments. The committee meets at least quarterly to
review progress and resolve problems, and a written record of these meetings
is forwarded to the warden/superintendent.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Training committee meeting agenda. Documentation of partic-
ipation. Written record of meetings.

Training Evaluation

5-ACI-1D-05
(Ref. 4-4077)

The institution’s training plan provides for ongoing formal evaluation of all
preservice, in-service, and specialized training programs. A written report is
prepared annually.

Comment. Ongoing evaluation should include appraisals from trainees, supervi-
sors, and inmates.

Protocols: Written policy and procedure. Training plan.

Process Indicators: Observation of annual report.

Training Resources

Reference Services

5-ACI-1D-06
(Ref. 4-4078)

Library and reference services are available to complement the training and
staff development program.

Comment: Reference materials should be readily accessible to employees. Materi-
als not usually available at the institution should be acquired through other sources,
such as criminal justice clearinghouses and interlibrary loans.

Protocols: Written policy and procedure.

Process Indicators: Observations. Staff interviews.
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Outside Resources

5-ACI-1D-07
(Ref. 4-4079)

The training and staff development program uses the resources of public and
private agencies, private industry, colleges, universities, and libraries.

Comment: Outside guidance and assistance for the institution’s training program
can take the form of materials, equipment, course development, and evaluation
techniques. Numerous resources exist, including the National Institute of Correc-
tions (NIC) and the NIC Academy Division, the National Institute of Justice, large
corporations, and professional groups.

Protocols: Written policy and procedure. List of training resources.

Process Indicators: Personnel records. Training records. Staff interviews

Space and Equipment

5-ACI-1D-08
(Ref. 4-4080)

Reimbursement

5-ACI-1D-09
(Ref. 4-4081)

The necessary space and equipment for the training and staff development
program are available.

Comment: Facilities for classroom instruction should be easily accessible, free
from distracting noise or observation by inmates, large enough to accommodate
20 to 30 students, and appropriate for audiovisual presentations. Separate spaces
should be provided for specialized training (for example, use of firearms and/or
chemical agents, physical training).

Protocols: Written policy and procedure.

Process Indicators: Staff interviews. Observation of training space and equipment.

The institution’s budget includes funds to reimburse staff for their time when
training is conducted during off-duty hours.

Comment: Because it is not always practical to release correctional officers and
other staff for training during their regular duty hours, staff should be compensat-
ed for their off-duty time spent in training. When officers are taken off the job for
training, there should be sufficient funds for replacement personnel.

Protocols: Written policy and procedure. Personnel policies. Budgets.

Process Indicators: Personnel records. Staff interviews.
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Orientation

5-ACI-1D-10
(Ref. 4-4082)

5-ACI-1D-10
(Ref. 4-4082)
Revised Jan. 2019

Written policy, procedure and practice provide that all new full-time employees
must complete a formalized 40-hour orientation program before undertaking
their assignments. At a minimum, the orientation program should include the
following:

* the purpose, goals, policies, and procedures for the facility and parent agency
* security and contraband regulations

* key control

* appropriate conduct with offenders

* responsibilities and rights of employees

* universal precautions

* occupational exposure

* personal protective equipment

* biohazardous waste disposal

* an overview of the correctional field

* the emergency plan

* aspects of sexual abuse and harassment

* procedures for the suicide prevention plan

* recognizing signs and symptoms of mental illness

Comment: None.
Protocols: Written policy and procedure. Orientation materials and schedule.

Process Indicators: Personnel records. Staff interviews.

(Effective NLT Sept. 2020) Written policy, procedure and practice provide that
all new full-time employees must complete a formalized 40-hour orientation
program before undertaking their assignments. At a minimum, the orientation
program should include the following:

* The purpose, goals, policies, and procedures for the facility and parent agency
* Security and contraband regulations

* Key control

* Appropriate conduct with offenders

* Rights and responsibilities of employees

* Universal precautions

* Occupational exposure

* Personal protective equipment

* Biohazardous waste disposal

* An overview of the correctional field
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* The emergency plan

* aspects of sexual abuse and harassment

* procedures for the suicide prevention plan

* recognizing signs and symptoms of mental illness

* Sustainable and environmentally responsible practices

Comment: None.
Protocols: Written policy and procedure. Orientation materials and schedule.

Process Indicators: Personnel records. Staff interviews.

Administrative Staff

5-ACI-1D-11 Written policy, procedure, and practice provide that all administrative and

(Ref. 4-4083) managerial staff receive 40 hours of training in addition to orientation train-
ing during their first year of employment and 40 hours of training each year
thereafter, in areas relevant to their position.

Comment: Ongoing training in topics relevant to an employee’s position enhances
skill and job performance.

Protocols: Written policy and procedure. Job descriptions. Training curriculum.
Training records forms and formats.

Process Indicators: Personnel records. Training records.

Correctional Officers

5-ACI-1D-12 Written policy, procedure, and practice provide that all new correctional offi-
(Ref. 4-4084) cers receive 120 hours of training during their first year of employment. At a
minimum, this training covers the following areas:

* security and safety procedures
* emergency and fire procedures
* supervision of offenders

* suicide intervention/prevention
* de-escalation

* offender rights

* key control

* interpersonal relations

e communication skills

e standards of conduct

* cultural awareness

* sexual abuse/assault intervention
* code of ethics
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5-ACI-1D-13
(Ref. 4-4084-1)

Additional topics may be added at the discretion of the agency or facility.

Comment: Since the duties of correctional officers frequently involve most institu-
tional operations, their training should be comprehensive.

Protocols: Written policy and procedure. Job descriptions. Training curriculum.
Training records forms and formats.

Process Indicators: Personnel records. Training records.

Written policy, procedure, and practice provide that all correctional officers
receive at least 40 hours of annual training. This training shall include at a
minimum the following areas:

* standards of conduct/ethics

* security/safety/fire/medical/emergency procedures

* supervision of offenders including training on sexual abuse and assault
* de-escalation

Additional topics shall be included based upon a needs assessment of both
staff and institution requirements.

Comment: This training will enable employees to sharpen skills, maintain certifica-
tion, and keep abreast of changes in policies, procedures, and legislative, judicial,

or executive actions.

Protocols: Written policy and procedure. Job descriptions. Training curriculum.
Training records forms and formats.

Process Indicators: Personnel records. Training records.

Specialist Employees

5-ACI-1D-14
(Ref. 4-4085)

Written policy, procedure, and practice provide that all professional specialist
employees who have inmate contact receive 40 hours of training in addition
to orientation training during their first year of employment and 40 hours of
training each year thereafter.

Comment: Case managers, chaplains, teachers, medical personnel, and other spe-
cialists whose backgrounds include considerable training for their positions should

receive specific training in their field as it relates to the institutional setting.

Protocols: Written policy and procedure. Job descriptions. Training curriculum.
Training records forms and formats.

Process Indicators: Personnel records. Training records.
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Support Staff

5-ACI-1D-15
(Ref. 4-4086)

5-ACI-1D-16
(Ref. 4-4087)

Part-time Staff

5-ACI-1D-17
(Ref. 4-4088)

Written policy, procedure, and practice provide that all support employees
who have regular or daily contact with inmates receive 40 hours of training in
addition to orientation training during their first year of employment and 40
hours of training each year thereafter.

Comment: Food service employees, industry supervisors, and other support per-
sonnel whose work requires day-to-day contact with inmates should receive basic
training in inmate supervision and security as well as specialized training in their
field as it relates to the institutional setting.

Protocols: Written policy and procedure. Job descriptions. Training curriculum.
Training records forms and formats.

Process Indicators: Personnel records. Training records.

Written policy, procedure, and practice provide that all clerical/support em-
ployees who have minimal contact with inmates receive 16 hours of training in
addition to orientation training during their first year of employment and 16
hours of training each year thereafter.

Comment: Clerical and support personnel who are not in continuous contact with
inmates should receive training relevant to their particular job assignments.

Protocols: Written policy and procedure. Job descriptions. Training curriculum.
Training records forms and formats.

Process Indicators: Personnel records. Training records.

All part-time staff and contract personnel receive formal orientation appro-
priate to their assignments and additional training as needed.

Comment: Part-time staff should receive orientation to institutional rules, security,
and operational procedures.

Protocols: Written policy and procedure. Job descriptions. Training curriculum.
Training records forms and formats.

Process Indicators: Personnel records. Training records.
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Specialized Training

Emergency Unit

5-ACI-1D-18
(Ref. 4-4089)

De-escalation

5-ACI-1D-19
(Ref. 4-4090)

Use of Firearms

5-ACI-1D-20
(Ref. 4-4091)

Written policy, procedure and practice provide that correctional officers as-
signed to an emergency unit have at least one year of corrections and 40 hours
of specialized training before undertaking their assignments. Prior military or
civilian corrections or law enforcement experience can substitute for the one
year of experience. Other staff must have at least one year of experience in their
specialty within a correctional setting. The specialized training may be part of
their first year training program. Officers and staff assigned to emergency units
receive 40 hours of training annually, at least 16 of which are specifically related
to the emergency unit assignment and which cover emergency plan response.
Staff assigned to emergency units shall be required to participate in annual
training that test emergency plan systems for natural and man-made disasters.

Comment: None.

Protocols: Written policy and procedure. Job descriptions. Training curriculum.
Training records forms and formats.

Process Indicators: Personnel records. Training records.

All security and custody personnel are trained in approved methods of self-
defense and de-escalation.

Comment: All security and custody personnel should be trained in the techniques
to control and/or move inmates with minimal harm and discomfort to both inmates

and staff.

Protocols: Written policy and procedure. Job descriptions. Training curriculum.
Training records forms and formats.

Process Indicators: Personnel records. Training records.

(MANDATORY) Written policy, procedure, and practice provide that all per-
sonnel authorized to use firearms receive appropriate training before being
assigned to a post involving the possible use of such weapons. Firearms train-
ing covers the use, safety, and care of firearms and the constraints on their
use. All personnel authorized to use firearms must demonstrate competency
in their use at least annually.
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Comment: Firearms training should be thorough, conducted using a systematic
curriculum, and documented. The word annually in the standard refers specifically
to a 12-month period rather than a calendar year.

Protocols: Written policy and procedure. Job descriptions. Training curriculum.
Training records forms and formats.

Process Indicators: Personnel records. Training records.

Use of Chemical Agents

5-ACI-1D-21
(Ref. 4-4092)

(MANDATORY) All personnel authorized to use chemical agents receive thor-
ough training in their use and in the treatment of individuals exposed to a
chemical agent.

Comment: A special training curriculum should be established that includes both
individual and group instruction by competent authorities.

Protocols: Written policy and procedure. Job descriptions. Training curriculum.
Training records forms and formats.

Process Indicators: Personnel records. Training records.

Continuing Education

5-ACI-1D-22
(Ref. 4-4093)

4-4094

Written policy, procedure, and practice encourage employees to continue their
education and, as authorized, provides administrative leave and/or reimburse-
ment for employees attending approved professional meetings, seminars, and
similar work-related activities.

Comment: Employees who wish to continue their education should be given the
opportunity to do so. Every effort should be made to coordinate educational activi-
ties with staff responsibilities. The institution’s staff development and training pro-
gram should promote and support employee participation in outside workshops,
seminars, and other formal educational programs.

Protocols: Written policy and procedure. Personnel policies.

Process Indicators: Personnel records. Staff interviews.

Deleted January 2017
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1E. - PERFORMANCE STANDARD: CASE RECORDS

The facility promotes appropriate security, access control and
other measures designed to assure the integrity of records entrusted

to its care.

Case Record Management

5-ACI-1E-01
(Ref. 4-4095)

Written policy and procedure govern case record management, including at
a minimum the following areas: the establishment, use, and content of inmate
records; right to privacy; secure placement and preservation of records; and
schedule for retiring or destroying inactive records.

Comment: An orderly and timely system for recording, maintaining, and using data
about offenders increases the efficiency and effectiveness of the program and ser-
vice delivery and the transfer of information to the courts and release authorities.

Protocols: Written policy and procedure. Case record management process.

Process Indicators: Observation. Interviews. Inmate records.

Transfer of Records

5-ACI-1E-02
(Ref. 4-4096)

Written policy, procedure, and practice provide that an updated case file for
any inmate transferred from one institution to another is transferred simulta-
neously or, at the latest, within 72 hours.

Comment: Continuity of correctional programming for inmates transferred from other in-
stitutions requires that staff have the benefit of a complete cumulative case record as soon
as possible. The same policy and procedure should apply to the transfer of medical files.

Protocols: Written policy and procedure.

Process Indicators: Transfer logs. Inmate case files. Interviews.

Computation of Time Served

5-ACI-1E-03
(Ref. 4-4097)

Written policy, procedure, and practice provide that inmate time is accurately
computed and recorded in conformance with applicable statutes and regulations.

Comment: The accurate computation and recording of any “good time” earned or
time forfeited is vital for incarcerated persons. Each inmate’s case file should in-
clude an up-to-date record of time served and time remaining.

Protocols: Written policy and procedure. Inmate compensation plan.

Process Indicators: Inmate interview. Inmate records. Documentation of inmate
compensation.
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Inmate Access to Records

5-ACI-1E-04
(Ref. 4-4098)

Written policy and procedure govern inmates’ access to information in their
case records.

Comment: Inmates should have access to their case records and files consistent with
applicable statutes regarding the procedures and conditions for reviewing these ma-
terials. Exceptions should be based on possible harm to the inmate or others.

Protocols: Written policy and procedure. Process for inmate access to case records.

Process Indicators: Inmate case records.

Release of Information

5-ACI-1E-05
(Ref. 4-4099)

The institution uses a “release of information consent form” that complies
with applicable federal and state regulations. Unless the release of informa-
tion is required by statute, the inmate signs the consent form prior to the re-
lease of information and a copy of the form is maintained in the inmate’s case
record.

Comment: The confidentiality of information regarding inmates is protected by
law. The consent form may include the following items: name of person and agen-
Cy or organization requesting information; name of institution releasing informa-
tion; specific information to be disclosed and purpose of disclosure; signature of
inmate and date of signature; and signature of employee witnessing the inmate’s
signature. Where statutes direct, consent forms should not be required for release
of information to judicial, law enforcement, correctional, and social service au-
thorities involved with the individual case.

Protocols: Written policy and procedure. Consent of Release of Information Form.

Process Indicators: Inmate case records. Completed consent forms.
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1F. - PERFORMANCE STANDARD: INFORMATION SYSTEMS AND

RESEARCH

Effective systems of data and information storage and retrieval are
vital for the maintenance of operational effectiveness and research

capability.

Information Systems

5-ACI-1F-01
(Ref. 4-4100)

5-ACI-1F-02
NEW Aug. 2018

5-ACI-1F-03
NEW Aug. 2018

The institution contributes to, has access to, and uses an organized system
of information storage, retrieval, and review. The information system is part
of an overall research and decision-making capacity relating to both inmate
and operational needs and its effectiveness as it relates to overall institutional
management is evaluated in writing at least annually.

Comment: Correctional information systems facilitate decision making, research,
and timely responses to offender needs and outside inquiries. In large correctional
systems, information systems often are the responsibility of the parent agency. If
the parent agency does not provide this function, the institution should train and
assign specific personnel to this function.

Protocols: Written policy and procedure. Information and records formats and forms.

Process Indicators: Facility records. Staff records. Volunteer records. Offender re-
cords. Observation. Interviews. Written annual evaluation.

(Effective NLT October 1, 2020) Written data security policy, procedure, and
practice govern the collection, storage, retrieval, access, use, and transmission
of sensitive or confidential data contained in paper, physical, or media format.
Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Observation.

(Effective NLT October 1, 2020) There is a written information technology
incident response and management plan to be used in the event that the in-
stitution experiences an information technology security breach. The plan is
approved by the agency Chief Information Officer or equivalent, reviewed an-
nually and updated as necessary, and is communicated to all staff. The plan
includes the following:

* Incident Reporting Procedures
* Staff Roles & Responsibilities for Incident Response and Management
* Incident Investigation Procedures
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5-ACI-1F-04
NEW Aug. 2018

5-ACI-1F-05
NEW Aug. 2018

5-ACI-1F-06
NEW Aug. 2018

e Incident Remediation and Closure Procedures

* Post-Incident Review and Action Planning Procedures that Focus on Pre-
venting Future Reoccurrences

Comment: None.
Protocols: Written policy and procedure. Written Plan.

Process Indicators: Observation. Documentation of approval, and annual review.
Interviews.

(Effective NLT October 1, 2020) There is a written information technology
governance plan that contains the process by which staff and offender tech-
nology assets are identified, obtained, utilized, and maintained in an effective
manner to achieve the agency’s mission. The governance plan is approved by
the agency Director/designee, reviewed during the budgeting process and up-
dated as necessary.

Comment: None.
Protocols: Written policy and procedure. Written plan.

Process Indicators: Observation. Documentation of approval, review and updates.

(Effective NLT October 1, 2020) Written policy, procedure, and practice gov-
ern inmate access and use of information technology computing devices. The
policy is reviewed annually by the Chief Information Officer or equivalent,
updated as necessary, and is communicated to all staff and offenders.
Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Observation. Documentation of annual review. Interviews.

(Effective NLT October 1, 2020) In cases of automated systems, written data
security policy, procedure, practice govern the issuance, use, and termination
of user accounts, the issuance and use of computing devices that connect to the
automated information systems, the use of standalone and online applications
within the information systems, and the collection, storage, retrieval, access,
use, and transmission of sensitive or confidential data that resides in the infor-
mation system.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Observation. Interviews.
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5-ACI-1F-07
(Ref. 4-4101)

All staff who have direct access to the information in the information system
have authorized access associated with their job duties and are trained in and
responsive to the system’s security requirements.

Comment: Written policy should specify which persons have direct access to the
information system.

Protocols: Written policy and procedure.

Process Indicators: Staff training records. Interviews. Documentation of autho-
rized access.

Sharing of Information

5-ACI-1F-08
(Ref. 4-4102)

The institution or parent agency collaborates with criminal justice and service
agencies in information gathering, exchange, and standardization.

Comment: System wide collaboration is critical to effective management and timely
decision making and helps prevent or reduce duplication of effort and costs. Institu-
tions should share information among themselves while respecting the confidential-
ity and privacy of offender records.

Protocols: Written policy and procedure.

Process Indicators: Documentation of collaboration (e.g. meeting agendas).

Master Index and Daily Reports

5-ACI-1F-09
(Ref. 4-4103)

The institution maintains a single master index identifying all inmates who
are assigned to the institution.

Comment: Staff should maintain an up-to-date master index that indicates the sta-
tus and whereabouts of each inmate, including those on the institutional grounds,
those temporarily off the grounds or in satellite units, and any escapees. This infor-
mation should be readily available to administrative and supervisory personnel.

Protocols: Written policy and procedure. Accounting system. Forms. Identification
forms/formats.

Process Indicators: Completed forms. Facility records and logs. Documentation of
inmate accounting activities. Staff interviews.
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5-ACI-1F-10
(Ref. 4-4104)

The institution maintains a daily report on inmate population movement.

Comment: The daily report should indicate the number of inmates in the institu-
tion and their names, identifying numbers, and housing assignments. Official daily
movement sheets should detail the number and types of admissions and releases
each day and the count at the close of the day.

Protocols: Written policy and procedure. Inmate Movement Forms. Identification
forms/formats.

Process Indicators: Completed inmate movement forms. Facility records and logs.
Staff interviews.

Management Information

5-ACI-1F-11
(Ref. 4-4105)

The institution’s criteria for evaluating overall institutional performance are
specific and defined in writing.

Comment: Collecting, trending, and analyzing of data should be conducted on an
ongoing basis to determine the internal order of the facility. Data collected should
include, but not be limited to the following: escape rate; frequency and number
of assaults of staff; group disturbances by inmates; assaults and homicides by in-
mates; weapons and/or illegal drugs found; major and minor disciplinary actions;
and staff and inmate grievances.

Protocols: Written policy and procedure. Written criteria.

Process Indicators: Documentation of review and statistical data collected. Com-
pleted institutional performance evaluation.

Program Information

4-4106

5-ACI-1F-12
(Ref. 4-4107)

Deleted January 2017

Institutional programs are analyzed and evaluated at least every two years to
determine their contribution to the institution’s mission.

Comment: Periodic program analyses and evaluations help the institution to iden-
tify which programs are productive and determine needed changes and/or the need
for reordering priorities.

Protocols: Written policy and procedure. Mission statement.

Process Indicators: List of institutional programs. Documentation of analysis and
evaluation.
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Research Activities

Institutional Support

5-ACI-1F-13
(Ref. 4-4108)

5-ACI-1F-14
(Ref. 4-4109)

5-ACI-1F-15
(Ref. 4-4110)

The institution or parent agency supports and engages in research activities
relevant to its programs, services, and operations.

Comment: Research can assist in planning and establishing goals and objectives.
Controlled studies, evaluations, and policy research, by developing new knowl-
edge, can contribute to more efficient and effective institutional operations, pro-
grams, and services and help increase public safety.

Protocols: Written policy and procedure.

Process Indicators: Documented research.

Written policy, procedure, and practice provide that the warden/ superinten-
dent encourages and uses research conducted by outside professionals.

Comment: Because of time and personnel constraints, few institutions can carry
out internally all of the research needed. Institutions therefore should contract with
responsible outside professionals to conduct needed research.

Protocols: Written policy and procedure.

Process Indicators: Review of available research documentation. Staff interviews.

Operational personnel assist research personnel in carrying out research and
evaluation.

Comment: A partnership between operations and research personnel is needed to
determine research needs, establish priorities, and assist in the research design,
data collection, assessment, and evaluation.

Protocols: Written policy and procedure.

Process Indicators: Staff interviews. Documented research and evaluation.
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Conduct of Research

5-ACI-1F-16
(Ref. 4-4111)

5-ACI-1F-17
(Ref. 4-4112)

Written policy and procedure govern the conduct of research in the institu-
tion, including compliance with professional and scientific ethics and with
state and federal guidelines for the use and dissemination of research findings.

Comment: Researchers working in the institution should be informed about all
policies relating to their research, especially those regarding confidentiality of in-
formation. Research results should be available to the warden/superintendent for
review and comment before dissemination or publication.

Protocols: Written policy and procedure. Applicable state and federal guidelines.

Process Indicators: Documented research.

Written policy, procedure, and practice provide that the agency administrator
or designee reviews and approves all research proposals and/or designs prior
to their implementation.

Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Documented review and approval.

Inmate Participation

5-ACI-1F-18
(Ref. 4-4113)

Written policy and procedure govern voluntary inmate participation in non-
medical, non-pharmaceutical, and non-cosmetic research programs.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Inmate interviews. Documentation of voluntary participation.
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1G. - PERFORMANCE STANDARD: CITIZEN INVOLVEMENT AND

VOLUNTEERS

The facility is a responsible member of the community, supporting
citizen involvement and volunteer initiatives as well as other commu-

nity interaction.

OUTCOME MEASURES:

(1) The total number of hours of volunteer service delivered by members of the community in the past 12
months divided by the average daily population in the past 12 months.
(2) The total number of hours of community service work delivered by offenders in the past 12 months

divided by 12.

Program Coordination

4-4114

5-ACI-1G-01
(Ref. 4-4115)

Deleted August 2007

Written policy and procedure specify who is responsible for operating a citi-
zen involvement and volunteer service program, and his or her lines of author-
ity, responsibility, and accountability.

Comment: Written policy should provide direction for the program, listing the
goals and objectives, types of services offered, population served, and so forth.
Clear lines of accountability and authority should be established and communi-
cated to staff and volunteers. Any volunteer activity that is shown to threaten the
institution’s order and security or the safety of a volunteer should be limited or
discontinued until the problem is resolved.

Protocols: Written policy and procedure. Volunteer program outline.

Process Indicators: Organizational chart. Description of responsibilities. Staff interview.

Screening and Selection

5-ACI-1G-02
(Ref. 4-4116)

The screening and selection of volunteers allows for recruitment from all cul-
tural and socioeconomic parts of the community.

Comment: Efforts should be made to recruit volunteers from all segments of soci-
ety. Volunteers should be selected on the basis of a uniform screening process that
is consistent with security concerns.

Protocols: Written policy and procedure. Volunteer recruiting plan.

Process Indicators: Documentation of volunteer recruiting activities.
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Registration

5-ACI-1G-03
(Ref. 4-4117)

There is an official registration and identification system for volunteers.

Comment: All volunteers should be registered with the institution or parent agen-
cy for insurance purposes, and each volunteer should be issued an identification
card. The institution should maintain an identification record for each volunteer
that includes a photograph, address, current telephone number, and other relevant
information.

Protocols: Written policy and procedure. Volunteer orientation/registration proce-
dures. Identification system.

Process Indicators: Volunteer records.

Offer of Professional Services

5-ACI-1G-04
(Ref. 4-4118)

Written policy specifies that volunteers may perform professional services
only when they are certified or licensed to do so.

Comment: Volunteers who wish to offer professional services should be asked to
cite their credentials and/or certificate status in their initial application. Tutoring or
sponsorship of a craft or hobby program is not considered a professional service.

Protocols: Written policy and procedure.

Process Indicators: Credentials and/or certificate.

Orientation and Training

5-ACI-1G-05
(Ref. 4-4119)

4-4120

Written policy, procedure, and practice provide that each volunteer completes
an appropriate, documented orientation and/or training program prior to as-
signment and agrees in writing to abide by all facility policies, particularly
those relating to the security and confidentiality of information.

Comment: None.

Protocols: Written policy and procedure. Volunteer handbook. Training curricu-
lum. Training forms.

Process Indicators: Volunteer records. Training records/documentation. Written
agreement.

Deleted January 2017
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Schedule of Services

5-ACI-1G-06
(Ref. 4-4121)

A current schedule of volunteer services is available to all inmates and is post-
ed in appropriate areas of the institution.

Comment: Inmates should be aware of the volunteer services available. Before
volunteer services are provided, inmates should understand the role of volunteers,
including the limits of their authority, and should understand the mutual responsi-
bilities of the inmate and the volunteer.

Protocols: Written policy and procedure.

Process Indicators: Completed volunteer services schedule. Observation. Inmate
interviews.

Participation in Policy Making

5-ACI-1G-07
(Ref. 4-4122)

There is provision for volunteers to contribute suggestions regarding the es-
tablishment of policy and procedure for the volunteer services program.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Documentation of provision.
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2. Physical Plant

GOAL: The facility’s physical plant is designed, equipped and main-
tained in a manner that promotes safety, program function
and access.

2A. - PERFORMANCE STANDARD: BUILDING AND SAFETY CODES

The facility complies with professional building and fire safety codes to help ensure the safety of all
persons within the facility.

OUTCOME MEASURES:

(1) Number of worker’s compensation claims filed in the past 12 months divided by the average number
of filled full-time staff positions in the past 12 months.

(2) Number of sanitation or health-code violations identified by external agencies in the past 12 months.

(3) The number of fire and safe code violations identified by the governing jurisdiction in the past 12
months.

Building Codes

5-ACI-2A-01 (Renovation, New Construction Only after January 1, 1990). The institution
(Ref. 4-4123) conforms to applicable federal, state, and/or local building codes.

Comment: None.

Protocols: Written policy and procedure. Copies of applicable sanitation and health
codes. Internal health/sanitation inspection checklists.

Process Indicators: Reports, license, or certificate from the appropriate local and/
or state agency. Inspection reports/results-internal and external. Maintenance and
repair records.
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Fire Codes

5-ACI-2A-02
(Ref. 4-4124)

Physical Plant

5-ACI-2A-03
(Ref. 4-4427)

(MANDATORY) The institution conforms with applicable federal, state, and/
or local fire safety codes. Compliance is documented by the authority hav-
ing jurisdiction. A fire alarm and automatic detection system are required, as
approved by the authority having jurisdiction, or there is a plan for address-
ing these or other deficiencies within a reasonable time period. The authority
approves any variances, exceptions, or equivalencies that do not constitute a
serious life safety threat to the occupants or the facility.

Comment: The applicable fire safety code(s) must be comprehensive, ensure basic
protection of life, and include the use of fire detection and alarm systems in all
habitable areas of the facility. The applicable code(s) should be applied to all areas
of the facility. Reports of periodic inspections and any actions taken in respect to
those inspections must be available.

Protocols: Written policy and procedure. Facility plans/specifications. Fire regu-
lations and codes. Internal inspection forms. Detention and alarm system testing
schedule.

Process Indicators: Documentation of compliance. Reports/inspections from exter-
nal agencies. Internal inspection results and reports. Documentation of fire alarm
and detection system maintenance and testing. Observation.

Equipment, supplies and materials for health services are provided and main-
tained as determined by the health authority.

Comment: The type of equipment will depend on the level of health care provided
in the institution. Equipment should be checked and tested periodically and se-
cured from inmate access.

Protocols: Written policy and procedure.

Process Indicators: An equipment checklist. Inventory records.
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2B. - PERFORMANCE STANDARD: SIZE AND ORGANIZATION

Facility capacity and functional design promote safety, an accept-
able quality of life and operational innovation.

OUTCOME MEASURES:

(1) Number of days facility population exceeded the operational capacity in the past 12 months divided

by 365.

Staff/Inmate Interaction

5-ACI-2B-01
(Ref. 4-4125)

Facility Size

5-ACI-2B-02
(Ref. 4-4126)

(Renovation, New Construction Only after January 1, 1990). The physical
plant design facilitates personal contact and interaction between staff and in-
mates.

Comment: None.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observations. Staff and inmate interviews.

The facility should encourage staff/inmate interaction. The facility has a man-
agement system that provides staff with the authority to make decisions, and
the ability to make recommendations regarding security, classification, ser-
vices, and programs for inmates.

Comment: None.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observations. Staff and inmate interviews.
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Unit Size

5-ACI-2B-03
(Ref. 4-4127)

5-ACI-2B-04
(Ref. 4-4128)

4-4129

4-4130

The maximum size of a single management unit is variable and is based on the
characteristics of its inmate population. The exact size of each management
unit is determined by (1) the security classification of the inmate occupants
(higher security levels require smaller unit size), and (2) the ability of staff
to complete regular security checks, maintain visual and auditory contact,
maintain personal contact and interaction with inmates, and be aware of unit
conditions.

Comment: The scale of the management unit should facilitate and encourage the
involvement of all staff in decision making.

Protocols: Written policy and procedure. Facility plans/specifications. Staffing
plan.

Process Indicators: Observation. Measurement. Documentation of cell checks. Fa-
cility records and logs.

(New Construction Only after January 1, 1990). Single-cell living units shall
not exceed 80 inmates.

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observations. Housing and classification records and logs.

Deleted July 2012

Deleted August 2004
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2C. - PERFORMANCE STANDARD: INMATE HOUSING

Inmate housing areas are the foundation of institutional living and
promote the safety and well-being of both inmates and staff.

Inmate Sleeping Areas

Occupancy and Space Requirements

4-4131 Deleted August 2005
5-ACI-2C-01 Cells/rooms used for housing inmates shall provide at a minimum, 25 square
(Ref. 4-4132) feet of unencumbered space per occupant. Unencumbered space is usable space

that is not encumbered by furnishing or fixtures. At least one dimension of the
unencumbered space is no less than seven feet. In determining unencumbered
space in the cell or room, the total square footage is obtained and the square
footage of fixtures and equipment is subtracted. All fixtures and equipment
must be in operational position.

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Measurement. Observation.

5-ACI-2C-02 Written policy, procedure, and practice provide that single-occupancy cells/
(Ref. 4-4133) rooms shall be available, when indicated, for the following:

* inmates with severe medical disabilities

 inmates suffering from serious mental illness

* sexual predators

* inmates likely to be exploited or victimized by others

* inmates who have other special needs for single housing

When confinement exceeds 10 hours a day, there is at least 80-square feet of
total floor space, of which 35-square feet is unencumbered space.

Comment: The standard permits housing inmates of all security levels in multiple
cells/rooms unless there is a need for single cells/rooms for an inmate in one of the
groups listed. The caveat “when indicated” refers to determinations made by the
classification system, medical diagnosis, or other professional conclusions.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observations. Staff and inmate interviews. Housing and clas-
sification records and logs.
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Cell Furnishings

5-ACI-2C-03
(Ref. 4-4134)

Dayrooms

Each inmate confined to a cell/room for ten or more hours daily is provided
a sleeping area with the following: a sleeping surface and mattress at least 12
inches off of the floor; a writing surface and proximate area to sit; storage for
personal items; and adequate storage space for clothes and personal belongings.

Each inmate confined to a cell/room for less than 10 hours daily is provided
a sleeping area with the following: a sleeping surface and mattress at least 12
inches off of the floor; storage for personal items; and adequate storage space
for clothes and personal belongings.

Comment: The words “writing surface” refer to a fixed or free-standing surface
under which a person can sit.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Measurement. Observation. Staff and inmate interviews. Hous-
ing and classification records and logs.

Space Requirements

5-ACI-2C-04
(Ref. 4-4135)

4-4136

Dayrooms with space for varied inmate activities are situated immediately
adjacent to the inmate sleeping areas. Dayrooms provide sufficient seating and
writing surfaces and all furnishings are consistent with the custody level of the
inmates assigned. Dayrooms provide a minimum of 35-square feet of space per
inmate (exclusive of lavatories, showers, and toilets) for the maximum number
of inmates who use the dayroom at one time, and no dayroom encompasses
less than 100 square feet of space (exclusive of lavatories, showers, and toilets).

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Measurement. Observation. Staff and inmate interviews. Hous-
ing and classification records and logs.

Deleted January 2012
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Toilets

5-ACI-2C-05
(Ref. 4-4137)

5-ACI-2C-06
(Ref. 4-4137-1)

Inmates have access to toilets and hand-washing facilities 24 hours per day
and are able to use toilet facilities without staff assistance when they are con-
fined in their cells/sleeping areas.

Toilets are provided at a minimum ratio of 1 for every 12 inmates in male facil-
ities and 1 for every 8 inmates in female facilities. Urinals may be substituted
for up to one-half of the toilets in male facilities. All housing units with three
or more inmates have a minimum of two toilets. These ratios apply unless na-
tional or state building or health codes specify a different ratio.

Comment: The standard ensures the availability of toilets and requires a measure
of privacy and control for users. At the same time, the standard provides flexibility
for designers and managers, who have increased options for “dry” cells if toilet
facilities are accessible by other means (for example, push-button locks on cells
for use during night hours). Creative design approaches that increase privacy and
decrease management problems associated with congregate facilities (for example,
the creation of a series of “single occupancy” toilet areas) are encouraged. The
requirement of an approved ratio is designed to assure that inmates have adequate
access to meet their basic personal hygiene needs.

Protocols: Written policy and procedure. Facility plans/specifications. Applicable
building codes and regulations.

Process Indicators: Observation. Inmate housing records. Measurement. Mainte-
nance records.

(New Construction after June 2014). Inmates have access to toilets and
hand-washing facilities 24-hours per day and are able to use toilet facilities
without staff assistance when they are confined in their cells/sleeping areas.
Toilets are provided at a minimum ratio of 1 for every 12 inmates in male facil-
ities and 1 for every 8 inmates in female facilities. Urinals may be substituted
for up to one-half of the toilets in male facilities. All housing units with three
or more inmates have a minimum of two toilets. These ratios apply unless any
applicable building or health codes require additional fixtures.

Comment: None.

Protocols: Written policy and procedure. Facility plans/specifications. Applicable
building and/or health codes and regulations.

Process Indicators: Observation. Inmate housing records. Measurement. Mainte-
nance records.
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Washbasins

5-ACI-2C-07
(Ref. 4-4138)

5-ACI-2C-08
(Ref. 4-4138-1)

Showers

5-ACI-2C-09
(Ref. 4-4139)

Inmates have access to operable wash basins with hot and cold running water
in the housing units at a minimum ratio of one basin for every 12 occupants,
unless national or state building or health codes specify a different ratio.

Comment: Provisions must be made for inmate access in cell or sleeping areas,
dayrooms, and other parts of the facility. The requirement of an approved ratio is
designed to assure that inmates have adequate access to meet their basic needs.

Protocols: Facility plans/specifications.

Process Indicators: Observation. Maintenance records.

(New Construction after June 2014). Inmates have access to operable washba-
sins with hot and cold running water in the housing units at a minimum ratio
of 1 basin for every 12 occupants. These ratios apply unless any applicable
building or health codes require additional fixtures.

Comment: None.

Protocols: Written policy and procedure. Facility plans/specifications. Applicable
building codes and regulations.

Process Indicators: Observation. Inmate housing records. Measurement. Mainte-
nance records.

Inmates have access to operable showers with temperature-controlled hot and
cold running water, at a minimum ratio of one shower for every 12 inmates. Wa-
ter for showers is thermostatically controlled to temperatures ranging from 100
degrees Fahrenheit to 120 degrees Fahrenheit to ensure the safety of inmates
and to promote hygienic practices. These ratios and temperatures shall apply
unless national or state building or health codes specify a different ratio.

Comment: Offenders can use scalding showers as a weapon against, or punishment
for, other inmates. Also, accidental injury could occur when cold water is drawn
in other areas, thereby unexpectedly elevating the hot water in showers to scalding
temperatures. Water temperatures below 100 degrees Fahrenheit are uncomfort-
able and may deter an individual from pursuing good hygienic practices. The tem-
perature controls should not preclude the use of water at higher temperatures, if
needed, in other areas of the institution, such as kitchens.

Protocols: Written policy and procedure. Facility plans/specifications.
Process Indicators: Observation. Measurement. Inspection reports. Maintenance

records. Documentation of periodic measurement of water temperature. Inmate
grievances. Inmate interviews.
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5-ACI-2C-10
(Ref. 4-4139-1)

(New Construction after June 2014). Inmates have access to operable showers
with temperature-controlled hot and cold running water, at a minimum ratio
of one shower for every 12 inmates, unless applicable codes require addition-
al fixtures. Water for showers is thermostatically controlled to temperatures
ranging from 100 degrees Fahrenheit to 120 degrees Fahrenheit to ensure the
safety of inmates and to promote hygienic practices.

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.
Process Indicators: Observation. Measurement. Inspection reports. Maintenance

records. Documentation of periodic measurement of water temperature. Inmate
grievances. Inmate interviews.

Housing for the Disabled

5-ACI-2C-11
(Ref. 4-4142)

5-ACI-2C-12
(Ref. 4-4143)

Inmates with disabilities are housed in a manner that provides for their safety
and security. Housing used by inmates with disabilities is designed for their
use and provides for integration with other inmates. Programs and services
are accessible to inmates with disabilities who reside in the facility.

Comment: If the facility accepts individuals with disabilities, it must provide for
their housing and use of facility resources. Housing includes, but is not limited to,
rooms, sleeping areas, furnishings, dayrooms, toilets, washbasins, showers, and
other common elements. An offender with a disability should not be placed in a
special unit (for example, the infirmary, security room, or protective custody) that
cannot accommodate the offender’s disability. Program and service areas include,
but are not limited to, exercise and recreation areas, visiting rooms, classrooms,
dining rooms, commissary/canteen, telephone facilities, library, reception and
classification areas, chapel, and administrative areas where appropriate.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Inmate records. Interviews. Inmate health re-
cords.

Written policy, procedure, and practice provide for the assignment of appro-
priately trained individuals to assist disabled offenders who cannot otherwise
perform basic life functions.

Comment: None.

Protocols: Written policy and procedure. Job descriptions. Staffing plans. Training
curriculum.

Process Indicators: Staff assignment rosters. Staff training records. Qualifications
of persons assigned to assist disabled inmates.
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5-ACI-2C-13 Written policy, procedure, and practice provide education, equipment and
(Ref. 4-4144) facilities, and the support necessary for inmates with disabilities to perform
self-care and personal hygiene in a reasonably private environment.

Comment: A “reasonably private” environment will vary, depending on individual
and institutional circumstances, but is one which will maintain the dignity of the
disabled individual in light of that person’s disability.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Inmate interviews.
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Performance Standard 2D: Environmental Conditions

2D. - PERFORMANCE STANDARD: ENVIRONMENTAL CONDITIONS

Environmental conditions significantly influence the overall effective-
ness of institutional operations. Lighting, air quality, temperature and
noise levels are designed to preserve the health and well being of
inmates and staff members.

Light Levels
General

5-ACI-2D-01
(Ref. 4-4145)

Lighting throughout the facility is determined by the tasks to be performed,
interior surface finishes and colors, type and spacing of light sources, outside
lighting, and shadows and glare.

Comment: None.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Inmate interviews. Staff interviews.

Inmate Rooms/Cells

5-ACI-2D-02
(Ref. 4-4146)

Natural Light

Lighting in inmate rooms/cells is at least 20-foot-candles at desk level and in
personal grooming areas, as documented by a qualified source, and is checked
at least once per accreditation cycle.

Comment: None.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Documentation from a qualified source. Measurement. Obser-
vation. Maintenance and repair records. Inmate interviews. Staff interviews.

Inmate Rooms/Cells

5-ACI-2D-03
(Ref. 4-4147)

(Existing only). All inmate rooms/cells provide access to natural light.
Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation.
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5-ACI-2D-04
(Ref. 4-4147-1)

5-ACI-2D-05
(Ref. 4-4147-2)

4-4148
Dayrooms

5-ACI-2D-06
(Ref. 4-4149)

5-ACI-2D-07
(Ref. 4-4150)

(Renovation, New Construction after June 1, 2008). All inmate rooms/cells
provide inmates with access to natural light by means of at least three-square
feet of transparent glazing, plus two additional square feet of transparent
glazing per inmate in rooms/cells with three or more inmates.

Comment: None.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Measurement. Observation. Housing records.

(New Construction or Renovation after June 1,2014). Each dormitory provides
inmates with access to natural light by means of at least 12 square feet, plus two
additional square feet of transparent glazing per inmate in the dormitory.
Comment: None

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Measurement.

Deleted January 2003

(New Construction Only after January 1, 1990). Each dayroom provides in-
mates with access to natural light by means of at least 12 square feet of trans-
parent glazing in the dayroom, plus two additional square feet of transparent
glazing per inmate whose room/cell is dependent on access to natural light
through the dayroom.

Comment: Many inmates spend most daylight hours outside of their cells, often in
their dayroom, and the standard gives designers increased options for providing
natural light.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Measurement. Noise levels.

Noise levels in inmate housing units do not exceed 70 dBA (A Scale). Mea-
surements shall be conducted annually by a qualified source with at least one
measurement taking place during night time and one measurement taking
place during day time.

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Measurement. Observation. Inmate and staff interviews. Doc-
umentation from a qualified source. Maintenance records.
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Indoor Air Quality

5-ACI-2D-08
(Ref. 4-4151)

5-ACI-2D-09
(Ref. 4-4152)

(Renovation, New Construction Only after January 1, 1990). Circulation is at
least 15 cubic feet of outside or recirculated filtered air per minute per occu-
pant for cells/rooms, officer stations, and dining areas, as documented by a
qualified technician and should be checked not less than once every 3-year
accreditation cycle.

Comment: Mechanical ventilation may provide for recirculation of outside air ex-
cept where prohibited by codes. The outside air requirements may be reduced to a
minimum of 33 percent of the specified ventilated air quality if adequate tempera-
ture control is provided in addition to filtering equipment so that the maximum con-
centration of particles entering the space is reduced to acceptable limits. In no case
should the outdoor air quantity be less than five cubic feet per minute per person.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Measurement. Observation. Inmate and staff interviews. Doc-
umentation from a qualified technician. Maintenance and repair records.

(Existing). Circulation is at least 10-cubic feet of fresh or recirculated filtered
air per minute per occupant for inmate rooms/cells, officer stations, and din-
ing areas, as documented by a qualified technician and should be checked not
less than once every 3-year accreditation cycle.

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Measurement. Observation. Inmate and staff interviews. Doc-
umentation from a qualified technician. Maintenance and repair records.

Heating and Cooling

5-ACI-2D-10
(Ref. 4-4153)

Temperatures in indoor living and work areas are appropriate to the summer
and winter comfort zones.

Comment: Temperature should be capable of being mechanically raised or lowered
to an acceptable comfort level.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Measurement. Observation. Inmate and staff interviews. Facil-
ity logs and records. Maintenance and repair logs.
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2E. -PERFORMANCE STANDARD: PROGRAM AND SERVICE AREAS

Adequate space is provided for the various program and service
functions conducted within the institution. Spatial requirements re-
flect functional need.

Exercise and Recreation

5-ACI-2E-01 Both outdoor and covered/enclosed exercise areas for general population in-

(Ref. 4-4154) mates are provided in sufficient number to ensure that each inmate is offered
at least one hour of access daily. Use of outdoor areas is preferred, but cov-
ered/enclosed areas must be available for use in inclement weather. Covered/
enclosed areas can be designed for multiple uses as long as the design and
furnishings do not interfere with scheduled exercise activities.

The minimum space requirements for exercise areas are as follows:

* Outdoor exercise areas in facilities where 100 or more inmates utilize one
recreation area: 15-square feet per inmate for the maximum number of in-
mates expected to use the space at one time, but not less than 1,500 square
feet of unencumbered space

* Outdoor exercise areas in facilities where less than 100 inmates have unlim-
ited access to an individual recreation area: 15-square feet per inmate for
the maximum number of inmates expected to use the space at one time, but
not less than 750-square feet of unencumbered space

* Covered/enclosed exercise areas in facilities where 100 or more inmates
utilize one recreation area: 15-square feet per inmate for the maximum
number of inmates expected to use the space at one time, with a minimum
ceiling height of 18 feet, but not less than 1,000-square feet of unencum-
bered space

* Covered/enclosed exercise areas in facilities where less than 100 inmates uti-
lize one recreation area: 15-square feet per inmate for the maximum num-
ber of inmates expected to use the space at one time, with a minimum ceiling
height of 18 feet, but not less than 500-square feet of unencumbered space

Comment: Exercise/recreation spaces are not the same as dayrooms, although day-
rooms can provide added opportunities for some exercise and recreation activities.
The standard establishes performance requirements for exercise spaces, offering
design and operational flexibility. It allows facilities in some climates to cover and/
or enclose a yard, while others will have to provide indoor space; these spaces do
not have to be “indoor” but must be fully functional when the outdoor areas are not
feasible for use.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Measurement. Observation. Facility logs and activity records.
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5-ACI-2E-01
(Ref. 4-4154)
Revised Aug. 2019

(Effective NLT January 1,2021) Both outdoor and covered/enclosed exercise ar-
eas for general population inmates are provided in sufficient number to ensure
that each inmate is offered at least one hour of access daily. Use of outdoor
areas is preferred, but covered/enclosed areas must be available for use in in-
clement weather. Covered/enclosed areas can be designed for multiple uses as
long as the design and furnishings do not interfere with scheduled exercise
activities.

The minimum space requirements for exercise areas are as follows:

* Outdoor exercise areas in facilities where 100 or more inmates utilize one
recreation area:15-square feet per inmate for the maximum number of in-
mates expected to use the space at one time, but not less than 1,500 square
feet of unencumbered space

* Outdoor exercise areas in facilities where less than 100 inmates utilize one
recreation area; 15 square feet per inmate for the maximum number of
inmates expected to use the space at one time, but not less than 750 square
feet of unencumbered space

* Covered/enclosed exercise areas in facilities where 100 or more inmates
utilize one recreation area:15-square feet per inmate for the maximum
number of inmates expected to use the space at one time, with a minimum
ceiling height of 18 feet, but not less than 1,000-square feet of unencum-
bered space

* Covered/enclosed exercise areas in facilities where less than 100 inmates uti-
lize one recreation area:15-square feet per inmate for the maximum number
of inmates expected to use the space at one time, with a minimum ceiling
height of 18 feet, but not less than 500-square feet of unencumbered space

Comment: Exercise/recreation spaces are not the same as dayrooms, although day-
rooms can provide added opportunities for some exercise and recreation activities.
The standard establishes performance requirements for exercise spaces, offering
design and operational flexibility. It allows facilities in some climates to cover and/
or enclose a yard, while others will have to provide indoor space; these spaces do
not have to be “indoor” but must be fully functional when the outdoor areas are not
feasible for use.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Measurement. Observation. Facility logs and activity records.
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5-ACI-2E-02
(Ref. 4-4155)

5-ACI-2E-02
(Ref. 4-4155)
Revised Aug. 2019

Special management housing units have either outdoor uncovered or outdoor
covered exercise areas. The minimum space requirements for outdoor exercise
areas for special management units are as follows:

* Group yard modules: 330-square feet of unencumbered space can accom-
modate two inmates. For each additional 150-square feet of unencumbered
space, an additional inmate may use the exercise area simultaneously. (For-
mula: for each 150-square feet of unencumbered space exceeding the base
requirement of 180-square feet for the first inmate, equals the maximum
number of inmates who may use the recreation area space simultaneously).
No more than five inmates are to use a group module at one time.

* Individual yard modules: 180-square feet of unencumbered space.

In cases where cover is not provided to mitigate the inclement weather, ap-
propriate weather-related equipment and attire should be available to the in-
mates who desire to take advantage of their authorized exercise time.
Comment: None.

Protocols: Written policy and procedure. Facility plans/specifications. Schedules.

Process Indicators: Measurement. Observation. Facility logs and activity records.

(Effective NLT January 1, 2021) Special management housing units have ei-
ther outdoor uncovered or outdoor covered exercise areas. The minimum space
requirements for outdoor exercise areas for special management units are as
follows:

* Group areas: 330-square feet of unencumbered space can accommodate
two inmates. For each additional 150-square feet of unencumbered space,
an additional inmate may use the exercise area simultaneously. (Formu-
la: for each 150-square feet of unencumbered space exceeding the base
requirement of 180-square feet for the first inmate equals the maximum
number of inmates who may use the recreation area simultaneously).

* Individual areas: 180-square feet of unencumbered space.

In cases where cover is not provided to mitigate the inclement weather, ap-
propriate weather-related equipment and attire should be available to the in-
mates who desire to take advantage of their authorized exercise time.
Comment: None.

Protocols: Written policy and procedure. Facility plans/specifications. Schedules.

Process Indicators: Measurement. Observation. Facility logs and activity records.
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Visiting

5-ACI-2E-03
(Ref. 4-4156)

Classrooms

5-ACI-2E-04
(Ref. 4-4157)

Dining

5-ACI-2E-05
(Ref. 4-4158)

Sufficient space is provided for a visiting room or area for contact visiting and,
if necessary, noncontact visiting. There is adequately designed space to permit
screening and searching of both inmates and visitors. Space is provided for
the proper storage of visitors’ coats, handbags, and other personal items not
allowed into the visiting area.

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Staff interviews. Visitor interviews.

(Renovation, New Construction Only after January 1, 1990). In institutions
offering academic and vocational training programs, classrooms are designed
in consultation with school authorities.

Comment: None.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Facility records and logs. Documentation of consultation.

There is space for group dining except when security or safety considerations
justify otherwise, and the space is large enough to allow for meals to be served,
affording each inmate the opportunity to have at least 20 minutes of dining
time for each meal.

Comment: None.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Facility logs and records.
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Food Service

Food Preparation and Food Storage Areas

5-ACI-2E-06
(Ref. 4-4159)

4-4160

There are sanitary, temperature-controlled facilities for the storage of all
foods. The food preparation area includes a space for food preparation based
on population size, type of food preparation, and methods of meal service.
Comment: None.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Measurement. Observation.

Deleted January 2012

Sanitation and Hygiene

5-ACI-2E-07
(Ref. 4-4161)

Housekeeping

5-ACI-2E-08
(Ref. 4-4162)

Toilet and washbasin facilities are available to food service personnel and in-
mates in the vicinity of the food preparation area.

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation.

Adequate space is provided for janitorial closets accessible to the living and
activity areas. The closets are equipped with a sink and cleaning implements.

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation.

Clothing and Supplies

5-ACI-2E-09
(Ref. 4-4163)

Space is provided in the institution to store and issue clothing, bedding, clean-
ing supplies, and other items required for daily operations.

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Staff interviews.
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Personal Property
5-ACI-2E-10 Space is provided for storing the personal property of inmates safely and securely.
(Ref. 4-4164)

Comment: None.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Inmate interviews.

Mechanical Equipment
5-ACI-2E-11 Separate and adequate space is provided for mechanical and electrical equipment.
(Ref. 4-4165)

Comment: None.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation.

Commissary/Canteen
5-ACI-2E-12 Space is provided for an inmate commissary or canteen, or provisions are made
(Ref. 4-4166) for a commissary service.

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Commissary/canteen records.
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2F. - PERFORMANCE STANDARD: ADMINISTRATIVE AND STAFF AREAS

All levels of staff are provided with adequate space to carry out
their responsibilities safely and effectively.

Administrative Areas

5-ACI-2F-01 Adequate space is provided for administrative, security, professional, and
(Ref. 4-4167) clerical staff; this space includes conference rooms, storage room for records,
a public lobby, and toilet facilities.
Comment: None.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation.

Staff Areas
5-ACI-2F-02 Staff needs are met through providing adequate spaces in locations that are
(Ref. 4-4168) convenient for use. Staff are provided with the following:

* an area to change clothes and to shower

* an area, room, and/or employee lounge that offers privacy from inmates
and provides space for meals

* access to exercise/physical training facilities and equipment
* space for training

* space for shift-change briefings

* toilets and washbasins that are not used by inmates

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Staff interviews.

Accessibility for the Disabled

5-ACI-2F-03 Reasonable accommodation is made to ensure that all parts of the facility that
(Ref. 4-4169) are accessible to the public are accessible and usable by staff and visitors with
disabilities.

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation.
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2G. - PERFORMANCE STANDARD: SECURITY

The physical plant supports the orderly and secure functioning of

the institution.

4-4170

Deleted January 2007

Perimeter Security

5-ACI-2G-01
(Ref. 4-4171)

The institution’s perimeter is controlled by appropriate means to provide that
inmates remain within the perimeter and to prevent access by the general
public without proper authorization.

Comment: The means chosen to ensure perimeter security should reflect the facili-

ty’s needs based on size and the degree of security required. Perimeter surveillance
can be maintained through watchtowers, mechanical surveillance devices (for ex-
ample, electronic, pressure, or sound detection systems), mobile patrols, or some
combination of these techniques. All areas adjacent to the perimeter should be
visible under all conditions.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Facility records and logs.

Entrances and Exits

5-ACI-2G-02
(Ref. 4-4172)

Pedestrians and vehicles enter and leave at designated points in the perimeter.
Safety vestibules and sally ports constitute the only breaches in the perimeter
of maximum security institutions.

Comment: None.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Facility records and logs.

Security Equipment Storage

5-ACI-2G-03
(Ref. 4-4173)

Firearms, chemical agents, and related security items are stored in a secure
but readily accessible depository outside of inmate housing and activity areas.

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Staff interviews. Facility records and logs.
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3. Institutional Operations

GOAL: The facility protects the community, the staff, the offenders

and others from harm while maintaining an orderly envi-
ronment with clear expectations of behavior and systems of
accountability

3A. - PERFORMANCE STANDARD: SECURITY AND CONTROL

The facility utilizes a combination of supervision, inspection, accountability, and measured force re-
sponse to promote safe and orderly operations.

OUTCOME MEASURES:

(1
2
)
“4)
)
(6)

The number of incidents in which force, as defined by the agency, was used in the past 12 months
divided by the average daily population in the past 12 months.

Number of seizures of contraband, as defined by the agency, in the past 12 months divided by the
average daily population in the past 12 months.

The number of escapes, as defined in the Significant Incident Summary, in the past 12 months
divided by the average daily population in the past 12 months.

The number of disturbances, as defined in the Significant Incident Summary, in the past 12
months divided by the average daily population in the past 12 months.

The number of acts of sexual violence, as defined in the Significant Incident Summary, in the past
12 months divided by the average daily population in the past 12 months.

The number of homicides, as defined in the Significant Incident Summary, in the past 12 months,
divided by the average daily population in the past 12 months.

Security Manual

5-ACI-3A-01 There is a manual containing all procedures for institutional security and con-
(Ref. 4-4174) trol, with detailed instructions for implementing these procedures. The manu-

al is available to all staff.

Comment: The manual should contain information on physical plant inspection,
inmate counts, weapons and chemical agent control, contraband, key control, tool
and equipment control, and emergency procedures.

Protocols: Written policy and procedure. Procedure manual.

Process Indicators: Observation. Staff interviews.
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Control Center

5-ACI-3A-02
(Ref. 4-4175)

4-4176

Space is provided for a 24-hour continuously staffed secure control center for
monitoring and coordinating the institution’s security, life, safety, and com-
munications systems. Staff assigned to a control center have access to a toilet
and washbasin. There is a communication system between the control center
and inmate living areas.

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Facility records and logs. Maintenance records.

Deleted January 2007

Correctional Officer Assignments

5-ACI-3A-03
(Ref. 4-4177)

5-ACI-3A-04
(Ref. 4-4178)

5-ACI-3A-05
(Ref. 4-4179)

Correctional officer posts are located in or immediately adjacent to inmate living
areas to permit officers to hear and respond promptly to emergency situations.

Comment: The presence of correctional officers within hearing distance of inmate
living quarters can help prevent inmate misbehavior and avoid disturbances.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Staff interviews. Inmate interviews.

There are written orders for every correctional officer post. These orders are
reviewed annually and updated if necessary.

Comment: Written orders should specify the duties of each post and the procedures
to be followed to carry out the assignment. Copies of the post orders should be
available for all employees.

Protocols: Written policy and procedure. Post orders.

Process Indicators: Observation. Staff interviews. Documentation of staff receipt
of post orders. Documentation of annual review and updating.

Written policy, procedure, and practice provide for personnel to read the ap-
propriate post order each time they assume a new post and to sign and date
the post order.

Comment: None.

Protocols: Written policy and procedure. Post orders. Acknowledgement form.

Process Indicators: Observation. Staff interviews. Documentation of staff receipt
of post orders.
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5-ACI-3A-06
(Ref. 4-4180)

5-ACI-3A-07
(Ref. 4-4181)

5-ACI-3A-08
(Ref. 4-4182)

Written policy, procedure, and practice facilitate personal contact and inter-
action between staff and inmates.

Comment: Staff effectiveness is limited if the only staff available are placed in
isolated control centers during periods of inmate activity in the housing units.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Staff interviews. Inmate interviews.

Written policy, procedure, and practice require that when both males and fe-
males are housed in the facility, at least one male and one female staff member
are on duty at all times.

Comment: None.

Protocols: Written policy and procedure. Staffing plans.

Process Indicators: Records of staff deployment. Facility logs. Staff interviews.
Inmate interviews.

Written policy, procedure, and practice provide that no inmate or group of
inmates is given control or authority over other inmates.

Comment: None.
Protocols: Written policy and procedure. Post orders.

Process Indicators: Observation. Staff interviews. Inmate interviews.

Permanent Log

5-ACI-3A-09
(Ref. 4-4183)

Written policy, procedure, and practice require that correctional staff main-
tain a permanent log and prepare shift reports that record routine informa-
tion, emergency situations, and unusual incidents.

Comment: Adequate supervision of inmates requires a formal written reporting
system. Each correctional officer in each housing unit on each shift should main-
tain detailed records of pertinent information regarding individual inmates and
groups of inmates.

Protocols: Written policy and procedure. Record keeping forms and formats.

Process Indicators: Completed logs. Completed shift reports.
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Patrols and Inspections

5-ACI-3A-10
(Ref. 4-4184)

5-ACI-3A-11
(Ref. 4-4185)

5-ACI-3A-11
(Ref. 4-4185)
Revised Aug. 2017

Written policy, procedure, and practice provide that supervisory staff conduct
a daily patrol, including holidays and weekends, of all areas occupied by in-
mates and submit a daily written report to their supervisor. Unoccupied areas
are to be inspected weekly.

Comment: Matters requiring further attention (for example, staff and inmate con-
cerns; faulty, unsafe, or dirty conditions) should be reported in writing for review

and further action.

Protocols: Written policy and procedure. Patrol schedules. Patrol and inspection
forms.

Process Indicators: Completed inspection reports.

Written policy, procedure, and practice require that the warden/ superintendent
or designee, assistant warden/superintendent(s), and designated department
heads visit the institution’s living and activity areas at least weekly to encourage
informal contact with staff and inmates and to informally observe living and
working conditions.

Comment: Arrangements should be made for inmates to have informal access to
key staff. This can be achieved through staff visits to the housing units, work areas,
educational and recreational areas, and other areas in the institution where inmates
can be contacted during the day or evening. Policy should specify which depart-
ment heads are expected to make at least weekly visits and should encourage other
department heads and supervisory staff to visit these areas as often as practical.

(Effective no later than October 1,2020) Written policy, procedure, and practice
require that between the warden/superintendent and assistant warden/super-
intendent(s), each institution’s living and activity areas shall be visited weekly
within a schedule that ensures the warden/superintendent personally conducts
rounds in all areas no less than one time per month. In addition, designated
department heads shall visit the institution’s living and activity areas at least
weekly to encourage informal contact with staff and inmates and to informally
observe living and working conditions.

Comment: Arrangements should be made for inmates to have informal access to
key staff. This can be achieved through staff visits to the housing units, work areas,
educational and recreational areas, and other areas in the institution where inmates
can be contacted during the day or evening. Policy should specify which depart-
ment heads are expected to make at least weekly visits and should encourage other
department heads and supervisory staff to visit these areas as often as practical.

Protocols: Written policy and procedure. Schedule.

Process Indicators: Facility logs. Inmate interviews.
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5-ACI-3A-12
(Ref. 4-4186)

Inmate Counts

5-ACI-3A-13
(Ref. 4-4187)

Written policy, procedure, and practice require that the chief security offi-
cer or qualified designee conduct at least weekly inspections of all security
devices, noting the items needing repair or maintenance. The inspections are
reported in writing to the warden/superintendent and/or chief security officer.

Comment: There should be a scheduled maintenance procedure to ensure that all
bars, locks, windows, doors, and other security devices are fully operational. Emer-
gency keys should be checked at least quarterly to ensure they are in working order.
The results of all inspections should be submitted in writing to the warden/superin-
tendent and/or the officer in charge of security.

Protocols: Written policy and procedure. Schedule. Weekly inspection forms.

Process Indicators: Inspection reports. Maintenance records.

The institution has a system for physically counting inmates. The system in-
cludes strict accountability for inmates assigned to work and educational re-
lease, furloughs, and other approved temporary absences.

Comment:. There should be at least one inmate count per shift. Counts should be
scheduled so that they do not conflict with activity programs and normal operating
procedures. The officer responsible for maintaining the master count record should
have up-to-the-minute information regarding all inmate housing moves, work assign-
ment changes, hospital admissions, and so on. Adequate checks should be instituted
to allow for human error. All inmates in legal custody should be accounted for in the
master count; all temporary absences from the facility should be explained in writing.

Protocols: Written policy and procedure. Accounting system. Forms. Identification
forms/formats.

Process Indicators: Completed forms. Facility records and logs. Documentation of
inmate accounting activities. Staff interviews.

Inmate Movement

5-ACI-3A-14
(Ref. 4-4188)

Written policy, procedure, and practice provide that staff regulate inmate
movement.

Comment: All inmate movement from one location to another should be controlled
and supervised by staff, including individual and group inmate movement to and
from work and program assignments. A master pass list for each day can assist in
accounting for movement without restricting or discouraging participation in pro-
gram activities.

Protocols: Written policy and procedure. Facility plans/specifications. Staffing plans.

Process Indicators: Observation.
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5-ACI-3A-15
(Ref. 4-4189-2)

Transportation of inmates outside the facility emphasizes safety and security.
Procedures are provided to all persons involved with transport. Only qualified
personnel implement transport.

Comment: Guidelines for transporting inmates should emphasize safety and should
be made available to all personnel involved in transporting inmates. The institution
should have policies governing the use of restraints.

Protocols: Written policy and procedure. Staff training curriculum.

Process Indicators: Documentation of staff training and qualifications. Transport
logs. Staff and inmate interviews.

Use of Restraints

5-ACI-3A-16
(Ref. 4-4190)

5-ACI-3A-17
(Ref. 4-4190-1)

Written policy, procedure, and practice provide that instruments of restraint,
such as handcuffs, irons, and straitjackets, are never applied as punishment
and are applied only with the approval of the warden/superintendent or des-
ignee.

Comment: Instruments of restraint should be used only as a precaution against es-
cape during transfer, for medical reasons, by direction of the medical officer, or to
prevent self-injury, injury to others, or property damage. Restraints should not be
applied for more time than is absolutely necessary.

Protocols: Written policy and procedure.

Process Indicators: Documentation of warden/superintendent or designee approv-
al. Staff interviews.

Written policy, procedure, and practice, in general, prohibit the use of re-
straints on female offenders during active labor and the delivery of a child.
Any deviation from the prohibition requires approval by and guidance on
methodology from the medical authority and is based on documented seri-
ous security risks. The medical authority provides guidance on the use of re-
straints on pregnant offenders prior to active labor and delivery.

Comment: Restraints on pregnant offenders during active labor and the delivery of
a child should only be used in extreme instances and should not be applied for more
time than is absolutely necessary. Restraints used on pregnant offenders prior to ac-
tive labor and delivery should not put the pregnant offender nor the fetus at risk.

Protocols: Written policy and procedure.

Process Indicators: Documentation of the details regarding security risk. Docu-
mentation of medical approval and guidance on methodology.
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5-ACI-3A-18
(Ref. 4-4191)

(MANDATORY) Four/five point restraints are used only in extreme instances
and only when other types of restraints have proven ineffective or the safety
of the inmate is in jeopardy. Advance approval is secured from the facility ad-
ministrator/designee before an inmate is placed in a four/five point restraint.
Subsequently, the health authority or designee must be notified to assess the
inmate’s medical and mental health condition, and to advise whether, on the
basis of serious danger to self or others, the inmate should be in a medical/
mental health unit for emergency involuntary treatment with sedation and/or
other medical management, as appropriate. If the inmate is not transferred to
medical/mental health unit and is restrained in a four/five point position, the
following minimum procedures are followed:

* direct visual observation by staff is continuous prior to obtaining approval
from the health authority or designee

* subsequent visual observation is made at least every 15 minutes

¢ restraint procedures are in accordance with guidelines approved by the des-
ignated health authority

* all decisions and actions are documented

Comment: A four/five point restraint secures an inmate’s arms and legs (four point)
and head chest or thigh (five point). Restraint guidelines include consideration of
an individual’s physical conditions, such as body weight.

Protocols: Written policy and procedure. Forms.

Process Indicators: Observation. Facility records and logs. Inmate and staff inter-
views. Documentation of approval(s) and observation.

Control of Contraband

5-ACI-3A-19
(Ref. 4-4192)

Written policy, procedure, and practice provide for searches of facilities and
inmates to control contraband and provide for its disposition. These policies
are made available to staff and inmates.

Comment: The institution’s search plans and procedures should include the
following:

 unannounced and irregularly timed searches of cells, inmates, and inmate work
areas

« inspection of all vehicular traffic and supplies coming into the institution

* use of metal detectors at compound gates and entrances into housing units

 complete search and inspection of each cell prior to occupancy by a new inmate

* avoidance of unnecessary force, embarrassment, or indignity to the inmate

« staff training in effective search techniques that protect both inmates and staff
from bodily harm

* use of non-intensive sensors and other techniques instead of body searches,
whenever feasible
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5-ACI-3A-20
(Ref. 4-4193)

5-ACI-3A-21
(Ref. 4-4194)

» conduct of searches only as necessary to control contraband or to recover miss-
ing or stolen property

* respect of inmates’ rights to authorized personal property
* use of only those mechanical devices absolutely necessary for security purposes

Protocols: Written policy and procedure. Search procedures.

Process Indicators: Observation. Facility records and logs. Inmate and staff inter-
views.

Written policy, procedure, and practice provide that manual or instrument
inspection of body cavities is conducted only when there is reason to do so and
when authorized by the warden/superintendent or designee. The inspection is
conducted in private by health care personnel.

Comment: None.
Protocols: Written policy and procedure. Search procedures.

Process Indicators: Observation. Facility records and logs. Inmate and staff inter-
views. Credentials of personnel who conduct searches.

Written policy, procedure, and practice provide that, except in emergency sit-
uations, visual inspections of inmate body cavities are conducted by officers of
the same sex, in private, and based on reasonable belief that the inmate is carry-
ing contraband or other prohibited material. Reasonable belief is not required
when inmates return from contact with the general public or from outside the
institution. In all cases, this inspection is conducted by trained personnel.

Comment: None.

Protocols: Written policy and procedure. Search procedures. Staff training curric-
ulum.

Process Indicators: Facility records and logs. Training records. Staff interviews.
Inmate interviews.

80 Adult Correctional Institutions, Fifth Edition



Performance Standard 3A: Security and Control

Controlled Access and Use

Keys

5-ACI-3A-22
(Ref. 4-4195)

(MANDATORY) Written policy, procedure, and practice govern the control
and use of keys.

Comment: None.
Protocols: Written policy and procedure. Key control plan. Format for reports.

Process Indicators: Facility logs. Documentation of key control activities (records,
logs, completed forms).

Tools and Equipment

5-ACI-3A-23
(Ref. 4-4196)

Vehicles

5-ACI-3A-24
(Ref. 4-4197)

5-ACI-3A-25
(Ref. 4-4189)

(MANDATORY) Written policy, procedure, and practice govern the control,
inventory, and use of tools, culinary and medical/dental instruments and sup-
plies (syringes, needles and other sharps).

Comment: None.

Protocols: Written policy and procedure. Control plan. Inventory forms.

Process Indicators: Inventory logs and forms. Observation. Staff interviews.

Written policy and procedure govern the use and security of institution vehicles.
Comment: Written policies and procedures should state the conditions under which
inmates may drive vehicles. Responsibility and keys for certain vehicles may be as-
signed to specific staff, but the pool of vehicles should be controlled by one person.

Protocols: Written policy and procedure.

Process Indicators: Vehicle records. Transport records and logs.

An annual safety inspection of all vehicles is conducted by qualified individ-
uals in accordance with state statutes for any vehicle that is owned, leased, or
used in the operation of the facility.

Comment: None.

Protocols: Written policy and procedure. Staff training curriculum.

Process Indicators: Documentation of staff training and qualifications. Transport
logs. Staff interviews. Inmate interviews.
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5-ACI-3A-26
(Ref. 4-4189-1)

5-ACI-3A-27
(Ref. 4-4198)

Safety repairs are completed immediately. Vehicles are not used again until
repairs are made.

Comment: None.
Protocols: Written policy and procedure. Maintenance record format.

Process Indicators: Maintenance records and receipts. Reports of vehicle prob-
lems/requests for repair or maintenance. Documentation of completed reports.

Written policy and procedure govern the use of personal vehicles for official
purposes and include provisions for insurance coverage.

Comment: Written policy should specify the conditions for the official use of per-
sonal vehicles and the limits of institutional liability.

Protocols: Written policy and procedure.

Process Indicators: Documentation of insurance coverage. Staff interviews.

Security Equipment

General Policies and Practice

5-ACI-3A-28
(Ref. 4-4199)

Written policy and procedure govern the availability, control, and use of
chemical agents, electrical disablers, and related security devices and specify
the level of authority required for their access and use. Chemical agents and
electrical disablers are used only with the authorization of the warden/super-
intendent or designee.

Comment: Based on an analysis of the physical plant and the size and profile of
the inmate population, designated staff should determine what firearms, chemical
agents, electrical disablers, and other security devices (such as shields, batons,
helmets, gloves, and body protectors) the institution needs. Written policies and
procedures should specify the level of authority required for access to and use of
security devices.

Protocols: Written policy and procedure. Authorization forms.

Process Indicators: Facility logs. Completed authorization forms. Staff interviews.
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5-ACI-3A-29
(Ref. 4-4200)

5-ACI-3A-30
(Ref. 4-4201)

5-ACI-3A-31
(Ref. 4-4202)

Written policy, procedure, and practice govern the inventory, issuance, and
accountability of routine and emergency distributions of security equipment.

Comment: Written policy should delineate the process by which security equip-
ment is distributed from the primary issue point to control points for both routine
and emergency issuance. The policy should address how the facility tracks the
issuance of security equipment (written log, chit system, and so forth) and the ac-
countability of security equipment at the end of the shift.

Protocols: Written policy and procedure. Issuance and emergency distribution
forms. Inventory forms. Inventory schedule.

Process Indicators: Facility records and logs. Completed forms.

Firearms, chemical agents, and related security equipment are inventoried at
least monthly to determine their condition and expiration dates.

Comment: Written policy should specify who has access to the depository where
the security equipment is stored.

Protocols: Written policy and procedure. Inventory forms. Inventory schedule.

Process Indicators: Completed forms. Facility records and logs.

Written policy, procedure, and practice provide that written reports are sub-
mitted to the warden/superintendent or designee no later than the conclusion
of the tour of duty when any of the following occur:

* discharge of a firearm or other weapon

* use of chemical agents to control inmates

* type and amount of force to control inmates

e inmate(s) remain in restraints at the end of the shift

Comment: None.
Protocols: Written policy and procedure. Report format.

Process Indicators: Completed reports. Facility records and logs. Staff and inmate
interviews.
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5-ACI-3A-32
(Ref. 4-4203)

(MANDATORY) Written policy, procedure, and practice provide that all persons
injured in an incident receive immediate medical examination and treatment.

Comment: Immediate medical examination and treatment should be required in all
instances involving the use of a weapon or chemical agent.

Protocols: Written policy and procedure.

Process Indicators: Incident reports.

Use of Firearms

5-ACI-3A-33
(Ref. 4-4204)

5-ACI-3A-34
(Ref. 4-4205)

(MANDATORY) Written policy and procedure govern the use of firearms, in-
cluding the following:

* weapons are subject to stringent safety regulations and inspections

* except in emergency situations, employees carrying firearms are assigned
only to watchtowers, gun walks, mobile patrols, or other positions that are
inaccessible to inmates

* employees supervising inmates outside the institution’s perimeter follow
specific procedures for ensuring the security of the weapons

* employees are instructed to use deadly force only after other actions have
been tried and found ineffective, unless the employee believes that a per-
son’s life is immediately threatened

Comment: Personnel who spend most of their time in direct personal contact with
inmates should not carry firearms. Any personnel authorized to use firearms must
be properly trained and demonstrate competency in their use.

Protocols: Written policy and procedure. Facility plans/specifications. Staff train-
ing curriculum.

Process Indicators: Training records. Observation. Staff interviews. Inmate inter-
views.

(MANDATORY) Written policy, procedure, and practice provide for the safe
unloading and reloading of firearms.

Comment: None.

Protocols: Written policy and procedure. Staff training curriculum.

Process Indicators: Facility records and logs. Training records. Staff interviews.
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De-escalation

5-ACI-3A-35
(Ref. 4-4206)

5-ACI-3A-36
5-ACI-3A-37
5-ACI-3A-38
5-ACI-3A-39
5-ACI-3A-40

5-ACI-3A-41

(MANDATORY) Written policy, procedure, and practice restrict the use of phys-
ical force to instances of justifiable self-defense, protection of others, protection
of property, prevention of escapes, and to maintain or regain control, and then
only 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 fol-
lowing all use of physical force and is submitted to administrative staff for review.

Comment: None.
Protocols: Written policy and procedure. Staff training curriculum.

Process Indicators: Facility records and logs. Training records. Incident reports.

Deleted Jan. 2021

Deleted Jan. 2021

Deleted Jan. 2021

Deleted Jan. 2021

Deleted Jan. 2021

Deleted Jan. 2021

Preservation of Physical Evidence

5-ACI-3A-42
(Ref. 4-4207)

Written policy, procedure, and practice provide for the preservation, control,
and disposition of all physical evidence obtained in connection with a violation of
law and/or institutional regulation. At a minimum, the procedures shall address
the following:

* chain of custody
* evidence handling
* location and storage requirements

Comment: Strict accountability of physical evidence collected in connection with a
crime must be established to preserve the integrity of the disciplinary and/or legal
process. Minor rule violations should be exempt from the procedural requirements
of evidence control, preservation, and disposition.

Protocols: Written policy and procedure. Law and statutes.

Process Indicators: Documentation of chain of custody. Facility records and logs.
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Canine Units

5-ACI-3A-43
(Ref. 4-4208)

5-ACI-3A-44
(Ref. 4-4209)

5-ACI-3A-45
(Ref. 4-4210)

Where a canine unit exists, policy, procedure, and practice provide for the
following:

* a mission statement, including goals and objectives

* emergency plans that are integrated into the overall emergency plans of
the facility

Comment: None.

Protocols: Written policy and procedure. Canine unit mission statement, goals and
objectives. Emergency plans.

Process Indicators: Observation. Facility records and logs. Inmate interviews.
Staff interviews.

Where a canine unit exists, policy, procedure, and practice for training of han-
dlers/dog teams and upkeep and care of animals provide for the following:

* criteria for selection, training, and care of animals
* criteria for selection and training requirements of handlers

* an approved sanitation plan which covers inspection, housing, transporta-
tion, and daily grooming for dogs

Each handler/dog team should be trained, certified, and recertified annually
by a nationally recognized accrediting body or a comparable internal training
and proficiency testing program.

Comment: None.
Protocols: Written policy and procedure. Animal selection, training, and caring
criteria. Training curriculum. Fitness requirements. Sanitation plan. Format for

daily record.

Process Indicators: Observation. Facility records and logs. Inmate and staff inter-
views. Personnel records. Training records. Incident reports.

Where a canine unit exists, policy, procedure, and practice provide daily and
current records on training, care of dogs, and significant events.

Comment: None.

Protocols: Written policy and procedure. Animal training and caring criteria.
Training curriculum.

Process Indicators: Observation. Facility records and logs. Inmate interviews.
Staff interviews. Training records.
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3B. - PERFORMANCE STANDARD: SAFETY AND EMERGENCY

PROCEDURES

The number and extent of security, physical plant, environmental
and other emergencies are minimized. When they occur, the re-
sponse mechanism minimizes severity.

Fire Safety

5-ACI-3B-01
(Ref. 4-4211)

5-ACI-3B-02
(Ref. 4-4212)

(MANDATORY) Written policy, procedure, and practice specify the institu-
tion’s fire prevention regulations and practices. These include, but are not lim-
ited to, the following:

* provision for an adequate fire protection service

* a system of fire inspection and testing of equipment at least quarterly or at
intervals approved by the authority having jurisdiction, following the proce-
dures stated for variances, exceptions, or equivalencies

 an annual inspection by local or state fire officials or other qualified person(s)

« availability of fire protection equipment at appropriate locations through-
out the institution

Comment: Institutional administrators should plan and execute all reasonable proce-
dures for the prevention and prompt control of fire. The use of national codes, such
as The Life Safety Code, can help to ensure the safety of staff, inmates, and visitors.
The use of a volunteer or an internal fire department is acceptable for compliance,
assuming that the fire station is readily accessible in case of fire and that it is the
primary alternative available. If the fire station is not continually staffed, fire alarm
notification must be made to a local law enforcement unit or equally reliable source.

Protocols: Written policy and procedure. Internal inspection forms. Equipment
testing schedule. Facility plans/specifications.

Process Indicators: Documentation of authority having jurisdiction. Inspection re-
ports and documentation of action taken to address identified deficiencies. Main-
tenance and testing records. Local and/or state inspection reports. Facility logs.
Observation.

(MANDATORY) Written policy, procedure, and practice provide for a com-
prehensive and thorough monthly inspection of the institution by a qualified
fire and safety officer for compliance with safety and fire prevention standards.
There is a weekly fire and safety inspection of the institution by a qualified de-
partmental staff member.

Comment: The qualified departmental staff member who conducts the weekly in-
spections may be an institutional staff member who has received training in and
is familiar with the safety and sanitation requirements of the jurisdiction. At a
minimum, it is expected that the safety/sanitation specialist will provide on-the-
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job training regarding applicable regulations and inspections, including the use of
checklists and the methods of documentation.

Protocols: Written policy and procedure. Internal inspection forms.
Process Indicators: Documentation of qualifications of fire and safety officer. In-

spection reports and documentation of action taken to address identified deficien-
cies. Local and/or state inspection reports.

5-ACI-3B-03 (MANDATORY) Specifications for the selection and purchase of facility fur-
(Ref. 4-4213) nishings indicate the fire safety performance requirements of the materials
selected.

Comment: Furnishings, mattresses, cushions, or other items of foamed plastics or
foamed rubber (for example, polyurethane, polystyrene) can 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.
All polyurethane should be removed from living areas unless its use is approved in
writing by the fire authority having jurisdiction. The fire authority should consider the
flammability and toxicity characteristics of the products being evaluated.

Facility furnishings include draperies, curtains, furniture, mattresses and bedding,
upholstered or cushioned furniture, wastebaskets, decorations, and similar materi-
als that can burn. “Furnishings” applies to all living quarters. The standard requires
that specifications be known, if available, at the time of selection; there are no
standards mandating knowledge of fire performance characteristics of furnishings
in the facility prior to implementation of the policy relating to this standard.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Specifications for all furnishings. Records of approval by ex-
ternal authority.

5-ACI-3B-04 (MANDATORY) Institution facilities are equipped with noncombustible re-

(Ref. 4-4214) ceptacles for smoking materials and separate containers for other combustible
refuse at accessible locations throughout living quarters in the institution. Spe-
cial containers are provided for flammable liquids and for rags used with flam-
mable liquids. All receptacles and containers are emptied and cleaned daily.

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Safety and Sanitation records. Observation. Interviews.
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Flammable, Toxic, and Caustic Materials

5-ACI-3B-05
(Ref. 4-4215)

(MANDATORY) Written policy, procedure, and practice govern the control
and use of all flammable, toxic, and caustic materials.

Comment: The following definitions apply to this standard: flammable materials-lig-
uids with a flash point below 100 degrees F; toxic materials-substances that through
chemical reaction or mixture can produce possible injury or harm to the body by en-
tering through the skin, digestive tract, or respiratory tract (for example, zinc chromate
paint, ammonia, chlorine, antifreeze, herbicides, pesticides); caustic materials-sub-
stances that can destroy or eat away by chemical reaction (for example, lye, caustic
soda, sulfuric acid). If a substance possesses more than one of the above properties,
the safety requirements for all applicable properties should be considered.

All flammable, toxic, and caustic materials should be stored in secure areas that
are inaccessible to inmates, and a prescribed system should be used to account for
their distribution. Inmates should never possess such items unless they are under
the close supervision of qualified staff.

Substances that do not contain one or more of the above properties but that are labeled
“Keep Out of the Reach of Children” or “May Be Harmful If Swallowed” are not
prohibited; their use and control, however, should be addressed in agency policy.

Protocols: Written policy and procedure. Facility plans/specifications. Staff train-
ing curriculum. Inmate training curriculum. Inmate handbook/rules. Internal in-
spection forms.

Process Indicators: Staff training records. Inmate training records. Internal inspec-
tion results. Documentation of incidents that involved flammable, toxic or caustic
materials.

Emergency Power and Communications

5-ACI-3B-06
(Ref. 4-4216)

The institution has the equipment necessary to maintain essential lights, pow-
er, and communications in an emergency.

Comment: The institution should have emergency power units, either battery or
motor driven, to provide essential lighting and life-sustaining functions within the
institution and to maintain outside communications in an emergency.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Facility records and logs.
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5-ACI-3B-07
(Ref. 4-4217)

5-ACI-3B-08
(Ref. 4-4218)

5-ACI-3B-09
(Ref. 4-4219)

Written policy, procedure, and practice provide for a communications system
within the institution and between the institution and community in the event
of urgent, special, or unusual incidents, or emergency situations.

Comment: The facility should have available walkie-talkies and/or a radio base
station, receivers and transmitters or other independent mechanical means of com-
munication to maintain constant contact with the outside community if conven-
tional means of communication are disrupted. Institutions located in areas subject
to severe storms, tornadoes, or hurricanes should maintain a ready means of voice
communication with the community.

Protocols: Written policy and procedure.

Process Indicators: Documentation of communication.

There is a written plan for preventive maintenance of the physical plant; the
plan includes provisions for emergency repairs or replacement in life-threat-
ening situations.

Comment: Regular care and inspection of equipment is essential for safe and effi-
cient operations. The preventive maintenance plan should be implemented by qual-
ified staff or maintenance professionals.

Protocols: Written policy and procedure. Preventive maintenance plan.

Process Indicators: Documentation of preventive maintenance/maintenance con-
ducted. Staff interviews.

Emergency equipment and systems are tested at least quarterly. Power gen-
erators are inspected weekly and load tested quarterly at a minimum or in
accordance with manufacturer’s recommendations and instruction manuals.

Comment: Emergency equipment, such as standby lighting, batteries, power gen-
erators, fire fighting apparatus, communications systems, and alarms should be
checked frequently to ensure their reliability.

Protocols: Written policy and procedure. Testing schedule and report forms. Man-
ufacturer’s instructions.

Process Indicators: Facility records and logs. Documentation of tests and actions
taken to correct identified deficiencies.
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Emergency Plans

Staff Training

5-ACI-3B-10
(Ref. 4-4220)

(MANDATORY) All institution personnel are trained in the implementation
of written emergency plans.

Comment: Review of all emergency plans should be an essential element of per-
sonnel training and retraining programs. New employees should be familiar with
all emergency plans prior to their permanent work assignments.

Protocols: Written policy and procedure. Training curriculum.

Process Indicators: Training records. Facility logs. Staff interviews.

Evacuation Procedures

5-ACI-3B-11
(Ref. 4-4221)

(MANDATORY) There is a written evacuation plan to be used in the event of
fire or major emergency. The plan is certified by an independent, outside in-
spector trained in the application of national fire safety codes and is reviewed
annually, updated if necessary, and reviewed with 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, including administrative
areas

» staff drills when evacuation of extremely dangerous inmates may not be
included

Comment: The evacuation plan should specify evacuation routes, subsequent dis-
position and housing of inmates, and provision for medical care or hospital trans-
portation for injured inmates and/or staff. Fire drills should include evacuation of
all inmates except when there is clear and convincing evidence that institutional
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.

Protocols: Written policy and procedure. Facility plans/specifications. Evacuation
plan.

Process Indicators: Documentation of approval of plan. Documentation of annual
review. Observation. Documentation of drills. Staff and inmate interviews.

Adult Correctional Institutions, Fifth Edition 91



Part 3: Institutional Operations

5-ACI-3B-12
(Ref-4-4222)

(MANDATORY) Written policy, procedure, and practice specify the means
for the immediate release of inmates from locked areas in case of emergency
and provide for a backup system.

Comment: The responsibilities of personnel in an emergency situation should be
clearly defined. Staff should be aware of the location and identification of keys and
be knowledgeable about all evacuation routes. Inmates should receive instructions
concerning emergency procedures. The authority having jurisdiction must certify
that locking arrangements allow for prompt release and/or that sufficient staff are
available to operate locking devices when necessary. A “backup system” means
that there is a manual backup if power-operated locks fail. A control station or
other locations removed from the inmate living areas should be equipped with
reliable, manual means for releasing locks on swinging and sliding doors to permit
prompt release. If the facility has only a manual locking system, a staff plan for
manually releasing locks must be in place.

Protocols: Written policy and procedure. Facility plans/specifications. Emergency
release plans.

Process Indicators: Observation. Staff interviews. Facility records and logs.

Work Stoppage

5-ACI-3B-13
(Ref. 4-4223)

There is a written plan that provides for continuing operations in the event of
a work stoppage or other job action. Copies of this plan are available only to
appropriate supervisory or other personnel directly involved in the implemen-
tation of the plan.

Comment: None.

Protocols: Written policy and procedure. Work stoppage emergency plan. Distri-
bution list for plan.

Process Indicators: Documentation of staff receipt of, and training on, the plan.
Staff interviews. Staff training records.
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Threats to Security

5-ACI-3B-14
(Ref. 4-4224)

Escapes

5-ACI-3B-15
(Ref. 4-4225)

(MANDATORY) There are written plans that specify the procedures to be
followed in situations that threaten institutional security. Such situations
include but are not limited to riots, hunger strikes, disturbances, and taking
of hostages and natural or man-made disasters. These plans are made avail-
able to all applicable personnel and are reviewed annually and updated, as
needed.

Comment: The plans should designate the personnel who are to implement the pro-
cedures, when and which authorities and media should be notified, how the problem
should be contained, and the procedures to be followed after the incident is quelled.
The plans presuppose regular inspection and maintenance of any specialized equip-
ment necessary to implement the procedures. All personnel should be familiar with
the plans. Hospital and medical personnel should be involved in the formulation of
the plans, since they are responsible for the safety of their patients.

Protocols: Written policy and procedure. Emergency plan(s). Distribution lists.
Training curriculum.

Process Indicators: Distribution records. Documentation of annual review. Train-
ing records.

There are written procedures regarding escapes.

Comment: Specific procedures that can be used quickly when an escape occurs
should be made available to all personnel. Procedures should include the follow-
ing: prompt reporting of the escape to the warden/superintendent; mobilizing of
employees; implementing of a predetermined search plan; notifying law enforce-
ment agencies, community groups, and relevant media; preparing escape circulars
for distribution and mailing; and, after apprehension of the escapee, promptly no-
tifying all who were previously alerted to the escape.

Protocols: Written policy and procedure. Escape procedures. Emergency plan(s).
Training curriculum.

Process Indicators: Training records. Incident reports.
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5-ACI-3B-16
(Ref. 4-4225-1)

Written policy, procedure, and practice define critical incidents for the facility
and provide for a debriefing to be conducted after each such incident. The de-
briefing process includes coordination and feedback about the incident with
designated staff of the facility as soon as possible after the incident. A debrief-
ing includes, but is not limited to:

* a review of staff and offender actions during the incident
* a review of the incident’s impact on staff and offenders

* a review of corrective actions taken and still needed

* plans for improvement to avoid another incident

Comment: A critical incident is any event or situation that threatens staff or offend-
ers in their community (criminal justice setting). While debriefings should occur as
soon as possible, some information may not be available until later. All staff impacted
by a critical incident should be included in the debriefings and referred to appropri-
ate services to mitigate the stress associated with these events. All critical incidents
should be reviewed by the administration, security, and health services. A two-week
follow-up debriefing should occur to review the validity and appropriateness of all pol-
icies, plans, and information used during the critical incident and immediately after.

Protocols: Written policy and procedure.

Process Indicators: Facility records and logs. Incident reports. Debriefing minutes.
Plans for improvement.
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3C. - PERFORMANCE STANDARD: RULES AND DISCIPLINE

The institution’s rules of conduct and sanctions and procedures
for violations are communicated to all inmates and staff. The disci-
plinary process respects due process.

OUTCOME MEASURES

(1) The total number of major disciplinary reports, as defined by the agency, in the past 12 months
divided by the average daily population in the past 12 months.

(2) The total number of minor disciplinary reports, as defined by the agency, in the past 12 months
divided by the average daily population in the past 12 months.

(3) Number of offender on offender assaults, as defined in the SIS form, in the past 12 months divid-
ed by the average daily population in the past 12 months.

(4) Number of offender on staff assaults, as defined in the SIS form, in the past 12 months divided by
the average daily population in the past 12 months.

Rules of Conduct

5-ACI-3C-01
(Ref. 4-4226)

5-ACI-3C-02
(Ref. 4-4227)

Written rules of inmate conduct specify acts prohibited within the institution
and penalties that can be imposed for various degrees of violation.

Comment: The rules should prohibit only observed behavior that can be shown
clearly to have a direct, adverse effect on an inmate or on institutional order and
security. The rules also should specify the range of penalties that can be imposed
for violations. Penalties should be proportionate to the importance of the rule and
the severity of the violation.

Protocols: Written policy and procedure. Rules. Inmate handbook.

Process Indicators: Inmate interviews. Staff interviews.

There is a written set of disciplinary procedures governing inmate rule viola-
tions.

Comment: None.
Protocols: Written policy and procedure. Rules.

Process Indicators: Inmate handbook. Inmate interviews.
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5-ACI-3C-03
(Ref. 4-4228)

5-ACI-3C-04
(Ref. 4-4229)

A rulebook that contains all chargeable offenses, ranges of penalties, and dis-
ciplinary procedures is given to each inmate and staff member and is trans-
lated into those languages spoken by significant numbers of inmates. Signed
acknowledgment of receipt of the rulebook is maintained in the inmate’s file.
When a literacy or language problem prevents an inmate from understanding
the rulebook, a staff member or translator assists the inmate in understand-
ing the rules.

Comment: Written procedures should specify how the rules and regulations are
issued and presented to new inmates. Rules and regulations governing inmate con-
duct are of limited value unless the inmate understands them. “Posting” the rule-
book is unnecessary provided there is evidence each inmate receives a copy of the
rules.

Protocols: Written policy and procedure. Rulebook.

Process Indicators: Signed acknowledgement of receipt. Inmate interviews.

All personnel who work with inmates receive sufficient training so that they
are thoroughly familiar with the rules of inmate conduct, the rationale for the
rules, and the sanctions available.

Comment: All institutional personnel who work with inmates in any way should re-
ceive continuous in-service training to prevent discrepancies among staff members
in interpretation or implementation of rules of conduct.

Protocols: Written policy and procedure. Staff training curriculum.

Process Indicators: Training records. Staff interviews.

Resolution of Minor Infractions

5-ACI-3C-05
(Ref. 4-4230)

There are written guidelines for resolving minor inmate infractions, which in-
clude a written statement of the rule violated and a hearing and decision within
seven days, excluding weekends and holidays, by a person not involved in the
rule violation; inmates may waive their appearance at the hearing.

Comment: None.

Protocols: Written policy and procedure. Disciplinary guidelines.

Process Indicators: None.
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Criminal Violations

5-ACI-3C-06
(Ref. 4-4231)

Written policy, procedure, and practice provide that, where an inmate alleged-
ly commits an act covered by criminal law, the case is referred to appropriate
court or law enforcement officials for consideration for prosecution.

Comment: Corrections and court or law enforcement officials should agree on the
categories of offenses that are to be referred to them in order to eliminate minor
offenses or those of no concern.

Protocols: Written policy and procedure.

Process Indicators: Incident reports. Documentation of referral.

Disciplinary Reports

5-ACI-3C-07
(Ref. 4-4232)

5-ACI-3C-08
(Ref. 4-4233)

Written policy, procedure, and practice provide that when rule violations re-
quire formal resolution, staff members prepare a disciplinary report and for-
ward it to the designated supervisor.

Comment: None.

Protocols: Written policy and procedure. Disciplinary forms.

Process Indicators: Completed disciplinary forms. Inmate records.

Disciplinary reports prepared by staff members include, but are not limited
to, the following information:

* specific rule(s) violated

* a formal statement of the charge

* any unusual inmate behavior

* any staff witnesses

* any physical evidence and its disposition

* any immediate action taken

* reporting staff member’s signature and date and time of report

Comment: All relevant information should be recorded on a disciplinary report
form and should be as specific and comprehensive as possible.

Protocols: Written policy and procedure. Report format.

Process Indicators: Completed reports.
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Prehearing Action

5-ACI-3C-09
(Ref. 4-4234)

5-ACI-3C-10
(Ref. 4-4235)

5-ACI-3C-11
(Ref. 4-4236)

Written policy, procedure, and practice specify that, when an alleged rule vi-
olation is reported, an appropriate investigation is begun within 24 hours of
the time the violation is reported and is completed without reasonable delay,
unless there are exceptional circumstances for delaying the investigation.

Comment: Investigations of alleged rule violations should be commenced as soon
as possible after the incident is reported. The investigating officer should be a staff
member but not the officer who reported the incident.

Protocols: Written policy and procedure.

Process Indicators: Disciplinary action. Documentation of investigation and timing.

Within the disciplinary procedures document there is provision for prehear-
ing detention of inmates who are charged with a rule violation. The inmate’s
pre-hearing status is reviewed by the warden/superintendent or designee
within 72 hours, including weekends and holidays.

Comment: Prehearing detention is the confinement of an inmate in an individual
cell until an investigation is completed or a hearing scheduled. Such detention
should not be punitive and should be used only when necessary to ensure the in-
mate’s safety or the security of the institution. Documentation should be provided
as to the reason for detention, and no inmate should remain in prehearing detention
longer than necessary.

Protocols: Written policy and procedure.

Process Indicators: Documentation of review. Documentation of timing.

Written policy, procedure, and practice provide that an inmate charged with
a rule violation receives a written statement of the charge(s), including a de-
scription of the incident and specific rules violated. The inmate is given the
statement at the same time that the disciplinary report is filed with the disci-
plinary committee but no less than 24 hours prior to the disciplinary hearing.
The hearing may be held within 24 hours with the inmate’s written consent.

Comment: None.
Protocols: Written policy and procedure. Disciplinary forms.

Process Indicators: Disciplinary records. Inmate records.
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5-ACI-3C-12
(Ref. 4-4237)

Written policy, procedure, and practice provide that an inmate may waive the
right to a hearing provided that the waiver is documented and reviewed by the
chief executive officer or designee.

Comment. When inmates feel that a hearing is unnecessary, they should have the
opportunity to waive this right. The disciplinary committee should follow stated

guidelines for determination of sanctions.

Protocols: Written policy and procedure. Waiver form.

Process Indicators: Disciplinary records. Inmate records.

Disciplinary Hearing

Scheduling

5-ACI-3C-13
(Ref. 4-4238)

5-ACI-3C-14
(Ref. 4-4239)

Written policy, procedure, and practice provide that inmates charged with
rule violations are scheduled for a hearing as soon as practicable but no later
than seven days, excluding weekends and holidays, after being charged with a
violation. Inmates are notified of the time and place of the hearing at least 24
hours in advance of the hearing.

Comment: To ensure fairness and the integrity of the disciplinary process, inmates
charged with rule violations should receive hearings as soon as possible unless the
hearing is prevented by exceptional circumstances, unavoidable delays, or reason-
able postponements. Reasons for all delays should be documented.

Protocols: Written policy and procedure.

Process Indicators: Disciplinary records.

Written policy, procedure, and practice provide for postponement or continu-
ance of the disciplinary hearing for a reasonable period and good cause.

Comment: Hearing postponement or continuance may be granted for such cause
as preparation of a defense, illness or unavailability of the inmate, further investi-
gation of factual matters relevant to the hearing, or pending criminal court prose-
cution. Delaying a hearing is also justifiable on the basis of factual recording of an
inmate’s unacceptable behavior during the hearing process or the inmate’s refusal
to participate in a reasonable manner.

Protocols: Written policy and procedure.

Process Indicators: Disciplinary records.
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Conduct of Hearing

5-ACI-3C-15
(Ref. 4-4240)

5-ACI-3C-16
(Ref. 4-4241)

5-ACI-3C-17
(Ref. 4-4242)

5-ACI-3C-18
(Ref. 4-4243)

Written policy, procedure, and practice provide that disciplinary hearings on
rule violations are conducted by an impartial person or panel of persons. A
record of the proceedings is made and maintained for at least six months.

Comment: To ensure objectivity, hearings for rule violations should be conducted
by persons who were not directly involved in the incident.

Protocols: Written policy and procedure.

Process Indicators: Disciplinary records.

Written policy, procedure, and practice provide that inmates charged with
rule violations are present at their hearings unless they waive that right in
writing or through their behavior. Inmates may be excluded during the testi-
mony of any inmate whose testimony must be given in confidence; the reasons
for the inmate’s absence or exclusion are documented.

Comment: None.
Protocols: Written policy and procedure. Waiver form.

Process Indicators: Disciplinary records. Inmate records. Documentation of absence.

Written policy, procedure, and practice provide that inmates have an oppor-
tunity to make a statement and present documentary evidence at the hearing
and can request witnesses on their behalf; the reasons for denying such a re-
quest are stated in writing.

Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Disciplinary records. Inmate records. Inmate interviews.

Written policy, procedure, and practice provide that a staff member or agency
representative assists inmates at disciplinary hearings if requested. A repre-
sentative is appointed when it is apparent that an inmate is not capable of
collecting and presenting evidence effectively on his or her own behalf.

Comment: Staff members or agency representatives designated to assist inmates
should be trained in and knowledgeable about facility rules and discipline, disci-
plinary procedures, and due process requirements. Some agencies designate a legal
assistant or staff representative to assist inmates in hearings. While this meets due
process safeguards, an additional intent is to provide staff assistance from a person
with whom inmates are comfortable and who they feel they can trust. Therefore,
inmates should be allowed to choose persons to represent them from an approved
list of facility staff members. At all times, the burden is on the agency to indicate
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reasons for not allowing a particular staff member to represent an inmate in a spe-
cific situation. Inmates may not cross-examine witnesses, but staff may question
witnesses who have been requested by an inmate to present evidence.

Protocols: Written policy and procedure.

Process Indicators: Disciplinary records. Inmate interviews. Staff interviews.

Hearing Decisions

Bassis for Decision

5-ACI-3C-19
(Ref. 4-4244)

Hearing Record

5-ACI-3C-20
(Ref. 4-4245)

Written policy, procedure, and practice provide that the disciplinary commit-
tee’s decision is based solely on information obtained in the hearing process,
including staff reports, the statements of the inmate charged, and evidence
derived from witnesses and documents.

Comment: Witnesses requested by the inmate may be questioned by both the in-
mate’s representative and committee members. Witnesses who cannot respond to
questions in person can be asked to submit written statements. The inmate should
be permitted to obtain and submit any relevant documents.

Protocols: Written policy and procedure.

Process Indicators: Disciplinary records. Inmate interviews. Staff interviews.

Written policy, procedure, and practice provide that a written record is made
of the decision and the supporting reasons, and that a copy is given to the in-
mate. The hearing record and supporting documents are kept in the inmate’s
file and in the disciplinary committee’s records.

Comment: The disciplinary hearing record should include the decision, the dispo-
sition, and the reason for the action, unless doing so would jeopardize institutional
security.

Protocols: Written policy and procedure.

Process Indicators: Disciplinary records.
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5-ACI-3C-21
(Ref. 4-4246)

Review

5-ACI-3C-22
(Ref. 4-4247)

Appeal

5-ACI-3C-23
(Ref. 4-4248)

Written policy, procedure, and practice provide that if an inmate is found not
guilty of an alleged rule violation, the disciplinary report shall be so noted and
may be removed from the inmate’s files.

Comment: When an inmate is found guilty of only some of the rule violations he or
she was originally charged with in connection with a single incident, and when that
incident is described in a single disciplinary report, the inmate’s record should show
clearly the violations that were not proved. All disciplinary reports, regardless of
disposition, may be kept and used for statistical or research purposes providing all
identification is removed. Where there are multiple incidents, alleged rule violations
for which an inmate is found not guilty must be separated and removed from the
inmate’s file. When multiple incidents/charges are listed on a single report, charges
resulting in not-guilty findings may be marked over or blacked out.

Protocols: Written policy and procedure.

Process Indicators: Inmate files and records. Disciplinary records.

Written policy, procedure, and practice provide for review of all disciplinary
hearings and dispositions by the warden/superintendent or designee to assure
conformity with policy and regulations.

Comment: At the conclusion of the disciplinary hearing, the hearing record should
be forwarded to the warden/superintendent or designee for review. This review
should ensure that the hearing was conducted in accordance with stated procedures
and that the action taken conforms with institutional regulations.

Protocols: Written policy and procedure.

Process Indicators: Documentation of review.

Written policy, procedure, and practice grant inmates the right to appeal deci-
sions of the disciplinary committee to the warden/superintendent or designee.
Inmates have up to 15 days of receipt of the decision to submit an appeal. The
appeal is decided within 30 days of its receipt, and the inmate is promptly no-
tified in writing of the results.

Comment: The appeal process should consider three factors: whether there was
substantial compliance with institutional standards and procedures in handling in-
mate discipline; whether the disciplinary committee’s decision was based on sub-
stantial evidence; and whether, under the circumstances, the sanction imposed was
proportionate to the rule violation.

Protocols: Written policy and procedure.

Process Indicators: Disciplinary records.
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3D. - PERFORMANCE STANDARD: INMATE RIGHTS

The facility protects the constitutional rights of offenders and seeks a
balance between the expression of protected liberties and the pres-
ervation of institutional order.

OUTCOME MEASURES:

(1) Number of grievances found in an inmate’s favor divided by the number of grievances filed in the
12-month period.

Access to Courts

5-ACI-3D-01
(Ref. 4-4274)

Written policy, procedure, and practice ensure the right of inmates to have
access to courts.

Comment: The right of access to the courts minimally provides that inmates have
the right to present any issue, including the following: challenging the legality of
their conviction or confinement; seeking redress for illegal conditions or treatment
while under correctional control; pursuing remedies in connection with civil legal
problems; and asserting against correctional or other government authority any
other rights protected by constitutional or statutory provision or common law. In-
mates seeking judicial relief are not subjected to reprisals or penalties because of
the decision to seek such relief.

Protocols: Written policy and procedure.

Process Indicators: Facility logs. Inmate interviews. Attorney interviews.

Access to Counsel

5-ACI-3D-02
(Ref. 4-4275)

Written policy, procedure, and practice ensure and facilitate inmate access to
counsel and assist inmates in making confidential contact with attorneys and
their authorized representatives; such contact includes, but is not limited to,
telephone communications, uncensored correspondence, and visits.

Comment: Institutional authorities should assist inmates in making confidential con-
tact with attorneys and their authorized representatives; these representatives may
include law students, special investigators, lay counsel, or other persons who have a
legitimate connection with the legal issue being pursued. Provision should be made
for visits during normal institutional hours, uncensored correspondence, telephone
communications, and after-hours visits requested because of special circumstances.

Protocols: Written policy and procedure.

Process Indicators: Inmate interviews. Facility log. Attorney interviews. Observation.
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Access to Law Library

5-ACI-3D-03
(Ref. 4-4276)

Written policy, procedure, and practice provide for the right of inmates to
have access to an appropriate law library and to paper, typewriters or typing
services, and other supplies and services related to legal matters. The law li-
brary includes, at a minimum, relevant and up-to-date constitutional, statuto-
ry, and case law materials, applicable court rules, and practice treatises. When
an inmate is unable to make meaningful use of the law library on his or her
own, the additional assistance necessary for effective access is provided.

Comment: The constitutional right of access to the courts requires that inmates
who request assistance in preparing and filing legal papers receive the assistance
necessary. This should include assistance from persons with legal training, law
school legal assistance programs, public defender’s offices, and law library facili-
ties. State court rulings suggest that the law library should include, at a minimum,
state and federal constitutions, state statutes and decisions, procedural rules and
decisions and related commentaries, federal case law materials, court rules and
practice treatises, and legal periodicals and indices.

Protocols: Written policy and procedure. Legal assistance/resources plan.

Process Indicators: Observation. Facility logs. Inmate interviews. Documentation
of the additional assistance provided.

Access to Programs and Services

5-ACI-3D-04
(Ref. 4-4277)

5-ACI-3D-05
(Ref. 4-4278)

Written policy, procedure, and practice prohibit discrimination based on an
inmate’s race, religion, national origin, sex, disability, or political views in
making administrative decisions and in providing access to programs.

Comment: Inmates should be assured equal opportunities to participate in all insti-
tutional programs.

Protocols: Written policy and procedure.

Process Indicators: Inmate interviews. Facility records. Grievances.

Written policy, procedure, and practice provide that male and female inmates
housed in the same institution have separate sleeping quarters but equal ac-
cess to all available services and programs. Neither sex is denied opportunities
solely on the basis of their smaller number in the population.

Comment: Institutions housing males and females should be smaller than other institu-
tions. Coeducational programming is not desirable in any maximum-security institution.

Protocols: Written policy and procedure. Program and service descriptions and
eligibility requirements. Inmate handbook.

Process Indicators: Activity logs. Program records. Staff and inmate interviews.
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Access 1o Media

5-ACI-3D-06
(Ref. 4-4279)

5-ACI-3D-07
(Ref. 4-4280)

Written policy, procedure, and practice provide for reasonable access between
inmates and the communications media, subject only to the limitations nec-
essary to maintain order and security and protect inmates’ privacy. Media
requests for interviews and the inmate’s consent are in writing.

Comment: Except in emergencies such as disorders and escapes, inmates should
have free access to the general public through the communications media or other
legitimate intermediary.

Protocols: Written policy and procedure. Inmate handbook.

Process Indicators: Interviews. Signed inmate consent forms.

Written policy, procedure, and practice provide that foreign nationals have
access to the diplomatic representative of their country of citizenship.

Comment: Staff assistance should be provided to enable foreign nationals to con-
tact their diplomatic representative.

Protocols: Written policy and procedure.

Process Indicators: Inmate interviews. Staff interviews.

Protection from Harm

5-ACI-3D-08
(Ref. 4-4281)

(MANDATORY) Written policy, procedure, and practice protect inmates
from personal abuse, corporal punishment, personal injury, disease, property
damage, and harassment.

Comment: In situations where physical force or disciplinary detention is required,
only the least drastic means necessary to secure order or control should be used.
Administrative status should be used to protect inmates from themselves or other
inmates.

Protocols: Written policy and procedure. Training curriculum.

Process Indicators: Facility logs. Incident reports. Inmate interviews. Staff train-
ing records.
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5-ACI-3D-09
(Ref. 4-4281-1)

5-ACI-3D-10
(Ref. 4-4281-2)

5-ACI-3D-11
(Ref. 4-4281-3)

Written policy, procedure, and practice ensure that information is provided to
offenders about sexual abuse/assault including:

* prevention/intervention

* self-protection

* reporting sexual abuse/assault
* treatment and counseling

The information is communicated orally and in writing, in a language clearly
understood by the offender, upon arrival at the facility.

Comment: None.
Protocols: Written policy and procedure. Inmate handbook.

Process Indicators: Intake logs and inmate sign-in sheets for orientation.

Inmates are screened within 24 hours of arrival at the facility for potential
vulnerabilities or tendencies of acting out with sexually aggressive behavior.
Housing assignments are made accordingly.

Comment: None.

Protocols: Written policy and procedure. Screening format.

Process Indicators: Documentation of screening conducted within 24 hours of ar-
rival. Staff interviews. Inmate interviews. Classification and housing records.

Written policy, procedure, and practice require that an investigation is con-
ducted and documented whenever a sexual assault or threat is reported.

Comment: The agency should report occurrences/allegations of sexual assault or
threat in accordance with the laws of the jurisdiction. The investigation may be
limited by what is allowed by the laws of the jurisdiction.

Protocols: Written policy and procedure.

Process Indicators: Documentation of reported sexual assault or threat. Investiga-
tion report. Staff interviews.
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5-ACI-3D-12
(Ref. 4-4281-4)

5-ACI-3D-13
(Ref. 4-4281-5)

5-ACI-3D-14
(Ref.4-4281-6)

5-ACI-3D-15
(Ref. 4-4281-7)

Written policy, procedure, and practice require that inmates identified as high
risk with a history of sexually assaultive behavior are assessed by a mental
health or other qualified professional. Inmates with a history of sexually as-
saultive behavior are identified, monitored, and counseled.

Comment: None.

Protocols: Written policy and procedure. Mental health assessment instruments.

Process Indicators: Completed mental health assessments. Case records.

Written policy, procedure, and practice provide that inmates identified as at
risk for sexual victimization are assessed by a mental health or other quali-
fied professional. Inmates at risk for sexual victimization are identified, mon-
itored, and counseled.

Comment: None.

Protocols: Written policy and procedure. Mental health assessment instruments.

Process Indicators: Completed mental health assessments. Case records.

Written policy, procedure, and practice ensure that sexual conduct between
staff and inmates, volunteers, or contract personnel and inmates, regardless
of consensual status, is prohibited and subject to administrative and criminal
disciplinary sanctions.

Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Documentation of staff awareness, e.g. annual in-service train-
ing curriculum.

Written policy, procedure, and practice provide that inmates who are victims
of sexual abuse have the option to report the incident to a designated staff
member as well as others: duty officer/3™ party reporting/or safe helpline.
Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Inmate handbook. Record of reports.
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5-ACI-3D-16
(Ref. 4-4281-8)

Written policy, procedure, and practice provide that all case records asso-
ciated with claims of sexual abuse, including incident reports, investigative
reports, offender information, case disposition, medical and counseling evalu-
ation findings, and recommendations for post-release treatment and/or coun-
seling are retained in accordance with an established schedule of document
retention.

Comment: None.
Protocols: Written policy and procedure. A records retention schedule.

Process Indicators: Copies of case records detailing allegation of abuse. Medical
and counseling reports.

Protection from Unreasonable Searches

5-ACI-3D-17
(Ref. 4-4282)

Written policy, procedure, and practice govern all searches and preservation
of evidence when an inmate is suspected of a new crime. Such searches are
authorized only by the warden/superintendent or designee unless immediate
action is necessary; in such cases the warden/superintendent or designee is
fully informed as soon as possible after the search.

Comment: Searches directed at solving a possible new crime should include provi-
sions for the preservation of evidence as well as the legal protection of individual
rights afforded under the Fourth Amendment. Regulations should specify the cir-
cumstances and manner in which such searches are to be conducted.

Protocols: Written policy and procedure.

Process Indicators: Facility logs and records. Documentation of prior approval of
searches.

Freedom in Personal Grooming

5-ACI-3D-18
(Ref. 4-4283)

Written policy, procedure, and practice allow freedom in personal grooming
except when a valid interest justifies otherwise.

Comment: Inmates should be permitted freedom in personal grooming as long as
their appearance does not conflict with the institution’s requirements for safety,
security, identification, and hygiene. All regulations concerning personal grooming
should be the least restrictive necessary.

Protocols: Written policy and procedure. Grooming regulations. Inmate handbook.

Process Indicators: Documentation of instances in which personal grooming
choices were denied. Observation. Inmate interviews.
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Grievance Procedures

5-ACI-3D-19
(Ref. 4-4284)

There is a written inmate grievance procedure that is made available to all
inmates and that includes at least one level of appeal.

Comment: A grievance procedure is an administrative means for the expression
and resolution of inmate problems. The institution’s grievance mechanism should
include provisions for the following: written responses to all grievances, including
the reasons for the decision; response within a prescribed, reasonable time lim-
it, with special provisions for responding to emergencies; supervisory review of
grievances; participation by staff and inmates in the procedure’s design and oper-
ation; access by all inmates, with guarantees against reprisals; applicability over a
broad range of issues; and means for resolving questions of jurisdiction.

Protocols: Written policy and procedure. Grievance procedure. Inmate handbook.

Process Indicators: Grievance records. Inmate interviews.
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4. Special Management Housing
and Restrictive Housing

GOAL: In general, inmates who threaten the secure and orderly man-
agement of the institution, posing a threat to others or a dan-
ger to themselves, are removed from the general population
and placed in designated units. Such assignments are made
appropriately and justifiably and offenders placed into such
categories are treated justly, humanely, in a constitutionally
correct manner and prepared for return to less restrictive units.

4A. - PERFORMANCE STANDARD: SPECIAL MANAGEMENT

Inmates who pose a threat are separated from general population as defined by the agency and placed
in a cell in a special management unit/cell for periods of time less than 22 hours per day. (Special
Management may include administrative status, protective custody or disciplinary detention.)

OUTCOME MEASURES:

(1) Average number of offenders in Special Management Housing per month over the past 12 months
divided by the average daily population in the past 12 months.

General Policy and Practice

5-ACI-4A-01
(Ref. 4-4400)

(MANDATORY) When an offender is transferred to special management
housing, health care staff will be informed immediately and will provide a
screening and review, as indicated by the protocols established by the health
authority. Unless medical attention is needed more frequently, each offender
in special management housing receives a daily visit from a qualified health
care professional. The visit ensures that offenders have access to the health
care system. The presence of a health care provider in special management
housing is announced and recorded. The frequency of physician visits to spe-
cial management housing is determined by the health authority.

Comment: Health care providers’ visits are intended to be screening rounds and

are not meant to be clinical encounters. Those offenders who request sick call are
evaluated by a health care provider who determines the appropriate setting for
further medical attention or examination. Health care providers may request that

Adult Correctional Institutions, Fifth Edition 111



Part 4: Special Management Housing and Restrictive Housing

5-ACI-4A-02
(Ref. 4-4140)

5-ACI-4A-03
(Ref. 4-4141)

5-ACI-4A-04
(Ref. 4-4249)

an offender be removed from a cell or housing area for medical attention or exam-
ination. All sick call encounters are documented in the offender’s health record.

Protocols: Written policy and procedure.

Process Indicators: Health records. Completed logs. Duty assignment roster for
health care providers. Observation. Interviews.

Special management units provide living conditions that approximate those
of the general inmate population; all exceptions are clearly documented. Spe-
cial management cells/rooms permit the inmates assigned to them to converse
with and be observed by staff members.

Comment: None.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Inmate interviews.

All cells/rooms in Special Management Housing provide a minimum of 80 square
feet, and shall provide 35 square feet of unencumbered space for the first occu-
pant and 25 square feet of unencumbered space for each additional occupant.

Comment: Special management housing inmates are confined in cells/rooms for
more extended periods during the day. Therefore the cell/room must provide addi-
tional space for in-cell activity.

Protocols: Facility plans/specifications.

Process Indicators: Observation. Measurement. Inmate interviews.

When special management housing units exist, written policy and procedure
govern their operation for the supervision of inmates under administrative
status, protective custody, and disciplinary detention.

Comment: Administrative status: The classification committee or, in an emergen-
cy, the warden/superintendent may place in administrative status 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.
Inmates in administrative status because of behavioral problems should be provid-
ed with programs conducive to their well-being. Inmates pending investigation for
a trial on a criminal act or pending transfer can also be placed in administrative
status; this status may be for relatively extensive periods of time.

Protective custody: Inmates requesting or requiring protection from the general
population may be placed in protective custody. Inmates in protective custody
should be allowed to participate in as many as possible of the programs afforded
the general population, providing such participation does not threaten institutional
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security. Each protective custody case should be reviewed frequently with the goal
of terminating the separate housing assignment as soon as possible.

Disciplinary Status: The disciplinary committee may place inmates with serious
rule violations in disciplinary detention only after an impartial hearing has deter-
mined (1) that other available alternative dispositions are inadequate to regulate
the inmate’s behavior within acceptable limits and (2) that the inmate’s presence
in the general inmate population poses a serious threat to the orderly operation or
security of the institution.

Total isolation as punishment for a rule violation is not an acceptable practice;
when exceptions occur, they should be justified by clear and substantiated evidence
and should be fully documented.

Protocols: Written policy and procedure. Special management procedures.

Process Indicators: Observation. Inmate interviews. Staff interviews. Facility re-
cords. Inmate records.

Admission and Review of Status

5-ACI-4A-05
(Ref. 4-4251)

5-ACI-4A-06
(Ref. 4-4252)

Written policy, procedure, and practice provide that an inmate is admitted to
the special management housing unit for protective custody only when there
is documentation that protective custody is warranted and no reasonable al-
ternatives are available.

Comment: Protective custody should be used only for short periods of time, except
when an inmate needs long-term protection and the facts are well documented.
Admission to protective custody should be fully documented with a consent form
signed by the inmate.

Protocols: Written policy and procedure.

Process Indicators: Documentation of reasons for admitting inmates to protective
custody status, or denying status. Inmate records.

Written policy, procedure, and practice provide that an inmate is placed in
disciplinary detention for a rule violation only after a hearing by the disci-
plinary committee or hearing examiner.

Comment: None.

Protocols: Written policy and procedure. Disciplinary procedures.

Process Indicators: Hearing records. Inmate records. Interviews.
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5-ACI-4A-07
(Ref. 4-4253)

5-ACI-4A-08
(Ref. 4-4254)

5-ACI-4A-09
(Ref. 4-4255)

Written policy, procedure, and practice provide for a review of the status of in-
mates in special management housing by the classification committee or other
authorized staff group every seven days for the first two months and at least
every 30 days thereafter.

Comment: A hearing should be held to review the status of any inmate who spends
more than seven continuous days in special management housing whether the rea-
sons for the placement still exist.

Protocols: Written policy and procedure. Review process.

Process Indicators: Documentation of reviews and outcomes. Inmate records.

Written policy, procedure, and practice specify the review process used to re-
lease an inmate from administrative status and protective custody.

Comment: An inmate should be released by action of the appropriate authority.
Protocols: Written policy and procedure. Review process.

Process Indicators: Documentation of review process and outcomes.

There is a sanctioning schedule for institutional rule violations. Continuous
confinement for more than 30 days requires the review and approval of the
warden/superintendent or designee. Inmates held in disciplinary status for
periods exceeding 60 days are provided the same program services and privi-
leges as inmates in administrative status and protective custody.

Comment: The time an inmate spends in disciplinary status should be proportional
to the offense committed, taking into consideration the inmate’s prior conduct, spe-
cific program needs, and other relevant factors.

Protocols: Written policy and procedure. Sanctioning schedule.
Process Indicators: Documentation that sanctioning schedule has been communi-

cated to inmates. Inmate interviews. Documentation of facility administrator re-
view and approval. Inmate records.
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5-ACI-4A-10
(Ref. 4-4256)

Supervision

5-ACI-4A-11
(Ref. 4-4257)

5-ACI-4A-12
(Ref. 4-4258)

Written policy, procedure, and practice provide that a qualified mental health
professional personally interviews and prepares a written report on any in-
mate remaining in special management housing for more than 30 days. If con-
finement continues beyond 30 days, a mental health assessment by a qualified
mental health professional is made at least every 30 days for inmates who
have an identified mental health need and every three months for all other
inmates—more frequently if prescribed by the chief medical authority.

Comment: Inmates whose movements are restricted in special management hous-
ing may develop symptoms of acute anxiety or other mental problems; regular
psychological assessment is necessary to ensure the mental health of any inmate
confined in such a unit beyond 30 days.

Protocols: Written policy and procedure. Report format.

Process Indicators: Documentation of interviews. Written report. Mental health
assessment. Inmate records. Interviews.

Written policy, procedure, and practice require that all special management
inmates are personally observed by a correctional officer twice per hour, but
no more than 40 minutes apart, on an irregular schedule. Inmates who are vi-
olent or mentally disordered or who demonstrate unusual or bizarre behavior
receive more frequent observation; suicidal inmates are under continuing or
continuous observation.

Comment: None.
Protocols: Written policy and procedure. Staffing plan. Log format.

Process Indicators: Facility records and logs. Documentation of cell checks.

Written policy, procedure, and practice provide that inmates in special man-
agement housing receive daily visits from the senior correctional supervisor in
charge, daily visits from a qualified health care official (unless medical atten-
tion is needed more frequently), and visits from members of the program staff
upon request.

Comment: Because they are restricted from normal movement within the institu-
tion, it is imperative that inmates in special management are visited regularly by
key staff members who can ensure that their health and well-being are maintained.

Protocols: Written policy and procedure. Log format.

Process Indicators: Documentation of senior correctional supervisor visits and
health care visits. Inmate interviews. Completed logs.
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5-ACI-4A-13
(Ref. 4-4259)

5-ACI-4A-14
(Ref. 4-4260)

Written policy and procedure govern the selection criteria, supervision, and
rotation of staff who work directly with inmates in special management hous-
ing on a regular and daily basis.

Comment: Procedures should be established to supervise and evaluate the on-the-
job performance of all staff who work with inmates in special management housing,
and there should be administrative procedures for promptly removing ineffective
staff. Officers assigned to these positions should have completed their probationary
period. The need for rotation should be based on the intensity of the assignment.

Protocols: Written policy and procedure. Staff schedule.

Process Indicators: Documentation of supervision and rotation of staff. Inmate
interviews. Staff interviews.

Written policy, procedure, and practice provide that staff operating special
management housing units maintain a permanent log.

Comment: The log should contain the following information for each inmate admitted
to special management: name, number, housing location, date admitted, type of infrac-
tion 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 the inmates, all unusual inmate behavior, and all releases.

Protocols: Written policy and procedure. Log format.

Process Indicators: Completed logs. Inmate records.

General Conditions of Confinement

5-ACI-4A-15
(Ref. 4-4261)

Written policy, procedure, and practice provide that all inmates in special
management housing are provided prescribed medication, clothing that is not
degrading, and access to basic personal items for use in their cells unless there
is imminent danger that an inmate or any other inmate(s) will destroy an item
or induce self-injury.

Comment: Inmates in special management housing should be provided basic items
needed for personal hygiene as well as items such as eyeglasses and writing ma-
terials. Clothing should be that of the general population unless an adjustment is
necessary for self-protection, such as removal of a belt to prevent a suicide at-
tempt, and any clothing adjustment should be justified in writing by an appropriate
official. If a supervisor judges that there is imminent danger that 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.

Protocols: Written policy and procedure.

Process Indicators: Inmate records. Completed logs. Inmate interviews.
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5-ACI-4A-16
(Ref. 4-4262)

5-ACI-4A-17
(Ref. 4-4263)

5-ACI-4A-18
(Ref. 4-4264)

Written policy, procedure, and practice provide that inmates in special man-
agement housing have the opportunity to shave and shower at least three times
per week.

Comment: Inmates in special management should have the opportunity to maintain
an acceptable level of personal hygiene unless these procedures cause an undue
security hazard. If conditions permit, the inmates should be able to shower daily.

Protocols: Written policy and procedure. Activity/service schedule.

Process Indicators: Completed logs. Documentation of exceptions.

Written policy, procedure, and practice provide that inmates in special man-
agement housing receive laundry, barbering, and hair care services and are
issued and exchange clothing, bedding, and linen on the same basis as inmates
in the general population. Exceptions are permitted only when found neces-
sary by the senior officer on duty; any exception is recorded in the unit log and
justified in writing.

Comment: None.
Protocols: Written policy and procedure. Activity/service schedule.

Process Indicators: Completed logs. Documentation of exceptions.

Alternative meal service may be provided to an inmate in special manage-
ment housing who uses food or food service equipment in a manner that is
hazardous to self, staff, or other inmates. Alternative meal service is on an
individual basis, is based on health or safety considerations only, meets basic
nutritional requirements, and occurs with the written approval of the warden/
superintendent, or designee and responsible health authority, or designee. The
substitution period shall not exceed seven days.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Documentation of approval. Completed logs. Inmate interviews.
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5-ACI-4A-19
(Ref. 4-4265)

Written policy, procedure, and practice provide that whenever an inmate in
special management housing is deprived of any usually authorized item or ac-
tivity, a report of the action is filed in the inmate’s case record and forwarded
to the chief security officer.

Comment: The report should identify the inmate, item or activity deprived of, and
the reasons for the action. The report should be forwarded to the chief security
officer as soon as possible; approval for removing all of an inmate’s personal items
should be obtained in advance from the warden/superintendent or designee. No
item or activity should be withheld for the purpose of punishment or for longer
than necessary to ensure the safety and well-being of the inmate and others.

Protocols: Written policy and procedure.

Process Indicators: Completed logs. Inmate’s case record. Staff interviews. Inmate
interviews.

Programs and Services

Mail

5-ACI-4A-20
(Ref. 4-4266)

Visiting

5-ACI-4A-21
(Ref. 4-4267)

Written policy, procedure, and practice provide that inmates in special man-
agement housing can write and receive letters on the same basis as inmates in
the general population.

Comment: Letters should be delivered promptly. Any item rejected consistent with
policy and procedure should be returned to the sender, and the inmate should be
advised of the reason for the rejection.

Protocols: Written policy and procedure.

Process Indicators: Completed logs. Observation. Inmate interviews.

Written policy, procedure, and practice provide that inmates in special man-
agement housing have opportunities for visitation unless there are substantial
reasons for withholding such privileges.

Comment: Every effort should be made to notify approved visitors of any restric-
tions on visiting; if time allows, the burden of this notification may be placed on
the inmate.

Protocols: Written policy and procedure.

Process Indicators: Completed logs. Inmate interviews. Staff interviews.
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Access to Legal and Reading Materials

5-ACI-4A-22
(Ref. 4-4268)

5-ACI-4A-23
(Ref. 4-4269)

Written policy, procedure, and practice provide that inmates in special man-
agement housing have access to legal materials.

Comment: To ensure legal rights, inmates in special management housing should
have access to both personal legal materials and available legal reference materials.
Reasonable arrangements should be made to assist the inmates in meeting court
deadlines.

Protocols: Written policy and procedure.

Process Indicators: Completed logs. Staff interviews. Inmate interviews.

Written policy, procedure, and practice provide that inmates in special man-
agement housing have access to reading materials.

Comment: Inmates in special management housing should be provided a sufficient
quantity of reading materials and have an opportunity to borrow reading materials
from the institution’s library.

Protocols: Written policy and procedure.

Process Indicators: Completed logs. Staff interviews. Inmate interviews.

Exercise Outside of Cell

5-ACI-4A-24
(Ref. 4-4270)

Written policy, procedure, and practice provide that inmates in special man-
agement housing receive a minimum of one hour of exercise per day outside
their cells, five days per week, unless security or safety considerations dictate
otherwise.

Comment: Inmates in special management housing should be provided with the
opportunity to exercise in an area designated for this purpose, with opportunities to
exercise outdoors, weather permitting, unless security or safety considerations dic-
tate otherwise. A written record should be kept of each inmate’s participation in the
exercise program. Reasons for the imposition of constraints should be documented.

Protocols: Written policy and procedure.

Process Indicators: Completed logs. Staff interviews. Inmate interviews.

Adult Correctional Institutions, Fifth Edition 119



Part 4: Special Management Housing and Restrictive Housing

Telephone Privileges

5-ACI-4A-25
(Ref. 4-4271)

5-ACI-4A-26
(Ref. 4-4272)

Written policy, procedure, and practice provide that inmates in administra-
tive status or protective custody are allowed telephone privileges.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Completed logs. Staff interviews. Inmate interviews.

Written policy, procedure, and practice provide that an inmate in disciplinary
status is allowed limited telephone privileges unless phone restrictions have
been invoked by the warden/superintendent or designee. Restrictions would
not apply to calls related specifically to access to the attorney of record.
Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Completed logs. Staff interviews. Inmate interviews.

Administrative Status/Protective Custody

5-ACI-4A-27
(Ref. 4-4273)

Written policy, procedure, and practice provide that inmates in administra-
tive status 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 guid-
ance, and recreational programs.

Comment: Although services and programs cannot be identical to those provided
to the general population, there should be no major differences for reasons oth-
er than danger to life, health, or safety. Inmates in special management housing
should have the opportunity to receive treatment from professionals such as social
workers, psychologists, counselors, and psychiatrists. The standard also applies to
inmates held in disciplinary status for more than 60 days.

Protocols: Written policy and procedure.

Process Indicators: Completed logs. Staff interviews. Inmate interviews.
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4B. - PERFORMANCE STANDARD: RESTRICTIVE HOUSING

Inmates who pose a direct and clear threat to the safety of persons
or a clear threat to the safe and secure operation of the facility are
separated from general population and placed in restrictive hous-
ing units/cells for periods of time 22 hours per day or greater.

OUTCOME MEASURES:

(1) Average number of offenders in Restricted Housing per month over the past 12 months divided
by the average daily population in the past 12 months.

(2) Average number of offenders in Extended Restricted Housing per month over the past 12 months
divided by the average daily population in the past 12 months.

(3) Number of offenders released from Restrictive Housing by the appropriate authority within
24-hours in the past 12 months divided by the total placed in Restrictive Housing in the past 12

months.

(4) Number of offenders in Extended Restrictive Housing that were released directly into the commu-
nity from either Restrictive Housing or Extended Restrictive Housing within the past 12 months
divided by the total number of offenders released in the past 12 months.

Admission

5-ACI-4B-01
NEW Aug. 2018

(Effective NLT October 1, 2020) Written policy, procedure and practice pro-
vide that the placement of an inmate in Restrictive Housing shall be limited to
those circumstances that pose a direct threat to the safety of persons or a clear
threat to the safe and secure operations of the facility. The policy governing
the placement of an inmate in Restrictive Housing shall include:

* the relationship between the threat the inmates poses and the behaviors
articulated in the policy.

* the impact that Restrictive Housing may have on medical and mental
health conditions exhibited by the inmate and the possible alternatives that
may be available to compensate for such conditions.

* a description of alternatives that may be available to safely deal with the
threat posed by the inmate other than restricted housing.

Comment: Offenders who pose a threat to staff, other inmates, or themselves may
be removed from the general population for the safety and security of the institu-
tion. An official review must occur within 24 hours.

Protocols: Written policy and procedure.

Process Indicators: Inmate records. Incident reports.
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5-ACI-4B-02
NEW Aug. 2018

(Effective NLT October 1, 2020) Written policy, procedure, and practice pro-
vide that the warden/superintendent, authorized designee or shift supervisor
can order immediate removal from general population when it is necessary to
protect the inmate or others. The action will be approved, denied, or modified
within 24 hours by an appropriate and higher authority who is not involved in
the initial placement.

Comment: Inmates who pose a threat to staff, other inmates, or themselves may
be removed from general population for the safety and security of the institution.
Those reviewing an inmates’ removal from general population are not to be in-
volved in the initial removal of the inmate to maintain impartiality.

Protocols: Written policy and procedure.
Process Indicators: Documentation of review and approval/disapproval of placement

or removal. Incident reports. Documentation of removal. Documentation showing
review within 24 hours by appointed authority not involved.

General Policy and Practice

5-ACI-4B-03
NEW Aug. 2018

(Effective NLT October 1,2020) When Restrictive Housing units exist, written
policy and procedure govern their operation.

Comment: None.
Protocols: Written policy and procedure. Post orders.

Process Indicators: None.

Conditions of Confinement

5-ACI-4B-04
NEW Aug. 2018

(Effective NLT October 1, 2020) Restrictive Housing units provide living con-
ditions that approximate those of the general inmate population; all excep-
tions are clearly documented. Restrictive Housing cells permit the inmates
assigned to them to converse with and be observed by staff members. Space is
available either inside the Restrictive Housing unit or external to the unit for
treatment staff consultation with Restrictive Housing inmates.

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Inmate interviews. Completed logs. Documenta-
tion of exceptions.
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5-ACI-4B-05
NEW Aug. 2018

5-ACI-4B-06
NEW Aug. 2018

5-ACI-4B-07
NEW Aug. 2018

(Effective NLT October 1,2020) Restrictive Housing units have either outdoor
uncovered or outdoor covered exercise areas. The minimum space require-
ments for outdoor exercise areas for Restrictive Housing units are as follows:

e Group yard modules: 330-square feet of unencumbered space can accom-
modate two inmates. For each additional 150-square feet of unencumbered
space, an additional inmate may use the exercise area simultaneously. (For-
mula: for each 150-square feet of unencumbered space exceeding the base
requirement of 180-square feet for the first inmate, equals the maximum
number of inmates who may use the recreation area space simultaneously).
No more than five inmates are to use a group module at one time.

e Individual yard modules: 180-square feet of unencumbered space. In cases
where cover is not provided to mitigate the inclement weather, appropriate
weather-related equipment and attire should be available to the inmates
who desire to take advantage of their authorized exercise time.

Comment: None.
Protocols: Facility plans/specifications.

Process Indicators: Measurement. Observation. Inmate interviews.

(Effective NLT October 1,2020) All cells/rooms in Restrictive Housing provide
a minimum of 80- square feet, and shall provide 35-square feet of unencum-
bered space for the first occupant and 25-square feet of unencumbered space
for each additional occupant.

Comment: None.

Protocols: Facility plans/specifications.

Process Indicators: Measurement. Observation. Inmate interviews.

(Effective NLT October 1, 2020) Written policy, procedure, and practice pro-
vide any time served in prehearing detention is to be credited to the determi-
nant Restrictive Housing sanction.

Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Inmate records. Dispositional records of disciplinary commit-
tee or hearing examiner. Disciplinary action. Disciplinary records.
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Review

5-ACI-4B-08
NEW Aug. 2018

5-ACI-4B-09
NEW Aug. 2018

(Effective NLT October 1, 2020) Written policy, procedure, and practice pro-
vide for a review of the status of inmates in Restrictive Housing by the classi-
fication committee or other authorized staff every seven days for the first 60
days and at least every 30 days thereafter.

Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Inmate records. Documentation of review and outcomes.

(Effective NLT October 1,2020) Written policy, procedure, and practice spec-
ify the review process used to release an inmate from Restrictive Housing.

Comment: An inmate should be released by action of the appropriate authority.
Protocols: Written policy and procedure.

Process Indicators: Release documentation. Documentation of review.

Mental Health Appraisal

5-ACI-4B-10
NEW Aug. 2018

(Effective NLT October 1,2020) Written policy, procedure, and practice provide
that a mental health practitioner/provider completes a mental health appraisal
within seven days of placement. This may include a mental health screening
that has been completed by health care personnel at the time the offender is
placed in restrictive housing. If confinement continues beyond 30 days, a behav-
ioral health assessment by a mental health practitioner/provider is completed
at least every 30 days for offenders with a diagnosed behavioral health disorder
and more frequently if clinically indicated. For offenders without a behavioral
health disorder, an assessment is completed every 90 days and more frequently
if clinically indicated. The behavioral health assessment will be conducted in a
manner that ensures confidentiality.

Comment: Inmates whose movements are restricted in Restrictive Housing units
may develop symptoms of acute anxiety or other mental problems; regular psy-
chological assessment is necessary to ensure the behavioral health of any inmate
confined in such a unit beyond 30 days.

Protocols: Written policy and procedure. Standardized (behavioral health) report-
ing forms.

Process Indicators: Inmate health records. Observation. Interviews. Documenta-
tion of completed appraisal. Documentation of completed assessment.
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Supervision

5-ACI-4B-11
NEW Aug. 2018

5-ACI-4B-12
NEW Aug. 2018

5-ACI-4B-13
NEW Aug. 2018

(Effective NLT October 1, 2020) Written policy, procedure, and practice re-
quire that all Restrictive Housing inmates are personally observed by a cor-
rectional officer twice per hour, but no more than 40 minutes apart, on an
irregular schedule. Inmates who are violent or mentally disordered or who
demonstrate unusual or bizarre behavior or self-harm receive more frequent
observation; suicidal inmates are under continuous observation. Observation
shall be documented on a log. A qualified mental health professional will de-
termine the type of observation (minimal to constant).

Comment: An inmate companion program for use in the observation process is
acceptable provided that the inmate companion is trained and monitored and is not
a replacement for observation by staff.

Protocols: Written policy and procedure. Post orders.
Process Indicators: Staff plans/logs. Review sheets. Observation forms. Unit re-

cord/log documenting cell checks. Documentation of type of observation deter-
mined.

(Effective NLT October 1, 2020) Written policy, procedure, and practice pro-
vide that inmates in Restrictive Housing receive daily visits from the senior
correctional supervisor in charge, daily health care rounds from a qualified
health care professional (unless medical attention is needed more frequently),
and visits from members of the program staff at least weekly.

Comment: Because they are restricted from normal movement within the institu-
tion, it is imperative that inmates in Restrictive Housing are visited regularly by
key staff members who can ensure that their health and well-being are maintained.

Protocols: Written policy and procedure.

Process Indicators: Logs documenting daily visits and rounds. Inmate interviews.

(Effective NLT October 1, 2020) Written policy and procedure govern the se-
lection criteria, specialized training, supervision, and rotation of security staff
who work directly with inmates in Restrictive Housing on a regular and daily
basis.

Comment: Specialized training should include but not be limited to Crisis Inter-
vention Training, Stress Management and Correctional Behavioral Health Certifi-
cation.

Protocols: Written policy and procedure.

Process Indicators: Staff roster. Training records of staff assigned to the unit.
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5-ACI-4B-14
NEW Aug. 2018

5-ACI-4B-15
NEW Aug. 2018

5-ACI-4B-16
NEW Aug. 2018

(Effective NLT October 1, 2020) Written policy, procedure, and practice pro-
vide that all inmates in Restrictive Housing are provided medication as pre-
scribed.

Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Completed medication administration records. Doctor’s orders.

(Effective NLT October 1, 2020) Written policy, procedure, and practice pro-
vide that all inmates in Restrictive Housing are provided suitable clothing,
and access to basic personal items for use in their cells unless there is immi-
nent danger that an inmate or any other inmate(s) will destroy an item or
induce self-injury.

Comment: Inmates in Restrictive Housing should be provided basic items needed
for personal hygiene as well as items such as eyeglasses and writing materials.
Clothing should be that of the general population unless an adjustment is neces-
sary for self-protection, such as removal of a belt to prevent a suicide attempt, and
any clothing adjustment should be justified in writing by an appropriate official.
If a supervisor judges that there is imminent danger that 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 supervision of an officer.

Protocols: Written policy and procedure.

Process Indicators: Complete property/service logs. Cell inspection documenta-
tion. Inmate interviews.

(Effective NLT October 1, 2020) Written policy, procedure, and practice pro-
vide that inmates in Restrictive Housing have the opportunity to shave and
shower at least three times per week. In instances where inmates are not al-
lowed to shave or shower, these instances must be documented and reviewed
by the senior correctional supervisor in charge.

Comment: Inmates in Restrictive Housing should have the opportunity to maintain
an acceptable level of personal hygiene unless these procedures cause an undue
security hazard. If conditions permit, the inmates should be able to shower daily.
Issued personal hygiene equipment should be controlled and accounted for.

Protocols: Written policy and procedure.

Process Indicators: Completed logs. Unit schedule. Documentation of exceptions,
and review by supervisor.
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5-ACI-4B-17
NEW Aug. 2018

5-ACI-4B-18
NEW Aug. 2018

5-ACI-4B-19
NEW Aug. 2018

(Effective NLT October 1, 2020) Written policy, procedure, and practice pro-
vide that inmates in Restrictive Housing receive laundry and hair care services
and are issued and exchange clothing, bedding, and linen on the same basis as
inmates in the general population. Exceptions are permitted only when found
necessary by the senior officer on duty; any exception is recorded in the unit log
and justified in writing,

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Completed logs. Unit schedule. Documentation of exceptions
signed by senior officer.

(Effective NLT October 1, 2020) Alternative meal service may be provided to
an inmate in Restrictive Housing who uses food or food service equipment in a
manner that is hazardous to self, staff, or other inmates. Alternative meal ser-
vice is on an individual basis, is based on health or safety considerations only,
meets basic nutritional requirements, and occurs with the written approval
of the warden/superintendent, or designee and facility health care authority
or designee. The substitution period shall not exceed seven days unless it is
extended with the review of the authorizing administrator and the approval of
the health care practitioner.

Comment: Health assessment/evaluation should be done within 7 days to ensure
that the inmate is not malnourished

Protocols: Written policy and procedure.

Process Indicators: Completed unit log. Incident reports. Inmate records. Docu-
mentation of written approval. Documentation of review after seven days.

(Effective NLT October 1, 2020) Written policy, procedure, and practice pro-
vide that whenever an inmate in Restrictive Housing is deprived of any usually
authorized item or activity; a report of the action is filed in the inmate’s case
record and forwarded to the chief security officer.

Comment: The report should identify the inmate, item or activity deprived of, and
the reasons for the action. The report should be forwarded to the chief security
officer as soon as possible; approval for removing all of an inmate’s personal items
should be obtained in advance from the warden/superintendent or designee. No
items or activity should be withheld for the purpose of punishment or for longer
than necessary to ensure the safety and well-being of the inmate and others.

Protocols: Written policy and procedure.

Process Indicators: Documented report of action and inmate record.
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Programs and Services

Mail

5-ACI-4B-20
NEW Aug. 2018

Visiting

5-ACI-4B-21
NEW Aug. 2018

(Effective NLT October 1, 2020) Written policy, procedure, and practice pro-
vide that inmates in Restrictive Housing can write and receive letters on the
same basis as inmates in the general population.

Comment: Letters should be delivered promptly. Any item rejected consistent with
policy and procedure should be returned to sender, and the inmate should be ad-
vised of the reason for rejection.

Protocols: Written policy and procedure.

Process Indicators: Documents maintained for any instance of exceptions. Inmate
interviews. Mail log.

(Effective NLT October 1, 2020) Written policy, procedure, and practice pro-
vide that inmates in Restrictive Housing have opportunities for visitation un-
less there are substantial documented reasons for withholding such privileges.

Comment: Every effort should be made to notify approved visitors of any restric-
tions on visiting; if time allows, the burden of this notification may be placed on
the inmate.

Protocols: Written policy and procedure.

Process Indicators: Documentation of visitation denial. Visitation log.

Access to Legal and Reading Materials

5-ACI-4B-22
NEW Aug. 2018

(Effective NLT October 1, 2020) Written policy, procedure, and practice pro-
vide that inmates in Restrictive Housing have access to legal materials.

Comment: To ensure legal rights, inmates in Restrictive Housing should have ac-
cess to both personal legal materials and available legal reference materials. Rea-
sonable arrangements should be made to assist the inmates meeting court dead-
lines.

Protocols: Written policy and procedure.

Process Indicators: Logbook of legal material usage. Observation. Inmate interviews.
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5-ACI-4B-23
NEW Aug. 2018

(Effective NLT October 1, 2020) Written policy, procedure, and practice pro-
vide that inmates in Restrictive Housing have access to reading materials.

Comment: Inmates in Restrictive Housing should be provided a sufficient quantity
of reading materials and have an opportunity to borrow reading materials from the
institution’s library.

Protocols: Written policy and procedure.

Process Indicators: Logbook for reading material usage. Observation. Inmate in-
terviews.

Exercise Out of Cell

5-ACI-4B-24
NEW Aug. 2018

(Effective NLT October 1, 2020) Written policy, procedure, and practice pro-
vide that inmates in Restrictive Housing receive a minimum of one hour of
exercise outside their cells, five days per week, unless security or safety consid-
erations dictate otherwise.

Comment: Inmates in Restrictive Housing should be provided with the opportunity
to exercise in an area designated for this purpose, with opportunities to exercise
outdoors, weather permitting, unless security or safety considerations dictate oth-
erwise. A written record should be kept of each inmate’s participation in the exer-
cise program. Reasons for imposition of constraints should be documented.

Protocols: Written policy and procedure.

Process Indicators: Recreation logbook. Documentation of denial.

Telephone Privileges

5-ACI-4B-25
NEW Aug. 2018

(Effective NLT October 1, 2020) Written policy, procedure, and practice pro-
vide that inmates in Restrictive Housing are allowed at minimum telephone
privileges to access the judicial process and family emergencies as determined
by the facility administrator or designee unless security or safety consider-
ations dictate otherwise.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Phone log. Documentation of denial.
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Access to Programs

5-ACI-4B-26
NEW Aug. 2018

Orientation

5-ACI-4B-27
NEW Aug. 2018

(Effective NLT October 1, 2020) Written policy, procedure, and practice pro-
vide that inmates in Extended Restrictive Housing have access to programs
and services that include, but are not limited to the following: educational ser-
vices, commissary services, library services, social services, behavioral health
and treatment services, religious guidance, and recreational programs.

Comment: Although services and programs cannot be identical to those provided
to the general population, there should be no major differences for reasons other

than danger to life, health, or safety.

Protocols: Written policy and procedure.

Process Indicators: Program listings with descriptions. Program and Extended Re-
strictive Housing Rosters. Sign-in logs. Unit logs. Commissary receipts.

(Effective NLT October 1, 2020) Written policy, procedure, and practice pro-
vide that new inmates assigned directly to Restrictive Housing receive written
orientation materials and/or translations in their own language. When a lit-
eracy problem exists, a staff member assists the inmate in understanding the
material. Completion of orientation is documented by a statement signed and
dated by the inmate.

Comment: Orientation should include written materials about the institution’s pro-
grams, rules, and regulations, and discussion. Orientation should also be used to
observe inmate behavior and to identify special problems. Inmates who are unable
to read and write should be assisted through case management services provided
by the facility.

Protocols: Written policy and procedure.

Process Indicators: Signed statement. Orientation materials. Completed logs. In-
take records. Inmate interviews.

130 Adult Correctional Institutions, Fifth Edition



Performance Standard 4B: Restrictive Housing

Health Care Screening

5-ACI-4B-28
NEW Aug. 2018

(Effective NLT October 1, 2020) (MANDATORY) When an offender is trans-
ferred to Restrictive Housing, health care personnel will be informed imme-
diately and will provide a screening and review as indicated by the protocols
established by the health authority.

The mental health portion of the screening should include at a minimum, but is not
limited to:

Inquiry into:

» whether the offender has a present suicide ideation

» whether the offender has a history of suicidal behavior

» whether the offender is presently prescribed psychotropic medication
» whether the offender has a current mental health complaint
 whether the offender is being treated for mental health problems

» whether the offender has a history of inpatient and outpatient psychiatric
treatment

* whether the offender has a history of treatment for substance abuse

Observation of:

» general appearance and behavior
* evidence of abuse and/or trauma
* current symptoms of psychosis, depression, anxiety, and/or aggression

Disposition of offender:

* no mental health referral
« referral to mental health care service
« referral to appropriate mental health care service for emergency treatment

If the results of the inmate screening indicates the inmate is at imminent risk
for serious self-harm, suicide, exhibits debilitating symptoms of a SMI, or re-
quires emergency medical care, a health care professional shall be contacted
for appropriate assessment and treatment.

Unless medical attention is needed more frequently, each offender in Restric-
tive Housing receives a daily visit from health care personnel to ensure that of-
fenders have access to the health care system. The presence of health care per-
sonnel in Restrictive Housing is announced and recorded. The health authority
determines the frequency of physician visits to Restrictive Housing units.

Unless mental health attention is needed more frequently, each offender in
Restrictive Housing shall receive a weekly visit from mental health staff to en-
sure that offenders have access to the behavioral health system. The presence
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Release

5-ACI-4B-29
NEW Aug. 2018
Revised Jan. 2019

of a mental health staff in Restrictive Housing is announced and recorded.
The mental health authority determines the frequency of mental health pro-
fessionals to Restrictive Housing units

Comment: Inmates whose movements are restricted in Restrictive Housing units
may develop symptoms of acute anxiety or other mental problems; regular psy-
chological assessment is necessary to ensure the behavioral health of any inmate
confined in such a unit beyond 30 days. The assessment and treatment may require
diversion from Restrictive Housing by a health care professional Health care per-
sonnel’ and mental health staff’ visits are intended to be screening rounds and are
not meant to be clinical encounters. Those offenders who request sick call are eval-
uated by health care personnel who determine the appropriate setting for further
attention and examination. Health care providers may request that an offender be
removed from a cell or housing area for medical attention or examination. All sick
call encounters are documented in the offender’s health record.

Protocols: Policies and procedures.

Process Indicators: Completed logs. Sign-in and sign-out sheets. Cell check logs.
Observation. Health care staff schedule.

(Effective NLT October 1, 2020) Written policy, procedure and practice re-
quire that the agency will attempt to ensure offenders are not released direct-
ly into the community from Extended Restrictive Housing. In the event that
the release of an offender directly from Extended Restrictive Housing into the
community is imminent, the facility will document the justification and receive
agency level or designee approval (does not apply to immediate court order
release).

In addition to required release procedures (see 5-ACI-5F-05) the following
must be taken at a minimum:

* development of a release plan that is tailored to specific needs of the offender
(does not apply to immediate court order release)

* notification of release to state and local law enforcement
* notify releasing offender of applicable community resources
* victim notification (if applicable/there is a victim)

Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Documentation of release and approval. Release plan. Docu-
mentation of notification.
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Seriously Mentally Ill

5-ACI-4B-30
NEW Aug. 2018

(Effective NLT October 1,2020) An individual diagnosed with a serious mental
illness will not be placed in Extended Restrictive Housing, unless the multidis-
ciplinary service team determines there is an immediate and present danger
to others or the safety of the institution. There must be an active individual-
ized treatment plan that includes weekly monitoring by mental health staff,
treatment as necessary, and steps to facilitate the transition of the offender
back into general population.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Placement assessment form. Review forms. Completed logs.
Medical records.

Step Down Programs

5-ACI-4B-31
NEW Aug. 2018

(Effective NLT October 1, 2020) Written policy, procedure, and practice re-
quire that step down programs are offered to Extended Restrictive Housing
inmates to facilitate the reintegration of the inmate into general population or
the community. These programs shall include, at a minimum, the following:

* pre-screening evaluation

* monthly evaluations using a multidisciplinary approach to determine the
inmate’s compliance with program requirements

* subject to monthly evaluations; to gradually increasing out-of-cell time to
gradually increasing group interaction to gradually increasing education
and programming opportunities to gradually increasing privileges

* a step-down transition compliance review
* post-screening evaluation

*See definition for multidisciplinary services team and multidisciplinary
treatment teams

**Definition of Step-Down Program: A program that includes a system of re-
view and establishes criteria to prepare an inmate for transition to general
population or the community. Individualized programs involve a coordinated,
multidisciplinary team approach that includes mental health, case manage-
ment, and security practitioners. Medical personnel will be part of the mul-
tidisciplinary team when inmates who have chronic care or other significant
medical accommodation needs participate in this program.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Inmate interviews. Pre-screening evaluation. Completed step-
down compliance review forms. Completed logs. Completed monthly evaluations.
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Females in Restrictive Housing

5-ACI-4B-32
NEW Aug. 2018

(Effective NLT October 1, 2020) Female inmates determined to be pregnant
will not be housed in Extended Restrictive Housing.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Inmate interviews. Staff interviews. Completed logs. Observation.

Under the age of 18

5-ACI-4B-33
NEW Aug. 2018

(Effective NLT October 1, 2020) Confinement of offenders under the age of 18
years of age in Extended Restrictive Housing is prohibited.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Inmate interviews. Staff interviews. Completed logs. Housing
assignments. Observation.

Gender Identity

5-ACI-4B-34
NEW Aug. 2018

(Effective NLT October 1, 2020) An inmate will not be placed in Restrictive
Housing on the basis of Gender Identity alone.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Inmate interviews. Staff interviews. Housing assignments. Ob-
servation.
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Goal: Internal assignment to housing and program services should
meet the basic needs of the offender consistent with the safe
operation of the facility and should prepare the offender for suc-
cessful reintegration into society upon release as appropriate.

5A. - PERFORMANCE STANDARD: RECEPTION AND ORIENTATION

All incoming inmates undergo thorough screening and assessment at admission and receive a thor-
ough orientation to the institution’s procedures, rules, programs, and services.

Admission
5-ACI-5A-01 Written policies and procedures govern the admission of inmates new to the
(Ref. 4-4285) system. These procedures include, at a minimum, the following:

* determining that the inmate is legally committed to the institution

* thorough searching of the individual and possessions

* disposing of personal property

* showering and hair care, if necessary

* issuing of clean, laundered clothing as needed

* photographing and fingerprinting, including notation of identifying marks
or other unusual physical characteristics

* medical, dental, and mental health screening

* assigning to housing unit

* recording basic personal data and information to be used for mail and vis-
iting list

* explaining mail and visiting procedures

* assisting inmates in notifying their next of kin and families of admission

* assigning of registered number to the inmate

* giving written orientation materials to the inmate

* documenting any reception and orientation procedure completed at a cen-
tral reception facility

Comment: Staff should explain the procedures being undertaken at each step in
the admissions process. When necessary, these procedures should be reviewed for
inmates transferred from within the system.
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5-ACI-5A-02
(Ref. 4-4286)

Protocols: Written policy and procedure. Intake and admission forms. Screening
forms. Staff training curriculum.

Process Indicators: Observation. Inmate records/files. Intake and admission records.

Written policy, procedure, and practice require the preparation of a summary
admission report for all new admissions. The report includes, at a minimum,
the following information:

* legal aspects of the case

* summary of criminal history, if any

* social history

* medical, dental, and mental health history
* occupational experience and interests

* educational status and interests

* vocational programming

* recreational preference and needs assessment
* psychological evaluation

* staff reccommendations

* preinstitutional assessment information

Comment: The summary admission report is the first document in the inmate’s cumula-
tive case record and identifies areas for follow-up. This document may be duplicated and
used by the classification committee and other staff in developing the inmate’s program.

Protocol: Written policy and procedure. Intake and admission forms.

Process Indicator: Observation. Inmate records/files. Intake and admission records.

Reception and Orientation

5-ACI-5A-03
(Ref. 4-4287)

Written policy, procedure, and practice provide for a reception program for
new inmates upon admission to the correctional system. Except in unusual cir-
cumstances, initial reception and orientation of inmates is completed within
30 calendar days after admission.

Comment: The daily program in the reception unit should include interviews, tests,
and other admissions-related activities, including distribution of information on
programs and services. New inmates should be provided reading materials, be per-
mitted to attend religious services, receive exercise on the same schedule as the
general population, and perform work assignments on the reception unit.

Protocols: Written policy and procedure. Orientation information and process. In-
mate handbook.

Process Indicators: Observation. Intake records. Inmate interviews.
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Performance Standard 5A: Reception and Orientation

New Inmates

5-ACI-5A-04
(Ref. 4-4288)

4-4289

Transfers

5-ACI-5A-05
(Ref. 4-4290)

4-4291

Written policy, procedure, and practice provide that new inmates receive writ-
ten orientation materials and/or translations in their own language. These ma-
terials may also be provided electronically, but inmates in special management
housing and restrictive housing must be provided information in a written
format so that their access to information is not impeded by their custody
status. When a literacy problem exists, a staff member assists the inmate in
understanding the material. Completion of orientation is documented by a
statement signed and dated by the inmate.

Comment: Orientation should include formal classes, distribution of written mate-
rials about the institution’s programs, rules, and regulations, and discussion. Ori-
entation should also be used to observe inmate behavior and to identify special
problems. The use of electronic kiosks is allowed as a means of providing the
inmate handbook. Agencies using such kiosks should implement strategies to al-
low access to this information by general population inmates without interference
by facility staff without a valid security-related reason. Inmates who are unable to
read and write should be assisted through case management services provided by
the facility.

Protocols: Written policy and procedure. Inmate handbook.

Process Indicators: Observation. Intake records. Inmate interviews. Orientation
Materials.

Deleted January 2006

Written policy, procedure, and practice ensure that inmates transferred from
other institutions within the correctional system receive an orientation to the
new institution. Except in unusual circumstances, reception and orientation
for inmates transferred from another institution within the system is complet-
ed within seven calendar days after admission.

Comment: Every institution has procedures, rules, and regulations unique to its
purposes, physical plant, and security status. Inmates transferred within the cor-
rectional system should be provided with the necessary information about the new
institution.

Protocols: Written policy and procedure. Orientation information and process. In-
mate handbook.

Process Indicators: Observation. Transfer logs. Intake records. Orientation docu-
mentation.

Deleted January 2006
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Personal Property

5-ACI-5A-06
(Ref. 4-4292)

5-ACI-5A-07
(Ref. 4-4293)

5-ACI-5A-08
(Ref. 4-4294)

Written policy and procedure govern the control of personal property and
funds belonging to inmates and are made available to inmates upon admission
and when updated.

Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Intake records.

Written policy, procedure, and practice specify the personal property inmates
can retain in their possession.

Comment: Policy should allow inmates to keep personal property items that do not
threaten institutional order, safety, or security.

Protocols: Written policy and procedure.

Process Indicators: List of approved personal property items. Inmate interviews.

Written policy and procedure govern the control and safeguarding of inmate
personal property. Personal property retained at the institution is itemized
in a written list that is kept in the permanent case file; the inmate receives a
current copy of this list.

Comment: All personal property retained at the institution should be accurately
inventoried and securely stored. The inventory list should be signed by the inmate
and a receipt given to the inmate for all funds and possessions stored. The property
should be available if required by the inmate and should be returned at the time of
release, with a receipt signed by the inmate acknowledging return of the property.

Protocols: Written policy and procedure.

Process Indicators: Property logs. Inmate acknowledgement form.
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5B. - PERFORMANCE STANDARD: CLASSIFICATION

Inmates are classified to the most appropriate level of custody and
programming both on admission and upon review of their status.

Classification Plan

5-ACI-5B-01
(Ref. 4-4295)

5-ACI-5B-02
(Ref. 4-4296)

5-ACI-5B-03
(Ref. 4-4297)

Written policy, procedure, and practice provide for a written inmate clas-
sification plan. The plan specifies the objectives of the classification system
and methods for achieving them, and it provides a monitoring and evaluation
mechanism to determine whether the objectives are being met.

Comment: The classification system should consider an assessment of risk and the
efficient management of the inmate population. No inmate should receive more
surveillance or assistance than required or be kept in a more secure status than
potential risk requires.

Protocols: Written policy and procedure.

Process Indicators: Classification forms and format. Methodology for validating
process.

The classification system specifies the level of custody required and provides
for a regular review of each classification.

Comment: A correctional system should provide at least three levels of custodial con-
trol. All inmates should be assigned to the least restrictive custody level necessary.

Protocols: Written policy and procedure.

Process Indicators: Classification records. Documentation of verification of the
process and review.

The classification plan provides for maximum involvement of representatives
of relevant institutional programs and the inmate concerned in classification
reviews.

Comment: The classification process requires the cooperation and input of both
the inmate and the institution’s program personnel. Inmates should participate in
assessing their needs and selecting programs to meet those needs.

Protocols: Written policy and procedure. Classification forms and formats.

Process Indicators: Classification records. Inmate interviews.
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5-ACI-5B-04
(Ref. 4-4298)

5-ACI-5B-05
(Ref. 4-4299)

The institution or parent agency solicits and uses pre-institutional assessment
information regarding the inmate’s progress and adjustment.

Comment: Information on any inmate who has had contact with the criminal jus-
tice system (for instance, in local detention facilities or work release programs)
should be solicited and incorporated in the institution’s classification decision.

Protocols: Written policy and procedure. Classification plan. Assessment forms.

Process Indicators: Inmate records. Documentation of assessment. Interviews.

At initial classification, each inmate is assigned to a staff member to ensure
supervision and personal contact; a unit management team may perform this
function.

Comment: Each inmate should be assigned to a staff member such as a counselor
or to a unit management team to be assured access to at least one employee for ad-
vice and assistance. The staff member or team is expected to maintain continuing
personal contact with the inmate.

Protocols: Written policy and procedure. Classification forms.

Process Indicators: Classification records.

Classification Status Reviews

5-ACI-5B-06
(Ref. 4-4300)

5-ACI-5B-07
(Ref. 4-4301)

The written plan for inmate classification specifies that each inmate’s classifi-
cation status is reviewed at least every 12 months.

Comment: The classification (program) review includes review of all matters affect-
ing the inmate’s status, including custody. Schedules for classification reviews vary
according to the type of institution, inmate population profile, average length of sen-
tence, and so on. Institutions serving younger individuals and those with relatively
short sentences should conduct classification reviews at least every three months.

Protocols: Written policy and procedure. Classification plan.

Process Indicators: Classification records. Documentation of status review.

The classification plan specifies criteria and procedures for determining and
changing an inmate’s program status; the plan includes at least one level of appeal.

Comment: Program status decisions include level of custody, transfer to another
institution, and other program changes but do not include disciplinary action.

Protocols: Written policy and procedure. Classification plan.

Process Indicators: Classification records. Documentation of periodic review and
appeal. Inmate interviews. Inmate handbook.

140 Adult Correctional Institutions, Fifth Edition



Performance Standard 5B: Classification

5-ACI-5B-08
(Ref. 4-4302)

5-ACI-5B-09
(Ref. 4-4303)

Written policy, procedure, and practice require that unless precluded for se-
curity or other substantial reasons, all inmates appear at their classification
hearing and are given notice 48 hours prior to the hearing; such notice may be
waived by the inmate in writing.

Comment: Inmates should have sufficient time and assistance, if requested, to pre-
pare for their classification hearings.

Protocols: Written policy and procedure. Inmate handbook.

Process Indicators: Hearing records. Inmate records. Inmate interviews.

Written policy, procedure, and practice specify the conditions under which an
inmate can initiate a review of progress and program status.

Comment: Inmates should be allowed to initiate reviews that determine the extent
of their progress and the effectiveness of their programming.

Protocols: Written policy and procedure. Classification plan. Inmate handbook.

Process Indicators: Inmate records. Documentation of inmate review.

Preparole Progress Report

5-ACI-5B-10
(Ref. 4-4304)

The classification plan specifies that prior to a parole hearing a progress report is
made available to the paroling authority. The report includes a current and com-
plete history of the inmate’s activities in the institution and a proposed parole plan.

Comment: The progress report should include the inmate’s plans for parole.
Protocols: Written policy and procedure. Classification plan. Forms and formats.

Process Indicators: Inmate records. Documentation of progress report. Documen-
tation of inmate parole plan.

Special Needs Inmates

5-ACI-5B-11
(Ref. 4-4305)

Written policy, procedure, and practice provide for identification of special
needs inmates.

Comment: Special needs inmates include, but are not limited to, drug addicts and
drug abusers, alcoholics and alcohol abusers, inmates who are emotionally dis-
turbed or suspected of being mentally ill, the intellectually disabled, and those
who pose a high risk or require protective custody. Procedures should identify the
number, type, and frequency of commitment for special needs inmates, and special
programs should be instituted for their appropriate management when the numbers
or frequency of commitment warrant. Every possible effort should be made to
place the mentally ill and intellectually disabled in a noncorrectional setting.

Protocols: Written policy and procedure.

Process Indicators: Observation. Facility logs. Inmate interviews.
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Adjudicated Youth and Status Offenders

5-ACI-5B-12
(Ref. 4-4306)

(MANDATORY) Written policy, procedure, and practice provide that adjudi-
cated delinquent offenders and youths charged with offenses that would not
be crimes if committed by adults do not reside in the institution.

Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Observation. Staff interviews. Inmate interviews. Intake records.

Youthful Offenders

5-ACI-5B-13
(Ref. 4-4307)

If youthful offenders are housed in the facility, written policy, procedure, and prac-
tice provide that they are housed in a specialized unit for youthful offenders except
when:

* a violent, predatory youthful offender poses an undue risk of harm to oth-
ers within the specialized unit; and/or

* a qualified medical or mental-health specialist documents that the youthful
offender would benefit from placement outside the unit.

Written policy, procedure, and practice provide for the preparation of a writ-
ten statement of the specific reasons for housing a youthful offender outside the
specialized unit and a case-management plan specifying what behaviors need
to be modified and how the youthful offender may return to the unit. The state-
ment of reasons and case-management plan must be approved by the warden
or his or her designee. Cases are reviewed at least quarterly by the case man-
ager, the warden or his or her designee, and the youthful offender to determine
whether a youthful offender should be returned to the specialized unit.

Comment: ACA policy prohibits confinement of youthful offenders in an adult
facility; however, where the laws of the jurisdiction require such confinement, the
provisions of the standard must be met.

Protocols: Written policy and procedure. Youthful offender plan. Facility plans/
specifications.

Process Indicators: Facility logs and records. Inmate records. Staff interviews.
Documentation of decisions and actions with individual youthful offenders.
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5-ACI-5B-14
(Ref. 4-4308)

5-ACI-5B-15
(Ref. 4-4309)

5-ACI-5B-16
(Ref. 4-4310)

5-ACI-5B-17
(Ref. 4-4311)

Written policy, procedure, and practice provide for the direct supervision of
youthful offenders housed in the specialized unit to ensure safety and security.

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Staff interviews. Post orders.

Written policy, procedure, and practice provide for classification plans for
youthful offenders that determine level of risk and program needs develop-
mentally appropriate for adolescents. Classification plans shall include con-
sideration of physical, mental, social, and educational maturity of the youthful
offender.

Comment: None.
Protocols: Written policy and procedure. Youthful offender classification plan.

Process Indicators: Classification records.

Written policy, procedure, and practice require that adequate program space be
provided to meet the physical, social, and emotional needs of youthful offenders
and allows for their personal interactions and group-oriented activities.
Comment: None.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Staff interviews.

Youthful offenders shall not have physical contact with any adult inmate through
use of a shared dayroom, shower area, or sleeping quarters. In areas outside the
housing units, agencies shall either: (1) maintain sight and sound separation
between youthful offenders or (2) provide direct staff supervision when youthful
inmates and adult offenders have sight, sound, or physical contact.

Comment: None
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Facility logs. Staff and youthful offender interviews.
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5-ACI-5B-18
(Ref. 4-4312)

5-ACI-5B-19
(Ref. 4-4312-1)

Written policy, procedure, and practice require that program personnel who
work with youthful offenders from the specialized unit be trained in the devel-
opmental, safety, and other specific needs of youthful offenders. Written job
descriptions and qualifications require training for staff specifically assigned
to the unit or staff who are responsible for programming of youthful offenders
in the specialized unit before being assigned to work with youthful offenders.
The training should include but not be limited to the following areas:

* adolescent development

* educational programming

* cultural awareness

* crisis prevention and intervention

* legal issues

* housing and physical plant

* policies and procedures

* the management of, and programming for, sex offenders
* substance-abuse services

* cognitive-behavioral interventions, including anger management, so-
cial-skills training, problem solving, and resisting peer pressure

* suicide prevention

* nutrition

* mental-health issues

* gender-specific issues

* case-management planning and implementation

Comment: None.

Protocols: Written policy and procedure. Job description. Training curriculum.
Staff plan.

Process Indicators: Staff credentials. Staff training records. Staff deployment records.

Written policy, procedure, and practice provide for a system that identifies
and monitors the movements and activities of inmates who pose a significant
concern to the safety, security, and orderly management of correctional insti-
tutions. This system should ensure that appropriate staff are made aware of
these inmates and that procedures exist to ensure information is current and
communicated in a timely fashion.

Comment: Inmates who pose a significant concern include but are not limited to
disruptive gang members, domestic and international terrorists, and other inmates
the facility determines are security threats.

Protocols: Written policy and procedure. Classification plan.

Process Indicators: Documentation of staff training. Completed logs. Inmate records.

144 Adult Correctional Institutions, Fifth Edition



Performance Standard 5C: Food Service

5C. - PERFORMANCE STANDARD: FOOD SERVICE

Meals are nutritionally balanced, well-planned, and prepared and
served in a manner that meets established governmental health
and safety codes.

Food Service Management

5-ACI-5C-01
(Ref. 4-4313)

Food service operations are supervised by a full-time staff member who is
experienced in food service management.

Comment: The food service manager should have the resources, authority, and re-
sponsibility to provide complete food service for the institution, including three
nutritionally adequate, palatable, and attractive meals a day produced under san-
itary conditions and at reasonable costs. The food service manager should have a
minimum of three years’ experience in food service management.

Protocols: Written policy and procedure. Job description(s).

Process Indicators: Documentation of food service personnel experience and cre-
dentials.

Budgeting and Purchasing

5-ACI-5C-02
(Ref. 4-4314)

Written policy, procedure, and practice specify the food service budgeting,
purchasing, and accounting practices including, but not limited to, the follow-
ing systems:

* food expenditure cost accounting designed to determine cost per meal per
inmate

* estimation of food service requirements

* purchase of supplies at wholesale and other favorable prices and condi-
tions, when possible

* determination of and responsiveness to inmate eating preferences
* refrigeration of food, with specific storage periods

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Documentation of food service practices (record, logs, menus,
budgets). Inmate interviews. Observation.
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5-ACI-5C-03
(Ref. 4-4315)

Written policy, procedure, and practice require that accurate records are
maintained of all meals served.

Comment: A uniform system should be established to record the number, cost,
and type of meals served inmates, employees, guests, and visitors. Employees,
guests, and visitors should be served the same food inmates are served. Food ser-
vice records should include published menus, information on waste, food costs,
and nutritional accounting, and notation of food products raised or produced in
the system.

Protocols: Written policy and procedure. Format for records.

Process Indicators: Documentation of meals served.

Dietary Allowances

5-ACI-5C-04
(Ref. 4-4316)

Menu Planning

5-ACI-5C-05
(Ref. 4-4317)

(MANDATORY) There is documentation that the institution’s dietary allow-
ances are reviewed at least annually by a qualified nutritionist or dietician
to ensure that they meet the nationally recommended allowances for basic
nutrition. Menu evaluations are conducted at least quarterly by institution
food service supervisory staff to verify adherence to the established basic daily
servings.

Comment: Dietary allowances, as adjusted for age, sex, and activity, should meet or
exceed the recommended dietary allowances published by the National Academy
of Sciences. A qualified nutritionist or dietician is a person registered or eligible
for registration by the American Dietetic Association or who has the documented
equivalent in education, training, or experience, with evidence of relevant continu-
ing education.

Protocols: Written policy and procedure. Recommended dietary allowances.

Process Indicators: Annual reviews. Nutritionist or dietician qualifications. Docu-
mentation of quarterly menu evaluations. Staff interviews.

Written policy, procedure, and practice require that food service staff plan
menus in advance and substantially follow the plan and that the planning and
preparing of all meals take into consideration food flavor, texture, tempera-
ture, appearance, and palatability. Menu substitutions are recorded.

Comment: All menus, including special diets, should be planned, dated, and avail-
able for review at least one week in advance. Any substitutions in the meals actual-
ly served should be noted and should be of equal nutritional value. A file of tested
recipes adjusted to a yield appropriate for the facility’s size 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 approved by a qualified nutri-
tionist or dietician and documented accordingly.
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Protocols: Written policy and procedure.

Process Indicators: Observation. Staff and inmate interviews. Record of meals
served. Completed menu plans. Documentation of menu substitutions.

Therapeutic Diets

5-ACI-5C-06
(Ref. 4-4318)

5-ACI-5C-07
(Ref. 4-4319)

5-ACI-5C-08
(Ref. 4-4320)

Therapeutic diets are provided, as prescribed, by appropriate clinicians. A
therapeutic diet manual is available in health services and food services for
reference and information. Prescriptions for therapeutic diets should be spe-
cific and complete, furnished in writing to the food service manager, and re-
written annually, or more often, as clinically indicated.

Comment: Therapeutic diets are prepared and served to offenders according to the
orders of the treating clinician or as directed by the responsible health authority.
Therapeutic diets should be kept as simple as possible and should conform as
closely as possible to the foods served other offenders.

Protocols: Written policy and procedure. Diet manual. Diet request form.

Process Indicators: Health records. Diet records or forms. Observation. Interviews.

Written policy, procedure, and practice provide for special diets for inmates
whose religious beliefs require the adherence to religious dietary laws.

Comment: Religious diets should be approved by the chaplain. Religious diet pre-
scriptions should be specific and complete, furnished in writing to the food service
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.

Protocols: Written policy and procedure. Special diets.

Process Indicators: Documentation of chaplain’s approval. Diet manual. Inmate records.

Written policy precludes the use of food as a disciplinary measure.

Comment: All inmates and staff except those on special medical or religious diets
should eat the same meals. Food should not be withheld, nor the standard menu
varied, as a disciplinary sanction for an individual inmate. The standard does not
preclude rewarding groups of inmates with special foods in return for special ser-
vices or under special circumstances.

Protocols: Written policy and procedure. Meal schedules.

Process Indicators: Records of meals served. Facility records and logs. Inmate
interviews.
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Health and Safety Regulations

5-ACI-5C-09
(Ref. 4-4321)

5-ACI-5C-10
(Ref. 4-4321-1)

5-ACI-5C-11
(Ref. 4-4322)

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

Comment: Food service facilities and equipment should meet all standards and re-
quirements set by qualified professional and/or governmental bodies. Food service
personnel should be trained in accident prevention, first aid, use of safety devices,
floor care, knife storage, and use of fire extinguishers. They should attend regular
meetings to discuss accident prevention and analyze major accidents to prevent
recurrence.

Protocols: Written policy and procedure. Health and safety codes.

Process Indicators: Documentation of compliance with codes. Inspection reports,
completed forms, including documentation that identified deficiencies were corrected.

All staff, contractors, and inmate workers who work in the food service de-
partment are trained in the use of food service equipment and in the safety
procedures to be followed in the food service department.

Comment: None.

Protocols: Written policy and procedure. Training curriculum.

Process Indicators: Training records. Inmate records. Observation. Staff and in-
mate interviews.

(MANDATORY) Written policy, procedure, and practice provide for adequate
health protection for all inmates and staff in the institution, and inmates and
other persons working in the food service, including the following:

* where required by the laws and/or regulations applicable to food service
employees in the community where the facility is located, all persons in-
volved in the preparation of food receive a pre-assignment medical exam-
ination and periodic reexaminations to ensure freedom from diarrhea, skin
infections, and other illnesses transmissible by food or utensils; all exam-
inations are conducted in accordance with local requirements.

* when the institution’s food services are provided by an outside agency or
individual, the institution has written verification that the outside provider
complies 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.

* inmates and other persons working in food service are monitored each day
for health and cleanliness by the director of food services (or designee).

148 Adult Correctional Institutions, Fifth Edition



Performance Standard 5C: Food Service

Inspections
Food Products

5-ACI-5C-12
(Ref. 4-4323)

Comment: All food service personnel should be in good health and free from
communicable disease and open infected wounds; have clean hands and finger-
nails; wear hair nets or caps; wear clean, washable garments; and employ hygienic
food-handling techniques. Federal facilities should apply appropriate regulations
such as those of the U.S. Public Health Service.

Protocols: Written policy and procedure. Laws, statutes, and regulations.
Process Indicators: Documentation of medical examination and reexaminations.

Inmate and staff interviews. Observation. Documentation of daily monitoring for
health and cleanliness.

When required by statute, food products that are grown or produced within
the system are inspected and approved by the appropriate government agency.
There is a distribution system that ensures prompt delivery of foodstuffs to
institution kitchens.

Comment: All such foodstuffs should meet or surpass government inspection lev-
els, and the distribution system should ensure that they are delivered when fresh
and in a condition for optimum food service.

Government inspection of food grown in inmate gardens and used in food ser-
vice is not required where the garden is not part of a larger agriculture operation
and the inmate does not work full-time at food production for use by the inmate
population; all garden-grown food should, however, be inspected by food service
personnel prior to use.

Protocols: Written policy and procedure. Laws and regulations.

Process Indicators: Observation. Documentation of inspections and approval. Dis-
tribution system.
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Facilities and Equipment

5-ACI-5C-13
(Ref. 4-4324)

5-ACI-5C-14
(Ref. 4-4325)

5-ACI-5C-14
(Ref. 4-4325)
Revised January 2020

(MANDATORY) Written policy, procedure, and practice require weekly in-
spections of all food service areas, including dining and food preparation ar-
eas and equipment, by administrative, medical, or dietary personnel; these
may include the person supervising food service operations or his/her desig-
nee. Refrigerator and water temperatures are checked daily by administra-
tive, medical, or dietary personnel.

Comment: All areas and equipment related to food preparation (for instance, rang-
es, ovens, refrigerators, mixers, dishwashers, garbage disposals) require frequent
inspections to ensure their sanitary and operating condition. Water temperature on
the final dishwasher rinse should be 180 degrees Fahrenheit; between 140 degrees
Fahrenheit and 160 degrees Fahrenheit is appropriate if a sanitizer is used on the
final rinse. The person conducting the inspection should have some training in food
service operations.

Protocols: Written policy and procedure. Inspection forms and formats.

Process Indicators: Observation. Measurement. Inspection reports, completed forms.
Documentation of daily temperature checks.

Written policy, procedure, and practice provide that stored shelf goods are
maintained at 45 degrees to 80 degrees Fahrenheit, refrigerated foods at 35
degrees to 40 degrees Fahrenheit, and frozen foods at 0 degrees Fahrenheit or
below, unless national or state health codes specify otherwise.

Comment: None.

Protocols: Written policy and procedure. Health codes.

Process Indicators: Observation. Measurement. Documentation of daily temperature.

(Effective NLT July 1, 2021) Written policy, procedure, and practice provide
that stored shelf goods are maintained at 45 degrees to 80 degrees Fahrenheit,
refrigerated foods at 35 degrees to 40 degrees Fahrenheit, and frozen foods at
0 degrees Fahrenheit or below, unless national or state health codes specify
otherwise. Temperatures are checked and recorded daily.

Comment: None.
Protocols: Written policy and procedure. Health codes.

Process Indicators: Observation. Measurement. Documentation of daily tempera-
ture.
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Meal Service

5-ACI-5C-15
(Ref. 4-4326)

4-4327

5-ACI-5C-16
(Ref. 4-4328)

Written policy, procedure, and practice provide that meals are served under
conditions that minimize regimentation, although there should be direct su-
pervision by staff members.

Comment: Cafeteria facilities are preferable to inmate waiter service. The dining
area should provide normal group eating facilities, and conversation should be per-
mitted during dining hours. When possible, there should be “open” dining hours,
thus eliminating traditional waiting lines and forced seating by housing, assign-
ment, and so on. Full cutlery services should be provided based on a control sys-
tem. All meals should be served under the direct supervision of staff.

Protocols: Written policy and procedure.

Process Indicators: Observation. Inmate interviews.

Deleted January 2012

Written policy, procedure, and practice require that at least three meals (in-
cluding two hot meals) are provided at regular meal times during each 24-
hour period, with no more than 14 hours between the evening meal and break-
fast. Variations may be allowed based on weekend and holiday food service
demands provided basic nutritional goals are met.

Comment: 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
24-hour period.

Protocols: Written policy and procedure. Meal schedules.

Process Indicators: Record of meals served and times served. Facility records and
logs. Inmate interviews.

Adult Correctional Institutions, Fifth Edition 151



Part 5: Institutional Services

5D. - PERFORMANCE STANDARD: SANITATION AND HYGIENE

The institution’s sanitation and hygiene program protects the health
and safety of staff and offenders.

Sanitation Inspections

5-ACI-5D-01
(Ref. 4-4329)

Water Supply

5-ACI-5D-02
(Ref. 4-4330)

(MANDATORY) The facility complies with all applicable health codes and regula-
tions of the governing jurisdiction, and there is documentation by an independent,
outside source that any past deficiencies noted in annual inspections have been cor-
rected. Copies of all inspections will be forwarded to both the facility or program ad-
ministrator and the health authority. The following facility inspections are required:

» weekly sanitation inspections of all facility areas by a qualified departmen-
tal staff member

* comprehensive and thorough monthly inspections by a safety or sanitation
specialist

* at least annual inspections by federal, state, and/or local sanitation and
health officials or other qualified person(s)

Comment: The safety/sanitation specialist responsible for conducting monthly in-
spections may be an institutional staff member who is trained in the application of
jurisdictional codes and regulations. Periodically and on an as-needed basis, this
individual is provided assistance from specialists regarding safety and sanitation
requirements and inspections. Training for this individual may be provided through
the agency’s central office specialist(s) or by other applicable agencies.

Protocols: Written policy and procedure. Sanitation and safety inspection check-
lists. Health codes and regulations.

Process Indicators: Completed inspection checklists and reports. Documentation
of corrective action. Documentation of all inspections forwarded to both the facil-
ity or program administrator and the health authority.

(MANDATORY) The institution’s potable water source and supply, wheth-
er owned and operated by the public water department or the institution, is
certified by an independent, outside source to be in compliance with jurisdic-
tional laws and regulations.

Comment: None.
Protocols: Written policy and procedure. Laws and regulations.

Process Indicators: Documentation of approval by outside source. Documentation
of credentials of person/agency providing approval.
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Waste Disposal

5-ACI-5D-03 (MANDATORY) The institution provides for a waste disposal system, in ac-
(Ref. 4-4331) cordance with an approved plan by the appropriate regulatory agency.

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

Protocols: Written policy and procedure. Written plan. Internal health/sanitation
inspection checklists that include solid waste issues.

Process Indicators: Plan that has been approved by regulatory agency. Trash dis-
posal contract. Completed inspection reports/forms. Observation.

Housekeeping

5-ACI-5D-04 (MANDATORY) The institution provides for the control of vermin and pests.
(Ref. 4-4332)
Comment: Pest control professionals should be readily available to the institution
to conduct regular monthly inspections and eradicate by whatever means is effec-
tive any insects, rodents, or vermin found.

Protocols: Written policy and procedure. Control plan.

Process Indicators: Pest control contracts. Maintenance agreements. Trash dispos-
al contracts. Inspection reports. Pest control service schedule.

5-ACI-5D-05 A written housekeeping plan for all areas of the facility’s physical plant pro-
(Ref. 4-4333) vides for daily housekeeping and regular maintenance by assigning specific
duties and responsibilities to staff and inmates.

Comment: Effective housekeeping requires the development of a definite cleaning
schedule with personnel and inmates assigned specific duties. Cleaning activities
should be supervised at all times to ensure that the work performed is proper and
thorough.

Protocols: Written policy and procedure. Housekeeping plan. Maintenance plan.
Inmate handbook (describing inmate responsibilities).

Process Indicators: Facility logs. Observation. Inmate and staff interviews.
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Clothing and Bedding Supplies

5-ACI-5D-06
(Ref. 4-4334)

5-ACI-5D-07
(Ref. 4-4335)

Clothing Issue

5-ACI-5D-08
(Ref. 4-4336)

5-ACI-5D-09
(Ref. 4-4337)

The store of clothing, linen, and bedding exceeds that required for the facili-
ty’s inmate population.

Comment: More clothing, linen, and bedding should be available than needed at
any one time, so there is no delay in replacing items.

Protocols: Written policy and procedure.

Process Indicators: Inventory logs. Observation. Staff interviews.

Written policy specifies accountability for inmate clothing and bedding.

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

Protocols: Written policy and procedure. Inmate rules/handbook.

Process Indicators: Inmate records. Documentation of inmate discipline. Inter-
views.

Written policy, procedure, and practice provide for the issue of suitable cloth-
ing to all inmates. Clothing is properly fitted, climatically suitable, durable,
and presentable.

Comment: 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 limit-
ed quantities for leisure, visiting, work release, and furloughs. Clothing provided
should not be degrading or humiliating. Since the definition of these may be cultur-
ally determined, consideration should be given to the effect of clothing provided.

Protocols: Written policy and procedure.

Process Indicators: Observation. Inmate interviews. Documentation of cleaning
and storage. Documentation of clothing issue.

Written policy, procedure, and practice provide for the issue of special and,
when appropriate, protective clothing and equipment to inmates assigned to
the institution’s food service, hospital, farm, garage, physical plant mainte-
nance shops, and other special work details.
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5-ACI-5D-10
(Ref. 4-4338)

5-ACI-5D-11
(Ref. 4-4339)

Comment: Inmates assigned to special work areas should be clothed in accordance
with the requirements of their work assignment and, when appropriate, be fur-
nished with suitable protective equipment (disposable face masks and gloves, pro-
tective helmets, goggles, and so forth).

Protocols: Written policy and procedure.

Process Indicators: Documentation of clothes issuance. Inmate interviews. Inmate
job assignment/description.

Inmates are provided the opportunity to have three complete sets of clean
clothing per week. The facility may provide this clean clothing in several ways,
including access to self-serve washer facilities, central clothing exchange, or a
combination of the two. Wash basins in cells or rooms are not compliant.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Observation. Inmate interviews. Documentation of clothing
issue. Laundry schedule.

The institution provides for the thorough cleaning and, when necessary, dis-
infecting of inmate personal clothing before storage or before allowing the
inmate to keep and wear personal clothing.

Comment: Inmate personal clothing should be cleaned and disinfected to prevent
odors and pests and should be stored outside of the inmate housing area.

Protocols: Written policy and procedure.

Process Indicators: Observation. Inmate interviews. Staff interviews. Laundry
schedule.

Bedding and Linen Issue

5-ACI-5D-12
(Ref. 4-4340)

Written policy, procedure, and practice provide for the issue of suitable, clean
bedding and linen, including two sheets, pillow and pillowcase, one mattress,
not to exclude a mattress with integrated pillow, and sufficient blankets to
provide comfort under existing temperature controls. There is provision for
linen exchange, including towels, at least weekly. Blanket exchange must be
available at least quarterly.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Documentation of issue and exchange.
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Bathing and Personal Hygiene

5-ACI-5D-13
(Ref. 4-4341)

5-ACI-5D-14
(Ref. 4-4342)

There are sufficient bathing facilities in the housing areas to permit inmates in
the general population to shower at least three times per week.

Comment: Inmates in special jobs, such as food, medical, sanitation, or mechanical
services, should be encouraged to bathe daily, and ideally each inmate should be
permitted to shower daily.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Inmate interviews.

Articles necessary for maintaining proper personal hygiene are available to
all offenders and provided to those who are indigent. Each offender should be
provided soap, toilet paper, and a tooth brush, and toothpaste, denture cleaner
and adhesives, if needed. Shaving equipment should be made available upon
request, and the special hygiene needs of all offenders should be met.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Observation. Inmate interviews. Documentation that items are
provided.

Hair Care Services

5-ACI-5D-15
(Ref. 4-4343)

Written policy, procedure, and practice provide that hair care services that
comply with applicable health requirements are available to inmates.

Comment: Large facilities should designate a room for hair care services; small
facilities can use any multipurpose room. In all cases, hair should be cut under
sanitary conditions and in an area that permits observation by staff. Equipment
should be stored securely when not in use.

Protocols: Written policy and procedure. Applicable health requirements.

Process Indicators: Record of hair care services provided to inmates. Documenta-
tion of compliance with applicable health regulations.
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5E. - PERFORMANCE STANDARD: SOCIAL SERVICES

Professional services including individual and family counseling,
family planning and parent education; and programs for inmates
with drug and alcohol addiction problems, meet the needs of iden-

fified inmates.

OUTCOME MEASURES

(1) Where a substance use disorder treatment program exists, the number of treatment slot available
divided by the average daily population in the past 12 months.

(2) Where a substance use disorder treatment program exists, the number of completers of the pro-
gram divided by the average daily population in the past 12 months.

(3) Where a sex offender treatment/management program exists, the number of program slot divided
by the average daily population in the past 12 months.

(4) Where a sex offender treatment/management program exists, the number of completers divided by
the average daily population in the past 12 months.

Scope of Services

5-ACI-5E-01
(Ref. 4-4428)

5-ACI-5E-02
(Ref. 4-4429)

There is a social service program that provides a range of resources appropri-
ate to the needs of inmates, including individual and family counseling, family
planning, and parental education, and community services.

Comment: Social services provide guidance and professional assistance to inmates
with family and personal problems; some services may be provided through con-
tractual arrangements with community agencies.

Protocols: Written policy and procedure.

Process Indicators: List of program resources. Facility logs. Inmate interviews.
Observation.

Written policy, procedure, and practice prohibit discrimination on the basis
of disability in the provision of services, programs, and activities administered
for program beneficiaries and participants.

Comment: Services, programs, and activities include, but are not limited to, the
following:

* academic and vocational education (including developmental and rehabilitative
programs)

» work programs/work release programs (by providing reasonable accommoda-
tions or alternatives for offenders with disabilities so that the benefits of these
programs, including sentence-reduction credits, are available to offenders with
disabilities)

* recreation, exercise, and activities
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5-ACI-5SE-03
(Ref. 4-4429-1)

* mail, telephone, visiting
* library

* religious programs

* reception and orientation

* transportation services (to provide for safety and security, and to avoid undue
discomfort, in light of the offenders’ disabilities)

* classification

* food service

* sanitation and hygiene

* health care

* social services

* release

» discipline, grievance procedures, and due process proceedings
* safety and emergency procedures

* access to media, courts, counsel, and law library
* commissary/canteen

* volunteer programs

* psychological and psychiatric services

Protocols: Written policy and procedure.

Process Indicators: Facility records. Inmate interviews.

Written policy, procedure, and practice provide for staff and offender access
to an appropriately trained and qualified individual who is educated in the
problems and challenges faced by offenders with physical and/or mental im-
pairments, programs designed to educate and assist disabled offenders, and
all legal requirements for the protection of offenders with disabilities.

Comment: An appropriately trained and qualified individual, as used in this stan-
dard, is one who has been designated by the warden, superintendent, or other au-
thority, to coordinate efforts to comply with and carry out responsibilities defined
by the Americans with Disabilities Act. That individual should develop relation-
ships with, and use the expertise of institutional staff, advocacy groups, nonprofit
organizations, agencies of government, and others that have relevant knowledge
and experience.

Protocols: Written policy and procedure.

Process Indicators: Documentation of training and qualifications. Observation.
Staff and inmate interviews.
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5-ACI-5E-04
(Ref. 4-4430)

5-ACI-5E-05
(Ref. 4-4431)

Written policy, procedure, and practice provide that institutional staff identi-
fy at least annually the needs of the inmate population to ensure that the nec-
essary programs and services are available, including programs and services
to meet the needs of inmates with specific types of problems.

Comment: The review should include an evaluation of academic, vocational, li-
brary, religious, and leisure-time programs and services.

Protocols: Written policy and procedure.

Process Indicators: Facility logs. Documentation of annual review. Facility ser-
vices and programs schedule. Observation. Inmate interviews.

Community social service resources are used to augment social services pro-
vided in the institution.

Comment: None.
Protocols: Written policy and procedure. List of community social service resources.

Process Indicators: Documentation of community social resources utilized. Inter-
views.

Program Coordination and Supervision

5-ACI-SE-06
(Ref. 4-4432)

The social services program is administered and supervised by a qualified,
trained person with a minimum of a bachelor’s degree in the social or behav-
ioral sciences or a related field.

Comment: The social services program supervisor should have an undergraduate
degree in the social or behavioral sciences, such as psychology, social work, or
counseling to handle the administrative and programming responsibilities. A grad-
uate degree may be an appropriate requirement for this position.

Protocols: Written policy and procedure.

Process Indicators: Documentation of credentials. Training record. Personnel record.
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Counseling

5-ACI-SE-07
(Ref. 4-4433)

5-ACI-5E-08
(Ref. 4-4434)

A planned, organized counseling program is provided by persons qualified by
either formal education or training.

Comment: Employees assigned to full-time counselor positions should have suffi-
cient training and experience to provide effective guidance to inmates. These full-
time employees should work solely in the social service, social work, and counsel-
ing specialties and do not include correctional officers and other staff who work
closely with inmates and may provide informal counseling.

Protocols: Written policy and procedure.

Process Indicators: Documentation of program specifications. Credentials. Per-
sonnel record.

The institution has a formal mechanism to determine appropriate levels of
social services staffing. The mechanism used to determine such staffing levels
includes at a minimum:

* type of inmate population served
* type of institution

* legal requirements

* goals to be accomplished

The institution’s use of a “team” approach and use of paraprofessionals, vol-
unteers, and students also may influence the numbers of professional staff
required.

Comment: Social services programs can assist offenders with family and personal
problems through supportive guidance and professional assistance. A counseling
program that is coordinated with the overall facility rehabilitation program can be
effective in resolving personal and interpersonal problems.

Protocols: Written policy and procedure. Staffing analysis.

Process Indicators: Staffing plan. Facility rosters. Staff interviews.
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5-ACI-SE-09
(Ref. 4-4435)

Written policy, procedure, and practice provide that staff are available to
counsel inmates upon request; provision is made for counseling and crisis in-
tervention services.

Comment: Staff members should make time available, on a regularly scheduled ba-
sis, for appointments with inmates who request them. Treatment offerings should
include group therapy and group and individual counseling. Because inmates may
have problems that require immediate attention, at least one staff member should
be available 24 hours a day. Crisis intervention services should be available on an
as-needed basis to assist disturbed inmates.

Protocols: Written policy and procedure. Staffing plan. Contracts for services.

Process Indicators: Program records. Inmate interviews.

Counseling for Pregnant Inmates

5-ACI-SE-10
(Ref. 4-4436)

Written policy, procedure, and practice require that comprehensive counsel-
ing and assistance are provided to pregnant inmates in keeping with their
expressed desires in planning for their unborn children.

Comment: Counseling and social services should be available from either facility
staff or community agencies to assist inmates in making decisions such as whether
to keep their child, give the child up for adoption, or consent to an abortion. The
written policy and defined procedures should be developed based on a formal legal
opinion.

Protocols: Written policy and procedure. Staffing plan. Contracts for service.

Process Indicators: Inmate interviews. Inmate records.

Substance Abuse Programs

5-ACI-SE-11
(Ref. 4-4437)

Written policy, procedure, and practice provide for substance abuse programs,
to include monitoring and drug testing for inmates with drug and alcohol ad-
diction problems.

Comment: None.

Protocols: Written policy and procedure. Contracts for services.

Process Indicators: Program records. Observation. Inmate interviews.
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5-ACI-SE-12
(Ref. 4-4438)

5-ACI-SE-13
(Ref. 4-4439)

Where a substance use disorder treatment program exists, written policy, pro-
cedure, and practice provide that the alcohol and drug abuse treatment pro-
gram has a written treatment philosophy within the context of the total cor-
rections system, as well as goals and measurable objectives. These documents
are reviewed at least annually and updated as needed.

Comment: None.

Protocols: Written policy and procedure. Treatment philosophy. Goals and objectives.

Process Indicators: Staff interviews. Documentation of annual review and updates.

Where a substance use disorder treatment program exists, written policy, pro-
cedure, and practice provide for an appropriate range of primary treatment
services for alcohol and other drug abusing inmates that include, at a mini-
mum, the following:

* inmate diagnosis

* identified problem areas

¢ individual treatment objectives

* treatment goals

* counseling needs

* drug education plan

* relapse prevention and management

* culturally sensitive treatment objectives, as appropriate

* the provision of self-help groups as an adjunct to treatment
* prerelease and transitional service needs

* coordination efforts with community supervision and treatment staff
during the prerelease phase to ensure a continuum of supervision and
treatment

Comment: None.
Protocols: Written policy and procedure. Program plan. Contracts for services.

Process Indicators: Program records. Inmate records.
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5-ACI-5E-14
(Ref. 4-4440)

5-ACI-5E-15
(Ref. 4-4441)

Where a substance use disorder treatment program exists, written policy,
procedure, and practice provide that the facility uses a coordinated staff ap-
proach to deliver treatment services. This approach to service delivery shall be
documented in treatment planning conferences and individual treatment files.

Comment: None.

Protocols: Written policy and procedure. Treatment delivery plan. Format for in-
mate treatment files.

Process Indicators: Review of inmate treatment files. Minutes/notes from treat-
ment planning conferences. Staff interviews. Observation.

Where a substance use disorder treatment program exists, written policy, pro-
cedure, and practice provide incentives for targeted treatment programs to
increase and maintain the inmate’s motivation for treatment.

Comment: These incentives may include a variety of options such as preferences in
housing, clothing, award certificates, or other items consistent with the goals of the

facility.

Protocols: Written policy and procedure. Incentive plan.

Process Indicators: Inmate interviews. Documentation of incentives provided to
individual inmates.
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5F. - PERFORMANCE STANDARD: REENTRY

The institution provides a structured program to help inmates make
a satisfactory transition upon their release from incarceration.

OUTCOME MEASURES:

1) The number of offenders who have completed their reentry plan, as defined by the agency, in the
p yp y gency.
past 12 months divided by the number of inmates released in the past 12 months.

Release Preparation

5-ACI-5F-01 Written policy, procedure, and practice provide that all inmates have access to
(Ref. 4-4442) a program of release preparation prior to their release to the community.

Comment: Inmates should have the opportunity to prepare for release and to under-
stand the purpose and function of parole supervision. Programs to prepare inmates
for release could include the following: lectures and discussions addressing the
concerns of soon-to-be-released inmates; individual counseling focusing on the
inmate’s particular needs; prerelease visits by parole officers and family members;
and graduated release through short furloughs.

Protocols: Written policy and procedure. Release preparation curriculum and materials.

Process Indicators: Documentation of provision of release preparation services to
eligible inmates. Inmate interviews. Observation.
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Temporary and Graduated Release

5-ACI-5F-02
(Ref. 4-4443)

5-ACI-5F-03
(Ref. 4-4444)

If a temporary release program is in place, it should include but not be limited
to the following:

* written operational procedures

» careful screening and selection procedures

* written rules of conduct and sanctions

* a system of supervision to minimize inmate abuse of program privileges
* a complete recordkeeping system

* a system for evaluating program effectiveness

* efforts to obtain community cooperation and support

Comment: All temporary release programs should be staffed and funded adequate-
ly and operated according to a detailed written plan. Participation should be re-
stricted to inmates who are eligible for release within one year and others deemed
suitable, and selection should be based on an assessment of the potential benefits
to the inmate and the safety of the community. Sanctions commensurate with rule
violations should be specified, ranging reprimand to removal from the program.

Protocols: Written policy and procedure. Rules. Evaluation system.
Process Indicators: Release program records. Evaluation findings and documen-

tation of actions taken to improve program. Documentation of efforts to obtain
community cooperation and support.

Written policy, procedure, and practice include graduated release through a
systematic decrease in supervision and corresponding increase in inmate re-
sponsibility as part of the classification program.

Comment: When possible, provision should be made for work or study release,
extended visits to family and community, or placement in a prerelease center or
halfway house. Supervision should be decreased systematically, and the inmate’s
progress should be evaluated on the basis of specified behavioral criteria rather
than on sentence, time served, or subjective judgments regarding attitude.

Protocols: Written policy and procedure.

Process Indicators: Inmate records. Inmate program plans.
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Escorted Leaves

5-ACI-5F-04
(Ref. 4-4445)

Final Release

5-ACI-5F-05
(Ref. 4-4446)

Written policy, procedure, and practice provide for escorted leaves into the
community.

Comment: Inmates should be allowed escorted leaves of absence from the insti-
tution to obtain medical care not available in the institution, to visit a critically ill
family member or attend the funeral of a family member, to participate in commu-
nity events as a member of a group or team, or to participate in other community
activities that can have a positive influence on the inmate.

Protocols: Written policy and procedure. Staff training curriculum.

Process Indicators: Documentation of staff training and qualifications. Transport
logs. Staff and inmate interviews.

Written procedures for releasing inmates at the end of their term include, but
are not limited to, the following:

» verification of identity
* verification of release papers

» completion of release arrangements, including notification of the parole
authorities in the jurisdiction of release, if required

* return of personal effects or contraband

* check to see that no facility property leaves the facility

* arrangements for completion of any pending action, such as grievances or
claims for damages or lost possessions

* medical screening and arrangements for community follow-up where
needed

* instructions on forwarding of mail

Comment: The release process should ensure that all matters relating to the facility
are completed. If released to another agency or facility, everyone involved should
understand what is to occur with respect to timing, expectations, forwarding of
records, and responsibility for completing the transfer.

Protocols: Written policy and procedure. Release forms and procedures.

Process Indicators: Completed release forms and documents. Facility records and
logs. Inmate records. Observation.
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5-ACI-5F-06
(Ref. 4-4447)

5-ACI-5F-07
(Ref. 4-4447-1)

Written policy, procedure, and practice provide that consistent with the law
and legal practices within the jurisdiction, there is a system for providing no-
tification and information to the registered victim(s) regarding the offenders
in the victim’s case.

Comment: An increasing number of jurisdictions are requiring notification of the
victims of criminal act(s) prior to release of the person(s) convicted of the crime.
When such legislation exists, the facility should provide the staff with a clear set of
instructions to implement the legislation.

Protocols: Written policy and procedure. Statute, if applicable.

Process Indicators: Documentation of notification to victim(s).

Written policy, procedure and practice provide that designated staff are re-
sponsible for coordination of victims’ programs and that curriculum is estab-
lished for providing training to staff involved with victims’ issues. This curric-
ulum includes the following topics:

* specific services available to crime victims

* changes in laws impacting victims

» way(s) of gaining access to the services

* confidentiality of victim information

* way(s) for victims to communicate complaints and other concerns

* program-evaluation measures, which include victim input regarding the
effectiveness of services and ways for them to make suggestions regarding
agency policies and practices intended to assist crime victims

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Training curriculum. Staff training record. Documentation of
victims’ programs offered.
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5-ACI-5F-08 (Effective NLT October 1, 2020) Where a facilitated victim offender dialogue

NEW Aug. 2018 program exists, written policy, procedure and practice provide that there is
a program initiated and requested only by a victim or victim/survivor that
provides an opportunity for such victims or survivors to meet face-to-face or
by other means with the inmate responsible for their victimization in a safe,
secure, and confidential setting after thorough preparation with, and with the
assistance of a properly trained facilitator.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Facilitator training record. Documentation of programs offered.
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GOAL: Each offender receives appropriate physical and behavioral

health care necessary to foster the restoration and mainte-
nance of acceptable levels of wellness.

6A. - PERFORMANCE STANDARD: ACCESS TO SERVICES

Offenders have unimpeded access to a continuum of health care
services so that their health care needs, including prevention and
health education, are met in a timely and efficient manner.

OUTCOME MEASURES

(M
2
3)

Q)
®)
(6)
(7

®)

)

(10)
(11)

Number of offenders diagnosed with a MRSA infection within the past twelve (12) months divid-
ed by the average daily population.

Number of offenders diagnosed with active tuberculosis in the past twelve (12) months divided
by the average daily population.

Number of offenders who are new converters on a TB test that indicates newly acquired TB infection
in the past twelve (12) months divided by the Number of offenders administered tests for TB infection
in the past twelve (12) months as part of periodic or clinically-based testing, but not intake screening.
Number of offenders who completed treatment for latent tuberculosis infection in the past twelve (12) months
divided by number of offenders treated for latent tuberculosis infection in the past twelve (12) months.
Number of offenders diagnosed with Hepatitis C viral infection at a given point in time divided
by Total offender population at that time.

Number of offenders diagnosed with HIV infection at a given point in time divided by Total of-
fender population at that time.

Number of offenders with HIV infection who are being treated with highly active antiretroviral
treatment (HAART) at a given point in time divided by Total number of offenders diagnosed with
HIV infection at that time.

Number of selected offenders with HIV infection at a given point in time who have been on an-
tiretroviral therapy for at least six months with a viral load of less than 50 cps/ml total number of
treated offenders with HIV infection that were reviewed.

Number of offenders with an active individualized services/treatment plan for a diagnosed mental
disorder (excluding sole diagnosis of substance abuse) at a given point in time divided by the total
offender population at that time.

Number of offender admissions to off-site hospitals in the past twelve (12) months divided by
average daily population.

Number of offenders transported off-site for treatment of emergency health conditions in the past
twelve (12) months divided by the average daily population in the past 12 months.
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(12) Number of offender specialty consults completed during the past twelve (12) months divided by
Number of specialty consults (on-site or off-site) ordered by primary health care practitioners in
the past twelve (12) months.

(13) Number of selected hypertensive offenders at a given point in time with a B/P reading > 140
mmHg/ >90 mm Hg divided by total number of offenders with hypertension who were reviewed.

(14) Number of selected diabetic offenders at a given point in time who are under treatment for at
least six months with a hemoglobin A1C level measuring greater than 9 percent divided by Total
number of diabetic offenders who were reviewed.

(15) The number of completed dental treatment plans within the past twelve (12) months divided by
the average daily population during the reporting period.

Access to Care

5-ACI-6A-01
(Ref. 4-4344)

4-4344-1

5-ACI-6A-02
(Ref. 4-4345)

(MANDATORY) At the time of admission/intake all inmates are informed
about procedures to access health services, including any copay requirements,
as well as procedures for submitting grievances. Medical care is not denied
based on an inmate’s ability to pay. This information is communicated orally
and in writing, and is conveyed in a language that is easily understood by each
inmate. When a literacy or language problem prevents an inmate for under-
standing written information, a staff member or translator assists the inmate.

Comment: No member of the correctional staff should approve or disapprove offenders’
requests for health care services. The facility should follow the policy of explaining access
procedures orally to offenders unable to read. When the facility frequently has non-En-
glish speaking offenders, procedures should be explained and written in their language.

Protocols: Written policy and procedure. Offender handbook. Grievance procedure.

Process Indicators: Documentation that offenders are informed about health care
and the grievance system. Offender grievances. Interviews.

(MANDATORY) Deleted January 2016

When medical copayment fees are imposed, the program ensures that, at a
minimum, the following are observed:

» all offenders are advised, in writing, at the time of admission to the facility
of the guidelines of the copayment program.

* needed offender health care is not denied due to lack of available funds.

* copayment fees shall be waived when appointments or services, including
follow-up appointments, are initiated by medical staff.

Comment: Offenders should receive appropriate health care based on need, without
regard to financial status. Fees imposed should not be so excessive as to discourage
offenders from seeking needed medical care.

Protocols: Written policy and procedure. Offender handbook.

Process Indicators: Forms. Interviews. Financial records.
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Clinical Services

5-ACI-6A-03
(Ref. 4-4346)

There is a process for all offenders to initiate requests for health services on
a daily basis. These requests are triaged daily by qualified health care pro-
fessionals or health trained personnel. A priority system is used to schedule
clinical services. Clinical services are available to offenders in a clinical setting
at least five days a week and are performed by a health care practitioner or
other qualified health care professional.

Comment: A priority system addresses routine, urgent, and emergent complaints
and conditions. Health care request forms must be readily available to all offend-
ers. Clinical services include sick call, nursing assessments, and chronic care.

Protocols: Written policy and procedure. Sick call request form.

Process Indicators: Offender health records. Completed sick call request forms.
Clinical provider schedules. Observation. Interviews.

Continuity of Care

5-ACI-6A-04
(Ref. 4-4347)

Referrals

5-ACI-6A-05
(Ref. 4-4348)

Continuity of care is required from admission to transfer or discharge from
the facility, including referral to community-based providers, when indicated.
Offender health care records should be reviewed by the facility’s qualified
health care professional upon arrival from outside health care entities includ-
ing those from inside the correctional system.

Comment: When health care is transferred to providers in the community, appro-
priate information should be shared with the new providers in accordance with
consent requirements.

Protocols: Written policy and procedure. Referral transfer form.
Process Indicators: Completed referral transfer forms. Offender health records.

Facility logs. Documentation of review of health care records by facility health
care professional. Interviews.

Offenders who need health care beyond the resources available in the facility,
as determined by the responsible health care practitioner, are transferred un-
der appropriate security provisions to a facility where such care is available.
There is a written list of referral sources to include emergency and routine
care. The list is reviewed and updated annually.

Comment: Treatment of an offender’s condition should not be limited by the resourc-
es and services available within a facility. Health care staff should collaborate with
security personnel in determining conditions of transportation and necessary security
precautions when an offender needs to be transported to another facility or provider.
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Transportation

5-ACI-6A-06
(Ref. 4-4349)

Treatment Plan

5-ACI-6A-07
(Ref. 4-4350)

Protocols: Written policy and procedure. Referral consult form.

Process Indicators: Health records. Completed referral consult records. Documen-
tation of annual list review. Transportation logs. Interviews.

A transportation system that assures timely access to services that are only
available outside the correctional facility is required. Such a system needs to
address the following issues:

e prioritization of medical need

* urgency (for example, an ambulance versus a standard transport)
* use of a medical escort to accompany security staff, if indicated

¢ transfer of medical information

The safe and timely transportation of offenders for medical, mental health,
and dental clinic appointments, both inside and outside the correctional facil-
ity (for example, hospital, health care provider, or another correctional facili-
ty) is the joint responsibility of the facility or program administrator and the
health services administrator.

Comment: It is essential that the medical and the custody staff work cooperatively
in the design and implementation of the medical-transport system. Consideration
should balance issues of security as well as medical or psychological concerns
about the use of restraint devices that may affect the offender’s health condition or
access to care.

Protocols: Written policy and procedure. Transport form and log.

Process Indicators: Offender health records. Completed transport forms and log
entries. Observation. Interviews.

A written individual treatment plan is required for offenders requiring health
care supervision, including chronic and convalescent care. This plan includes
directions to health care and other personnel regarding their roles in the care
and supervision of the patient, and is developed by the appropriate health care
practitioner for each offender requiring a treatment plan.

Comment: Offenders requiring treatment plans include the following: the chron-
ically ill, offenders with serious communicable diseases, the physically disabled,
pregnant offenders, the terminally ill, offenders with serious mental health needs,
and the developmentally disabled.
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Protocols: Written policy and procedure. Treatment plan format.

Process Indicators: Offender health records. Interviews.

Emergency Plan

5-ACI-6A-08
(Ref. 4-4351)

Infirmary Care

5-ACI-6A-09
(Ref. 4-4352)

(MANDATORY) There is a written plan for access to 24-hour emergency
medical, dental, and mental health services availability. The plan includes:

* on-site emergency first aid and crisis intervention
* emergency evacuation of the offender from the facility
* use of an emergency medical vehicle

* use of one or more designated hospital emergency rooms or other appropri-
ate health facilities

* emergency on-call or available 24 hours per day, physician, dentist, and
mental health professional services when the emergency health facility is
not located in a nearby community

* security procedures providing for the immediate transfer of offenders,
when appropriate

* emergency medications, supplies and medical equipment

Comment: In the event that primary health services are not available, and partic-
ularly in emergency situations, back-up facilities or providers should be predeter-
mined. The plan may include the use of an alternative hospital emergency service
or a physician on-call service.

Protocols: Written policy and procedure.

Process Indicators: Designated facility. Provider lists. Transportation logs. Interviews.

Offenders are provided access to infirmary care either within the correctional
setting or off site. If infirmary care is provided onsite, it includes, at a mini-
mum, the following:

* definition of the scope of infirmary care services available
* a physician on call or available 24-hours per day

* health care personnel with access to a physician or a registered nurse and
are on duty 24-hours per day when patients are present

» all offenders/patients are within sight or sound of a staff member
e an infirmary care manual that includes nursing care procedures
* compliance with applicable state statutes and local licensing requirements
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Comment: An infirmary is an area within the correctional setting or a specific area
of a health care facility separate from other housing areas, where offenders are
housed and provided health care. Admission and discharge from this area is con-
trolled by medical orders or protocols.

Protocols: Written policy and procedure. Nursing manual.
Process Indicators: Admission and inpatient records. Staffing schedules. Docu-

mentation of compliance with licensing requirements and regulations. Observa-
tions. Interviews.

Pregnancy Management

5-ACI-6A-10
(Ref. 4-4353)

5-ACI-6A-11
(Ref. 4-4353-1)

(MANDATORY) If female offenders are housed, access to pregnancy manage-
ment is specific as it relates to the following:

* pregnancy testing

* routine prenatal care

* high-risk prenatal care

* management of the chemically addicted pregnant inmate
* postpartum follow up

* unless mandated by state law, birth certificates/registry does not list a cor-
rectional facility as the place of birth

Comment:. Management should include family planning services prior to release.
Protocols: Written policy and procedure. Inmate handbook.

Process Indicators: Health record entries. Laboratory records. Interviews.

Where nursing infants are allowed to remain with their mothers, provisions
are made for a nursery, staffed by qualified persons, where the infants are
placed when they are not in the care of their mothers.

Comment: Qualified persons may include offenders who have been trained in the
competencies required for nursery care and who are working under appropriate
supervision.

Protocols: Written policy and procedure.

Process Indicators: Offender interviews. Training records. Observation.
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Communicable Disease and Infection Control Program

5-ACI-6A-12
(Ref. 4-4354)

5-ACI-6A-13
(Ref. 4-4354-1)

(MANDATORY) There is a written program to address the management of
communicable and infectious diseases in offenders. The program plan shall
include procedures for:

* prevention to include immunizations, when applicable

* surveillance (identification and monitoring)

* offenders’ education and staff training

* treatment to include medical isolation, when indicated

* follow-up care

* reporting requirements to applicable local, state, and federal agencies
* confidentiality/protected health information

* appropriate safeguards for offenders and staff

* post-exposure management protocols particularly for HIV and viral
hepatitis infection

Communicable disease and infection-control activities are discussed and re-
viewed at least quarterly by a multidisciplinary team that includes clinical,
security, and administrative representatives.

Comment: Because of the serious nature, methods of transmission, and public sensi-
tivity, communicable and infectious diseases require special attention. Agencies work
with the responsible public health authority in establishing policy and procedures.

Protocols: Written policy and procedure. Treatment guidelines.
Process Indicators: Offender health records. Offender education records. Staff train-

ing records. Documentation of quarterly meetings and review. Observation. Inter-
views.

The management of offenders with Methicillin Resistant Staphylococcus Au-
reus (MRSA) infection includes requirements identified in the communicable
disease and infection control program. In addition, the program for MRSA
management shall include procedures for:

* evaluating and treating infected inmates in accordance with an approved
practice guideline

* medical isolation, when indicated

* follow-up care, including arrangements with appropriate health care au-
thorities for continuity of care if offenders are relocated prior to the com-
pletion of therapy
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5-ACI-6A-14
(Ref. 4-4355)

5-ACI-6A-15
(Ref. 4-4356)

Comment: None.

Protocols: Written policy and procedure. Treatment guidelines.

Process Indicators: Offender health records. Completed medical isolation logs.
Observation. Interviews.

(MANDATORY) Management of tuberculosis (TB) in offenders includes pro-
cedures as identified in the communicable disease and infection control pro-
gram. In addition, the program for TB management shall include procedures
for:

* when and where offenders are to be screened/tested
* treatment, of latent tuberculosis infection and tuberculosis disease
* medical isolation, when indicated

* follow-up care, including arrangement with applicable departments of
health for continuity of care if offender is released prior to completion of
therapy

Comment: Plans for the management of tuberculosis may be based on incidence
and prevalence of the disease within the correctional agency’s population and the
surrounding community.

Protocols: Written policy and procedure. Treatment guidelines.

Process Indicators: Offender health records. Completed screening/testing form.
Completed medical isolation logs. Observation. Interviews.

(MANDATORY) Management of hepatitis A, B, and C in offenders includes
procedures as identified in the communicable disease and infection control
program. In addition, the program for hepatitis management shall include
procedures for:

* when and where offenders are to be tested/screened
* hepatitis A and B immunization, when applicable
* treatment protocols

* when and under what conditions offenders are to be separated from the
general population

Comment: None.
Protocols: Written policy and procedure. Treatment guidelines.

Process Indicators: Offender health records. Completed screening/testing form.
Observation. Interviews.
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5-ACI-6A-16
(Ref. 4-4357)

5-ACI-6A-17
(Ref. 4-4358)

Chronic Care

5-ACI-6A-18
(Ref. 4-4359)

(MANDATORY) Management of HIV infection in offenders includes proce-
dures as identified in the communicable disease and infection control pro-
gram. In addition, the program for HIV management shall include:

* when and where offenders are to be HIV tested

* pre- and post-test counseling

* immunization and other prevention measures, when applicable
* treatment protocols

* confidentiality/protected health information

* when and under what conditions offenders are to be separated from the
general population

Comment: None.
Protocols: Written policy and procedure. Treatment guidelines.

Process Indicators: Offender health records. Counseling documentation. Observa-
tion. Interviews.

(MANDATORY) There is a plan for the management of biohazardous waste
and for the decontamination of medical and dental equipment.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Documentation of waste pick up. Spore count logs. Cleaning logs.

(MANDATORY) There is a plan for the treatment of offenders with chronic
conditions such as hypertension, diabetes, serious mental illness and other dis-
eases that require periodic care and treatment. The plan must address:

* the monitoring of medications

* laboratory testing

* the use of chronic care clinics

* health record forms

* the frequency of specialist consultation and review

Comment: Professionally recognized chronic care guidelines are available from
disease-specific organizations and various medical and physician associations.

Protocols: Written policy and procedure. Chronic care protocols and forms.

Process Indicators: Offender health records. Chronic care logs. Specialist schedules.
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Dental Care

5-ACI-6A-19
(Ref. 4-4360)

5-ACI-6A-19
(Ref. 4-4360)
Revised January 2020

Routine and emergency dental care is provided to each offender under the di-
rection and supervision of a licensed dentist. There is a defined scope of available
dental services, including emergency dental care, which includes the following:

* a dental screening (excluding intra-system transfers) upon admission by a
qualified health care professional or health trained personnel

* a full dental examination (excluding intra-system transfers) by a dentist
within 30 days

* oral hygiene, oral disease education, and self-care instruction are provided
by a qualified health care provider within 30 days

* a defined dental tooth and hygiene charting system that identifies the oral health
condition and specifies the priorities for treatment by category is completed

* consultation and referral to dental specialists, including oral surgery is
provided, when necessary

Comment: Dental screening is an assessment of dental pain, swelling, or func-
tional impairment. As part of the initial health screening, a dentist or health care
personnel properly trained and designated by the dentist should perform dental
screenings. The dental program should also provide offenders with instruction on
the proper brushing of teeth and other dental hygiene measures.

The dental examination should remain current upon patient request, include a peri-
odontal examination (Periodontal Screening and Recording [PSR] or Communi-
ty Periodontal Index of Treatment Needs [CPITN]) and taking or reviewing and
updating of the patient’s dental and related history. An examination of the hard
and soft tissues of the oral cavity by means of an illuminator light, mouth mirror,
and explorer should be performed. Current dental radiographs (X-rays) should be
available, if deemed necessary, for proper diagnosis. The result of the dental exam-
ination and dental treatment plan are recorded on an appropriate uniform dental re-
cord using a numbered system such as the Federation Dental International System.

Protocols: Written policy and procedure. Dental screening and examination forms.

Process Indicators: Dental records. Admission logs. Referral and consultation re-
cords. Dental request forms. Staff interviews.

(Effective NLT July 1, 2021) There is a defined scoped of available dental ser-
vices upon admission, which includes the following:

* Dental Screening upon initial admission into the System by a qualified
health care professional or health trained professional.

* Oral hygiene, oral disease education and self-care instruction that are pro-
vided by qualified health care personnel within 30 days of initial admission
into the System.
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5-ACI-6A-19-1
NEW
January 2020

* Dental Intake Assessment by a dentist within 30 days of initial admission
into the System to assess dental pain, infection, disease, or impairment of
function and establish the overall dental/oral condition. Consultation and
referral to appropriate specialists are provided when medically necessary.

Comment: A defined dental charting system identifying hard and soft tissues such
as odontogram or an appropriate uniform dental record using a numbered system
such as the Federation Dental International System. Radiographs as deemed nec-
essary by Standards.
1. Indicating caries, disease or abnormalities
2. Indicating pre-existing restoration and missing teeth (if a Panoramic
Radiograph is not available).
3. Periodontal Screening and Recording (PSR) or a recognized periodontal
health assessment
4. Priority system-highest priority indicated
5. Medical history review
Agency policy and procedures should be consistent with the American Dental
Association.

(Effective NLT July 1, 2021) Emergent, urgent, and routine dental care is
provided to each offender under the direction and supervision of a licensed
dentist. There is a defined scope of available dental services with related time-
frames. Dental examination and treatment include the following:

* Appropriate uniform dental record using a numbered system such as the
Federation Dental International System.

* A medical history, current medications

* Current vital signs prior to invasive procedure

* Appropriate Radiographs

* Periodontal Screening and Recording (PSR) or a recognized periodontal
health assessment

* Priority of Treatment

* Treatment Provided within acceptable designated timeframes by Priority

* Consultation and referral to appropriate specialists is provided when medi-
cally necessary.

Comment: Emergent- life threatening
Urgent- interfere with normal daily activities (toothache)
Routine- not of immediate attention Agency policy and procedures
should be consistent with the American Dental Association.

Protocols: Written policy and procedure. Dental screening and examination forms.

Process Indicators: Dental records. Admission logs. Referral and consultation re-
cords. Dental request forms. Staff interviews.
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Health Education

5-ACI-6A-20
(Ref. 4-4361)

Health Screens

5-ACI-6A-21
(Ref. 4-4362)

An ongoing program of health education and wellness information is pro-
vided to all offenders.

Comment: Health education and wellness topics may include but are not to be
limited to information on access to health care services, dangers of self-medica-
tion, personal hygiene and dental care, prevention of communicable diseases, sub-
stance abuse, smoking cessation, family planning, self-care for chronic conditions,
self-examination, relapse prevention regarding mental illness, coping with mental
illness, healthy lifestyle choices and the benefits of physical fitness.

Protocols: Written policy and procedure.
Process Indicators: Program and class schedules. Attendance rosters. Interviews.

Curriculum and lesson plans. Examples of pamphlets, brochures, or other written
handouts.

(MANDATORY) Intake health screening for offender transfers, excluding in-
tra-system, commences upon the offender’s arrival at the facility and is per-
formed by health-trained or qualified health care personnel. All findings are
recorded on a screening form approved by the health authority. The screening
includes at least the following:

Inquiry into:

* any past history of serious infectious or communicable illness, and any
treatment or symptoms (for example, a chronic cough, hemoptysis, leth-
argy, weakness, weight loss, loss of appetite, fever, night sweats that are
suggestive of such illness), and medications

e current illness and health problems, including communicable diseases and
mental illness

* dental problems

¢ use of alcohol and other drugs, including type(s) of drugs used, mode of use,
amounts used, frequency used, date or time of last use, and history of any
problems that may have occurred after ceasing use (for example, convulsions)

* the possibility of pregnancy and history of problems (female only); and
other health problems designated by the responsible physician

* Any past history of mental illness, thoughts of suicide or self-injurious be-
havior attempts

Observation of the following:

* behavior, including state of consciousness, mental status, appearance, con-
duct, tremor, and sweating
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5-ACI-6A-22
(Ref. 4-4363)

* body deformities, ease of movement, and so forth

* condition of the skin, including trauma markings, bruises, lesions, jaundice,
rashes and infestations, recent tattoos and needle marks, or other indica-
tions of drug abuse

Medical disposition of the offender:

* general population
* general population with prompt referral to appropriate health care service
* referral to appropriate health care service for emergency treatment

Offenders who are unconscious, semiconscious, bleeding, or otherwise obvious-
ly in need of immediate medical attention, are referred. When they are referred
to an emergency department, their admission or return to the facility is pred-
icated on written medical clearance. When screening is conducted by trained
custody staff, procedures will require a subsequent review of positive findings
by the licensed health care staff. Written procedures and screening protocols
are established by the responsible physician in cooperation with the facility
manager. Inmates confined within a correctional complex with consolidated
medical services do not require health screening for intra-system transfers.

Comment: Health screening is a system of structured inquiry and observation to (1)
prevent newly arrived offenders who pose a health or safety threat to themselves or
others from being admitted to the general population; (2) identify offenders who
require immediate medical attention.

Receiving screening can be performed at the time of admission by health care
personnel or by a health-trained correctional officer. Facilities that have reception
and diagnostic units or a holding room must conduct receiving screening on all
offenders on their arrival at the facility as part of the admission procedures.

Protocols: Written policy and procedure. Screening forms.

Process Indicators: Offender health records. Completed screening forms. Transfer
logs. Interviews.

(MANDATORY) All intrasystem transfer offenders receive a health screening
by health-trained or qualified health care personnel which commences on their
arrival at the facility. All findings are recorded on a screening form approved
by the health authority. At a minimum, the screening includes the following:

Inquiry into:

* whether the offender is being treated for a medical or dental problem
* whether the offender is presently on medication
* whether the offender has a current medical or dental complaint
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5-ACI-6A-23
(Ref. 4-4363-1)

5-ACI-6A-24
(Ref. 4-4364)

Observation of:

* general appearance and behavior
* physical deformities
* evidence of abuse or trauma

Medical disposition of offenders:

* to general population
* to general population with appropriate referral to health care service
* referral to appropriate health care service for emergency treatment

Comment: Health screening of intrasystem transfers is necessary to detect offend-
ers who pose a health or safety threat to themselves or others and who may require
immediate health care.

Protocols: Written policy and procedure. Screening form.

Process Indicators: Offender health records. Completed screening forms. Transfer
logs. Interviews.

Written policy, procedure, and practice provide for early identification and
treatment of offenders with alcohol and drug abuse problems through a stan-
dardized battery assessment. This battery shall be documented and include,
at a minimum, the following:

* screening and sorting
e clinical assessment and reassessment

* medical assessment for appropriate drug and alcohol program assignment
to the needs of the individual inmates

e referrals

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Offender health records. Documentation of battery assessment.

All in-transit offenders receive a health screening by health-trained or qual-
ified health care personnel on entry into the agency system. Findings are re-
corded on a screening form that will accompany the offender to all subsequent
facilities until the offender reaches his or her final destination. Health screens
will be reviewed at each facility by health-trained or qualified health care per-
sonnel. Procedures will be in place for continuity of care.

Comment: None.
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Protocols: Written policy and procedure.

Process Indicators: Offender health records. Completed screening forms. Transfer
logs. Interviews.

Health Appraisal

5-ACI-6A-25
(Ref. 4-4365)

(MANDATORY) A comprehensive health appraisal for each offender, ex-
cluding intrasystem transfers, is completed as defined below, after arrival
at the facility. If there is documented evidence of a health appraisal within
the previous 90 days, a new health appraisal is not required, except as de-
termined by the designated health authority. Health appraisals include the
following:

Within 14 days after arrival at the facility:

* review of the earlier receiving screen

* collection of additional data to complete the medical, dental, mental health,
and immunization histories

* laboratory or diagnostic tests to detect communicable disease, including
sexually transmitted diseases and tuberculosis

* record of height, weight, pulse, blood pressure, and temperature

* other tests and examinations, as appropriate

Within 14 days after arrival for inmates with identified significant health care
problems:

* medical examination, including review of mental and dental status (for those
inmates with significant health problems discovered on earlier screening
such as cardiac problems, diabetes, communicable diseases, and so forth)

* review of the results of the medical examination, tests, and identification of
problems by a health care practitioner or other qualified health care pro-
fessional, if such is authorized in the medical practice act

* initiation of therapy, when appropriate

* development and implementation of a treatment plan, including recommen-
dations concerning housing, job assignment, and program participation

Within 30 days after arrival for inmates without significant health care problems:

* medical examination, including review of mental and dental status (for
those inmates without significant health care concerns identified during
earlier screening—no identified acute or chronic disease, no identified com-
municable disease, and so forth)

* review of the results of the medical examination, tests, and identification of
problems by a health care practitioner or other qualified health care pro-
fessional, if such is authorized in the medical practice act

* initiation of therapy, when appropriate
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5-ACI-6A-25
(Ref. 4-4365)
Revised Aug. 2019

* development and implementation of a treatment plan, including recommen-
dations concerning housing, job assignment, and program participation

Comment: Test results, particularly for communicable diseases, should be received
and evaluated before an offender is assigned to housing in the general popula-
tion. Information regarding the offender’s physical and mental status may also dic-
tate housing and activity assignments. When appropriate, additional investigation
should be conducted into alcohol and drug abuse and other related problems.

Protocols: Written policy and procedure. Health appraisal form.

Process Indicators: Offender health records. Completed health appraisal forms.
Transfer logs. Interviews.

(Effective NLT January 1, 2021) (MANDATORY) A comprehensive health
appraisal for each inmate, excluding intrasystem transfers, is completed by
qualified health care personnel within 14 days after arrival at the facility. If
there is documented evidence of a health appraisal and evidence of review
by qualified staff within the previous 90 days, a new health appraisal is not
required except as determined by the designated health authority. Health
appraisal data collection and recording includes the following:

1. a uniform process as determined by the health authority

documentation of review of the earlier receiving screening

3. recording of height, weight, pulse, blood pressure, and temperature by
health-trained or qualified health personnel

4. collection of additional data to complete the medical, dental, mental
health, and immunization histories by health-trained or qualified health
personnel

5. medical examination, including review of mental and dental status by
qualified health personnel

6. laboratory and/or diagnostic tests to detect communicable disease, includ-
ing venereal disease and tuberculosis

7. other tests and examinations as appropriate

8. development and implementation of treatment plan, including recommen-
dations concerning housing, job assignment, and program participation

9. initiation of therapy, when appropriate

10. review of the results of the medical examination, tests, and identification
of problems by a physician or mid-level practitioner, as allowed by law.

g

Comment: Test results, particularly for communicable diseases, should be received
and evaluated before an offender is assigned to housing in the general popula-
tion. Information regarding the offender’s physical and mental status may also dic-
tate housing and activity assignments. When appropriate, additional investigation
should be conducted into alcohol and drug abuse and other related problems.
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5-ACI-6A-26

Protocols: Written policy and procedure. Health appraisal form.

Process Indicators: Offender health records. Completed health appraisal forms.
Transfer logs. Interviews.

Deleted August 2019

Periodic Examinations

5-ACI-6A-27
(Ref. 4-4367)

The conditions for periodic health examinations for offenders are determined
by the health authority.

Comment: All offenders should receive a thorough physical examination.
Protocols: Written policy and procedure.

Process Indicators: Offender health records. Completed health appraisal forms.

Mental Health Program

5-ACI-6A-28
(Ref. 4-4368)

5-ACI-6A-29
NEW Aug. 2018

(MANDATORY) The mental health program is approved by the appropriate
mental health authority and includes at a minimum:

* screening on intake

* outpatient services for the detection, diagnosis, and treatment of mental ill-
ness, to include medication management and/or counseling, as appropriate

* crisis intervention and the management of acute psychiatric episodes

» stabilization of the mentally ill and the prevention of psychiatric deteriora-
tion in the correctional setting

* elective therapy services and preventive treatment, where resources permit

* provision for referral and admission to mental health facilities for offenders
whose psychiatric needs exceed the treatment capability of the facility

* procedures for obtaining and documenting informed consent
* follow up with offenders who return from an inpatient psychiatric facility

Comment: None.
Protocols: Written policy and procedure. Treatment guidelines.

Process Indicators: Offender health records. Completed screening forms. Obser-
vation. Interviews.

(Effective NLT October 1, 2020) A system of documented internal review will
be developed and implemented by the (Mental) Health Authority to monitor
and improve mental health care/delivery of services. This monitoring can be
incorporated into the internal review developed for health care and should
include:
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e participating in a multidisciplinary quality improvement committee which
includes a QMHP as a member.

* collecting, trending, and analyzing of data combined with planning, inter-
vening and reassessing services

* evaluating defined data, which will result in more effective access to care,
improved quality of care, and better utilization of resources

* reviewing all suicides or suicide attempts and other serious incidents, (e.g.:
assaults, restraints/involuntary medications) involving inmates identified
with a serious mental illness

* review clinical care issues, implementing measurable corrective action
plans to address and resolve important problems and concerns identified
specific to mental health issues, and incorporating findings of internal re-
view activities into the organization’s educational and training activities

* maintaining appropriate records of internal review activities

* requiring a provision that records of internal review activities comply with
legal requirements on confidentiality of records

Comment: Reports can be facilitated by regular participation of the facility or pro-
gram administrator, health administrator, and responsible mental health authority.

Protocols: Written policy and procedure. Treatment guidelines.

Process Indicators: Offender health records. Completed screening forms. Obser-
vation. Interviews.

Mental Health Crisis Intervention Training

5-ACI-6A-30 (Effective NLT October 1, 2020) Each staff, inclusive of correctional staff,

NEW Aug. 2018 assigned to a multidisciplinary services team is trained to respond to mental
health related crises. This training is conducted at least annually and is es-
tablished by the Mental Health Authority in cooperation with the facility or
program administrator and includes instruction on:

* recognition of signs and symptoms of mental illness, violent behavior, and
acute chemical intoxication and withdrawal

* methods for accessing health/mental health staff during a mental health crisis
* implementation of suicide/self-injurious prevention interventions

* procedures for placement of patient in a level of care in accordance with
his/her mental health needs

Comment: None.
Protocols: Written policy and procedure. Training curriculum.

Process Indicators: Staff training records. Staff interviews.

4-4369 Deleted January 2006
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Mental Health Screen

5-ACI-6A-31
(Ref. 4-4370)

(MANDATORY) All intersystem and intra-system transfer offenders will re-
ceive an initial mental health screening at the time of admission to the facility
by a mental health trained or qualified mental health care provider. The men-
tal health screening includes, but is not limited to:

Inquiry into:

* whether the offender has a present suicidal ideation

* whether the offender has a history of suicidal behavior

* whether the offender is presently prescribed psychotropic medication
* whether the offender has a current mental health complaint

* whether the offender is being treated for mental health problems

* whether the offender has a history of inpatient and outpatient mental
health treatment

* whether the offender has any recent use of alcohol or addictive substance
use, to include frequency of use, amount used and last time used.

* whether the offender has a history of substance use disorder treatment

Observation of:

* general appearance and behavior

* level of consciousness (alertness, orientation)

* evidence of abuse and/or trauma

* current symptoms of psychosis, depression, anxiety, and/or aggression

Disposition of offender:

* to the general population
* to the general population with appropriate referral to mental health care service
* referral to appropriate mental health care service for emergency treatment

Comment: None.

Protocols: Written policy and procedure. Mental health screening form.

Process Indicators: Offender health records. Completed mental health screening
forms. Transfer logs. Interviews.
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Mental Health Appraisal

5-ACI-6A-32
(Ref. 4-4371)

5-ACI-6A-32
(Ref. 4-4371)
Revised Aug. 2019

(MANDATORY) All intersystem offender transfers will undergo a mental
health appraisal by a qualified mental health professional within 14 days of
admission to a facility. If there is documented evidence of a mental health
appraisal within the previous 90 days, a new mental health appraisal is not
required, except as determined by the designated mental health authority.
Mental health appraisals include, but are not limited to:

* review of available historical records of inpatient and outpatient psychiatric
treatment

* review of history of treatment with psychotropic medication

* review of history of psychotherapy, psycho-educational groups, and classes
or support groups

* review of history of substance use and treatment
* review of educational and special education history

* review of history of sexual or physical abuse-victimization and predatory
behavior and/or sexual offenses

* review of history of suicidal or violent behavior
* review of history of cerebral trauma or seizures

* assessment of current mental status, symptoms, condition, and response to
incarceration

* assessment of current suicidal potential and person-specific circumstances
that increase suicide potential

* assessment of violence potential and person-specific circumstances that
increase violence potential

* assessment of drug and alcohol use and/or addiction
* use of additional assessment tools, as indicated
* referral to treatment, as indicated

* development and implementation of a treatment plan, including recommen-
dations concerning housing, job assignment, and program participation

Comment: None.
Protocols: Written policy and procedure. Mental health appraisal form.

Process Indicators: Offender health records. Completed mental health appraisal
forms. Transfer logs. Interviews.

(Effective NLT January 1,2021) (MANDATORY) Inmates who are referred as
a result of the mental health screening or by staff referral will receive a mental
health appraisal by a qualified mental health person within 14 days of admission
to the facility or the referral. If there is documented evidence of a mental health
appraisal within the previous 90 days, a new mental health appraisal is not re-
quired, except as determined by the designated mental health authority. Mental
health examinations include, but are not limited to the following:
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1. review of the mental health screening
2. historical review of the following:

a. available historical records of inpatient and outpatient psychiatric
treatment

b. treatment with psychotropic medication
c. psychotherapy, psycho-educational groups, and classes or support groups
d. educational status
e. drug and alcohol use/abuse; treatment
f. sexual abuse-victimization and predatory behavior
3. assessment of current mental status and condition, including

a. current suicidal potential and person-specific circumstances that may
increase suicide potential

b. violence potential and person-specific circumstances that may increase
violence potential

¢. drug and alcohol abuse and/or addiction

4. use of additional assessment tools, as indicated

5. development and implementation of a treatment plan, as indicated,
including recommendations concerning housing, job assignment, and
program participation.

6. referral to treatment, as indicated

Comment: None.

Protocols: Written policy and procedure. Mental health appraisal form.

Process Indicators: Offender health records. Completed mental health appraisal
forms. Transfer logs. Interviews.

Mental Health Evaluations

5-ACI-6A-33
(Ref. 4-4372)

Offenders referred for mental health treatment will receive a comprehensive
evaluation by a qualified mental health practitioner. The evaluation is to be
completed within 14 days of the referral request date and include at least the
following:

* review of mental health screening and appraisal data

* direct observations of behavior

* collection and review of additional data from individual diagnostic interviews
and tests, as appropriate (assessing personality, intellect, and coping abilities)

* compilation of the individuals’ mental health history

* development of an overall treatment/management plan with appropriate
referral to include transfer to mental health facility for offenders whose
psychiatric needs exceed the treatment capability of the facility
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5-ACI-6A-34
NEW Aug. 2018

Comment. Comprehensive individual psychological evaluations should be per-
formed when there is a reasonable expectation that such evaluation will serve a
therapeutic or dispositional function useful to the overall interests of the offender.
Written reports describing the results of the assessment should be prepared and all
information should be appropriately filed.

Protocols: Written policy and procedure. Mental health referral form.

Process Indicators: Offender health records. Completed referral forms. Interviews
with mental health provider(s). Clinic visit records. Completed progress notes.

(Effective NLT October 1, 2020) (MANDATORY) The following shall be pro-
vided to inmates receiving treatment for a diagnosed mental disorder at the
time of release from the facility:

* arrange for continuity of care if receiving psychotropic medication

* make arrangements in accordance with available resources for continuity of
care for inmates determined by the mental health or health care staff who
need involuntary inpatient commitment

* provide inmate with a list of available community resources

* for inmates with a serious mental illness make every effort to coordinate a
linkage with community provider and exchange clinically relevant informa-
tion with appropriate community provider as needed

Comment: None
Protocols: Written policy and procedures.

Process Indicators: Offender health records. Inmate release records. Interviews.

Suicide Prevention and Intervention

5-ACI-6A-35
(Ref. 4-4373)

(MANDATORY) There is a written suicide-prevention plan that is approved
by the health authority and reviewed by the facility or program administrator.
The plan includes staff and offender critical-incident debriefing that covers
the management of suicidal incidents, suicide watch, and suicides. It ensures
a review of suicidal incidents, suicide watch, and suicides by administration,
security, and health services. All staff with responsibility for offender super-
vision are trained on an annual basis in the implementation of the program.
Mental health staff should be involved in the development of the plan and the
training which should include but not be limited to:

¢ identifying the warning signs and symptoms of impending suicidal behavior

* understanding the demographic and cultural parameters of suicidal
behavior, including incidence and variations in precipitating factors

* responding to suicidal and depressed offenders
e communication between correctional and health care personnel
* referral procedures
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5-ACI-6A-36
NEW Aug. 2018

* housing observation and suicide watch level procedures
* follow-up monitoring of offenders who make a suicide attempt
* population specific factors, pertaining to suicide risk in the facility

Comment: The plan should include specific procedures for handling intake, screen-
ing, identifying, and supervising of a suicide-prone offender and be signed and
reviewed annually.

Protocols: Written policy and procedure. Training curriculum. Suicide watch logs
or forms.

Process Indicators: Offender health records. Staff training records. Completed
logs or forms. Critical incident debriefings. Observations. Interviews.

(Effective NLT October 1, 2020) In the event of an inmate death by suspected
suicide then a psychological autopsy will be completed by a Qualified Mental
Health Practitioner who is capable as determined by the Mental Health Author-
ity in conducting a psychological autopsy. This is a retrospective reconstruction
of the individual’s life with an emphasis on the risk factors that may have con-
tributed to the individual’s death.

Comment: The psychological autopsy should address the assessment of risk and
protective factors, motivation, intent and mental health care while determining if
changes to policy, procedure or practice are needed.

Protocols: Written policy and procedure.

Process Indicators: Documentation of qualifications. Documentation of the com-
pleted psychological autopsy.

Mental lliness and Developmental Disability

5-ACI-6A-37
(Ref. 4-4374)

Offenders with serious mental illness or a severe developmental disability
receive a mental health evaluation and, where appropriate, are referred for
placement in noncorrectional facilities or in units specifically designated for
handling this type of individual.

Comment: Offenders with serious mental illness or a developmental disability are
vulnerable to abuse by other offenders and require specialized care. These individ-
uals may be a danger to self or others or be incapable of attending to their basic
physiological needs.

Protocols: Written policy and procedure.

Process Indicators: Offender health records. Referral logs. Interviews.
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5-ACI-6A-38
NEW Aug. 2018

5-ACI-6A-39
NEW Aug. 2018

(Effective NLT October 1, 2020) A Mental Health Residential Treatment Unit
is available for those inmates with impairment in behavioral functioning asso-
ciated with a serious mental illness and/or impairment in cognitive function-
ing. The severity of the impairment does not require inpatient level of care,
but the inmate demonstrates a historical and current inability to function ad-
equately in the general population. There should be a specific mission/goal of
the program, sufficient qualified staff to meet needs of program, screening
process for the program, Individual Treatment Plans for inmates in the pro-
gram, safe housing to meet the therapeutic needs of the inmate and transition
plan upon discharge from the residential treatment unit.

Comment: None

Protocols: Written policy and procedures.

Process Indicators: Unit logs. Offender health records. Interviews.

(Effective NLT October 1, 2020) Inpatient Care Unit is for those who are in
need of inpatient mental health treatment. These units should have 24 hour
services such as nursing and availability of a QMHP, behavioral health trained
correctional officers, and clinical programming. Individual Treatment Plans
which will define the types and frequency of contacts with mental health staff
for inmates in the program, housing to meet the therapeutic needs of the in-
mate and transition plan upon discharge from the inpatient care unit.

Comment: None.
Protocols: Written policy and procedures.

Process Indicators: Offender health records. Interviews.

Prostheses and Orthodontic Devices

5-ACI-6A-40
(Ref. 4-4375)

Medical or dental adaptive devices (eyeglasses, hearing aids, dentures, wheel-
chairs, or other prosthetic devices) are provided when medically necessary, as
determined by the responsible health care practitioner being governed by in-
stitutional policy respecting treatment classification, resource availability and
treatment planned time-frames.

Comment: Offenders may be required to provide copayments for these devices.
Protocols: Written policy and procedure.

Process Indicators: Purchase records. Offender health records. Interviews.
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Withdrawal Management

5-ACI-6A-41
(Ref. 4-4376)

(MANDATORY) Withdrawal management is done only under medical super-
vision in accordance with local, state, and federal laws. Withdrawal manage-
ment from alcohol, opiates, hypnotics, stimulants, and sedative hypnotic drugs
is conducted under medical supervision when performed at the facility or is
conducted in a hospital or community treatment center. Specific guidelines
are followed for the treatment and observation of individuals manifesting mild
or moderate symptoms of intoxication or withdrawal from alcohol and other
drugs. Offenders experiencing severe, life-threatening intoxication (an over-
dose), or withdrawal are transferred under appropriate security conditions to
a facility where specialized care is available.

Comment: Medical treatment should include current medications that are indicated
to prevent serious withdrawal symptoms, and within the facility include period-
ic monitoring with documentation of decompensation and/or significant changes
which require additional intervention or referral to a qualified outside facility.

Protocols: Written policy and procedure. Community contract agreements.

Process Indicators: Health records. Transfer records. Interviews.

Management of Chemical Dependency

5-ACI-6A-42
(Ref. 4-4377)

Offenders have access to substance disorder information, education, and/or
treatment programs for substance use disorders. When a substance use dis-
order treatment program exists, the clinical management of program partici-
pants includes, at a minimum, the following:

* a standardized needs assessment administered to determine the level of
substance use treatment needs and criminogenic risks/needs

* an individualized treatment plan developed and implemented by a clinician
or multidisciplinary team with appropriate training, and certification or
licensure (where required by statute), in substance use disorders treatment

* pre-release education related to the risk of return to substance use
* program participant involvement in aftercare discharge plans.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Offender health records. Interviews. Prerelease, preventive, or
education curriculum.
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5-ACI-6A-42
(Ref. 4-4377)
Revised Aug. 2019

(Effective NLT February 1, 2021) Offenders have access to information, edu-
cation, and/or treatment programs for substance use disorders. When a sub-
stance use disorder treatment program exists, the clinical management of pro-
gram participants includes at a minimum, the following:

¢ A standardized needs assessment administered to determine the level of
substance use treatment needs and criminogenic risks/needs.

* An individualized treatment plan developed and implemented by a clinician
or multidisciplinary team with appropriate training, and certification or
licensure (where required by statute), in substance use disorders treatment.

e Pre-release education related to the risk of return to substance use.
* Program participant involvement in aftercare discharge plans.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Offender health records. Interviews. Prerelease, preventive, or
education curriculum.

Pharmaceuticals

5-ACI-6A-43
(Ref. 4-4378)

(MANDATORY) Proper management of pharmaceuticals includes the follow-
ing provisions:

* a formulary is available
* a formalized process for obtaining nonformulary medications
* prescription practices, including requirements that:
(1) medications are prescribed only when clinically indicated as one facet
of a program of therapy
(2) a prescribing provider reevaluates a prescription prior to its renewal
* procedures for medication procurement, receipt, distribution, storage,
dispensing, administration, and disposal
* secure storage and perpetual inventory of all controlled substances,
syringes, and needles
* the proper management of pharmaceuticals is administered in accordance
with state and federal law
* administration of medication by persons properly trained and under the
supervision of the health authority and facility or program administrator
or designee
* accountability for administering or distributing medications in a timely
manner and according to physician orders
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Comment: The formulary should include all prescription and nonprescription med-

ications that have been approved by the medical director and/or health authority for
use in the facility. Controlled substances are those classified as Schedule 1I-V by the
Drug Enforcement Agency or applicable state laws The pharmacy should be man-
aged by a pharmacist or health-trained personnel approved by the health authority.

Protocols: Written policy and procedure. Federal and state laws and regulations.
Format for documentation of medication, inventory, and storage of medication.

Process Indicators: Offender health records. Completed medication administra-
tion forms. Completed inventory forms. Completed storage forms. Documentation
of compliance with federal and state laws. Observation. Staff training records.

Nonprescription Medication

5-ACI-6A-44
(Ref. 4-4379)

The facility health authority or program administrator will approve list of non-
prescription (over the counter) medications that are available outside of health
services from the facilities commissary or canteen. Policies and procedures are ap-
proved jointly by the facility or program administrator and the health authority.

Comment: Approved medications may be purchased through the commissary or
the canteen.

Protocols: Written policy or procedure.

Process Indicators: List of commissary or canteen items. Documentation of ap-
proval. Interviews.
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6B. - PERFORMANCE STANDARD: STAFF TRAINING

The provision of health services should be done in a professionally
acceptable manner including the requirement that all staff be ade-
quately trained and qualified and can demonstrate competency in
their assigned duties.

OUTCOME MEASURES:

(1) Number of health care staff with lapsed licensure or certification during a twelve (12) month peri-
od divided by Number of licensed or certified staff during a twelve (12) month period.

(2) Number of new health care staff during a twelve (12) month period that completed orientation
training prior to undertaking their job divided by Number of new health care staff during the
twelve (12) month period.

(3) Number of occupational exposures to blood or other potentially infectious materials in the past
twelve (12) months divided by the number of employees.

(4) Number of direct care staff (employees and contractors) with a conversion of a TB test that indi-
cates newly acquired TB infection in the past twelve (12) months divided by the number of direct
care staff tested for TB infection in the past twelve (12) months during periodic or clinically indi-
cated evaluations.

Health Authority

5-ACI-6B-01
(Ref. 4-4380)

(MANDATORY) The facility has a designated health authority with responsi-
bility for ongoing health care services pursuant to a written agreement, con-
tract, or job description. Such responsibilities include:

* establish a mission statement, which defines the scope of health care services

* develop mechanisms, including written agreements, when necessary, to
assure that the scope of services are provided and properly monitored

* develop a facility’s operational health policies and procedures

* identify the type of health care staff needed to provide the determined
scope of services

* establish systems for the coordination of care among multidisciplinary
health care providers and

* develop a quality management program

The health authority may be a physician, health services administrator, or health
agency. When the health authority is other than a physician, final clinical judg-
ments rest with a single, designated, responsible physician. The health authority
is authorized and responsible for making decisions about the deployment of
health resources and the day-to-day operations of the health services program.

Comment: The health authority and health services administrator may be the same
person. The responsibility of the health authority includes arranging for all levels
of health services, assuring the quality of all health services, and assuring that of-
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fenders have access to them. Health services provides for the physical and mental
well-being of the offender population and should include providing medical and
dental services, mental health services, nursing care, personal hygiene, dietary ser-
vices, health education; and attending to environmental conditions. While overall
responsibility may be assumed at the central office level, it is essential that each fa-
cility have an onsite health services administrator. The health authority and health
services administrator may be the same person.

Protocols: Written policy and procedure.
Process Indicators: Written agreement or contract. Job description. Personnel re-

cords. Documentation of health authority designation. Billing records. Interviews.
Mission statement.

Provision of Treatment

5-ACI-6B-02
(Ref. 4-4381)

(MANDATORY) Clinical decisions are the sole province of the responsible
health care practitioner and are not countermanded by non-clinicians.

Comment: The provision of health care is a joint effort of administrators and health
care providers and can be achieved only through mutual trust and cooperation. The
health authority arranges for the availability of health care services; the responsible
clinician determines what services are needed; the official responsible for the facility
provides the administrative support for making the services accessible to offenders.

Protocols: Written policy and procedure.

Process Indicators: Health record entries. Inmate grievances. Interviews.

Personnel Qualifications

5-ACI-6B-03
(Ref. 4-4382)

(MANDATORY) If the facility provides health care services, they are provided
by qualified health care staff whose duties and responsibilities are governed
by written job descriptions, contracts, or written agreements approved by the
health authority. Verification of current credentials and job descriptions are
on file in the facility.

Comment: Job descriptions should include qualifications and specific duties and
responsibilities. Verification consists of copies of credentials or a letter confirming
credential status from the state licensing or certification body. Standing medical
orders are for the definitive treatment of identified conditions and for the on-site
emergency treatment of any person having such condition. Direct orders are those
written specifically for the treatment of one person’s particular condition.

Protocols: Written policy and procedure. Standing orders.
Process Indicators: Written agreement or contract. Job description. Copies of cre-

dentials or licensure. Documentation of compliance with standing orders. Health
record entries. Interviews.
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5-ACI-6B-04
(Ref. 4-4383

4-4384

4-4385

When institutions do not have qualified health care staff, health-trained per-
sonnel coordinate the health delivery services in the institution under the joint
supervision of the responsible health authority and warden or superintendent.

Comment: The health-trained staff member (who is other than a nurse, midlevel
practitioner, or emergency medical technician) may be full-time or part-time. Co-
ordination duties may include reviewing receiving screening forms for needed fol-
low-up, readying offenders and their records for sick call, and assisting in carrying
out orders regarding such matters as diets, housing, and work assignments.

Protocols: Written policy and procedure. Training curriculum.

Process Indicators: Job description for health-trained personnel. Offender health
records. Observation. Interviews. Training records.

Deleted January 2006

Deleted January 2008

Employee Health

5-ACI-6B-05
(Ref. 4-4386)

5-ACI-6B-06
(Ref. 4-4387)

All direct care staff are screened for tuberculosis infection and disease prior
to job assignment and periodically in accordance with recommendations from
applicable local, state, and federal public health authorities.

Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Personnel records. Staff interviews. Documentation of recom-
mendations from applicable local, state, and federal public health officials.

All direct care staff are offered the hepatitis B vaccine series in accordance
with the institution’s exposure control plan.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Personnel records. Staff interviews. Exposure control plan.

Emergency Plans

5-ACI-6B-07
(Ref. 4-4388)

(MANDATORY) All health care staff in the facility are trained in the imple-
mentation of the facility’s emergency plans. Health care staff are included in
facility’s emergency drills, as applicable.

Comment: Emergency plans include those for fire, natural disaster, power outage,
hostage situation, riot, and other disturbances.
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Protocols: Written policy and procedure.

Process Indicators: Training curriculum. Training records. Facility logs. Staff interviews.

Emergency Response

5-ACI-6B-08
(Ref. 4-4389)

First Aid

5-ACI-6B-09
(Ref. 4-4390)

(MANDATORY) Designated correctional and all health care staff are trained
to respond to health-related situations within a four minute response time.
The training program is conducted on an annual basis and is established by
the responsible health authority in cooperation with the facility or program
administrator and includes instruction on the following:

* recognition of signs and symptoms, and knowledge of action required in
potential emergency situations

e administration of basic first aid

* certification in cardiopulmonary resuscitation (CPR) in accordance with
the recommendations of the certifying health organization

* methods of obtaining assistance

* signs and symptoms of mental illness, violent behavior, and acute chemical
intoxication and withdrawal

* procedures for patient transfers to appropriate medical facilities or health
care providers

* suicide intervention

Comment: The facility administrator or designee may designate those correctional
officers and health care providers who have responsibility to respond to health care
emergencies. Staff not physically able to perform CPR are exempt from the expect-
ed practice.

Protocols: Written policy and procedure. Training curriculum.

Process Indicators: Staff training records. Certificates. Staff interviews.

First aid Kkits are available in designated areas of the facility based on need
and an automatic external defibrillator is available for use at the facility. The
health authority approves the contents, number, location, and procedures for
monthly inspection of the kits(s) and develops written procedures for the use
of the Kkits by nonmedical staff.

Comment: The availability and placement of first aid kits are determined by the
designated health authority in conjunction with the facility administrator.

Protocols: Written policy and procedure.

Process Indicators: List of first aid kit contents. Documentation of inspections.
Observation.
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Volunteers

5-ACI-6B-10
(Ref. 4-4391)

If volunteers are used in the delivery of health care, there is a documented
system for selection, training, staff supervision, facility orientation, and a defi-
nition of tasks, responsibilities, and authority that is approved by the health
authority. Volunteers may only perform duties consistent with their creden-
tials and training. Volunteers agree in writing to abide by all facility policies,
including those relating to the security and confidentiality of information.

Comment: Facility orientation should include topics such as: fire, safety, security,
and contraband.

Protocols: Written policy and procedure.

Process Indicators: Signed volunteer agreement forms. Observation. Volunteer in-
terviews.

Students and/or Interns

5-ACI-6B-11
(Ref. 4-4392)

Any students, interns, or residents delivering health care in the facility, as part
of a formal training program, work under staff supervision, commensurate
with their level of training. There is a written agreement between the facility
and training, or educational facility that covers the scope of work, length of
agreement, and any legal or liability issues. Students or interns agree in writ-
ing to abide by all facility policies, including those relating to the security and
confidentiality of information.

Comment: None.
Protocols: Written policy and procedure. Written agreement.

Process Indicators: Signed agreements and contracts. Observation. Interviews.

Offender Assistants

5-ACI-6B-12
(Ref. 4-4393)

Unless prohibited by state law, offenders (under staff supervision) may per-
form familial duties commensurate with their level of training. These duties
may include:

* providing peer support and education

* performing hospice activities

* assisting impaired offenders on a one-on-one basis with activities of daily
living

* serving as a suicide companion or buddy if qualified and trained through a
formal program that is part of suicide-prevention plan
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* handling dental instruments for the purpose of sanitizing and cleaning,
when directly supervised and in compliance with applicable tool-control
policies, while in a dental assistant’s training program certified by the state
department of education or other comparable appropriate authority

Offenders are not to be used for the following duties:

* performing direct patient care services
* scheduling health care appointments
* determining access of other offenders to health care services

* handling or having access to surgical instruments, syringes, needles,
medications, or health records

* operating diagnostic or therapeutic equipment except under direct supervi-
sion (by specially trained staff) in a vocational training program

Comment: No offender, or group of offenders, is given control or authority over
other offenders in the health care area.

Protocols: Written policy and procedure.

Process Indicators: Observation. Offender training records. Interviews.

Mental Health Staff

5-ACI-6B-13
NEW Aug. 2018

(Effective NLT October 1, 2020) All mental health staff receives 12 hours of
continuing professional education or staff development in clinical skills annu-
ally in such areas as, for example:

* mental health needs of inmate population (special needs)
* behavior management techniques

* mental health issues with female population

* aging/palliative care

e trauma-informed care

* confidentiality of mental health record

* suicide/self-injury prevention

* signs and symptoms of mental illness, substance abuse/relapse and neuro-
cognitive disorders/neurodevelopmental disabilities

* assessment and diagnosis of mental disorders
* crisis intervention

Comment: These may be obtained on site such as in-service trainings, case reviews
or other organized programs, online or self-study programs.

Protocols: Written policy and procedures.

Process Indicators: Training curriculum. Staff training records. Interviews.
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6C. - PERFORMANCE STANDARD: OFFENDER TREATMENT

Offenders are treated humanely, fairly, and in accordance with
established policy and all applicable laws.

OUTCOME MEASURES:

(1) Number of offender grievances related to health care services found in favor of the offender in the
past twelve (12) months divided by number of evaluated offender grievances related to health care
services in the past twelve (12) months.

(2) Number of offender grievances related to safety or sanitation sustained during a twelve (12) month
period divided by the number of evaluated offender grievances related to safety or sanitation during
a twelve (12) month period.

(3) Number of adjudicated offender lawsuits related to the delivery of health care found in favor of the
offender in the past twelve (12) months divided by Number of offender adjudicated lawsuits related
to health care delivery in the past twelve (12) months.

Grievances

5-ACI-6C-01
(Ref. 4-4394)

Notification

5-ACI-6C-02
(Ref. 4-4395)

There is a system for resolving offender grievances relating to health care con-
cerns.

Comment: None.
Protocols: Written policy and procedure. Grievance reporting forms.

Process Indicators: Grievance records. Interviews.

There is a process by which the individuals designated by the offender are no-
tified in case of serious illness, serious injury, or death, unless security reasons
dictate otherwise. If possible, permission for notification is obtained from the
offender.

Comment: The persons to be notified should be designated in writing as part of the
facility’s admissions procedures. Whenever possible, the facility should obtain the
offender’s consent prior to notifying any designated individuals.

Protocols: Written policy and procedure.

Process Indicators: Notification records.
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Confidentiality

5-ACI-6C-03
(Ref. 4-4396)

(MANDATORY) The principle of confidentiality applies to offender health
records and information about offender health status.

* the active health record is maintained separately from the confinement case
record

* access to the health record is in accordance with state and federal law

* to protect and preserve the integrity of the facility, the health authority
shares with the superintendent/warden information regarding an offender’s
medical management

* the circumstances are specified when correctional staff should be advised of
an offender’s health status. Only that information necessary to preserve the
health and safety of an offender, other offenders, volunteers/visitors, or the
correctional staff is provided

* policy determines how information is provided to correctional/classification
staff/volunteers/visitors to address the health needs of the offender as it
relates to housing, program placement, security, and transport

* the release of health information complies with the Health Insurance Portabil-
ity and Accountability Act (HIPAA), where applicable, in a correctional setting

Comment: The principle of confidentiality protects offender patients from disclosure
of confidences entrusted to a health care provider during the course of treatment.

Protocols: Written policy and procedure.

Process Indicators: Observation. Interviews.

Informed Consent

5-ACI-6C-04
(Ref. 4-4397)

(MANDATORY) Informed consent standards in the jurisdiction are observed
and documented for offender care in a language understood by the offender.
In the case of minors, the informed consent of a parent, guardian, or a legal
custodian applies when required by law. When health care is rendered against
the patient’s will, it is in accordance with state and federal laws and regula-
tions. Otherwise, any offender may refuse (in writing) medical, dental, and
mental health care.

Comment: If the offender refuses to sign the refusal form, it must be signed by at
least two witnesses. The form must then be sent to the medical department and
reviewed by a qualified health care professional. If there is a concern about deci-
sion-making capacity, an evaluation should be done, especially if the refusal is for
critical or acute care.

Protocols: Written policy and procedure. Consent or authorization forms.

Process Indicators: Offender health records. Completed consent forms. Complet-
ed refusal forms. Interviews. Observation.
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Elective Procedures

5-ACI-6C-05 There are guidelines that govern elective procedures for surgery for offenders.
(Ref. 4-4398)
Comment: Health care staff should have a procedure for decisions on elective sur-
gery needed to correct a substantial functional deficit or if an existing pathological
process threatens the well-being of the inmate over a period of time.

Protocols: Written policy and procedure.

Process Indicators: Offender health records. Interviews.

Special Needs

5-ACI-6C-06 There is consultation between the facility and program administrator (or a

(Ref. 4-4399) designee) and the responsible health care practitioner (or designee) prior to
taking action regarding chronically ill, physically disabled, geriatric, seriously
mentally ill, or developmentally disabled offenders in the following areas:

* housing assignments

* program assignments

¢ disciplinary measures

* transfers to other facilities

When immediate action is required, consultation to review the appropriate-
ness of the action occurs as soon as possible, but no later than 72 hours.

Comment: Maximum cooperation between custody personnel and health care pro-
viders is essential so that both groups are aware of decisions and movements re-
garding mentally ill and developmentally disabled offenders.

Protocols: Written policy and procedure.

Process Indicators: Documentation of consultation between administrator and
practitioner. Offender health records. Interviews.
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5-ACI-6C-07
NEW Aug. 2018

(Effective NLT October 1,2020) Within the scope of their professional creden-
tialing, mental health staff will provide behavioral health consultations with
the facility leadership and multidisciplinary staff regarding those inmates
with mental illness.

* QMHP will provide consultation pertinent to disciplinary proceedings
* assist health staff with inmates who have comorbid medical issues

* assist in the decision making for an inmate’s placement in programs and
housing assignments

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Documentation of consultation. Offender records.

Involuntary Administration

5-ACI-6C-08
(Ref. 4-4401)

Research

5-ACI-6C-09
(Ref. 4-4402)

(MANDATORY) The involuntary administration of psychotropic medica-
tion(s) to an offender is governed by applicable laws and regulations of the
jurisdiction. When administered, the following conditions must be met:

* authorization is by a physician who specifies the duration of therapy

* less restrictive intervention options have been exercised without success as
determined by the physician or psychiatrist

* details are specified about why, when, where, and how the medication is to
be administered

* monitoring occurs for adverse reactions and side effects

* treatment plan goals are prepared for less restrictive or less invasive treatment
alternatives with return to voluntary treatment, as soon as clinically feasible.

Comment: None.
Protocols: Written policy and procedure. Laws and regulations.

Process Indicators: Offender health records. Interviews.

(MANDATORY) Written agency policy permits inmate participation in medi-
cal or pharmaceutical research. Facilities electing to perform such biomedical
research will be in compliance with all state and federal guidelines.

Comment: None

Protocols: Written policy and procedure. State and federal guidelines.

Process Indicators: Offender health records. Interviews.
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Privacy

5-ACI-6C-10
(Ref. 4-4403)

5-ACI-6C-11
(Ref. 4-4403-1)

Transfer

5-ACI-6C-12
(Ref. 4-4404)

Health care encounters, including medical and mental health interviews, ex-
aminations, and procedures, should be conducted in a setting that respects the
offenders’ privacy.

Comment: When possible offenders should be provided a same-sex escort except
in emergency health care situations.

Protocols: Written policy and procedure. Facility specifications.

Process Indicators: Observation. Interviews.

If Telehealth is used for patient encounters, the plan includes policies for:

* patient consent

* confidentiality/protected health information

* documentation

* integration of the report of the consultation into the primary health care record

Comment: None.

Protocols: Written police and procedure. Telehealth contract agreement. Consent
or authorization forms.

Process Indicators: Offender health records. Completed consent forms. Interviews.

A transfer that results in an offender’s placement in a non-correctional facil-
ity or in a special unit within the facility or agency, specifically designated for
the care and treatment of the severely mentally ill or developmentally disabled
follows due process procedures as specified by federal, state, and local law
prior to the move being effected. In emergency situations, a hearing is held as
soon as possible after the transfer.

Comment: The following are generally accepted as due process procedures: written
notice to the offender of the proposed transfer; a hearing for the offender, with the
right (unless limited for good cause) to call and cross examine witnesses; a decision
by an independent official not involved in treatment of the offender, with a statement
of the reasons for transfer; and an independent adviser to assist the offender facing
transfer.

Protocols: Written policy and procedure. Federal, state and local law.

Process Indicators: Offender health records. Transfer logs. Interviews.
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Use of Restraints

5-ACI-6C-13
(Ref. 4-4405)

Sexual Assault

5-ACI-6C-14
(Ref. 4-4406)

(MANDATORY) The use of restraints for medical and psychiatric purposes is
defined, at a minimum by the following:

* conditions under which restraints may be applied
* types of restraints to be applied

* identification of a qualified medical or mental health care practitioner who
may authorize the use of restraints after reaching the conclusion that less
restrictive measures would not be successful

* monitoring procedures for offenders in restraints
* length of time restraints are to be applied

¢ documentation of efforts for less restrictive treatment alternatives as soon
as possible
e an after-incident review

Comment: Written policy should identify the authorization needed and when,
where, and how restraints may be used and for how long.

Protocols: Written policy and procedure. Monitoring form.

Process Indicators: Offender health records. Restraint logs. Completed monitoring
forms. List of providers authorized to order restraints. Interviews.

(MANDATORY) Victims of sexual assault are referred under appropriate secu-
rity provisions to a community facility for treatment and gathering of evidence,
or if these procedures are performed in-house, the following guidelines are used:

* a history is taken by health care professionals who conduct an examination to doc-
ument the extent of physical injury and to determine if referral to another medical
facility is indicated. With the victim’s consent, the examination includes the collec-
tion of evidence from the victim, using a kit approved by the appropriate authority

* provision is made for testing of sexually transmitted diseases (for example,
HIV, gonorrhea, hepatitis, other diseases) and counseling, as appropriate

* prophylactic treatment and follow-up for sexually transmitted diseases are
offered to all victims, as appropriate

* following the physical examination, there is availability of an evaluation by a
mental health professional to assess the need for crisis intervention counseling
and long-term follow-up. A report is made to the facility or program administra-
tor or designee to assure separation of the victim from his or her assailant

Comment: None.

Protocols: Written policy and procedure. Referral documents.

Process Indicators: Completed referral forms. Medical records. Classification records.
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Exercise

5-ACI-6C-15
(Ref. 4-4407)

Exercise areas are available to meet exercise and physical therapy require-
ments of individual offender treatment plans.

Comment: None.
Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Documentation of opportunity for exercise. Movement sched-
ules and logs. Observation. Interviews.

Offender’s Death

5-ACI-6C-16
(Ref. 4-4425)

Authorities having jurisdiction are promptly notified of an offender’s death.
Procedures specify and govern the actions to be taken in the event of the death
of an offender.

Comment: The medical examiner or coroner should be notified of the offender’s
death immediately. A postmortem examination should be performed if the cause of
death is unknown, if the death occurred under suspicious circumstances, or if the
offender was not under current medical care.

Protocols: Written policy and procedure.

Process Indicators: Documentation of actions taken.
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6D. - PERFORMANCE STANDARD: PERFORMANCE IMPROVEMENT

Health care services are evaluated and continually improved.

OUTCOME MEASURES:

(1

2)
3)

“4)
)

(6)

Number of problems identified by quality assurance program that were corrected during a twelve
(12) month period divided by the number of problems identified by quality assurance program
during a twelve (12) month period.

Number of high-risk events or adverse outcomes identified by the quality assurance program during
a twelve (12) month period.

Number of offender suicide attempts in the past twelve (12) months divided by average daily popu-
lation

Number of offender suicides in the past twelve (12) divided by average daily population.

Number of unexpected natural deaths in the past twelve (12) months divided by Total number of
deaths in the same reporting period.

Number of serious medication errors in the past twelve (12) months.

Quarterly Meetings

5-ACI-6D-01 The health authority meets with the facility or program administrator at least
(Ref. 4-4408) quarterly and submits quarterly reports on the health services system and

4-4409

health environment, and submits plans to address issues raised.

Comment: Minutes of the quarterly administrative meetings may be used to meet
the requirements for a quarterly report. The report should address topics such as
the effectiveness of the health care system, a description of any environmental fac-
tors that need improvement, changes effected since the last reporting period, and, if
needed, recommended corrective action. The health authority should report imme-
diately any condition that poses a danger to staff or offender health and safety.

Protocols: Written policy and procedure.

Process Indicators: Documentation of meetings. Quarterly reports. Interviews.

Deleted January 2016
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Internal Review and Quality Assurance

5-ACI-6D-02
(Ref. 4-4410)

(MANDATORY) A system of documented internal review will be developed
and implemented by the health authority. The necessary elements of the sys-
tem will include:

* participating in a multidisciplinary quality improvement committee
* collecting, trending, and analyzing of data combined with planning, inter-
vening, and reassessing

* evaluating defined data, which will result in more effective access, improved
quality of care, and better utilization of resources

* onsite monitoring of health service outcomes on a regular basis through:

a) chart reviews by the responsible physician or his or her designee,
including investigation of complaints and quality of health records
b) review of prescribing practices and administration of medication
practices
¢) systematic investigation of complaints and grievances
d) monitoring of corrective action plans
* reviewing all deaths in custody, suicides or suicide attempts, and illness
outbreaks
* implementing measures to address and resolve important problems and
concerns identified (corrective action plans)
* reevaluating problems or concerns to determine objectively whether the
corrective measures have achieved and sustained the desired results
* incorporating findings of internal review activities into the organization’s
educational and training activities
* maintaining appropriate records (in other words, meeting minutes) of in-
ternal review activities
* issuing a quarterly report to be provided to the health services administra-
tor and facility or program administrator of the findings of internal review
activities
* requiring a provision that records of internal review activities comply with
legal requirements on confidentiality of records

Comment: Reports can be facilitated by regular participation of the facility or pro-
gram administrator, health administrator, and responsible physician. Consider hav-
ing a physician as the supervisor of the program.

Protocols: Written policy and procedure. Record review format.

Process Indicators: Documentation of completed record review. Quality improve-
ment committee minutes. Quarterly report. Interviews.
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Peer Review

5-ACI-6D-03
(Ref. 4-4411)

Staffing

5-ACI-6D-04
(Ref. 4-4412)

(MANDATORY) A documented peer review program for all health care prac-
titioners/providers and a documented external peer review program will be
utilized for all physicians, psychologists, and dentists every two years.

Comment: The credentialing and privileging process is an integral part of assuring
the competence of the providers for the inmate patients they treat. This should be
routine every two years with an ability to have an immediate review if problems
of practice arise. Immediate reviews are serious and only should be permitted by
a careful decision of the most senior physician responsible for the system or in-
stitution. A mechanism for patient care complaints, observations by other health
services providers, security, or other nonmedical providers should be established
so that the responsible physician can call a panel of independent physicians to re-
view the practice and practice patterns of the physician on whom the complaint(s)
has (have) been made. The investigation and its findings are confidential in most
states by statute. The responsible physician should receive the report, take indi-
cated action, and be prepared to demonstrate to the auditors, within the confines
of confidentiality, the process, process indicators, and the actions available (for
example, termination of the physician, required education in an area, prohibition
against seeing a type of disease entity without another physician, and so forth). It
is important that the auditors appreciate that the process is real and meaningful and
that peer review is not simply a paper trail without substance.

Protocols: Written policy and procedure. Written agreements or contract.

Process Indicators: Signed agreements or contracts. Peer review reports.

The facility uses a health care staffing analysis to determine the essential po-
sitions needed to perform the health services mission and provide the defined
scope of services. A staffing plan is developed and implemented from this anal-
ysis. There is an annual review of the staffing plan by the health authority to
determine if the number and type of staff is adequate.

Comment: Adequate staffing is based on variables such as facility size and config-
uration, location, and offender type. The staffing analysis is used to determine the
types and numbers of staff needed to provide a defined scope of services (medical,
dental, mental health, and infirmary).

Protocols: Written policy and procedure. Health care staffing analysis.

Process Indicators: Staffing plan. Documentation of annual review.
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Health Records

5-ACI-6D-05
(Ref. 4-4413)

The health record file (paper and/or electronic) is complete and contains the
following items filed in a uniform manner:

* patient identification on each sheet

* a completed receiving screening form

* health appraisal data forms

* a problem summary list

* a record of immunizations

» all findings, diagnoses, treatments, and dispositions

* arecord of prescribed medications and their administration records,
if applicable

* laboratory, x-ray, and diagnostic studies
* the place, date, and time of health encounters

* health service reports (for example, emergency department, dental, mental
health, telemedicine, or other consultations)

¢ an individualized treatment plan, when applicable
* progress reports
* a discharge summary of hospitalization and other termination summaries

* a legible signature (includes electronic) and the title of the provider (may
use ink, type, or stamp under the signature)

e consent and refusal forms
¢ release of information forms

The method of recording entries in the records, the form and format of the
records, and the procedures for their maintenance and safekeeping are ap-
proved by the health authority. The health record is made available to, and is
used for documentation by, all practitioners.

Comment: The receiving screening form should become a part of the record at the
time of the first health encounter.

Protocols: Policy and procedure. Health record forms.

Process Indicators: Completed health records. Documentation of approval by
health authority. Interviews.
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Transfers

5-ACI-6D-06
(Ref. 4-4414)

Non-emergency offender transfers require the following:

* health record confidentiality to be maintained

* summaries, originals, or copies of the health record accompany the of-
fender to the receiving facility. Health conditions, treatments, and allergies
should be included in the record.

* determination of suitability for travel based on medical evaluation, with
particular attention given to communicable disease clearance

* written instructions regarding medication or health interventions required
en route should be provided to transporting officers separate from the med-
ical record

* specific precautions (including standards) to be taken by transportation
officers (for example, masks and gloves)

A medical summary sheet is required for all inter- and intra-system transfers
to maintain the provision of continuity of care. Information included does not
require a release-of-information form.

Inmates confined within a correctional complex with consolidated medical
services do not require health screening for intra-system transfers.

Comment: Transfers may be permanent or temporary (for consultative or diagnos-
tic services).

Protocols: Written policy and procedure. Transfer and transportation form(s).

Process Indicators: Offender health records. Completed forms. Observation. Inter-
views.

Inactive Records

5-ACI-6D-07
(Ref. 4-4415)

Inactive health record files are retained as permanent records in compliance
with the legal requirements of the jurisdiction. Health record information is
transmitted to specific and designated physicians or medical facilities in the
community upon the written request or authorization of the offender.

Comment: Requirements for records on juveniles may vary from those for adults.
Protocols: Written policy and procedures. Offender authorization forms.

Process Indicators: Completed written requests. Completed offender authorization
forms.
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Goals and Objectives

5-ACI-6D-08
(Ref. 4-4422)

5-ACI-6D-09
(Ref. 4-4423)

5-ACI-6D-10
(Ref. 4-4424)

The medical program has established measurable goals and objectives that
are reviewed at least annually and updated, as needed.

Comment: None.
Protocols: Written policy and procedure. Written long-range goals and policies.
Format for periodic review and reporting. Bylaws and constitution. Budget and

planning documents. Administrative manual.

Process Indicators: An annual report. Board meeting minutes. Documentation of
an annual review. Monthly and quarterly reports.

There is an internal system for assessing the achievement of goals and ob-
jectives and that documents findings. Program changes are implemented, as
necessary, in response to findings.

Comment: Operations and programs should be implemented as outlined in the pol-
icies and procedures. An audit system providing timely and periodic assessment of
the various agency operations will reveal the degree of compliance. The internal
administrative audit should exist apart from any external or continuing audit con-
ducted by other agencies.

Protocols: Written policy and procedure. Internal monitoring system and forms.
Inspection forms.

Process Indicators: Completed inspection or internal audit reports. Documentation
of corrective actions taken.

Each policy, procedure, and program in the health care delivery system is re-
viewed at least annually by the appropriate health care authority and revised,
if necessary.

Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Documentation of annual review. Documentation of any nec-
essary revisions.
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6E. - PERFORMANCE STANDARD: SAFETY, SANITATION, AND
OFFENDER HYGIENE

The facility or program is safe and sanitary. Appropriate services and
supplies are provided to promote the maintenance of acceptable
levels of offender hygiene.

Clothing

5-ACI-6E-01
(Ref. 4-4416)

Bathing

5-ACI-6E-02
(Ref. 4-4417)

Washbasins

5-ACI-6E-03
(Ref. 4-4418)

When standard issued clothing presents a security or medical risk (for exam-
ple, suicide observation), provisions are made to supply the offender with a
security garment that will promote offender safety in a way that is designed to
prevent humiliation and degradation.

Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Documentation of security garment use. Interviews.

There are sufficient bathing facilities in the medical housing unit and infirma-
ry area to allow offenders housed there to bathe daily.

Comment: At least one bathing facility should be configured and equipped to ac-
commodate offenders who have physical impairment or who need assistance to
bathe.

Protocols: Policy and procedure. Facility plans/specifications.

Process Indicators: Activity log. Observation. Interviews.

Offenders have access to operable washbasins with hot and cold running wa-
ter in the medical housing unit or infirmary area at a minimum ratio of one
basin for every 12 occupants, unless state or local building or health codes
specify a different ratio.

Comment: None.

Protocols: Policy and procedure. Facility plans/specifications. State or local build-
ing or health codes.

Process Indicators: Documentation of ratio. Observation.
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Toilets

5-ACI-6E-04
(Ref. 4-4419)

Offenders have access to toilets and hand-washing facilities 24 hours per day
and are able to use toilet facilities without staff assistance when they are con-
fined in the medical housing unit or in the infirmary area. Toilets are provided
at a minimum ratio of 1 for every 12 offenders in male facilities and 1 for every
8 offenders in female facilities. Urinals may be substituted for up to one-half
of the toilets in male facilities. All housing units with three or more offenders
have a minimum of 2 toilets. These ratios apply unless state or local building
or health codes specify a different ratio.

Comment: The standard ensures the availability of toilets and requires a measure
of privacy and control for users. At the same time, the standard provides flexibility
for designers and managers, who have increased options for “dry” cells if toilet
facilities are accessible by other means (for example, pushbutton locks on cells
for use during night hours). Creative design approaches may increase privacy and
decrease management problems associated with congregate facilities.

Protocols: Policy and procedure. Facility plans/specifications. State or local build-
ing or health codes.

Process Indicators: Documentation of ratio. Observation.

Injury Prevention

5-ACI-6E-05
(Ref. 4-4420)

4-4421

There is a written plan to address offender and staff injury prevention. The
plan is based on an analysis of the facility’s injury experience and includes
methods for identification of problems and preventive or corrective measures.

Comment: Offender injuries may be intentional or unintentional.

Protocols: Policy and procedure. Facility plans/specifications. State or local build-
ing or health codes.

Process Indicators: Documentation of ratio. Observation. Interviews.

Deleted January 2006
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/. Inmate Programs

For Work, Correctional Industries, Vocational and Academic pro-
grams, the expected practices in performance standards 7A and 7B
apply to reception and diagnostic centers with an average offender
length of stay of 90 days or longer or, with a cadre of offenders who
are expected to serve more than 90 days of confinement within the
facility or for those sentences offenders awaiting transfer to another
facility whose stay exceeds 90 Days.

7A. - Performance Standard: Work and Correctional Indusiries

Work and correctional industries programs incorporate work con-
ditions that reflect jobs in equivalent work categories outside of the
institution.

OUTCOME MEASURES:

(1) The number of academic/vocational educational program slots available in the past 12 months
divided by the average daily population in the past 12 months.

(2) The average number of offenders with full time work/program assignments in the past 12 months
divided by the average number of offenders eligible for work assignment in the past 12 months.

Inmate Work Plan
5-ACI-7A-01 The institution maintains a written plan for full-time work and/or program
(Ref. 4-4448) assignments for all inmates in the general population. The plan also provides
for employment for inmates with disabilities.
Comment: None.

Protocols: Written policy and procedure.

Process Indicators: Work plan and schedule. Inmate training materials. Observa-
tion. Inmate interviews. Documentation of work performed.
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5-ACI-7A-02
(Ref. 4-4449)

Written policy, procedure, and practice can require all eligible inmates to
work unless assigned to an approved education or training program. Inmates
have the option of refusing to participate in any rehabilitation or treatment
program except adult basic education and programs required by statute or
ordered by the sentencing court or paroling authority.

Comment: All eligible inmates are expected to participate in work assignments,
adult basic education programs, and programs ordered by the sentencing court or
paroling authority or required by statute. Failure to participate in programs may
result in administrative action.

Protocols: Written policy and procedure. Applicable statutes.

Process Indicators: Inmate records. Inmate rules/handbook.

4-4450 Deleted July 2012
Work Opportunities
5-ACI-7A-03 The institution provides a variety of work assignments that afford inmates )

(Ref. 4-4451)

5-ACI-7A-04
(Ref. 4-4452)

an opportunity to learn job skills and develop good work habits and attitudes
that they can apply to jobs after they are released.

Comment: Whenever possible, inmates should gain work experience relevant to
the current job market; assignments for female inmates should expand beyond the
traditional tasks assigned to women.

Protocols: Written policy and procedure.

Process Indicators: Observation. Inmate interviews. Documentation of work per-
formed. Work plan and schedule. Inmate training materials.

The facility provides opportunities for inmate employment in either correc-
tional industries, facility maintenance, operations, public works, or communi-
ty projects.

Comment: Inmates can do many necessary jobs related to maintenance and facility
operations. Inmates may be assigned to construction work, conservation projects,
or other work financed by public funds. These programs may be housed separately
from the main facility. Staff supervising such inmates should be trained for such an
assignment,

Protocols: Written policy and procedure. Applicable laws and regulations.

Process Indicators: Program records. Staff training curriculum. Staff training record.
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Performance Standard 7A: Work and Correctional Industries

5-ACI-7A-05
(Ref. 4-4453)

5-ACI-7A-06
(Ref. 4-4454)

Written policy, procedure, and practice provide that the staff operating in-
mate work programs use the advice and assistance of labor, business, and in-
dustrial organizations to assist in providing skills relevant to the job market.

Comment: The institution should actively pursue cooperation from labor and in-
dustry to help plan and evaluate its work programs and assist in work release, job
training, and job placement. The establishment of advisory boards or joint councils
should be considered.

Protocols: Written policy and procedure. List of resources utilized.

Process Indicators: Documentation of resources utilized.

Written policy, procedure, and practice provide that the inmate workday ap-
proximates the workday in the community.

Comment: The number and duration of inmate work-day interruptions should be
minimized as much as possible through rescheduling of staff assignments and in-
mate activities.

Protocols: Written policy and procedure. Competency measurement and recogni-
tion materials.

Process Indicators: Work schedule. Work records. Facility logs and records. In-
mate records. Inmate interviews. Documentation of competency recognition.

Work, Health, and Safety Standards

5-ACI-7A-07
(Ref. 4-4455)

(MANDATORY) Written policy, procedure, and practice provide that all in-
stitutional work, industry, and vocational education programs meet minimum
applicable federal, state, or local work, health, and safety standards. There
is documentation that the programs are inspected by federal, state, or local
health and safety officials at least annually. The programs also are inspected
weekly by qualified departmental staff and monthly by a safety officer.

Comment: The annual inspection can be conducted by a central office or regional
safety inspector or by local qualified safety officials. Weekly inspections must be
conducted by the institution’s safety officer or by the industries/shop administrative
staff; the duty officer may not conduct these inspections unless qualified to do so.

Protocols: Written policy and procedure. Applicable laws and regulations.
Process Indicators: External inspection reports, completed forms, including docu-

mentation that identified deficiencies were corrected. Work records. Inmate inter-
views. Staff interviews.
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Correctional Industries

5-ACI-7A-08
(Ref. 4-4456)

5-ACI-7A-09
(Ref. 4-4457)

5-ACI-7A-10
(Ref. 4-4458)

Where an industries program exists, there will be a statute and/or written pol-
icy and procedure that authorizes the establishment of an industries program
and delineates the areas of authority, responsibility, and accountability for the
program.

Comment: None.

Protocols: Written policy and procedure. Statute or policy authorizing program.

Process Indicators: Organizational chart.

Written policy, procedure, and practice provide that the security and program
determinations necessary for any individual to be eligible for industries work
are made by the classification committee.

Comment: Appropriate industries staff should evaluate and choose from the pool of
potential employees made available by the classification committee. Responsibility
for separation of inmates based on work performance resides with the industries
supervisor and is subject to review by the institution’s industries manager and to
applicable due process standards and procedures. Separation for reasons not re-
lated to job performance should be done by appropriate classification through the
appropriate institutional committee. Inmates separated should be referred to the
classification committee for reassignment.

Protocols: Written policy and procedure. Classification process.

Process Indicators: Inmate records. Staff interviews.

Written policy, procedure, and practice provide that the number of inmates
assigned to industries operations meet the realistic workload needs of each
industries operating unit.

Comment: To ensure that realistic working conditions prevail, the industries man-
agement should determine the number of workers necessary to handle the work-
load. Job descriptions outlining responsibilities and performance expectations
should be available for each job.

Protocols: Written policy and procedure.

Process Indicators: Work plan and schedule. Workload calculations. Observation.
Inmate interviews. Documentation of work records.
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5-ACI-7A-11
(Ref. 4-4459)

5-ACI-7A-12
(Ref. 4-4460)

Each industries operating unit has a written quality control procedure that
provides for raw material, in-process, and final product inspection.

Comment: Quality control plans should include product specifications and toler-
ances or dimensions as well as production techniques, along with the use of appro-
priate measures for determining conformance to those standards. The plans should
also stress periodic inspections throughout the entire production process, including
inspection of the finished product, whether such inspections are of a random or
statistical sampling or of all products made. Quality control records should be
maintained and used for training purposes.

Protocols: Written policy and procedure. Quality control plan.

Process Indicators: Quality control records. Observation.

A cost accounting system for each operating industries unit is designed, im-
plemented, and maintained in accordance with generally accepted accounting
principles.

Comment: The cost accounting system should be based on a chart of accounts
and a general ledger that generate data for other fiscal reports. The system should
include a means for recording and allocating the direct and indirect costs and the
administrative overhead for each operating unit.

Protocols: Written policy and procedure.

Process Indicators: Financial records. Cost accounting system.

Inmate Compensation

5-ACI-7A-13
(Ref. 4-4461)

Written policy, procedure, and practice require that inmates are compensated
for work performed. Incentives such as monetary compensation, special hous-
ing, extra privileges, and good time credits should be distributed according to
written guidelines.

Comment: Inmates should be compensated so that they can make purchases from
the canteen and accumulate funds to assist them upon their release from incarcer-
ation.

Protocols: Written policy and procedure.

Process Indicators: Inmate compensation plan. Documentation of inmate compen-
sation.
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5-ACI-7A-14
(Ref. 4-4462)

5-ACI-7A-15
(Ref. 4-4463)

5-ACI-7A-15
(Ref. 4-4463)
Revised January 2020

Private industries on the institution grounds employing inmates in positions
normally filled by private citizens pay inmates the prevailing wage rate for the
position occupied.

Comment: Reimbursement to the institution for room and board may be required.

Protocols: Written policy and procedure.

Process Indicators: Inmate compensation plan. Documentation of inmate compen-
sation.

Written policy, procedure, and practice provide that inmates employed in the
community by public or private organizations in positions normally occupied
by private citizens are compensated at the prevailing wage rate for the posi-
tion occupied. Inmates receiving such compensation reimburse the jurisdic-
tion for a reasonable share of its cost in maintaining them.

Comment. Compensation, whether as part of a work release program or an outside
work assignment plan, should include all fringe benefits.

Protocols: Written policy and procedure. Inmate compensation plan.

Process Indicators: Documentation of reimbursement.

(Effective NLT July 1, 2021) Written policy, procedure, and practice provide
that inmates employed in the community by public or private organizations
in positions normally occupied by private citizens may be compensated at the
prevailing wage rate for the position occupied. Inmates receiving such com-
pensation may be required to reimburse the jurisdiction for a reasonable share
of its cost in maintaining them.

Comment: Prevailing wage is only required when an inmate-produced product is
sold into interstate commerce, per Federal PIECP legislation.

Protocols: Written Policy and procedure. Inmate compensation plan.

Process Indicators: Documentation of reimbursement.
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7B. - PERFORMANCE STANDARD: ACADEMIC AND VOCATIONAL
EDUCATION

The facilities academic and vocational education programs im-
prove the educational levels of assigned offenders and participate
in program accreditation, promote staff professional certification,
incorporate community resources and participate in internal and
external peer review.

OUTCOME MEASURES:

(1) The number of academic/vocational slots available divided by the average daily population in the
past 12 months.

(2) The number of offenders who passed the General Equivalency Diploma (HI Set) exams while
confined in the past 12 months divided by the average daily population in the last 12 months.

(3) The number of academic/vocational competency certificates issued in the past 12 months divided
by the number of program slots available in the past 12 months.

Comprehensive Education Program

5-ACI-7B-01 Written policy, procedure, and practice provide for a comprehensive education
(Ref. 4-4464) program, available to all inmates who are eligible that includes the following:

* educational philosophy and goals
e communication skills

* general education

* basic academic skills

* GED preparation

* special education

* vocational education

* postsecondary education

* other education programs that are consistent with the needs of the institu-
tional and inmate population

Comment: A needs assessment of the institutional population is used to determine
the type and number of programs needed to meet identified needs. A comprehen-
sive education program may include other components in such areas as English
as a second language, social and living skills, health education, pre-employment
training, occupational training, and computer literacy.

Protocols: Written policy and procedure.

Process Indicators: Needs assessment. Program plan. Documentation that programs
meet the needs of the inmate population. Program records. Inmate interviews.
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4-4465

5-ACI-7B-02
(Ref. 4-4466)

5-ACI-7B-03
(Ref. 4-4467)

4-4468

5-ACI-7B-04
(Ref. 4-4469)

Deleted January 2012

There is a written, standardized, competency-based curriculum supported by
appropriate materials and classroom resources.

Comment: Standardization of curriculum assists in monitoring student progress
from class to class or between institutions. Emphasis should be on individual stu-
dent progress as measured by observable or assessable instructional objectives.
Programmed instruction, teaching machines, and educational television may be
used in addition to traditional teaching methods.

Protocols: Written policy and procedure.

Process Indicators: Curriculum. Documentation of materials and classroom resources.
Observation.

Vocational training programs are integrated with academic programs and are
relevant to the vocational needs of the inmate population and to employment
opportunities in the community. For reception and diagnostic centers, the
standard only applies as follows:

1. To reception and diagnostic centers with an average offender length of stay
of 90 days or longer

2. To reception and diagnostic centers with a cadre of offenders who are ex-
pected to serve more than 90 days of confinement within the facility or for
those sentenced offenders awaiting transfer to another facility whose stay
exceeds 90 days.

Comment: None.
Protocols: Written policy and procedure.
Process Indicators: Needs assessment. Program plan. Documentation that pro-

grams are relevant to the vocational needs of the inmate population and to employ-
ment opportunities in the community. Program records. Inmate interviews.

Deleted January 2012

The institution uses business, industry, and community resources in develop-
ing academic and/or vocational education programs for selected inmates.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Vocational education program plan. Documentation of resources
used in developing programs. Program records. Staff interviews.
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Certification and Evaluation

5-ACI-7B-05
(Ref. 4-4470)

5-ACI-7B-06
(Ref. 4-4471)

Written policy, procedure, and practice provide that the academic and voca-
tional education programs are recognized, certified, or licensed by the state
department of education or other recognized agency having jurisdiction. Pro-
grams up to the completion of high school and/or the GED are available at no
cost to inmates.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Credentials. Documentation of recognition, certification or li-
censure. Education plan.

Written policy, procedure, and practice provide for a system whereby the aca-
demic and vocational training programs are assessed against stated objectives
by qualified individuals, professional groups, and trade associations; this as-
sessment is done at least every three years.

Comment: Such assessment ensures the institution’s academic and vocational train-
ing programs are accepted by licensing boards and trade associations, and helps
indicate which programs should be expanded and which should be revised.

Protocols: Written policy and procedure.

Process Indicators: Documentation of assessment.

Staffing Policies and Practices

5-ACI-7B-07
(Ref. 4-4472)

All academic and vocational education personnel are certified by a state de-
partment of education or other comparable authority.

Comment: All teachers, supervisors, and administrators should be certified and
should receive additional training to meet the special needs of inmates. Policies
should also provide for emergency or temporary certification to facilitate hiring
qualified personnel who lack complete or current certification.

Protocols: Written policy and procedure.

Process Indicators: Credentials. Documentation of certification.
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5-ACI-7B-08
(Ref. 4-4473)

Academic and vocational personnel policies and practices are comparable to
local jurisdictions or other appropriate jurisdictions.

Comment: Personnel practices should be similar to those of the public schools in
the locality of the institution.

Protocols: Written policy and procedure.

Process Indicators: Documentation of similarity. Comparison format.

Inmate Assessment and Placement

5-ACI-7B-09
(Ref. 4-4474)

5-ACI-7B-10
(Ref. 4-4475)

5-ACI-7B-11
(Ref. 4-4476)

Written policy, procedure, and practice provide for a system of academic and
vocational counseling as well as initial screening, assessment, and evaluation
to determine each inmate’s educational needs.

Comment: There should be a systematic procedure for screening, assessment, and
evaluation at intake, including appropriate standardized testing, so that each in-
mate can be placed in appropriate educational programs. Staff should be qualified
to interpret tests and decide when additional testing is needed.

Protocols: Written policy and procedure.

Process Indicators: Needs assessment. Documentation of system provided to de-
termine educational needs.

Provision is made to meet the educational and vocational needs of inmates who
require special placement because of physical, mental, emotional, or learning
disabilities.

Comment: Inmates should be placed in educational and vocational programs com-
mensurate with their abilities, needs, and interests. Remedial services and certified
special education teachers should be provided, where applicable.

Protocols: Written policy and procedure.

Process Indicators: Needs assessment. Program plan. Documentation of provision
made to meet needs. Program records. Inmate interviews.

The educational program allows for flexible scheduling that permits inmates
to enter at any time and to proceed at their own learning pace.

Comment: “Flexible scheduling” is open-entry, open-exit instruction, with empha-
sis on individualized instruction. If a program has no vacancies, inmates may be
placed on a waiting list.

Protocols: Written policy and procedure.

Process Indicators: Education plan. Inmate education records. Inmate interviews.
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5-ACI-7B-12
(Ref. 4-4477)

Written policy, procedure, and practice provide that comprehensive education
programs are available to all eligible inmates at a time when the majority can
take advantage of the programs.

Comment: Educational programs should not have to compete with work assign-
ments, visitation, counseling, and so forth, but should be offered at off-peak pro-
gram hours, in the evenings, and on weekends. Encouragement to participate
should be provided by using a reward system and limiting barriers to attendance.

Protocols: Written policy and procedure.

Process Indicators: Documentation of education programs schedule. Inmate interviews.

Coordination with other Programs and Services

5-ACI-7B-13
(Ref. 4-4478)

5-ACI-7B-14
(Ref. 4-4479)

The education program coordinates with other institutional services to pro-
vide instruction in functional social skills.

Comment: Social skills include consumer activities, life skills, and parenting/fam-
ily life. Courses should be coordinated with social services, leisure-time activities,
and religious programs, as well as in a comprehensive social skills development
program.

Protocols: Written policy and procedure.

Process Indicators: Documentation of coordination with other institutional ser-
vices. Staff interviews.

Written policy, procedure, and practice govern the maintenance and handling
of educational/vocational records. Students’ rights to privacy and confidenti-
ality in accordance with state and federal law should be maintained.

Comment: Academic/vocational information should become a part of the master
file and be transferred when offenders are moved to other institutions or relocated
in the community during prerelease. Accurately maintained student files and re-
cords are part of staff accountability and are essential for program needs, assess-
ments, and evaluations.

Protocols: Written policy and procedure.

Process Indicators: Offender records.
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5-ACI-7B-15 Written policy, procedure, and practice provide incentives for educational
(Ref. 4-4480) and/or vocational participation and formal recognition of specific accomplish-
ments.

Comment: Recognition of academic and vocational achievements, such as certi-
fication or graduation, is helpful to inmates and provides general support for ed-
ucational programs. Incentives may include pay, access to preferred jobs and/or
educational programs, or other special privileges.

Protocols: Written policy and procedure.

Process Indicators: Incentive plan. Documentation of recognition. Documentation
of inmate compensation. Inmate records.

228 Adult Correctional Institutions, Fifth Edition



Performance Standard 7C: Recreation and Activities

7C. - PERFORMANCE STANDARD: RECREATION AND ACTIVITIES

Recreation and similar leisure activities are provided to reduce idle-
ness, provide opportunities for skill acquisition, promote healthy ac-
tivities and foster positive group interaction.

Comprehensive Recreational Program

5-ACI-7C-01
(Ref. 4-4481)

Written policy, procedure, and practice provide for a comprehensive recre-
ational program that includes leisure-time activities and outdoor exercise.

Comment: Varied forms of recreation (for example, activities in the yard, library,
and auditorium) should be designed to consider inmates’ recreational interests.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Facility logs. Inmate interviews. Observation.

Program Coordination and Supervision

5-ACI-7C-02
(Ref. 4-4482)

5-ACI-7C-03
(Ref. 4-4483)

The education and experience of the recreation program supervisor are taken
into consideration by the appointing authority in determining appointment
to the position. These include education, correctional experience, training in
recreation and/or leisure activities and the ability to supervise the program. In
institutions with more than 100 inmates, the position is full-time.

Comment: To ensure a high-quality leisure services program, it is important to
have an administrator with training specific to recreation and/or leisure activities.
This position may be filled by a volunteer or contract personnel.

Protocols: Written policy and procedure.

Process Indicators: Job description. Documentation of education and experience.

Written policy, procedure, and practice provide for the selection, training, and
use of inmates as recreation program assistants.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Documentation of training.
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Equipment and Facilities

5-ACI-7C-04
(Ref. 4-4484)

Facilities and equipment suitable for the planned leisure activities are avail-
able in proportion to the inmate population and are maintained in good con-
dition.

Comment: Facilities should include the following: an outdoor recreation area; a
gymnasium with seats for spectators; an auditorium with stage equipment; game
rooms and games such as table tennis, shuffieboard, chess, checkers, cards, and so
forth; weightlifting apparatus and other physical-fitness conditioning equipment
and space for their use; locker rooms, showers, and dressing rooms; a music room;
and space for arts, crafts, and hobbies. All equipment should be inspected regularly
and repaired or replaced as necessary. Guidelines for facilities and equipment are
available from the National Recreation and Park Association.

Protocols: Written policy and procedure. Facility plans/specifications.
Process Indicators: Housekeeping plan. Maintenance plan. Observations. Inspec-

tion reports. Completed forms, including documentation that identified deficien-
cies were corrected.

Interaction with the Community

5-ACI-7C-05
(Ref. 4-4485)

Written policy, procedure, and practice provide for interaction with the com-
munity through various activities.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Community activity plan. Activities record.

Inmate Activities

5-ACI-7C-06
(Ref. 4-4486)

Written policy, procedure, and practice provide for activities that are initiated
by inmates and carried out under staff supervision.

Comment: Inmate activities include inmate publications, arts and crafts, honor
housing, and ethnic study groups. All inmate activities should be regulated by
written guidelines that define the activity’s purpose and scope. Provision should be
made for staff supervision of all activities.

Protocols: Written policy and procedure.

Process Indicators: Curriculum. Documentation of materials and classroom re-
sources. Observation.
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7D. - PERFORMANCE STANDARD: MAIL, TELEPHONE AND VISITING

The maintenance of family and community ties through the provi-
sion of comprehensive mail, telephone and visiting services is criti-
cal to stable institutional adjustment and improves opportunities for
successful reintegration.

Mail

Inmate Correspondence

5-ACI-7D-01
(Ref. 4-4487)

5-ACI-7D-02
(Ref. 4-4488)

5-ACI-7D-03
(Ref. 4-4489)

Written policy and procedure govern inmate correspondence.

Comment: All regulations concerning inmate correspondence should be specified
in writing and made available to staff members, inmates, and their correspondents.

Protocols: Written policy and procedure.

Process Indicators: Documentation of notification of correspondents. Inmate hand-
book.

When the inmate bears the mailing cost, there is no limit on the volume of
letters the inmate can send or receive or on the length, language, content, or
source of mail or publications except when there is reasonable belief that lim-
itation is necessary to protect public safety or institutional order and security.

Comment: The number of approved correspondents for an inmate should be unlim-
ited, and there should be no limit on the number of letters an inmate may send or
receive from approved correspondents. Limits may be placed on the use of mail for
the conduct of an inmate business.

Protocols: Written policy and procedure.

Process Indicators: Observation. Interviews. Documentation of mail sent and re-
ceived.

Written policy, procedure, and practice provide that indigent inmates, as de-
fined in policy, receive a specified postage allowance to maintain community ties.

Comment: An inmate without financial resources should be provided the means
to send a reasonable number of letters per month. Community ties include family,
personal friends, and so on, but not privileged communication to attorney, public
officials, and courts.

Protocols: Written policy and procedure.

Process Indicators: Budget. Documentation of postage provided to indigent inmates.
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Access to Publications

5-ACI-7D-04
(Ref. 4-4490)

Written policy and procedure govern inmate access to publications.
Comment: Policy and procedure should define which publications are allowed in
the institution and how they will be inspected. Restriction as to access should be
related directly to maintenance of institutional order and security.

Protocols: Written policy and procedure.

Process Indicators: Observation. Interview. Documentation of handling of inmate
publications.

Inspection of Letters and Packages

5-ACI-7D-05
(Ref. 4-4491)

Written policy, procedure, and practice provide that inmate mail, both incom-
ing and outgoing, may be opened and inspected for contraband. Mail is read,
censored, or rejected based on legitimate institutional interests of order and
security. Inmates are notified when incoming or outgoing letters are withheld
in part or in full.

Comment: Case law has defined legal limits on censorship of mail. Inmates should
be permitted uncensored correspondence so long as the correspondence poses no
threat to the safety and security of the institution, public officials, or the general pub-
lic and is not being used to further illegal activities. When inmate mail is censored
or rejected, the inmate or author should be notified of the reasons for the action and
have an opportunity to appeal that decision; such appeals should be referred to offi-
cials who did not participate in the original disapproval of the correspondence.

Protocols: Written policy and procedure.
Process Indicators: Forms. Mail logs and records. Documentation of justification

for reading, censoring, or rejecting mail. Documentation that inmates are notified
when mail is withheld. Inmate interviews. Observation.
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5-ACI-7D-06
(Ref. 4-4492)

5-ACI-7D-07
(Ref. 4-4493)

5-ACI-7D-08
(Ref. 4-4494)

Written policy, procedure, and practice specify that inmates are permitted to
send sealed letters to a specified class of persons and organizations, including
but not limited to the following: courts; counsel; officials of the confining au-
thority; state and local chief executive officers; administrators of grievance
systems; and members of the paroling authority. Staff, in the presence of the
inmate, may be allowed to inspect outgoing privileged mail for contraband
before it is sealed. Mail to inmates from this specified class of persons and
organizations may be opened only to inspect for contraband and only in the
presence of the inmate, unless waived in writing, or in circumstances, which
may indicate contamination.

Comment: Suspicious mail may include packages and letters unusual in appear-
ance, or which appear different from mail normally received or sent by the individ-
ual; packages and letters of a size or shape not customarily received or sent by the
individual; packages and letters with a city and/or state postmark that is different
from the return address; or packages and letters leaking, stained, or emitting a
strange or unusual odor, or which have a powdery residue.

Protocols: Written policy and procedure.

Process Indicators: Observation. Inmate handbook. Staff and inmate interviews.
Mail records and logs.

Written policy, procedure, and practice provide for the inspection of inmate
letters and packages to intercept cash, checks, and money orders.

Comment: Cash, checks, and money orders should be removed from incoming
mail and credited to the inmate’s account. They should also be removed from out-
going mail and disposed of appropriately. Any interception should be documented,
with receipts given to both the sender and the addressee.

Protocols: Written policy and procedure.

Process Indicators: Forms. Mail logs and records. Documentation of interception.
Documentation of receipts to sender and the addressee.

Written policy and procedure govern inspection for and disposition of contra-
band.

Comment: The policies and procedures should specify what should be done with
contraband, under what conditions receipts should be given the sender and ad-
dressee, how seizures can be challenged, and when matters should be referred for
prosecution.

Protocols: Written policy and procedure. Format for contraband records.

Process Indicators: Contraband records. Mail logs and records.
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5-ACI-7D-09
(Ref. 4-4495)

Written policy, procedure, and practice require that, excluding weekends and
holidays, or emergency situations, incoming and outgoing letters are held for
no more than 48 hours and packages (if allowed) are held no more than 72
hours.

Comment: Inspection for contraband letters should take no longer than 48 hours to
complete, so that incoming letters should be distributed to inmates and outgoing
letters sent to the post office within 48 hours of receipt. Similarly, inspection of
packages normally should take no longer than 72 hours to complete. The standard
does not prohibit the holding of mail for inmates who are temporarily absent from
the facility (for example, in a hospital or court).

Protocols: Written policy and procedure.

Process Indicators: Mail records and logs.

Forwarding of Mail

5-ACI-7D-10
(Ref. 4-4496)

Telephone

5-ACI-7D-11
(Ref. 4-4497)

Written policy, procedure, and practice provide for forwarding first-class let-
ters and packages after an inmate’s transfer or release.

Comment: All first-class letters and packages should be forwarded provided a for-
warding address is available. If an address is not available, such letters and packag-
es should be returned to the sender. Postal Service policy and procedure should be
made available to inmates.

Protocols: Written policy and procedure.

Process Indicators: Documentation of forwarded mail. Mail logs.

Written policy, procedure, and practice provide for inmate access to public
telephones.

Comment: Inmates should not be denied access to visits with persons of their
choice except when the warden/superintendent or designee can present clear and
convincing evidence that such visitation jeopardizes the safety and security of the
institution or the visitors.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Inmate interviews. Documentation of inmate ac-
cess to telephones.
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5-ACI-7D-12
(Ref. 4-4497-1)

5-ACI-7D-13
NEW Aug. 2018

Written policy, procedure, and practice ensure that offenders have access to
reasonably priced telephone services. Correctional agencies ensure that:

* contracts involving telephone services for offenders comply with all applica-
ble state and federal regulations.

e contracts are based on rates and surcharges that are commensurate with
those charged to the general public for like services. Any deviation from or-
dinary consumer rates reflects actual costs associated with the provision of
services in a correctional setting

* contracts for offender telephone services provide the broadest range of call-
ing options determined by the agency administrator to be consistent with the
requirements of sound correctional management

Comment: When procuring and renewing telephone services, correctional officials
should inquire into the reasons for proposed deviations from standard charges and
seek the best possible rates for the broadest possible range of calling options.

Protocols: Written policy and procedure. State and federal regulations.

Process Indicators: Telephone service contracts.

(Effective NLT October 1, 2020) Written policy, procedure, and practice pro-
vide inmates with documented hearing and/or communication challenges, and
inmates who wish to communicate with parties who have such disabilities, ac-
cess to assistive technology. The technology provided to an inmate with hear-
ing or speech disabilities shall be determined based on an individual assess-
ment of the needs of the inmate. Public telephones with volume control are
also made available to inmates with hearing impairment. Inmates shall not be
denied access to assistive technology, except when the warden/superintendent
or designee can present clear and convincing evidence that access will jeopar-
dize the safety and security of the institution or the visitors.

Comment: Examples of assistive technology include but are not limited to: Tele-
phone Relay Services (TRS), including video remote interpreting (VRI) and tra-
ditional relay services; text telephone (TTY); telecommunications devices that are
hearing aid compatible or equipped with amplification capabilities; broadcast text
messaging and similar devices.

Protocols: Written policy and procedure.

Process Indicators: Observation. Assessment of needs. Inmate interviews.
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Visiting
Regular Visitation

5-ACI-7D-14
(Ref. 4-4498)

5-ACI-7D-15
(Ref. 4-4499)

Written policy, procedure, and practice provide that the number of visitors an
inmate may receive and the length of visits may be limited only by the institu-
tion’s schedule, space, and personnel constraints, or when there are substan-
tial reasons to justify such limitations.

Comment: Inmates should not be denied access to visits with persons of their
choice except when the warden/superintendent or designee can present clear and
convincing evidence that such visitation jeopardizes the safety and security of the
institution or the visitors.

Protocols: Written policy and procedure. Facility plans/specifications. Visiting
schedule and rules.

Process Indicators: Visiting records and logs. Observation. Inmate and visitor in-
terviews. Documentation of justification of limitations.

Written policy, procedure, and practice provide that written information re-
garding procedures governing visitation be made available to the inmate with-
in 24 hours after arrival at the facility. At a minimum, the information will
include, but not be limited to, the following:

* facility address/phone number, and directions to facility

* days and hours of visitation

* approved dress code and identification requirements for visitors
* items authorized in visitation room

* special rules for children

* authorized items that visitors may bring to give to the offender (for exam-
ple, funds, pictures, and so forth)

* special visits (for example, family emergencies)

Comment: Providing detailed information to inmates to give to their family and
friends on visitation procedures will facilitate the visiting process and eliminate
confusion and fear on the part of the visitor.

Protocols: Written policy and procedure. Inmate handbook.

Process Indicators: Inmate interviews. Documentation of inmate receiving within
24 hours.
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5-ACI-7D-16
(Ref. 4-4499-1)

Written policy, procedure, and practice provide that inmate visiting facilities
permit informal communication, including opportunity for physical contact.
Devices that preclude physical contact are not used except in instances of sub-
stantiated security risk.

Comment: The degree of informality of inmate visiting facilities should be consis-
tent with the institution’s overall security requirements.

Protocols: Written policy and procedure.

Process Indicators: Inmate interviews. Visiting policy.

Extended and Special Visits

5-ACI-7D-17
(Ref. 4-4500)

5-ACI-7D-18
(Ref. 4-4500-1)

5-ACI-7D-19
(Ref. 4-4501)

Written policy and procedure govern special visits.

Comment: Special visits may include visits from persons who have come long dis-
tances, visits to hospitalized inmates, visits to inmates in disciplinary status, and vis-
its between inmates and their attorneys, clergy, social service agency representatives,
and so forth. Policy and procedure should specify the conditions of such visits.

Protocols: Written policy and procedure.

Process Indicators: Visiting policy. Visiting logs and records.

Written policy, procedure, and practice require that an inmate is informed
in a timely manner of the verifiable death or critical illness of an immediate
family member. In case of the critical illness of an immediate family member,
the inmate is allowed, whenever statutes and circumstances allow, to go to the
bedside under escort or alone.

Comment: Classification, status, geography, security level, and other specified cri-
teria should determine eligibility. Immediate family is usually defined as parent,
spouse, child, sibling, grandparent, or legal guardian.

Protocols: Written policy and procedure.

Process Indicators: Visiting policy. Visiting logs and records.

Where statute permits, written policy, procedure, and practice provide for ex-
tended visits between inmates and their families.

Comment: Policy and procedure should provide specific guidelines for determin-
ing which inmates are permitted extended visits with family, the length of the visit,
where the visit should take place, and other conditions. Inmates with appropriate se-
curity classifications should be permitted furloughs home of up to three days. Also,
if permitted by statute, the institution should provide suitable private accommoda-
tions for extended visits between inmates and their families on institutional grounds.
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5-ACI-7D-20
(Ref. 4-4502)

Visitor Registration

5-ACI-7D-21
(Ref. 4-4503)

5-ACI-7D-22
(Ref. 4-4504)

Protocols: Written policy and procedure.

Process Indicators: Inmate interviews. Notification records.

Written policy, procedure, and practice provide that inmates with appropri-
ate security classifications are allowed furloughs to the community to main-
tain community and family ties, seek employment opportunities, and for other
purposes consistent with the public interest.

Comment: Unescorted leaves of absence for a set period of time may be appropri-
ate to allow inmates to participate in work and study release programs, make resi-
dential plans for parole, or any other purpose consistent with the inmate’s security
classification.

Protocols: Written policy and procedure.

Process Indicators: Documentation of furloughs taken.

Written policy, procedure, and practice provide that visitors register upon
entry into the institution and specify the circumstances under which visitors
may be searched.

Comment: Each visitor should register his or her name, address, and relation to the
inmate. Staff may search visitors and their belongings following written procedure.

Protocols: Written policy and procedure. Visiting forms and logs.

Process Indicators: Observation. Completed visiting forms and logs.

The institution provides information to visitors about transportation to the
institution and facilitates transportation between the institution and nearby
public transit terminals.

Comment: Institutions situated considerable distances from public transit terminals
should try to provide transportation for visitors, particularly when transportation
costs are significant.

Protocols: Written policy and procedure.

Process Indicators: Documentation of information provided to visitors.
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7E. - PERFORMANCE STANDARD: LIBRARY

The facility should provide library services that support education-
al programs, promote reading skills, enhance leisure activities and
maintain awareness of circumstances in the community at large.

Comprehensive Library Services

5-ACI-7E-01
(Ref. 4-4505)

The institution maintains and/or provides access to comprehensive library
services that include, but are not limited to, a reference collection containing
general and specialized materials, and planned and continuous acquisition of
materials to meet the needs of the institutional staff and inmates.

Comment: The institution’s library service should be comparable to a public li-
brary, providing the following: logical organization of materials for convenient
use; circulation of materials to satisfy the needs of users; information services;
reader’s advisory service to help provide users with suitable materials; promotion
of'use of library materials through publicity, book lists, special programs, book and
film discussion groups, music programs, contests, and other appropriate means; a
congenial library atmosphere; and educational and recreational audiovisual mate-
rials. The reference collection should contain specialized materials on such sub-
jects as consumer skills, prerelease, finding employment, and education.

Protocols: Written policy and procedure.

Process Indicators: Acquisition plan. Needs assessment. Observation. Inmate in-
terviews

Program Coordination and Supervision

5-ACI-7E-02
(Ref. 4-4506)

The institution has a qualified staff person who coordinates and supervises
library services.

Comment: This position may be full-time or part-time and may be filled by a volun-
teer or contract personnel. If the person is not a trained librarian, he or she should
receive training in library services.

Protocols: Written policy and procedure.

Process Indicators: Credentials. Personnel records. Job description.
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5-ACI-7E-03
(Ref. 4-4507)

There is available to the institution a person with a master’s of library science,
information resources, media services, or related degree who assists with co-
ordinating and supervising library services and is responsible for training of
all library staff.

Comment: A qualified librarian should be available to assist the staff member who
coordinates and supervises library services in the institution.

Protocols: Written policy and procedure.

Process Indicators: Credentials. Personnel records. Job description.

Selection and Acquisition of Materials

5-ACI-7E-04
(Ref. 4-4508)

5-ACI-7E-05
(Ref. 4-4509)

Written policy defines the principles, purposes, and criteria used in the selec-
tion and maintenance of library materials.

Comment: Library materials should be selected to meet the educational, informa-
tional, and recreational needs of the inmates. They should be easily accessible and
regulated by a system that prevents abuse.

Protocols: Written policy and procedure.

Process Indicators: Documentation of available library materials. Observation.

The library participates in interlibrary loan programs.
Comment: Participation in interlibrary loan programs with local and state public
library systems can increase the materials available to inmates without increasing

acquisition expenses.

Protocols: Written policy and procedure.

Process Indicators: Observation. Staff interviews. Documentation of participation.
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Availability of Services

5-ACI-7E-06 Library services are available daily, including evenings and weekends.

(Ref. 4-4510)
Comment: There should be no restrictions on access to library services and facil-
ities. Library services, which can include book carts, should be provided at prime
program hours as well as at times that do not compete with work assignments, vis-
itation, counseling, or other programs. Every inmate should have access to library
services regardless of his or her work or visitation schedule. It is preferable that
the facility’s main library is available seven days per week; in lieu of this, library
services are available seven days per week. All reasonable efforts should be made
to ensure that inmates are provided access to varied reading materials.

Protocols: Written policy and procedure.

Process Indicators: Observation. Inmate interviews. Activity schedule.

Inmate Assistants

5-ACI-7E-07 Written policy, procedure, and practice provide for the selection, training and
(Ref. 4-4511) use of inmates as library assistants.

Comment: To provide adequate access to library services, inmates should be used
as library assistants and trained in library operation by the librarian. Selected in-
mates can be circulation clerks and acquisition and technical processing clerks.

Protocols: Written policy and procedure.

Process Indicators: Training curriculum. Training record.
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7F. - PERFORMANCE STANDARD: RELIGIOUS PROGRAMS

The offender population should have the opportunity to participate
in the practices of their faith group as enhanced through the supple-
mental contributions of community resources.

OUTCOME MEASURES:

(1) The number of regular participants, as defined by the agency, in structured religious programming
in the past 12 months divided by the average daily population in the past 12 months.

Program Coordination and Supervision

5-ACI-7F-01 There is a qualified chaplain (or chaplains) with minimum qualifications of (1)

(Ref. 4-4512) one unit of clinical pastoral education or equivalent specialized training and
(2) endorsement by the Denominational Endorsing Agent/officer. The chap-
lain assures equal status and protection for all religions.

Comment: None.
Protocols: Written policy and procedure.
Process Indicators: Job description. Documentation of endorsement by certifying

body. Observation. Facility records and logs. Inmate interviews. Documentation of
chaplain’s education and training.

5-ACI-7F-02 In facilities with an average daily population of 500 or more inmates, there is a

(Ref. 4-4513) full-time chaplain (or chaplains) or the equivalent of full time coverage. In fa-
cilities with less than 500 inmates, adequate religious staffing is available. The
chaplain and/or religious staff has physical access to all areas of the institution
to minister to inmates and staff.

Comment: None.
Protocols: Written policy and procedure.

Process Indicators: Organizational chart. Documentation of services. Staff interviews.

5-ACI-7F-03 ‘Written policy, procedure, and practice provide that assigned chaplain(s) (wheth-
(Ref. 4-4514) er they be classified employees, contract employees, or volunteers), in consulta-
tion with and approval from facility administration, plans, directs, and coordi-
nates all aspects of the religious program, including approval and training of
both lay and clergy volunteers from faiths represented by the inmate population.
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4-4515

5-ACI-7F-04
(Ref. 4-4516)

Comment: The religious program should be designed to fulfill the institution’s re-
sponsibility of ensuring that all inmates can voluntarily exercise their constitution-
al right to religious freedom.

Protocols: Written policy and procedure.

Process Indicators: Training curriculum. Plan. Training records. Religious pro-
gram records. Facility logs and records. Inmate interviews.

Deleted July 2012

The chaplain or designated staff develops and maintains close relationships
with community religious resources.

Comment: Community resources can help augment the delivery of appropriate re-
ligious services on special holidays or, as needed, to meet the requirements of the
diversity of religious faiths among inmates.

Protocols: Written policy and procedure.

Process Indicators: Documentation of communications.

Opportunity to Practice One’s Faith

5-ACI-7F-05
(Ref. 4-4517)

4-4518

Written policy, procedure, and practice provide that inmates have the oppor-
tunity to participate in practices of their religious faith that are deemed essen-
tial by the faith’s judicatory, limited only by documentation showing threat to
the safety of persons involved in such activity or that the activity itself disrupts
order in the institution.

Comment: Religious practices include, but are not limited to, access to religious
publications, religious symbols, congregate worship/religious services in appropri-
ate space, individual and group counseling, religious study classes, and adherence
to dietary requirements. Inmates in administrative status are allowed to participate
in such religious practices subject to the same limitations stated in the standard. In
determining what constitutes legitimate religious practices, the warden/superinten-
dent or designee should consider whether there is a body of literature stating reli-
gious principles that support the practices and whether the practices are recognized
by a group of persons who share common ethical, moral, or intellectual views.

Protocols: Written policy and procedure.

Process Indicators: Documentation of inmate religious activities. Documentation
of reasons for limitations. Chaplain interviews. Inmate interviews.

Deleted August 2004
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5-ACI-7F-06
(Ref. 4-4519)

When a religious leader of an inmate’s faith is not represented through the
chaplaincy staff or volunteers, the chaplain or designated staff member assists
the inmate in contacting a person who has the appropriate credentials from
the faith judicatory. That person ministers to the inmate under the supervi-
sion of the chaplain.

Comment: The religious leader can visit at designated regular times, with provision
for emergency visits.

Protocols: Written policy and procedure.

Process Indicators: Documentation of appropriate credentials.

Religious Facilities and Equipment

5-ACI-7F-07
(Ref. 4-4520)

5-ACI-7F-08
(Ref. 4-4521)

Written policy, procedure, and practice require that the institution provide
space and equipment adequate for the conduct and administration of reli-
gious programs. The institution makes available non-inmate clerical staff for
confidential material.

Comment: Sufficient space should be available for congregate worship/religious
services, individual counseling, group counseling and/or religious studies, and
chaplaincy offices. Equipment, office supplies, and secretarial help should be ad-
equate to meet the needs of the religious program. Volunteers are acceptable as
clerical support staff.

Protocols: Written policy and procedure. Facility plans/specifications.

Process Indicators: Observation. Staff, volunteer and inmate interviews. Staff de-
ployment records.

The chaplain, in cooperation with the institutional administrator or designee,
approves donations of equipment or materials for use in religious programs.

Comment: Approval of donations helps ensure that equipment and materials are
available for approved religious practices and helps avoid the accumulation of du-
plicate or inappropriate materials.

Protocols: Written policy and procedure.

Process Indicators: Documentation of materials and classroom resources. Obser-
vation.
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Classification Guidelines

The following descriptions illustrate behavior characteristics typical of inmate custody levels.

Typical Behavior Patterns* for Various Levels of Custody

for Inmates in a Correctional Facility

behavior (within past
five years). No pattern
of threats or violence.

tion violence involving
weapons or serious
injury (within past five
years). No history of
assault on staff (within
past five years). No pat-
tern of serious institu-
tional misconduct. No
active participation in
prison gangs.

TYPICAL CUSTODY LEVELS
BEHAVIOR
PATTERN I (Minimum) IT (Medium) IIT (Maximum)
Risk of Escape No history of escape or | No escape history Conduct that indicates
escape attempts from (including flight from high probability of
secure or nonsecure custody) during past escape attempts. Histo-
settings (within past five | seven years. No history |ry of escape or escape
years). Length of sen- of escape attempts from | attempts from secure
tence is three years or a secure setting (within | setting during the past
less to projected release | past five years). Length | ten years. Length of
date. of sentence is five years | sentence is ten years
or less to projected or more to projected
release date. release date.
Behavior No history of violent No history of institu- Recent history of

violent crimes and/

or violent institutional
conduct within past five
years. Active member-
ship in gangs/groups
advocating violence.
Serious assault on staff.

* These characteristics are used only as guidelines; decisions should also be based on evaluations by clas-
sification committee (including mental health and security staff) to determine the proper custody level
assignment. Inmates also may be assigned increased or decreased levels of custody based on behavior
during incarceration or extenuating circumstances relating to the behavior pattern.
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Guidelines for Institution Security Levels

The following descriptions illustrate the numbers and types of barriers that separate inmates from the com-
munity. These guidelines are designed for illustrative purposes. Segments may be interchanged to compen-
sate for strengths or weaknesses in other segments. Some agencies and systems use more or less than three

levels of security. For those systems, these guidelines can be adjusted.

or rooms

occupancy cells and/or
dormitories

SECURITY SECURITY LEVELS
ELEMENTS I (Minimum) I (Medium) III (Maximum)
Housing Dormitories, cubicles, | Rooms and/or multiple | Single cells, very se-

cure, with heavy-duty
hardware

Perimeter Security

None, or single fence;
occasional patrol

Double fence; electric
alarm system; patrol of
perimeter or towers

A combination of dou-
ble fence, wall, towers,
and/or constant armed
perimeter surveillance;
and/or an electronic
alarm system

Internal Security Mea-
sures

Inmate census taken at
least three times daily

Inmate movement is
controlled by pass sys-
tem. Formal census is
taken at least four times
daily, plus frequent
informal census.

Formal census is taken
at least five times daily.
Capability to quickly
separate the inmates
into smaller groups.
Inmates are directly su-
pervised and/or escorted
when outside cellhouse
or living area.
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Definition of “Qualified Individual® for Safety and Sanitation
Inspections

Several standards refer to documentation and inspections by “qualified individuals.” (For example,
Building and Safety Codes, Fire Safety, Food Service, Sanitation and Hygiene, and Work and Correctional
Industries standards.) Such persons also may be referred to as “independent, qualified source,” “qualified

9 ¢

departmental staff member,” “qualified designee,” or “qualified fire and safety officer.”

A “qualified individual” is a person whose training, education, and/or experience specifically qualifies
him or her to do the job indicated in the standard.

|. GENERAL REQUIREMENTS

When a standard calls for inspections, the individual conducting them needs to be trained in the applica-
tion of appropriate codes and regulations. Standards do not specify the number of hours of training required,
as this is determined in part by the tasks assigned. At a minimum, though, the qualified individual must (1)
be familiar with the applicable codes and regulations and their requirements; (2) be able to use the appro-
priate instruments for measuring and documenting code compliance; (3) be able to complete checklists and
prepare the necessary reports; and (4) have the authority to make corrections when deficiencies are found.

Training is often obtained from code officials or inspectors (fire marshals, building officials); govern-
ment agencies that have statutory authority for inspections in a particular area (health department, labor
department); or private organizations, such as the National Fire Protection Association. Often the individ-
ual obtains written certification or approval from these authorities to conduct in-house inspections. When
trained and certified by the above sources to do so, a central office specialist may train and assist facility
staff to conduct inspections.

Il. SPECIFIC REQUIREMENTS
A. Authority Having Jurisdiction
The term “authority having jurisdiction” is defined as follows:

The authority having jurisdiction must be knowledgeable about the requirements of the National
Fire Protection Life Safety Code. The authority having jurisdiction may be a federal, state, local, or
other regional department or individual, such as the fire chief, fire marshal, chief of a fire prevention
bureau, labor department, health department, building official, electrical inspector, or others with
statutory authority. The authority having jurisdiction may be employed by the department/agency,
provided that he or she is not under the authority of the facility administrator and that the report
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generated is referred to higher authorities within the department/agency independent of influence
by the facility administrator or staff. This rule applies no matter who generates the report.

The definition also applies to the terms “independent, qualified source” and “independent, outside
source.”

B. Inspections

Qualified individuals conducting the monthly and weekly inspections required in the standards may
be institutional staff members.

The qualified individual responsible for conducting monthly inspections (for example, fire and
safety officer, safety/sanitation specialist) may be an institutional staff member trained in the appli-
cation of jurisdictional codes and regulations. Periodically and as needed, this individual receives
assistance from the independent authority or central office specialist(s) on requirements and inspec-
tions. This assistance may include participation in quarterly or biannual inspections. Training for
the individual conducting the monthly inspections may be provided by the applicable agencies or
through the agency’s central office specialist(s).

The qualified departmental staff member who conducts weekly inspections of the facility may be an
institutional staff member who has received training in and is familiar with the safety and sanitation
requirements of the jurisdiction. At a minimum, on-the-job training from the facility’s safety/sani-
tation specialist or the fire and safety officer regarding applicable regulations is expected, including
use of checklists and methods of documentation.

The periodic weekly and monthly inspections may be conducted by either a combination of qual-
ified individuals or one specialist, as long as the schedules and minimum qualifications described
above are met. Safety and sanitation inspections may be conducted by the same person, provided
this individual is familiar with the regulations for both types of inspections. When safety and sani-
tation requirements differ substantially, it may sometimes be necessary to call on several qualified
individuals to conduct the inspections required by the standards. Using more than one person is
strongly recommended.

l1l. COMPLIANCE AUDITS

In conducting standards compliance audits, Commission Visiting Committees will review doc-
umentation submitted by the facilities to assist them in judging the qualifications of these indi-
viduals. In making compliance decisions, the audit teams will look closely at the facility’s entire
program—both practices and results—for ensuring safety and sanitation.
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Appendix D

Guidelines for the Control and Use of Flammable, Toxic, and
Caustic Substances (Revised August 2015)

This appendix provides definitions and recommendations to assist agencies in the application of standards
that address the control of materials that present a hazard to staff and inmates. Occupational Safety and Health
Administration (OSHA) has adopted the United Nations Globally Harmonized System (GHS) of Classification
and Labelling of Chemicals; while National Fire Prevention Association (NFPA) has not adopted GHS. Agencies
and facilities must control the use of flammable, toxic, and caustic substances and mark the containers based on
their local or state fire chief guidance. Note, markings could be using the new OSHA system, NFPA, or both.

Substances that do not contain any of the properties discussed in the guidelines, but are labeled “Keep
out of reach of children” or “May be harmful if swallowed,” are not necessarily subject to the controls spec-
ified in the guidelines. Their use and control, however, including the quantities available, should be evalu-
ated and addressed in agency policy. Questions concerning the use and control of any substance should be
resolved by examining the manufacturer’s Material Safety Data Sheet (MSDS) or Safety Data Sheet (SDS).
As soon as an SDS is received for a product, it supersedes the MSDS.

l. Definitions (NFPA)

Caustic material — A substance capable of destroying or eating away by chemical reaction.

Combustible liquid — A substance with a flash point at or above 100 degrees Fahrenheit. Classified
by flash point at Class II or Class III liquid.

Flammable liquid — A substance with a flash point below 100 degrees Fahrenheit (37.8 degrees
Centigrade).

Flash Point — The minimum temperature at which a liquid will give off sufficient vapors to form
an ignitable mixture with the air near the surface of the liquid (or in the vessel used).

Label — A written, printed, or graphic material displayed on or affixed to containers of hazardous
chemicals.

Material Safety Data Sheet (MSDS) — [Outdated as of June 1, 2015. As soon as an SDS is received,
it supersedes the MSDS.] A document for all hazardous chemical substances produced and/or sold
in the United States prior to implementation of GHS. Each MSDS sheet shall be in English and shall
contain the following information: the identity used on the label, physical and chemical characteristic
(vapor pressure, flash point, and so forth), physical and health hazards, primary routes of entry, expo-
sure limits, precautions for safe handling and use, control measures, emergency and first aid proce-
dures, and the chemical manufacturer’s name, address, and telephone number.
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NFPA Flammability Hazard (Red) — This degree of hazard is measured by using the flash point
assigned to the product as specified on the material safety data sheet. (0, will not burn; 1, above
200F; 2, above 100 and below 200F; 3, below 100F; 4, below 73F.)

NFPA Health Hazard (Blue) — The likelihood of a material to cause, either directly or indirectly,
temporary or permanent injury or incapacitation due to an acute exposure by contact, inhalation, or
ingestion. (0, normal material; 1, slightly hazardous; 2, moderately hazardous; 3, extreme danger;
4, deadly.)

NFPA Reactivity Hazard (Yellow) — The violent chemical reaction associated with the introduc-
tion of water, chemicals also could polymerize, decompose or condense, become self-reactive, or
otherwise undergo a violent chemical change under conditions of shock, pressure, or temperature.
(0, stable; 1, unstable if heated; 2, violent chemical change; 3, shock and heat detonate; 4, may
detonate.)

NFPA Specific Hazard (White) — Other properties of the material that cause special problems or
require special fire-fighting techniques (ACID=acid, ALK=alkali, COR=corrosive, OXY=oxidizer,
P=polymerization, Y-radioactive).

Personal Protective Equipment (PPE) — Equipment intended to be worn by an individual to cre-
ate a barrier against workplace hazards.

Secondary Container — A portable container into which chemicals are transferred for use.

Toxic Material — A substance that through which chemical reaction or mixture can produce pos-
sible injury or harm to the body by entry through the skin, digestive tract, or respiratory tract. The
toxicity is dependent on the quantity absorbed and the rate, method, and the site of absorption and
the concentration of the chemical.

. Definitions of OSHA system using the GHS

Hazard Classification: Process performed by manufacturer to identify the relevant data regarding the
hazards of a chemical; review those data to ascertain the hazards associated with the chemical; and decide
whether the chemical will be classified as hazardous according to the definition of hazardous chemical in
the OSHA HazCom Standard.

Hazard statement(s): Phrase assigned to each hazard category that describes the nature of the hazard.
Examples of hazard statements are “Harmful if swallowed,” and “Highly flammable liquid and vapor.”

Label — A written, printed, or graphic material displayed on or affixed to containers of hazardous
chemicals.

Label elements — The specified pictogram, hazard statement, signal word, and precautionary state-
ment for each hazard class and category.
* Not all hazards require all label elements. Refer to OSHA Appendix C for precautionary
statements.
* EPA registered product labeling falls under the jurisdiction of the EPA and require their
own labeling approved by the EPA. These products will not contain OSHA required label
elements. Refer to the product Safety Data Sheet for OSHA hazard classification.
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* Some products will not meet any criteria for hazards provided by the Standard. These
products will not have label elements.

Precautionary Statement(s) — A phrase that describes recommended measures that should be
taken to minimize or prevent adverse effects resulting from exposure to a hazardous chemical, or
improper storage or handling.

Pictogram(s) — A symbol inside a diamond with a red border, denoting a particular hazard class
(e.g., acute toxicity/lethality, skin irritation/corrosion). Not all hazards include a Pictogram.

Safety Data Sheet (§DS) — A document required by OSHA for all hazardous chemical substances
produced. Each SDS sheet shall contain the following 16 sections:

* Section 1: Identification.

» Section 2: Hazard(s) identification (contains hazard classification).

* Section 3: Composition/information on ingredients.

» Section 4: First-aid measures.

» Section 5: Fire-fighting measures lists.

» Section 6: Accidental release measures.

* Section 7: Handling and storage.

» Section 8: Exposure controls/personal protection.

* Section 9: Physical and chemical properties.

» Section 10: Stability and reactivity.

* Section 11: Toxicological information.

» Section 12: Ecological information.

» Section 13: Disposal considerations.

* Section 14: Transport information.

* Section 15: Regulatory information.

» Section 16: Other information.

Signal word — One word used to indicate the relative severity of hazard and alert the reader to a
potential hazard on the label and Safety Data Sheet. There are two signal words:

*  “Warning” for less severe hazard categories.

* “Danger” for more severe hazard categories.

lll. Procedural Guidelines

Facility staff should control the use of flammable toxic and caustic substances through the use of a
comprehensive program that begins with a review of what chemicals are in use in a particular facility. Con-
trolling what is purchased is the critical first step in limiting the use of dangerous materials in increasing
the safety and security of both staff and inmates. A thorough review process by the safety officer or other
appropriate person or group can help to insure that the least dangerous product is used for a particular task.
The information contained in the MSDS or SDS is critical in choosing products.

Limiting the use of extremely dangerous materials and using the same classification system (NFPA or
OSHA) whenever possible is the best method of insuring the highest degree of safety for staff and inmates alike.
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Comparison of NFPA and OSHA

NFPA OSHA

0 = Minimal Hazard 1 = Severe Hazard

1 = Slight Hazard 2 = Serious Hazard

2 = Moderate Hazard 3 = Moderate Hazard
3 = Serious Hazard 4 = Slight Hazard

4 = Severe Hazard 5 = Minimal Hazard

Note: SDS will have OSHA numerical ratings in Section 2 and may have a NFPA rating in the “other information”
section of the SDS. GHS labels on containers will have pictograms, and not OSHA or NFPA numbers.

NFPA

Diluted products with an NFPA hazardous rating (0) or (1) for health, flammability, and reactivity, using the
guidelines from the MSDS or SDS, do not meet the definition of toxic material. Issue logs for these substances
are not required but all containers must be properly labeled. The MSDS or the SDS must be maintained on
these substances and be readily available. An inventory of these products should be maintained in the primary
storage area for general control purposes but is not required at the usable area.

When more dangerous materials (2, 3, or 4) must be used, a system of inventories, issue logs, and con-
trolled storage must be instituted. At a minimum, the following areas must be addressed:

1. Stored materials must be dispensed and inventoried in accordance with written operating procedures.

2. Storage areas or cabinets and/or storage areas must be kept inventoried and locked along with
the MSDS or SDS information pertaining to the items that are contained in that area. Flammable
materials must be stored in accordance with all appropriate codes and approved by the authority
having jurisdiction.

3. All chemicals should be stored in their original container with the manufacturer’s label intact.
When chemicals are removed from the original to a secondary container, that container must also
be properly labeled.

4. The facility safety officer or other designated person must maintain a master index of all flamma-
ble, caustic, and toxic substances used by a facility. Included with this will be all MSDS or SDS
material on each substance.

5. Spills and disposal must be addressed in accordance with the guidelines indicated on the MSDS
or SDS.

6. A hazard communication program should be incorporated in the general staff training curriculum
and a specific training program instituted for all offenders using a particular substance in either
work or training activities.

7. At least annually, the control of toxic flammable and caustic chemicals should be reviewed to
insure continued compliance with all aspects of the program. Any deficiencies will be addressed
with remedial action.

OSHA

Diluted and undiluted products with no signal words on the label or SDS, do not meet the definition
of toxic material. Issue logs for these substances are not required but all containers must be properly
labeled. SDS sheets must be maintained on these substances and be readily available. An inventory of
these products should be maintained in the primary storage area for general control purposes but is not
required at the usable area.
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When more dangerous materials with the signal words “warning” or “danger” on the label or SDS must
be used, a system of inventories, issue logs, and controlled storage must be instituted. At a minimum, the
following areas must be addressed:

1. Stored materials must be dispensed and inventoried in accordance with written operating proce-
dures.

2. Storage areas or cabinets and/or storage areas must be kept inventoried and locked along with the
SDS information pertaining to the items which are contained in that area. Flammable materials
must be stored in accordance with all appropriate codes and approved by the authority having
jurisdiction.

3. All chemicals should be stored in their original container with the manufacturer’s label intact.
When chemicals are removed from the original to a secondary container, that container must also
be properly labeled.

4. The facility safety officer or other designated person must maintain a master index of all flamma-
ble, caustic, and toxic substances used by a facility. Included with this will be all SDS material on
each substance.

5. Spills and disposal must be addressed in accordance with the guidelines indicated on the SDS sheet.

6. A hazard communication program should be incorporated in the general staff training curriculum
and a specific training program instituted for all offenders using a particular substance in either
work or training activities.

7. At least annually, the control of toxic flammable and caustic chemicals should be reviewed to
insure continued compliance with all aspects of the program. Any deficiencies will be addressed
with remedial action.

The following eight pictograms are used on the label and SDS when an item is classified as “warning”

or “danger.”
‘@ @@ ‘@ <C> @ ‘% @< >

Comments:
This proposal is submitted by a group composed of ACA Accreditation Managers, ACA Auditors
and Correctional and Safety Professionals. The proposal is based on Occupational Safety and Health
Administration (OSHA) adopting the United Nations Globally Harmonized System (GHS) of Classification
and Labeling of Chemicals. Current Appendix D uses National Fire Prevention Association (NFPA) and

does not address GHS; thus the field and auditors do not have guidance for chemical products with GHS
data sheets and labels. This is a safety and security issue.

The GHS and NFPA have differences, key ones being the data sheets, codes and labels. OSHA required GHS to
be trained by Dec. 1, 2013; containers of chemicals cannot be shipped after Dec. 1, 2015, without GHS labels.
Employers must update alternative workplace labeling and Hazard Communication Program (HCS) as necessary
and provide additional employee training for newly identified physical or health hazards by June 1, 2016.

Some manufactures have already switched to the GHS, and facilities have received chemical products with
GHS data sheets and labels. The proposal keeps NFPA information as currently written for the time period
agencies will continue to have these products and for those agencies/facilities not required to comply with
OSHA. Although there are no clear lines between NFPA and GHS, best practice is to control any chemical that
is identified with the words “danger” or “warning” or the eight pictograms listed above on the label or SDS.
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1. Administration & Management: Administer and manage the facility in a professional and responsible manner,

consistent with statutory requirements.

Performance Standards

Outcome Measures

1A: Facility Administration - The

Number of Plans of Action completed in the past 12 months divided by the number of Plans of

facility is administered efficiently and | 1A-1 . o -
responsibly. Performance is based Action approved by the Commission on Accreditation.
on goals, objective, and standard
operating procedures and a system o ) . )
of regular review. 1A-2 Numt_)er of expected practices in compliance divided by the number of applicable expected
practices.
1B: Fiscal Management - The
facility utilizes appropriate fiscal
planning, budgeting, and accounting . - L
procedures and provides for a system Compl/anc,e\al ver/?ed through expecteq p;act/ce files.
of regular review, lo outcome measure required.
1C: Personnel - The facility _ . )
promotes diversity and competency 16-1 fThl:atgverage.t(.)ffentlierﬂ?opuleitaog in thtL:1 past 12 months divided by the average number of filled
through employee staffing, ull time positions in the past 12 months.
recruitment, promotions, benefit
allocations and performance reviews.
The number of of staff who left employment for any reason in the past 12 months divided by the
1C-2 ) . S
average number of filled full time positions in the past 12 months.
10-3 The number of verified employee violations in the past 12 months divided by the average number
of filled full time staff positions in the past 12 months.
10-4 The number of staff terminated for conduct violations in the past 12 months divided by the aver-
age number of filled full time staff positions in the past 12 months.
10-5 The number of performance reviews rated acceptable or higher in the past 12 months divided by
the total number of performance reviews conducted in the past 12 months.
10-6 Average number of security staff positions filled per month for the past 12 months divided by the
total number of authorized security positions.
16-7 Number of security staff who left employment in the past 12 months divided by the total number

of authorized security positions.
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Cycle Dates: XX-XX-XX through XX-XX-XX

Cycle Dates: XX-XX-XX through XX-XX-XX

Cycle Dates: XX-XX-XX through XX-XX-XX

Year 1
Numerator

Year 1
Denominator

Accreditation
Cycle
Year 1

Year 2
Numerator

Year 2
Denominator

Accreditation
Cycle
Year 2

Year 3
Numerator

Year 3
Denominator

Accreditation
Cycle
Year 3
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1. Administration & Management (continued)

Performance Standards

Outcome Measures

1D: Training & Development -
The facility conducts pre-service,
in-service, and specialized
development programs to promote
the effectiveness of staff, volunteers
and other effected parties

Compliance verified through expected practice files.
No outcome measure required.

1E: Case Records - The facility
promotes appropriate security,
access control, and other measures
designed to assure the integrity of
records entrusted to it’s care.

Compliance verified through expected practice files.
No outcome measure required.

1F: Information Systems &
Research - Effective systems of
data and information storage and
retrieval are vital for the maintenance
of operational effectiveness and
research capability.

Compliance verified through expected practice files.
No outcome measure required.

1G: Citizen Involvement &
Volunteers - The facility is

a responsible member of the
community, supporting citizen
involvement and volunteer initiatives
as well as other community
interaction.

1G-1

The total number of hours of volunteer service delivered by members of the community in the
past 12 months divided by the average daily population in the past 12 months.

1G-2

The total number of hours of community service work delivered by offenders in the past 12
months divided by 12.
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Cycle Dates: XX-XX-XX through XX-XX-XX

Cycle Dates: XX-XX-XX through XX-XX-XX

Cycle Dates: XX-XX-XX through XX-XX-XX

Accreditation
Year 1 Year 1
. Cycle
Numerator | Denominator
Year 1

Accreditation
Year 2 Year 2
. Cycle
Numerator | Denominator
Year 2

Year 3 Year 3 Accreditation
Numerator | Denominator Cycle
Year 3
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2. Physical Plant: The facilities’ physical plant is designed, equipped and maintained in a manner that promotes
safety, program function and access.

Performance Standards

Outcome Measures

2A: Building and Safety

Number of worker’s compensation claims filed in the past 12 months divided by the average

of life and operational innovation.

Codes - The facility complies with AT umber of filled full-time staff positions in the past 12 months.
professional building and fire safety
codes to help ensure the safety of all opp | Number of sanitation or health-code violations identified by external agencies in the past 12
persons within the facility. ] months.
9A-3 The number of fire and safe code violations identified by the governing jurisdiction in the past
12 months.
2B: Size & Organization - Facility
capacity and functional design - . . i
promote safety, an acceptable quality | 2B-1 Number of days facility population exceeded the operational capacity in the past 12 months

divided by 365.

2C: Inmate Housing - Inmate
housing areas are the foundation of
institutional living and promote the
safety and well-being of both inmates
and staff

Compliance verified through expected practice files.
No outcome measure required.

2D: Environmental Conditions -
Environmental conditions significantly
influence the overall effectiveness of
institutional operations. Lighting, air
quality, temperature and noise levels
are designed to preserve the health
and well being of inmates and staff
members.

Compliance verified through expected practice files.
No outcome measure required.

2E: Program and Service Areas
- Adequate space is provided for
the various program and service
functions conducted within the
institution. Spatial requirements
reflect functional need.

Compliance verified through expected practice files.
No outcome measure required.

2F: Administrative and Staff
Areas - All levels of staff are
provided with adequate space to
carry out their responsibilities safely
and effectively.

Compliance verified through expected practice files.
No outcome measure required.

2G: Security - The physical plan
supports the orderly and secure
functioning of the institution.

Compliance verified through expected practice files.
No outcome measure required.
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Cycle Dates: XX-XX-XX through XX-XX-XX

Cycle Dates: XX-XX-XX through XX-XX-XX

Cycle Dates: XX-XX-XX through XX-XX-XX

Year 1
Numerator

Year 1
Denominator

Accreditation
Cycle
Year 1

Year 2
Numerator

Year 2
Denominator

Accreditation
Cycle
Year 2

Year 3
Numerator

Year 3
Denominator

Accreditation
Cycle
Year 3

Adult Correctional Institutions, Fifth Edition 259




Appendix E: Outcome Measures

3. Institutional Operations: The facility protects the community, the staff, the offenders, and others from harm while
maintaining an orderly environment with clear expectations of behavior and systems of accountability.

Performance Standards

Outcome Measures

3A: Security and Control - The

The number of incidents in which force, as defined by the agency, was used in the past 12

between the expression of protected
liberties and the preservation of
institutional order.

facility utilizes a combination of SA-T months divided by the average daily population in the past 12 months.
supervision, inspection, accountabil-
ity, and measured force response to 372 Number of seizures of contraband, as defined by the agency, in the past 12 months divided by
promote safe and orderly operations. the average daily population in the past 12 months.
3A-3 The number of escapes, as defined in the Significant Incident Summary, in the past 12 months
divided by the average daily population in the past 12 months.
3A-4 The number of disturbances, as defined in the Significant Incident Summary, in the past 12
months divided by the average daily population in the past 12 months.
3A-5 The number of acts of sexual violence, as defined in the Significant Incident Summary, in the
past 12 months divided by the average daily population in the past 12 months.
3A-6 The number of homicides, as defined in the Significant Incident Summary, in the past 12 months,
divided by the average daily population in the past 12 months.
3B: Safety & Emergency
Procedures - The number and
extent of security, physical plant, . - L
environmental and other emergen- Compllancil vern;/ed through expecteq p(rjact/ce files.
cies are minimized. When they occur, 0 outcome measure requirea.
the response mechanism minimizes
severity.
3C: Rules & Discipline - The 30-1 The total number of major disciplinary reports, as defined by the agency, in the past 12 months
institution’s rules of conduct and divided by the average daily population in the past 12 months.
sanctions and procedures for
violations are communicated to all 30-2 The total number of minor disciplinary reports, as defined by the agency, in the past 12 months
inmates and staff. The disciplinary divided by the average daily population in the past 12 months.
process respects due process. . )
30-3 Number of offender on offender assaults, as defined in the SIS form, in the past 12 months
divided by the average daily population in the past 12 months.
30-4 Number of offender on staff assaults, as defined in the SIS form, in the past 12 months divided by
the average daily population in the past 12 months.
3D: Inmate Rights - The facility
protects the constitutional rights
of offenders and seeks a balance gp-1 | Number of grievances found in an inmate’s favor divided by the number of grievances filed in

the 12 month period.
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Cycle Dates: XX-XX-XX through XX-XX-XX

Cycle Dates: XX-XX-XX through XX-XX-XX

Cycle Dates: XX-XX-XX through XX-XX-XX

Year 1
Numerator

Year 1
Denominator

Accreditation
Cycle
Year 1

Year 2
Numerator

Year 2
Denominator

Accreditation
Cycle
Year 2

Year 3
Numerator

Year 3
Denominator

Accreditation
Cycle
Year 3
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4. Special Management Housing & Restrictive Housing: In general, inmates who threaten the secure and orderly
management of the institution, posing a threat to others or a danger to themselves, are removed from the
general population and placed in designated units. Such assignments are made appropriately and justifiably
and offenders placed into such categories are treated justly, humanely, in a constitutionally correct manner and
prepared for return to less restrictive units.

Performance Standards

Outcome Measures

4A: Special Management -
Inmates who pose a threat are
separated from general population
and placed in a cell in a special
management unit; (defined

Average number of offenders in Special Management Housing per month over the past 12 months

as segregation and including 41| divided by the average daily population in the past 12 months.
administrative segregation, protective
custody or disciplinary
detention); for periods of time less
than 22 hours per day.
4B: Restrictive Housing - Inmates . . .
who pose a direct and clear threat to 4AB-1 Average nunjbgr of offenders in Restrllcted Housflng‘per month over the past
the safety of persons or a clear threat 12 months divided by the average daily population in the past 12 months.
to the safe and secure operation of
the facility are separated from gener-
al population and placed in restrictive 4B-2 Average number of offenders in Extended Restricted Housing per month over the past 12 months
housing units / cells for periods of divided by the average daily population in the past 12 months.
time 22 hours per day or greater.
Number of offenders released from Restrictive Housing by the appropriate authority within
4B-3 | 24-hours in the past 12 months divided by the total placed in Restrictive Housing in the past 12
months.
Number of offenders in Extended Restrictive Housing that were released directly into the commu-
4B-4 | nity from either Restrictive Housing or Extended Restrictive Housing within the past 12 months

divided by the total number of offenders released in the past 12 months.
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Cycle Dates: XX-XX-XX through XX-XX-XX

Cycle Dates: XX-XX-XX through XX-XX-XX

Cycle Dates: XX-XX-XX through XX-XX-XX

Year 1
Numerator

Year 1
Denominator

Accreditation
Cycle
Year 1

Year 2
Numerator

Year 2
Denominator

Accreditation
Cycle
Year 2

Year 3
Numerator

Year 3
Denominator

Accreditation
Cycle
Year 3
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5. Institutional Services: Internal assignment to housing and program services should meet the basic needs of
the offender consistent with the safe operation of the facility and should prepare the offender for successful
reintegration into society upon release as appropriate.

Performance Standards

Outcome Measures

5A: Reception & Orientation - All
incoming inmates undergo thorough
screening and assessment at
admission and receive a thorough
orientation to the institution’s
procedures, rules, programs, and
services.

Compliance verified through expected practice files.
No outcome measure required.

5B: Classification - Inmates are
classified to the most appropriate

Compliance verified through expected practice files.

transition upon their release from
incarceration.

level of custody and programming 2B-1 :
both on admission and upon review No outcome measure required.
of their status.
5C: Food Service - Meals are
nutritionally balanced, well-planned,
and prepared and served in a manner Compliance verified through expected practice files.
that meets established governmental No outcome measure required.
health and safety codes.
5D: Sanitation and Hygiene - The
institution’s sanitation and hygiene Compliance verified through expected practice files.
program protects the health and No outcome measure required.
safety of staff and offenders.
SE: '50c.| alls§rV|ge; -.dPro;‘ess(;onal 5E-1 Where a substance use disorder treatment program exists, the number of treatment slot available
serv_lces inclu _mg n “.” ua an_ divided by the average daily population in the past 12 months.
family counseling, family planning
and parent education; and programs
for inmates with drug and alcohol sg.p | Where a substance use disorder treatment program exists, the number of completers of the
addiction problems, meet the needs program divided by the average daily population in the past 12 months.
of identified inmates.
Where a sex offender treatment/management program exists, the number of program slot divided
5E-3 ) o
by the average daily population in the past 12 months.
5E-4 The number of offenders who have completed their re-entry plan, as defined by the agency, in the
past 12 months divided by the number of inmates released in the past 12 months.
5F: Re-entry - The institution
provides a structured program to _— ) .
help inmates make a satisfactory 5F-1 The number of offenders who have completed their re-entry plan, as defined by the agency, in the

past 12 months divided by the number of inmates released in the past 12 months.
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Cycle Dates: XX-XX-XX through XX-XX-XX

Cycle Dates: XX-XX-XX through XX-XX-XX

Cycle Dates: XX-XX-XX through XX-XX-XX

Accreditation
Year 1 Year 1
. Cycle
Numerator | Denominator
Year 1

Accreditation
Year 2 Year 2
. Cycle
Numerator | Denominator
Year 2

Year 3 Year 3 Accreditation
Numerator | Denominator Cycle
Year 3
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6. Healthcare: Each offender receives appropriate physical and behavioral health care necessary to foster the
restoration and maintenance of acceptable levels of wellness.

Performance Standards

Outcome Measures

6A: Access to Services -
Offenders have unimpeded access to
a continuum of health care services
so that their health care needs,
including prevention and health
education, are met in a timely and
efficient manner.

6A-1

Number of offenders diagnosed with a MRSA infection within the past twelve (12) months divided
by the average daily population.

6A-2

Number of offenders diagnosed with active tuberculosis in the past twelve (12) months divided by
the average daily population.

6A-3

Number of offenders who are new converters on a TB test that indicates newly acquired TB infection
in the past twelve (12) months divided by the Number of offenders administered tests for TB infection
in the past twelve (12) months as part of periodic or clinically-based testing, but not intake screening.

6A-4

Number of offenders who completed treatment for latent tuberculosis infection in the past twelve
(12) months divided by number of offenders treated for latent tuberculosis infection in the past
twelve (12) months.

6A-5

Number of offenders diagnosed with Hepatitis C viral infection at a given point in time divided by
Total offender population at that time.

6A-6

Number of offenders diagnosed with HIV infection at a given point in time divided by Total offender
population at that time.

6A-7

Number of offenders with HIV infection who are being treated with highly active antiretroviral
treatment (HAART) at a given point in time divided by Total number of offenders diagnosed with
HIV infection at that time.

6A-8

Number of selected offenders with HIV infection at a given point in time who have been on
antiretroviral therapy for at least six months with a viral load of less than 50 cps/ml total number
of treated offendes with HIV infection that were reviewed

6A-9

Number of offenders with an active individualized services/treatment plan for a diagnosed mental
disorder (excluding sole diagnosis of substance abuse) at a given point in time divided by the total
offender population at that time.

6A-10

Number of offender admissions to off-site hospitals in the past twelve (12) months divided by
average daily population.

6A-11

Number of offenders transported off-site for treatment of emergency health conditions in the past
twelve (12) months divided by the average daily population in the past 12 months.

6A-12

Number of offender specialty consults completed during the past twelve (12) months divided by
Number of specialty consults (on-site or off-site) ordered by primary health care practitioners in
the past twelve (12) months.

6A-13

Number of selected hypertensive offenders at a given point in time with a B/P reading > 140
mmHg/ >90 mm Hg divided by total number of offenders with hypertension who were reviewed.

6A-14

Number of selected diabetic offenders at a given point in time who are under treatment for at
least six months with a hemoglobin A1C level measuring greater than 9 percent divided by Total
number of diabetic offenders who were reviewed.

6A-15

The number of completed dental treatment plans within the past twelve (12) months divided by
the average daily population during the reporting period..
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Cycle Dates: XX-XX-XX through XX-XX-XX

Cycle Dates: XX-XX-XX through XX-XX-XX

Cycle Dates: XX-XX-XX through XX-XX-XX

Year 1
Numerator

Year 1
Denominator

Accreditation
Cycle
Year 1

Year 2
Numerator

Year 2
Denominator

Accreditation
Cycle
Year 2

Year 3
Numerator

Year 3
Denominator

Accreditation
Cycle
Year 3
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6. Healthcare (continued)

Performance Standards

Outcome Measures

6B: Staff Training - The provision
of health services should be done

in a professionally acceptable
manner including the requirement
that all staff be adequately trained
and qualified and can demonstrate
competency in their assigned duties.

6B-1

Number of health care staff with lapsed licensure or certification during a twelve (12) month
period divided by Number of licensed or certified staff during a twelve (12) month period.

6B-2

Number of new health care staff during a twelve (12) month period that completed orientation
training prior to undertaking their job divided by Number of new health care staff during the
twelve (12) month period..

6B-3

Number of occupational exposures to blood or other potentially infectious materials in the past
twelve (12) months divided by the number of employees.

6B-4

Number of direct care staff (employees and contractors) with a conversion of a TB test that indicates
newly acquired TB infection in the past twelve (12) months divided by the number of direct care staff
tested for TB infection in the past twelve (12) months during periodic or clinically indicated evaluations.

6C: Offender Treatment - Offenders
are treated humanely, fairly, and in
accordance with established policy
and all applicable laws.

6C-1

Number of offender grievances related to health care services found in favor of the offender in
the past twelve (12) months divided by number of evaluated offender grievances related to health
care services in the past twelve (12) months.

6C-2

Number of offender grievances related to safety or sanitation sustained during a twelve (12)
month period divided by the number of evaluated offender grievances related to safety or sanita-
tion during a twelve (12) month period.

6C-3

Number of selected offenders with HIV infection at a given point in time who have been on
antiretroviral therapy for at least six months with a viral load of less than 50 cps/ml total number
of treated offendes with HIV infection that were reviewed

6D: Performance Improvement
- Health care services are evaluated
and continually improved

6D-1

Number of problems identified by quality assurance program that were corrected during a twelve
(12) month period divided by the number of problems identified by quality assurance program
during a twelve (12) month period.

6D-2

Number of high-risk events or adverse outcomes identified by the quality assurance program
during a twelve (12) month period.

6D-3

Number of offender suicide attempts in the past twelve (12) months divided by average daily
population.

6D-4

Number of offender suicides in the past twelve (12) divided by average daily population.

6D-5

Number of unexpected natural deaths in the past twelve (12) months divided by Total number of
deaths in the same reporting period.

6D-6

Number of serious medication errors in the past twelve (12) months

6E: Safety, Sanitation and Offender
Hygene - The facility or program is
safe and sanitary. Appropriate services
and supplies are provided to promote
the maintenance of acceptable levels of
offender hygiene.

Compliance verified through expected practice files.
No outcome measure required.
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Cycle Dates: XX-XX-XX through XX-XX-XX

Cycle Dates: XX-XX-XX through XX-XX-XX

Cycle Dates: XX-XX-XX through XX-XX-XX

Year 1
Numerator

Year 1
Denominator

Accreditation
Cycle
Year 1

Year 2
Numerator

Year 2
Denominator

Accreditation
Cycle
Year 2

Year 3
Numerator

Year 3
Denominator

Accreditation
Cycle
Year 3
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7. Inmate Programs: The institution’s programs for inmates provide meaningful work, educational, and recreational programs
designed to facilitate a stable institutional environment and the inmate’s subsequent reentry into the community. .

Performance Standards Outcome Measures

7A: Work and Correctional
Industries - Work and correctional 7A-1
industries programs incorporate

The number of work and correctional industries slots available in the past 12 months divided by
the average daily population in the past 12 months.

work conditions that reflect jobs in

equivalent work categories outside of 7ap | The average number of offenders with full ime work/program assignments in the past 12 months
the institution. divided by the average number of offenders eligible for work assignment in the past 12 months.
7B: Academic and Vocational The number of academic/vocational slots available divided by the average daily population in the

Education - The facilities academic | 7B-1 past 12 months.
and vocational education programs

improve the educational levels of
assigned offenders and participate in 7B-2 The number of offenders who passed the General Equivalency Diploma (HI Set) exams while

program accreditation, promote staff confined in the past 12 months divided by the average daily population in the last 12 months.

professional certification, incorporate
community resources and participate
in internal and external peer review. Number of offender on offender assaults, as defined in the SIS form, in the past 12 months

78-3 divided by the average daily population in the past 12 months.

7C: Recreation and Activities
- Recreation and similar leisure
activities are provided to reduce idle- Compliance verified through expected practice files.
ness, provide opportunities for skill No outcome measure required.
acquisition, promote healthy activities
and foster positive group interaction

7D: Mail, Telephone & Visiting

- The maintenance of family and
community ties through the provision
of comprehensive mail, telephone Compliance verified through expected practice files.
and visiting services is critical to No outcome measure required.

stable institutional adjustment and
improves opportunities for successful
reintegration.

7E: Library - The facility should
provide library services that support
educational programs, promote reading Compliance verified through expected practice files.

skills, enhance leisure activities and No outcome measure required.
maintain awareness of circumstances

in the community at large.

7F: Religious Programs - The
offender population should have the
opportunity to participate in the prac-
tices of their faith group as enhanced | 7F-1
through the supplemental contribu-
tions of community resources.

The number of regular participants, as defined by the agency, in structured religious programming
in the past 12 months divided by the average daily population in the past 12 months.
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Cycle Dates: XX-XX-XX through XX-XX-XX

Cycle Dates: XX-XX-XX through XX-XX-XX

Cycle Dates: XX-XX-XX through XX-XX-XX

Year 1
Numerator

Year 1
Denominator

Accreditation
Cycle
Year 1

Year 2
Numerator

Year 2
Denominator

Accreditation
Cycle
Year 2

Year 3
Numerator

Year 3
Denominator

Accreditation
Cycle
Year 3
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Appendix F

Organization Summary for Secure Residential Facilities
Revised 3/2/2017

An Organization Summary is a form completed by the agency applying for accreditation that provides
the Standards & Accreditation Department with descriptive information about the program or facility.
Please complete a separate summary for each program or facility and return to the ACA. If you have any
questions, please contact your Accreditation Specialist. Upon receipt of this organization summary please
contact your Accreditation Specialist to determine the date it needs to be submitted.

Introduction

Governing Authority/Parent Agency:

Name of Facility/Program:

Physical Address:

Mailing Address:

Primary Facility Telephone Number:

Primary Contact Person:

Primary Contact Person’s Phone Number:

1st Preference:

Distance from the facility:
Airport Information
2nd Preference:

Distance from the facility:

Accreditation & Manual Information

Initial

1 Reaccreditation
ACA Accreditation Status:

Date of last ACA Accreditation:

Applicable Manual & Edition:
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Is this agency or facility accredited
by any other organization?

a No

O Yes
If yes, please provide the name of the organization(s) and the date(s)
of the most recent accreditation:

Current Operational Capacity:

Demographics

Number of beds or program slots
authorized for the safe and efficient
operation of the facility/program

Current Population:

Current Population:

Average Daily Population for the last 12 months:

Number of Adults:

Characteristics of the Population:

Number of Youthful Offenders:
(Under the age of majority, but adjudicated as adults)

Number of Juveniles:

Average Length of Stay:

Years: Months: Days:

Average Sentence Length:

Years: Months: Days:

State the mission of the
agency or facility
(attach additional pages if necessary)

Organizational Information

Describe any current significant

court interventions
(i.e. consent decrees or settlement
agreements)

Total Number of Full Time Staff:

Facility Administrator/Title:

Telephone Number &
Email Address:

Existing ACA Member?
If yes, please include ACA

Membership Number.
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Facility Accreditation Manager:

Telephone Number &
Email Address:

Existing ACA Member?
If yes, please include ACA
Membership Number.

State/Regional Accreditation
Manager:
(if applicable)

Telephone Number &
Email Address:

Existing ACA Member?
If yes, please include ACA
Membership Number.

Physical and Operational Security Features

Date of Facility Construction:

Date of the Last Renovation:
(if applicable)

Number of Satellite Facilities:
Are these facilities to be included in the accreditation? QO Yes QO No

Name of Satellite
Agency or Facility:

Physical Address:

Mailing Address:

Primary Facility
Telephone Number:

Security Level of the Facility: Q Maximum QO Medium Q Minimum

Number of Offenders by

Custody Level: Maximum __ Medum ___ Minimum

Signature:

Printed Name:

Title:

Date:
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Self-Evaluation Report

The Self-Evaluation Report is required for all agencies undergoing initial accreditation and it is optional for
those undergoing reaccreditation. It must be submitted to ACA six weeks prior to your audit. If you would
like to receive this document electronically, or if you have any questions, please contact your Accreditation
Specialist.

Agency/Facility:

City/State:

Manual/Edition:

Supplement:

I certify that this agency has achieved 100 percent compliance with all applicable mandatory standards and
at least 90 percent compliance with non-mandatory standards.

Name

Title

Date
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Compliance Tally

Mandatory

Non-Mandatory

Number of Standards in Manual:

Number Not Applicable:

Number in Noncompliance:

Percentage (%) of Compliance

* Number of Standards minus Number of Not Applicable equals Number Applicable

* Number Applicable minus Number Noncompliance equals Number Compliance

* Number Compliance divided by Number Applicable equals Percentage of Compliance
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Non-Compliant Standards

Standard #

Reason for Non-Compliance

10

1

12

13

14

15

16

17

18

19

20

21

22

23

24
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Not Applicable Standards

Standard #

Reason for Non-Applicability

10

1

12

13

14

15

16

17

18

19

20

21

22

23

24
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Appendix H

Significant Incident Summary

This report is required for all residential accreditation programs.

This summary is required to be provided to the Chair of your visiting team upon their arrival for an accred-
itation audit and included in the facility’s Annual Report. The information contained on this form will also
be summarized in the narrative portion of the visiting committee report and will be incorporated into the
final report. Please type the data. If you have questions on how to complete the form, please contact your
Accreditation Specialist.

This report is for Adult Correctional Institutions, Adult Local Detention Facilities, Core Jail Facilities, Boot
Camps, Therapeutic Communities, Juvenile Community Residential Facilities, Juvenile Correctional Facilities,
Juvenile Detention Facilities, Adult Community Residential Services, and Small Juvenile Detention Facilities.
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Facility Name:

Reporting Period:

Incident Months RE’;?)'{,;?};
Type - Period
Escapes
Disturbances*
Sexual
Violence
Offender
Victim
o Staff
Homicide Victim
Other
Victim
Offender/
Offender
Assaults
Offender/
Staff
Suicide
Non-Compli-
ance with a
Mandatory
Standard*
Fire*
Natural
Disaster*
Unnatural
Death
Other*

*May require reporting to ACA using the Critical Incident Report as soon as possible within the context of the incident

itself.
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Significant Incident Summary Glossary

Assaults — An altercation which results in serious
injury requiring urgent and immediate medical
attention and restricts usual activities.

Disturbance — Offender action that resulted in loss
of control of the facility or a portion of the facil-
ity and required extraordinary measures to regain
control.

Escape — As defined by the jurisdiction reporting.

Fire — A fire which results in evacuation of staff or
offenders and/or significant damage to a facility or
part of a facility structure.

Homicide — As defined by the jurisdiction
reporting.

Non-Compliance with Mandatory Expected

Practices — Determination that a condition results
in non-compliance with a mandatory standard that
is expected to result in sustained non-compliance.

Natural Disaster — A natural event such as a flood,
tornado, tsunami, earthquake, or hurricane that
causes great damage or loss of life.

Other — Any significant negative event or distrac-
tion that adversely impacts normal operations.

Serious Injury — Is a physical injury which creates a
substantial risk of death, or which causes serious and
protracted impairment of health or protracted loss or
impairment of the function of any bodily organ.

Sexual Violence (as defined by PREA) — A sub-
stantiated, non-consensual sexual act includes one
or more of the following behaviors:

* Contact between the penis and the vagina or the
penis and the anus involving penetration, howev-
er slight. It does not include kicking, grabbing or
punching genitals when the intent is to harm or
debilitate rather than to sexually exploit.

* Contact between the mouth and the penis,
vagina, or anus.

* Penetration of the anal or genital opening of an-
other person by a hand, finger, or other object.

Unnatural Death — Death of a person in confine-
ment for causes other than suicide, homicide, or
accident that is contrary to the ordinary course of
nature or otherwise abnormal.
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Performance-Based Standards & Accreditation Department
Critical Incident Report

The agency is responsible for notifying Standards & Accreditation staff of any critical incident that
has the potential to affect expected practice compliance or facility accreditation as soon as possible within
the context of the incident itself. This report is applicable to Adult Correctional Institutions, Adult Local
Detention Facilities, Core Jail Facilities, Boot Camps, Therapeutic Communities, Juvenile Correctional Fa-
cilities, Juvenile Detention Facilities, Adult Community Residential Services and Small Juvenile Detention
Facilities.

Report Number (Staff Use Only)

I. Introduction & Facility Information

Governing/Parent Agency:

Facility Name:

City, State:

Facility Contact Person:

Telephone Number:

Email Address:

Date of Report:

Date of Incident:
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Il. Type of Incident

Offender action that results in loss of control of the facility or a portion of the facility

QO Disturbance: : ) .
and required extraordinary measures to regain control.

A fire which results in evacuation of staff or Offenders and/or significant damage to

Q Fire: a facility or part of a facility structure.

O Homicide: As defined by the jurisdiction reporting.

A natural event such as a flood, tornado, earthquake, or hurricane that causes great

O Natural Disaster: )
damage or loss of life.

@ Non-Compliance
with Mandatory
Expected Practice:

Determination that a condition results in non-compliance with a mandatory expect-
ed practice and is expected to result in sustained non-compliance.

Any significant negative event or distraction that adversely impacts normal opera-

Q Other: tions.

lll. Summary of the Incident (attach additional documents if necessary)
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Absconder — an individual who fails to report for probation, parole, or aftercare supervision or leaves su-
pervision of correctional or assigned staff.

Access to Care — offender seen in a timely manner by health care professional and professional care using
clinical judgment.

Accreditation cycle — the three-year cycle between audits.

Accreditation manager — an agency employee designated by the agency administrator to supervise the
planning and implementation of accreditation activities in the agency. He/she has comprehensive knowl-
edge of the agency and sufficient authority within the agency to design and administer a successful accred-
itation strategy.

Accreditation panel — the subunit of the Commission on Accreditation for Corrections empowered to re-
view applications and make final decisions on agency accreditation.

Accredited status — the three-year period during which the agency maintains and improves upon its stan-
dards compliance levels that were achieved at the time of the accreditation award.

Acute Psychiatric Episode — a brief, short term episode of mental illness lasting for approximately one
month or less. This may be due to experiencing a stressful event.

Adjudicatory hearing — a hearing to determine whether the allegations of a petition are supported by the
evidence beyond a reasonable doubt or by the preponderance of the evidence.

Administrative segregation — a form of separation from the general population administered by the classi-
fication committee or other authorized group when the continued presence of the inmate in the general pop-
ulation would pose a serious threat to life, property, self, staff, or other inmates or to the security or orderly
running of the institution. Inmates pending investigation for trial on a criminal act or pending transfer also
can be included. (See Protective custody, Segregation.)

Administrator — see Program director.

Administrator of field services — the individual directly responsible for directing and controlling the op-
erations of the adult probation and/or parole field services program. This person may be a division head in
a large correctional agency, a chief probation officer answering to a judge, or the administrative officer of a
court or parole authority with responsibility for the field services program.

Admission — the process of entry into a program. During admission processing, the juvenile or adult of-
fender receives an orientation to program goals, rules, and regulations. Assignment to living quarters and to
appropriate staff also is completed at this time.
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Adult community residential service — also referred to as halfway house, a community—based program
providing group residence (such as a house, work release center, prerelease center) for probationers, pa-
rolees, residents in incarcerated status, and referrals through the courts or other agencies. Clients also may
receive these services from the agency on a nonresidential basis. (See Out-client.)

Adult correctional institution — a confinement facility, usually under state or federal auspices, that has
custodial authority over adults sentenced to confinement for more than one year.

Adult detention facility or jail — a local confinement facility with temporary custodial authority. Adults
can be confined pending adjudication for 48 hours or more and usually for sentences of up to two years.

Affirmative action — a concept designed to ensure equal opportunity for all persons regardless of race,
religion, age, sex, or ethnic origin. These equal opportunities include all personnel programming, such as
selection, promotion, retention, rate of pay, demotion, transfer, layoff, and termination.

Aftercare — control, supervision, and care exercised over juveniles and in some case adults released from
facilities through a stated release program. (See Releasing authority.)

Agency — the unit of a governing authority that has direct responsibility for the operations of a corrections
program, including the implementation of policy as set by the governing authority. For a community resi-
dential center, this would be the administrative headquarters of the facilities. A single community facility
that is not a part of a formal consolidation of community facilities is considered to be an agency. In a public
agency, this could be a probation department, welfare department, or similar agency. For a juvenile cor-
rectional organization, this would be the central office responsible for governing the juvenile correctional
system for the jurisdiction.

Agency administrator — the administrative officer appointed by the governing authority or designee who is
responsible for all operations of the agency, such as the department of corrections or parole, and all related
programs under his or her control.

Agency industries administrator — the individual who has functional responsibility for industries opera-
tions throughout the correctional system. Titles, such as head of industries, superintendent, chief, director,
or general manager, may be used to denote this position.

Alternative meal service — foods provided to comply with the medical, religious, or security requirements.
Alternative meals must be designed to ensure basic health needs are met and are provided in strict compli-
ance with the policies signed by the chief executive officer, the chief medical officer, and for the religious
diets, by the appropriate religious leader.

Annual certification statement — the document an accredited agency submits to ACA to verify continued
compliance with the standards, report on its progress of implementing plans of action, and advise the As-
sociation of any significant events that may have occurred. It is due on the anniversary of the accreditation
award.

Appeal — the agency’s attempt to change the visiting committee’s decision on a standard. The result of a
successful appeal is a change in the status of the standard, either compliance or applicability, and a recalcu-
lation of the compliance tally.
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Applicant agency — an agency involved in the exchange of materials, information, and correspondence
with ACA while preparing to participate in the accreditation process.

Appropriately trained and qualified individual for working with offenders with disabilities — one who
has been designated by the warden, superintendent, or other authority to coordinate efforts to comply with
and carry out responsibilities defined by the Americans with Disabilities Act. This individual should devel-
op relationships with, and use the expertise of institutional staff, advocacy groups, nonprofit organizations,
agencies of government, and others who have relevant knowledge and experience.

Arrival —the act of physically entering and being in the care and custody of the facility. The arrival process
commences immediately upon an offender entering and shall not extend beyond 12 hours of an offender’s
initial entrance into the facility.

Audit — an examination of agency or facility records or accounts to check their accuracy. It is conducted by
a person or persons not directly involved in the creation and maintenance of these records or accounts. An
independent audit results in an opinion that either affirms or disaffirms the accuracy of records or accounts.
An operational or internal audit usually results in a report to management that is not shared with those out-
side the agency.

Auditor — the term frequently used to refer to ACA consultants who conduct the pre- accreditation assess-
ments, technical assistance visits, standards compliance audits, and monitoring visits.

Authority having jurisdiction — may be a federal, state, local, or other regional department or individual,
such as the fire chief, fire marshal, chief of a fire prevention bureau, labor department, health department,
building official, electrical inspector, or other with standing authority who are knowledgeable about the
requirements of the National Fire Protection Life Safety Code. This person may be employed by the de-
partment/agency, provided that he or she is not under the authority of the facility administrator and that the
report generated is referred to higher authorities within the department/agency independent of influence by
the facility administrator or staff, no matter who generates the report.

Behavioral Health Care Practitioner — see Mental health care practitioner/provider/professional.

Behavioral Health Qutpatient Services — the most common level of services provided is outpatient ser-
vices which allow inmates to remain housed in a general population setting and access behavioral health
services when needed. Outpatient services allow inmates to participate in individual and/or group services
based on need. The goal is always to provide treatment at the least intensive level of services which main-
tains the inmate’s safety and behavioral health stability.

Behavioral Health Screening — see Mental health screening.
Behavioral Health Trained Staff — correctional officers or other correctional personnel who may be
trained and appropriately supervised to carry out specific duties with regard to the administration of mental/

behavioral health care.

Bio-hazardous Waste — any waste containing infectious material or potentially infectious material such as
blood. It is waste that could cause injury during handling if not handled properly.
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Body Fluid Testing Program — a program, often used in conjunction with substance use education or
treatment programs, where urine samples and other bodily fluids/tissues are collected on a random or other
basis from offenders suspected of having a history of drug or alcohol use to determine current or recent use.

Booking — both a law enforcement process and a detention-facility procedure. As a police administrative
action, it is an official recording of an arrest and the identification of the person, place, time, arresting
authority, and reason for the arrest. In a detention facility, it is a procedure for the admission of a person
charged with or convicted of an offense, which includes searching, fingerprinting, photographing, medical
screening, and collecting personal history data. Booking also includes the inventory and storage of the in-
dividual’s personal property.

Boot camp — a short-term correctional unit designed to combine elements of basic military training pro-
grams and appropriate correctional components.

Camp — a nonsecure residential program located in a relatively remote area. The residents participate in a
structured program that emphasizes outdoor work, including conservation and related activities. There are
often twenty to sixty residents in these facilities.

Candidate status — the period after an agency has completed its self-evaluation report. Candidate status
continues until standards compliance is verified during the audit and the accreditation decision is made.

Career development plan — the planned sequence of promotions within an agency that contains provision
for (1) vertical movement throughout the entire range of a particular discipline, (2) horizontal movement
encouraging lateral and promotional movement among disciplines, and (3) opportunity for all to compete
for the position of head of the agency. Progression along these three dimensions can occur as long as the
candidate has the ambition, ability, and required qualifications.

Case conference — a conference between individuals working with the juvenile or adult offender to see that
court-ordered services are being provided.

Case record — information concerning an offender’s or juvenile’s criminal, personal, and medical history,
behavior, and activities while in custody. The record typically includes commitment papers, court orders,
detainers, personal property receipts, visitor’s list, photographs, fingerprints, type of custody, disciplinary
infractions and action taken, grievance reports, work assignments, program participation, and miscella-
neous correspondence.

Case Management — the process of assisting offenders in maintaining access to medical, social, educa-
tional, and other services, including but not limited to, the development of a specific care plan, referrals,
monitoring, and follow-up.

Cases of exceptional merit — outstanding prison adjustment beyond that normally expected, performance
of a meritorious deed by the inmate or juvenile, or existence of an unusual employment opportunity for
which the inmate or juvenile is especially qualified and which would not be available at the time of the
normal parole or release date.

Casework — the function of the caseworker, social worker, or other professional in providing services, such
as counseling, to individuals in custody.

Caustic material — a substance capable of destroying or eating away by chemical reaction.
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Cellblock — a group or cluster of single and/or multiple occupancy cells or detention rooms immediately
adjacent and directly accessible to a day or activity room. In some facilities, the cellblock consists of a row
of cells fronted by a day-room of corridor-like proportions.

Chemical agent — an active substance, such as tear gas, used to defer activities that might cause personal
injury or property damage.

Chief — see Agency industries administrator.

Chief of police — a local law enforcement official who is the appointed or elected chief executive of a police
department and is responsible for the operation of the city jail or lockup.

Chronic care — health care services provided to patients with long-term health conditions or illnesses. Care
usually includes initial assessment, treatment, and periodic monitoring to evaluate the patient’s condition.

Chronic illness — a disease process or condition that persists over an extended period of time. Chronic
illnesses include but are not limited to diabetes, hypertension, asthma, HIV, seizures, and mental health
diagnosis.

Classification — a process for determining the needs and requirements of those for whom confinement has
been ordered and for assigning them to housing units and programs according to their needs and existing
resources.

Clinical services — health care services administered to offenders in a clinic setting by persons qualified to
practice in one of the health care disciplines.

Clinician — persons qualified to assess, evaluate and treat patients according to the dictates of their profes-
sional practice act. These may include physicians, nurses, physician assistants, nurse practitioners, dentists,

psychologists, psychiatrists, licensed professional counselors, and social workers.

Co-correctional facility — an institution designed to house both male and female juvenile or adult offend-
ers.

Code —any set of standards set forth and enforced by a local government agency for the protection of public
safety, health, and so forth, as in the structural safety of buildings (building code), health requirements for
plumbing, ventilation, and so forth (sanitary or health code), and the specifications for fire escapes or exits
(fire code).

Code of ethics — a set of rules describing acceptable standards of conduct for all employees.

Combustible liquid — a substance with a flash point at or above 100 degrees Fahrenheit, a Class II or Class
11 liquid.

Commissary — an area or system where approved items are available for purchase by juveniles or inmates.

Commission on Accreditation for Corrections (CAC) — the term used collectively to refer to the elected
and appointed members empowered to render accreditation decisions.

Committing authority — the agency or court responsible for placing a juvenile in a program.
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Communicable disease — a disease that can be transmitted from person to person, or animal to person.
Community-based program — see Adult community residential service.

Community resources — human services agencies, service clubs, citizen interest groups, self-help groups,
and individual citizen volunteers that offer services, facilities, or other functions that can meet the needs of
the facility or have the potential to assist residents. These various resources, which may be public or private
and national or local, may assist with material and financial support, guidance, counseling, and supportive
services.

Comprehensive Evaluation — see Mental Health Evaluation.

Computing device — any electronic equipment controlled by a CPU, including desktop and laptop com-
puters, smartphones and tablets. A general-purpose device that can access software for many purposes,
including software applications distributed through a network, in contrast with information technology
infrastructure equipment, such as a server, network switch or router.

Consult — a patient evaluation as requested by a health care practitioner/provider seeking additional infor-
mation, and approved by a utilization review process or by the health care authority.

Contact visiting — a program inside or outside the facility that permits offenders or juveniles to visit with
designated person(s). The area is free of obstacles or barriers that prohibit physical contact.

Continuity of care — health care provided on an ongoing basis without interruption beginning with the
offender’s initial contact with health care personnel through discharge planning.

Continuous Quality Improvement — a structured systematic process that is used to review and monitor the
quality, efficiency and effectiveness of a health care delivery system. The process includes the identification
of areas in need of improvement and the development and implementation of corrective actions, including
an evaluation of the efficacy of implemented actions.

Contraband — any item possessed by confined juvenile or adult offenders or found within the facility that
is illegal by law or expressly prohibited by those legally charged with the administration and operation of
the facility or program.

Contract — the written, signed agreement between the ACA and the agency specifying responsibilities,
activities, and financial obligations.

Contractor — a person or organization that agrees to furnish materials or to perform services for the facility
or jurisdiction at a specified price. Contractors operating in correctional facilities are subject to all applica-
ble rules and regulations of the facility.

Contractual arrangement — an agreement with a private party (such as an incorporated agency or married
couple) to provide services to juveniles or adult offenders for compensation. (See Independent operator.)

Control center — a very secure, self-contained unit designed to maintain the security of the facility. Policies
governing the design, staffing, and accessibility of the control center ensure that it cannot be commandeered
by unauthorized persons.

Adult Correctional Institutions, Fifth Edition 289



Glossary

Controlled substance — any drug regulated by the Drug Enforcement Act.
Copayment — a fee charged an offender by the correctional institution for health care or other services.
Corporal punishment — any act of inflicting punishment directly on the body, causing pain or injury.

Correctional facility — a place used for the incarceration of individuals accused of or convicted of criminal
activity. A correctional facility is managed by a single chief executive officer with broad authority for the
operation of the facility. This authorization typically includes the final authority for decisions concerning
the employment or termination of staff members, and the facility operation and programming within guide-
lines established by the parent agency or governing body. A correctional facility also must have (1) a sepa-
rate perimeter that precludes the regular commingling of the inmates with inmates from other facilities, (2)
a separate facility budget managed by a chief executive officer within guidelines established by the parent
agency or governing authority, and (3) staff that are permanently assigned to the facility.

Correspondent status — the initial period after an agency applies for accreditation. At this time, the agency
evaluates its compliance with the standards and prepares a self-evaluation report.

Counseling — an activity designed to assist an individual or group to develop understanding of personal
strengths and weaknesses, to restructure concepts and feelings, to define goals and to plan actions as these
are related to personal, social, educational and career development and adjustment.

County parole — the status of a county jail inmate who, convicted of a misdemeanor and conditionally
released from a confinement facility prior to the expiration of his or her sentence, has been placed under
supervision in the community for a period of time.

Counseling Evaluation — see Comprehensive Evaluation.

Credentials — documentation that demonstrates health care professionals are qualified and currently li-
censed, certified, and/or registered as applicable to provide health services within their scope of practice.

Criminal record check — process of investigating whether the background of an individual has any crimi-
nal convictions. It is conducted in accordance with state and federal statutes.

Crisis Intervention — emergency behavioral health care aimed at assisting inmates in a crisis situation to
restore equilibrium and minimize potential for psychological trauma.

Critical Incident Debriefing — a small group supportive crisis intervention process that focuses on the im-
mediate incident. Its purpose is to help staff return to their daily routine with less likelihood of experiencing
symptoms of a trauma disorder.

Custody — level of restriction of inmate movement within a detention/correctional facility, usually divided
into maximum, medium, and minimum risk levels.

Dayroom — space for activities that is situated immediately adjacent to the offender/juvenile sleeping areas
and separated from them by a wall.

Decontamination — the neutralization or removal of dangerous substances or germs from an area, object
or person.
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Delinquent act — an act that, if committed by an adult, would be considered a crime.

Delinquent youth — also referred to as a juvenile delinquent or a criminal-type offender, a juvenile who
has been charged with or adjudicated for conduct that would, under the law of the jurisdiction in which the
offense was committed, be a crime if committed by an adult. (See also Status offender; Juvenile.)

Dental exam — an examination by a licensed dentist that includes a dental history, exploration and charting
of teeth, examination of the oral cavity, and x-rays if clinically indicated.

Dental Screening — an assessment of dental pain, swelling or functional impairment that includes checking
for cavities and gum disease. It may include dental x-rays or other diagnostic procedures.

Dental Specialist — a licensed dentist who specializes in specific area of oral health.
Detainee — any person confined in a local detention facility not serving a sentence for a criminal offense.

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

Detention warrant — a warrant that authorizes the arrest and temporary detention of a parolee pending pre-
liminary revocation proceedings. A detention warrant should be distinguished from a warrant for the return
of a parolee to prison, although return warrants are sometimes used as detainers. For the purpose of these
standards, return warrants used as detainers also are deemed to be detention warrants.

Developmental disabilities — a group of disorders characterized by deficits in mental functioning and adap-
tive behaviors that affect daily living.

Diagnostic Interview — an interview conducted to gather information from an individual to help determine if the
individual has a mental illness and if so, the type of mental illness the individual may have.

Direct care staff — any staff member who routinely has contact with the inmate or juvenile population.

Direct supervision — a method of inmate management that ensures continuing direct contact between in-
mates and staff by posting an officer(s) inside each housing unit. Officers in general housing units are not
separated from inmates by a physical barrier. Officers provide frequent, nonscheduled observation of and

personal interaction with inmates.

Direct threat — significant risk of substantial harm to the health or safety of any person including the ap-
plicant or employee with a disability that cannot be eliminated or reduced by reasonable accommodation.

Director — see Agency industries administrator.

Disability — a physical or mental impairment that substantially limits one or more of the major life activities
of an individual; a record of such an impairment; or being regarded as having such an impairment.
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Disciplinary detention — a form of separation from the general population in which inmates committing
serious violations of conduct regulations are confined by the disciplinary committee or other authorized
group for short periods of time to individual cells separated from the general population. Placement in
detention only may occur after a finding of a rule violation at an impartial hearing and when there is not an
adequate alternative disposition to regulate the inmate’s behavior. (See Protective custody; Segregation.)

Disciplinary hearing — a nonjudicial administrative procedure to determine if substantial evidence exists
to find an inmate guilty of a rule violation.

Dispositional hearing — a hearing held subsequent to the adjudicatory hearing to determine what order of
disposition (for example, probation, training school, or foster home) should be made concerning a juvenile
adjudicated as delinquent.

Diversion — the official halting or suspension, at any legally prescribed point after a recorded justice system
entry, of formal criminal or juvenile justice proceedings against an alleged offender. The suspension of pro-
ceedings may be in conjunction with a referral of that person to a treatment or care program administered
by a nonjudicial agency or a private agency, or there may be no referral.

Due process safeguards — procedures that ensure just, equal, and lawful treatment of an individual involved
in all stages of the juvenile or criminal justice system, such as a notice of allegations, impartial and objective
fact finding, the right to counsel, a written record of proceedings, a statement of any disposition ordered
with the reasons for it, and the right to confront accusers, call witnesses, and present evidence.

Ectoparasites — parasites that live on the outside of the host, such as fleas or lice.

Education program — a program of formal academic education or a vocational training activity designed
to improve employment capability.

Educational release — the designated time when residents or inmates leave the program or institution to
attend school in the community and return to custody after school hours.

Elective surgery — surgery that is not essential and is not required for survival; especially surgery to correct
a condition that is not life-threatening.

Elective Therapy — therapy that is not required or essential to the well-being of the individual.

Emergency — any significant disruption of normal facility or agency procedure, policy, or activity caused
by riot, escape, fire, natural disaster, employee action, or other serious incident.

Emergency care — care of an acute illness or unexpected health care need that cannot be deferred until the
next scheduled sick call. Emergency care shall be provided to the resident population by the health care
staff or other health trained staff. This care shall be expedited by following specific written procedures for
medical emergencies described in the standards.

Emergency plans — written documents that address specific actions to be taken in an institutional emergen-
cy or catastrophe such as a fire, flood, riot, or other major disruption.
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Emergency power — an alternate power system that is activated when the primary source of electricity is
interrupted. The system may be an emergency generator, battery-operated power pack or an alternate supply
source.

Environmental health — all conditions, circumstances, and surrounding influences that affect the health of
individuals or groups in the area.

Escape — the act of breaking free of confinement or control while inside, or in the custody of, a correctional
facility.

Expected practices — actions and activities that if implemented properly (according to protocols) will
produce the desired outcome. They are what we think is necessary to achieve and maintain compliance
with the standard — but not necessarily the only way to do so. They are activities that represent the current
experience of the field, but that are not necessarily supported by research. As the field learns and evolves,
so will the practices.

Extended Restrictive Housing — housing that separates the offender from contact with general population
while restricting an offender/inmate to his/her cell for at least 22 hours per day and for more than 30 days
for the safe and secure operation of the facility.

Extended Restrictive Housing with Medical and Behavioral Health Treatment — offenders who are
placed in long term Restrictive Housing to his or her cell for at least 22 hours per day and for more than 30
days that are in need of Behavioral health treatment and services.

Facility — a place, institution, building (or part thereof), set of buildings, or area (whether or not enclosing
a building or set of buildings) that is used for the lawful custody and/or treatment of individuals. It may
be owned and/or operated by public or private agencies and includes the staff and services as well as the
buildings and grounds.

Facility administrator — any official, regardless of local title (for example sheriff, chief of police, adminis-
trator, warden/superintendent), who has the ultimate responsibility for managing and operating the facility.

Field agency — the unit of a governing authority that has direct responsibility for the provision of field su-
pervision services and for the carrying out of policy as set by the governing authority.

Field services — services provided to delinquent juveniles, status offenders, or adult offenders in the com-
munity by probation, parole, or other agencies.

Field staff/field workers — the professionals assigned case responsibility for control, supervision, and pro-
vision of program services to delinquent juveniles or adult offenders.

Firearm — a small arms weapon, such as a rifle or pistol, from which a projectile is fired by gunpowder.

First aid — care for a condition that requires immediate assistance from an individual trained in first aid care
and the use of the facility’s first aid kits.

Fiscal position control — the process that ensures that individuals on the payroll are legally employed, po-
sitions are authorized in the budget, and funds are available.
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Flammable liquid — a substance with a flashpoint below 100 degrees Fahrenheit, classified as a Class 1
liquid.

Flash point — the minimum temperature at which a liquid will give off sufficient vapors to form an ignitable
mixture with the air near the surface of the liquid (or in the vessel used).

Foot-candle — a unit for measuring the intensity of illumination, defined as the amount of light thrown on a
surface one-foot away from the light source.

Formulary — a list of prescription and nonprescription medications that have been approved by the medical
director and/or health authority.

Furlough/temporary leave — a period of time during which a resident is allowed to leave the facility and
go into the community unsupervised.

Goal statement — a general statement of what is sought within the functional area of the performance-
based standard.

Good time — a system established by law whereby a convicted offender is credited a set amount of time,
which is subtracted from his or her sentence, for specified periods of time served in an acceptable manner.

Governing authority — in public/governmental agencies, the administrative department or division to which
the agency reports; the policy-setting body. In private agencies, this may be an administrative headquarters,
central unit, or the board of directors or trustees.

Grievance/grievance process — a circumstance or action considered to be unjust and grounds for complaint
or resentment and/or a response to that circumstance in the form of a written complaint filed with the ap-
propriate body.

Halfway house — see Adult community residential service.

Handicapped — having a mental or physical impediment or disadvantage that substantially limits an indi-
vidual’s ability to use programs or services.

Hardship cases — serious mental or terminal medical illness, imminent death or death of a member of the
inmate’s immediate family.

Head of industries — see Agency industries administrator.

Health agency — an organization that provides health care services to an institution or a system of institu-
tions.

Health Appraisal — a health assessment that includes a review of previous health records, collection of data
including any laboratory results or diagnostic tests, vital signs and other information necessary to provide care

Health authority — the health administrator, or agency responsible for the provision of health care services
at an institution or system of institutions; the responsible physician may be the health authority.
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Health care — a system of preventative and therapeutic services that provide for the physical and mental
well-being of a population. It includes, but is not limited to: medical services, dental services, behavioral
health services, nursing services, pharmaceutical services, personal hygiene, dietary services, and environ-
mental conditions.

Health Care Administration — see Health Authority.

Health care personnel — individuals whose primary duty is to provide health services to juveniles or adult
inmates in keeping with their respective levels of health care training, licensure, or experience.

Health care practitioner/provider — clinicians trained to diagnose and treat patients, such as physicians,
dentists, psychologists, licensed professional counselors, licensed social workers, podiatrists, optometrists,
nurse practitioners, and physician assistants.

Health care professional — staff who perform clinical duties, such as health care practitioners, nurses,
licensed professional counselors, social workers, and emergency medical technicians in accordance with
each health care professional’s scope of training and applicable licensing, registration, certification, and
regulatory requirements.

Health care provider — an individual licensed in the delivery of health care.

Health care services — a system of preventative and therapeutic services that provide for the physical and
mental well-being of a population. Includes, but not limited to: medical services, dental services, behavioral
health services, nursing services, pharmaceutical services, personal hygiene, dietary services, and environ-
mental conditions.

Health Care Staff — see Health Care Personnel.
Health Care Supervision — health care services provided to an individual who needs health care treatment.

Health/medical screen — a structured inquiry and observation to prevent offenders who pose a health or
safety threat to themselves or others from being admitted to the general population and to identify offenders
who require immediate medical attention. The screen can be initiated at the time of admission, at scheduled
intervals, or other times as appropriate, by health care personnel or by a health-trained correctional officer.

Health-trained personnel/Medically trained personnel — correctional officers or other correctional per-
sonnel who may be trained and appropriately supervised to carry out specific duties with regard to the
administration of health care.

Hearing — a proceeding to determine a course of action, such as the placement of a juvenile or adult offend-
er, or to determine guilt or innocence in a disciplinary matter. Argument, witnesses, or evidence are heard
by a judicial officer or administrative body in making the determination.

Hearing examiner — an individual appointed by the parole authority who conducts hearings for the authori-
ty. His or her power of decision making may include, but not be limited to, making parole recommendations
to granting, denying, or revoking parole.
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Holding facility/Lockup — a temporary confinement facility, for which the custodial authority is usually
less than forty-eight hours, where arrested persons are held pending release, adjudication, or transfer to
another facility.

Holidays — all days legally designated as non-workdays by statute or by the chief governing authority of a
jurisdiction.

House parent — see Program director.
Improvement — see Quality assurance.

Incident report — a written document reporting a special event such as de-escalation, use of chemical
agents, discharge of firearms, and so forth. The term is often used interchangeably with the term “disci-
plinary report.”

Independent audit — an audit that is completed independent of influence by the agency or organization
being audited.

Independent operator — a person or persons who contract with a correctional agency or other governmen-
tal agency to operate and manage a correctional program or facility.

Independent outside source — see Authority having jurisdiction.

Independent source — a person, organization or group that acts independently from the correctional unit
being evaluated. An independent source may not be a staff member who reports to the chief executive offi-
cer of the unit being audited.

Indigent — an individual with no funds or source of income.
Individualized Treatment Plan — see Treatment Plan.

Industries — an activity existing in a correctional system that uses inmate labor to produce goods and/or
services for sale. These goods and/or services are sold at prices calculated to recover all or a substantial
portion of costs associated with their production and may include a margin of profit. Sale of the products
and/or services is not limited to the institution where the industries activity is located.

Infection control program — a program designed to investigate, prevent, and control the spread of infec-
tions and communicable disease.

Infirmary — a specific area within an institution, separate from other housing areas, where offenders are
admitted for skilled nursing care under the supervision and direction of a health care practitioner/provider.

Information system/Management information system — the concepts, personnel, and supporting tech-
nology for the collection, organization, and delivery of information for administrative use. There are two
such types of information:
(1) standard information, consisting of the data required for operations control such as the daily
count, payroll data in a personnel office, probation/parole success rates, referral sources, and
caseload levels;
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(2) demand information, consisting of information that can be generated when a report is required,
such as information on the number of residents in educational and training programs, duration of
residence, or the number of residents eligible for discharge during a 12-month period by offense,
sentence, and month of release.

Information Technology Asset — any company-owned information, computing devices, computing soft-
ware, data networks, data, and other resources necessary to support the agency’s information technology
system which is used in the course of business activities.

Informed consent — the agreement by a patient to a treatment, examination, or procedure after the patient
receives the material facts regarding the nature, consequences, risks, and alternatives concerning the pro-
posed treatment, examination, or procedure.

Inmate — any individual, whether in pretrial, unsentenced, or sentenced status, who is confined in a correc-
tional facility.

Inmate compensation — incentives that are given for services provided. Incentives may be monetary com-
pensation, special housing, extra privileges, good time credits, and other items of value.

Inpatient Behavioral health Care Unit — a designated, secure, treatment facility or housing unit that pro-
vides the most treatment intensive services. Qualified health care staff are available 24 hours a day, 7 days a
week for the purpose of providing necessary treatment and services for patients with acute deterioration in
mental functioning; or pose a significant danger to self or others; or exhibit marked psychosocial, behavioral
and mental dysfunction that precludes them from adequate adaptive functioning in less restrictive settings.

Institution industries manager — the individual designated as responsible for industries operations at a
specific institution in the correctional system.

Intellectual disability — a disability characterized by significant limitations both in intellectual functioning
(reasoning, learning, problem solving) and in adaptive behavior, which originates before the age of 18 and
covers a range of everyday social and practical skills, as assessed by clinical evaluation and standardized
testing.

Interstate Compact on Juveniles — this program established in 1955 regulates the interstate movement of
juveniles under court supervision, specifically, juveniles who have run away from home without consent of
a parent or legal guardian; been placed on probation/parole and want to reside in another state; those ab-
sconded or escaped from an institution in another state; or those who require institutional care/specialized
services in another state; or those who have a pending hearing and have run away to another state.

Interstate Compact for the Supervision of Probationers and Parolees — an agreement entered into by
eligible jurisdictions in the United States and its territories that provides the criteria for these jurisdictions
to cooperate in working with probation and release.

Intersystem transfers — transfers from one distinct correctional system to another.

Intra-system transfers — transfers from facility to facility within a correctional system. This only applies
to contractual relationships if the contracting agency is ACA accredited.

Jail — See Adult detention facility.
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Judicial review — a proceeding to reexamine the course of action or continued confinement of a juvenile in
a secure detention facility. Arguments, witnesses, or evidence are not required as part of the review. Reviews
may be conducted by a judge, judicial officer, or an administrator who has been delegated the authority to
release juveniles from secure detention with the approval of the judge.

Juvenile — a person under the age of 21, or as defined in the local jurisdiction as under the age of majority.

Juvenile community residential program — a program housed in a structure without security fences and
security hardware or other major restraining construction typically associated with correctional facilities,
such as a converted apartment building or private home. They are not constructed as or intended to be deten-
tion facilities. Except for daycare programs, they provide twenty-four-hour care, programs, and supervision
to juveniles in residence. Their focus is on providing the juvenile with positive adult models and program
activities that assist in resolving problems specific to this age group in an environment conducive to positive
behavior in the community.

Juvenile correctional facility — an institution that may provide supervision, programs, and residential
services for more than 100 residents. These facilities are designed and operated to be secure institutions.
Juvenile development centers, juvenile treatment centers, secure training schools, and other facilities in the
category may serve relatively smaller populations ranging from 40 to 100 juveniles. The age range served
is generally from 13 to 18 years of age, although in many jurisdictions, residents may be as young as 10
or as old as 25 years of age. Older residents are usually juveniles who have been returned to the facility as
parole violators.

Juvenile day treatment program — a program that provides services to juveniles who live at home and
report to the program on a daily basis. Juveniles in these programs require more attention than that provided
by probation and aftercare services. Often the program operates its own education program through the
local school district. The population usually is drawn from court commitments but may include juveniles
enrolled as a preventive or diversionary measure. The program may operate as part of a residential program,
and it may provide space for occasional overnight stays by program participants where circumstances war-
rant additional assistance.

Juvenile delinquent — see Delinquent youth.

Juvenile detention — temporary care of juvenile offenders and juveniles alleged to be delinquent who re-
quire secure custody in a physically restricting facility.

Juvenile development center — see Juvenile correctional facility.

Juvenile group home — nonsecure residential program emphasizing family-style living in a homelike at-
mosphere. Program goals are similar to those for large community residential programs. Although group
homes usually house juveniles who are court—committed, they also house abused or neglected juveniles
who are placed by social agencies. Small group homes serve from four to eight juveniles; large group
homes serve eight to twelve. Participating juveniles range in age from 10 to 17, with the concentration from
13 to 16.

Juvenile intake — process of determining whether the interests of the public or the juvenile require the
filing of a petition with the juvenile court. Generally, an intake officer receives, reviews, and processes com-
plaints, recommends detention or release, and provides services for juveniles and their families, including
diversion and referral to other community agencies.
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Juvenile nonresidential program — a program that provides services to juveniles who live at home and
report to the program on a daily basis. Juveniles in these programs require more attention than that provided
by probation and aftercare services. Often the program operates its own education program through the lo-
cal school district. The population of non-residential programs may be as many as 50 boys and girls ranging
in age from 10 to 18. The population is usually drawn from court commitments but may include juveniles
enrolled as a preventive or diversionary measure. The program may operate as part of a residential program,
and it may provide space for occasional overnight stays by program participants where circumstances war-
rant additional assistance.

Juvenile ranch — nonsecure residential program providing services to juveniles in a rural setting. Typically,
the residents participate in a structured program of education, recreation, and facility maintenance, includ-
ing responsibility for the physical plant, its equipment, and livestock. Often there are 20-to-60 juveniles in
the ranch setting, ranging in age from 13 to 18.

Juvenile service center — see Juvenile correctional facility.

Juvenile village — see Juvenile correctional facility.

Library service — a service that provides reading materials for convenient use; circulation of reading mate-
rials; service to help provide users with library materials, educational and recreational audio/visual materi-

als, or a combination of these services.

Licensed Health Care Staff — see Health Care Professional or Professional Staff of Health Care Practi-
tioner/Provider.

Life Safety Code — a manual published and updated by the National Fire Protection Association specifying
minimum standards for fire safety necessary in the public interest. Two chapters are devoted to correctional
facilities.

Lockup — see Holding facility.

Mail inspection — examination of incoming and outgoing mail for contraband, cash, checks, and money
orders.

Major equipment — equipment that is securely and permanently fastened to the building or any equipment
with a current book value of $1,000 or more.

Major infraction — rule violation involving a grievous loss and requiring imposition of due process pro-
cedures. Major infractions include (1) violations that may result in disciplinary detention or administrative
segregation; (2) violations for which punishment may tend to increase an inmate’s sentence; (3) violations
that may result in a forfeiture, such as loss of good-time or work time; and (4) violations that may be re-
ferred for criminal prosecution.

Management information system — see Information system.
Management Plan — see Treatment Plan.

Mandatory standard — a standard that has been determined by the American Correctional Association to
directly affect the life, health, and safety of offenders and correctional personnel.
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Master index file — used in an institution to keep track of the inmates who are housed in particular housing
units.

Medical Examination — see Physical Examination.

Medical Observation — specific care within an institution separate from other housing areas where offend-
ers are monitored by health staff but do not require skilled nursing care. Examples include: observation fol-
lowing dental extraction, cast application, or medication administration — but NOT acute care like infirmary.

Medical records — separate records of medical and other health disciplines, examinations and diagnoses
maintained by the responsible entity. The date and time of all medical examinations and copies of standing
or direct medical orders from the physician to the facility staff should be transferred to the resident’s or
staff’s record.

Medical restraints — any method of restricting an individual’s freedom of movement, physical activity,
or normal access to his or her body. This includes emergency medications, such as sedatives, or physical
restraints, applied only for psychiatric or behavioral purposes. Metal handcuffs and leg shackles are not
considered medical restraints.

Medical screen — see Health screen.
Medical Supervision — see Health Care Supervision.
Medically trained personnel — see Health trained personnel.

Medically unexpected deaths — those that occur suddenly without any clinical warning (in other words,
sudden death) and are not a result of a previously diagnosed medical condition(s) that is life-threatening, for
example, certain cancers, AIDS, congestive heart failure, kidney or liver failure, and geriatric co-morbidi-
ties. This may also include offenders who succumb despite well managed chronic conditions.

Medication administration — process of giving a dose of a prescribed or over-the-counter medication to a
patient.

Medication dispensing — the process of placing one or more doses of a medication into a container that is
labeled to indicate the name of the patient, the contents of the container, and other necessary information
by pharmacies as authorized by the jurisdiction.

Medication disposal — destruction or removal of medication from a facility after discontinuation of its use
per local, state, and federal regulation.

Mental disorder — a syndrome characterized by clinically significant disturbance in an individual’s cogni-
tion, emotion regulation, or behavior that reflects a dysfunction in the psychological, biological or develop-
mental processes underlying mental functioning and usually associated with significant distress in social,
occupational, or other activities of daily living.
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Mental Health Appraisal — the process of identifying offenders with psychological needs through the re-
view of information obtained in the mental health screening along with any other information regarding the
individual’s mental health needs. This review may include a mental status exam, mental health evaluation,
clinical interview, psychological testing, psychological observation, records review, and gathering of collat-
eral information. The review of this information should be completed by a QMHP.

Mental Health Assessment — a mental health screening by a Qualified Mental Health Person with in-depth
gathering of information about an individual such as a mental status exam and psychosocial background
along with a clinical interview. This assessment may result in a referral for a more comprehensive Mental
Health Evaluation (MHE).

Mental Health Authority — a qualified mental health clinician credentialed with the responsibility to en-
sure the integrity of mental health care/delivery of mental health services and ensures compliance with
American Correctional Association mental health expected practices.

Mental health care practitioner/provider/professional — mental health staff who are qualified to diag-
nose and treat patients with a mental illness, (for example, physicians, physician extenders, psychologists,
licensed professional counselors, and social workers) in accordance with each health care professional’s
scope of training and applicable licensing, registration, certification, and regulatory requirements.

Mental Health Evaluation (MHE) — a comprehensive assessment of an offender’s presenting problem
or referral question which formulates a diagnostic impression and identifies treatment/intervention needs
which are formulated in the development of an individualized treatment plan. The evaluation includes doc-
umentation of historical information such as mental health treatment and psychosocial background, a di-
agnostic interview which should include a current mental status exam and an assessment of self-harm risk.
Psychometric testing may be conducted to assess personality, intellectual, and coping abilities.

Mental health screening — review by a qualified, mental health professional or mental health trained health
care professional of any history of psychological problems and examination of any current psychological
problems to determine, with reasonable assurances, that the individuals pose no significant risk to them-
selves or others.

Mental Health Services — the sum of all actions taken for the mental well being of the inmate population
including a range of diagnosis, treatment and follow up services. These may include the use of a variety of
psychosocial, psychoeducational and pharmacological therapies either individually or in group settings to
alleviate symptoms, attain appropriate functioning, prevent relapses and help the patient develop and pursue
their personal recovery plan.

Mental health staff — individuals whose primary duty is to provide mental health services to inmates com-
mensurate with their respective levels of education, experience, training, and credentials.

Mental Health Trained Staff — correctional officers or other correctional personnel who may be trained
and appropriately supervised to carry out specific duties with regard to the administration of mental/behav-
ioral health care.

Mental illness — psychiatric illness or disease expressed primarily through abnormalities of thought, feel-
ing, and behavior producing either distress and/or impaired function.
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Mental Status Examination (MSE) — an assessment of an individual’s level of cognitive abilities, appear-
ance, emotional state and behavioral interactions. It involves questions, observations, objective findings,
impressions and clinical judgment of the mental health professional and commonly includes observations
of appearance, level of consciousness, speech and language, emotions, thoughts, perceptual alterations,
orientation, dangerousness to self & others, memory, abstract thinking, intellectual ability, judgment, and
insight.

Mid-level practitioner — nurse practitioner or physician’s assistant licensed or credentialed to assume an
expanded role in providing medical care under the supervision of a physician.

Minor infraction — a violation of the facility’s rules of conduct that does not require due process and can
be resolved without the imposition of serious penalties. Minor infractions do not violate any state or federal
statutes and may be resolved informally by the reporting staff.

Multidisciplinary Services team — provides integrated services by assessing an inmate’s needs; developing
an individualized plan and ensuring that services are delivered in an effective manner to assist the inmate in
transition to general population or the community.

- The team may include but is not limited to a facility administrator and correctional, treatment,
and programming staffs.

Multidisciplinary treatment team — provides an integrated team approach to inmate care and treatment.
The members meet together to develop and provide necessary health and behavioral health care services
and individualized treatment for inmates with particular emphasis on addressing needs during confinement
in Restrictive Housing and step-down programs.

- The team may include psychologists, psychiatric practitioners, licensed social workers, licensed
mental health counselors, registered nurses, activity therapists, and correctional staffs.

Natural light — the illumination from the sun; daylight.

Needs Assessment — a standardized tool administered to determine the level of substance use risks and
treatment needs.

Neurodevelopmental Disorders — developmental disorders affecting intelligence and impairment in daily
living skills, with onset in the developmental period, often before the child enters grade school, and are
characterized by developmental deficits that produce impairments of personal, social, academic, or occu-
pational functioning.

New construction — standards regulating ‘“new construction” will be deemed applicable to a facility if the
final plans were approved or legal permit was issued later than six months after the release of the Standards
Supplement, which includes no official change to the standard. For example, a standard regulating new con-
struction passed in 2010 will be applicable to all facilities whose final plans were approved or legal permits
were issued in or after June 2012 (following the January release of the 2012 Standards Supplement).

NFPA — National Fire Protection Association publishes the Life Safety Code.
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National uniform parole report system — cooperative effort sponsored by the National Parole Institute
that calls for the voluntary cooperation of all federal and state authorities having responsibility for felony
offenders in developing some common terms to describe parolee (age, sex, and prior record) and some
common definitions to describe parole performance. These types of data allow comparisons across states
and other jurisdictions.

Not applicable — term used in the accreditation process to describe a standard that does not apply to the
correctional unit being audited. While the initial determination of applicability is made by American Cor-
rectional Association staff and/or the audit team, the final decision rests with the Commission on Accredi-
tation.

Noncontact visiting — a program that restricts inmates from having physical contact with visitors. Physical
barriers usually separate the offender from the visitors with screens and/or glass. Voice communications
between the parties are typically accomplished with phones or speakers. Offenders who present a serious
escape threat, are a threat to others, or require protection are often designated for noncontact visits.

Non-formulary medication — medications not listed in the approved institution or agency formulary.

Occupational exposure — exposure to potentially harmful chemical, physical, or biological agents that
occur as a result of one’s occupation.

Offender — individual convicted or adjudicated of a criminal offense.

Official personnel file — current and accurate record of the employee’s job history, including all pertinent
information relating to that history.

Operating unit — one distinct operation of the industry’s activity, which may be operated as a cost center
or separate accounting entity. It may take the form of a manufacturing operation (for example, furniture
making or clothing production), an agricultural operation (for example, dairy or poultry farming, crop or
orchard farming, cow or pig farming), or a service activity (for example, a warehouse, keypunch operation,
microfilming process, laundering, auto repair, and so forth).

Orientation and reception — the reception period includes interviews, testing, and other admissions-relat-
ed activities, including distribution of information about programs, services, rules, and regulations.

Out-client — individual who does not live at the facility but who may use facility services and programs.

Outcome measure — measurable events, occurrences, conditions, behaviors, or attitudes that demonstrate
the extent to which a condition described has been achieved.

Parent — individual with whom a juvenile regularly lives and who is the biological, adoptive, or surrogate
parent.

Parent agency — administrative department or division to whom the agency seeking accreditation reports;
the policy-setting body.

Parole authority/Parole board/Parole commission — decision-making body that has responsibility to
grant, deny, and/or revoke parole. The term “parole authority” includes all of these bodies.
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Parole hearing — procedure conducted by a parole authority member and/or hearing examiner in which all
pertinent aspects of an eligible inmate’s case are reviewed to make a decision or recommendation that would
change the inmate’s legal status and/or degree of freedom.

Peer review — process of having patient care provided by a clinician reviewed and evaluated by a peer with
similar credentials. An external peer review is completed by a medical professional not employed by the
facility being reviewed.

Perimeter security —a system that controls ingress and egress to the interior of a facility or institution. The
system may include electronic devices, walls, fences, patrols, and/or towers.

Permanent status — personnel status that provides due process protection prior to dismissal.
Personal property — property that legally belongs to the offender.

Personnel policies manual — a manual that is available to each employee and contains the following: an
affirmative action program, an equal opportunity program, a policy for selection, retention, and promotion
of all personnel on the basis of merit and specified qualifications, a code of ethics, rules for probationary
employment, a compensation and benefit plan, provisions of the Americans with Disabilities Act (ADA),
sexual harassment and sexual misconduct policy, grievance and appeal procedures, infection control proce-
dures, and employees disciplinary procedures.

Personnel record — contains the following: initial application; reference letters; results of employment
investigation; verification of training and experience; wage and salary information; job performance evalu-
ations; incident reports, if any; and commendations and disciplinary actions, if any.

Petition — application for a court order or other judicial action. For example, a delinquency petition is an
application for the court to act in the matter of a juvenile apprehended for a delinquent act.

Physical examination — evaluation of a patient’s current physical condition and medical history conducted
by or under the supervision of a licensed professional.

Placing authority — agency or body with the authority to order a juvenile into a specific dispositional place-
ment. This may be the juvenile court, the probation department, or another duly constituted and authorized
placement agency.

Policy — course or line of action adopted and pursued by an agency that guides and determines present and
future decisions and actions. Policies indicate the general course or direction of an organization within
which the activities of the personnel must operate. They are statements of guiding principles that should be
followed in directing activities toward the attainment of objectives. Attainment may lead to compliance with
standards and compliance with the overall goals of the agency or system.

Population center — geographical area containing at least 10,000 people, along with public safety services,
professional services, employment and educational opportunities, and cultural/recreational opportunities.

Preliminary hearing — hearing to determine whether probable cause exists to support an allegation of pa-
role violation pending a revocation hearing by the parole authority.
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Pretrial release — procedure whereby an accused individual who had been taken into custody is allowed to
be released before and during his or her trial.

Preventive maintenance — a system designed to enhance the longevity and or usefulness of buildings or
equipment in accordance with a planned schedule.

Private agency — the contracting agency of the governing authority that has direct responsibility for the
operation of a corrections program.

Probation — court-ordered disposition alternative through which a convicted adult offender or an adjudicat-
ed delinquent is placed under the control, supervision, and care of a probation field staff member.

Probationary period — a period of time designated to evaluate and test an employee to ascertain fitness for
the job.

Procedure — detailed and sequential actions that must be executed to ensure that a policy is fully imple-
mented. It is the method of performing an operation or a manner of proceeding on a course of action. It
differs from a policy in that it directs action in a particular situation to perform a specific task within the
guidelines of policy.

Process indicators — documentation and other evidence that can be examined periodically and continuous-
ly to determine that practices are being properly implemented.

Professional association — collective body of individuals engaged in a particular profession or vocation.

Professional staff — social workers, probation officers, and other staff assigned to juvenile and adult of-
fender cases. These individuals generally possess bachelor’s degrees and advanced training in the social or
behavioral sciences.

Program — plan or system through which a correctional agency works to meet its goals. This program may
require a distinct physical setting, such as a correctional institution, community residential facility, group
home, or foster home.

Program Administrator — see Program Director.
Program director — individual directly in charge of the program.

Prosthesis — functional or cosmetic artificial device that substitutes for a missing body part such as an arm,
leg, eye, or tooth.

Protective custody — form of separation from the general population for inmates requesting or requiring
protection from other inmates for reasons of health or safety. The inmate’s status is reviewed periodically
by the classification committee or other designated group. (See Administrative segregation; Disciplinary
detention.)

Protocols — written instructions that guide implementation of expected practices, such as policies and pro-
cedures, training curriculum, offender handbooks, diagrams, and internal forms and logs.
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Psychological Autopsy — a reconstructive psychological profile of the decedent based on the evaluation of
risk factors and motivational analysis for the purpose of determining the mode of death. It should be com-
pleted by a psychologist, or in their absence, another qualified mental health professional. It is sometimes
referred to as a psychological reconstruction or post mortem.

Psychotropic medication — medications that are used to treat diagnosed mental disorders.

Public agency — the governing authority that has direct responsibility for the operation of a corrections
program.

Qualified Health Care Personnel — see Health care professional or Professional staff or Health care prac-
tioner/provider.

Qualified Health Care Professional — see Health care Professional or Professional staff or Health care
practitioner/provider.

Qualified Health Care Provider — see Health care professional or Professional Staff or Health care prac-
titioner/provider.

Qualified Health Care Staff — see Health care professional or Professional staff or Health care practi-
tioner/provider.

Qualified medical person — see Health care professional.
Qualified mental health person — see Mental health care practitioner/provider/professional.

Quality assurance — formal, internal monitoring program that uses standardized criteria to insure quality
and consistency. The program identifies opportunities for improvement, develops improvement strategies,
and monitors effectiveness.

Quality Assurance Program — see Quality assurance.

Rated capacity — the original architectural design plus, or minus, capacity changes resulting from building
additions, reductions, or revisions.

Reasonable accommodation — modifications or adjustments, which enable qualified applicants with dis-
abilities to access the job application process or which enable qualified employees with disabilities to per-
form the essential functions of the job and to enjoy the same terms, conditions, and privileges of employ-
ment that are available to persons without disabilities.

Reasonably private environment — this may vary, depending on individual and institutional circumstanc-
es, but it is one which will maintain the dignity of the disabled individual in light of that person’s disability.

Records (juvenile and adult offenders) — information concerning the individual’s delinquent or criminal,
personal and medical history and behavior, and activities while in custody, including but not limited to com-
mitment papers, court orders, detainers, personal property receipts, visitors’ lists, photographs, fingerprints,
type of custody, disciplinary infractions and actions taken, grievance reports, work assignments, program
participation, and miscellaneous correspondence.
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Referral — process by which a juvenile or adult offender is introduced to an agency or service that can
provide the needed assistance.

Release on bail — release by a judicial officer of an accused individual who has been taken into custody on
the accused’s promise to appear in court as required for criminal proceedings.

Releasing authority — decision-making body and/or individual who has the authority to grant, deny, and
revoke release from a juvenile institution or program of supervision. In some jurisdictions, it is called the
parole board or the parole commission. See Aftercare.

Renovation — significant structural or design change in the physical plant of a facility.

Residential Treatment Unit — a designated housing unit that provides a safe, protective and therapeutic en-
vironment for ongoing behavioral health care to inmates who have long-term or chronic needs for treatment.

Responsible Clinician — see Clinician.
Responsible Health Care Practioner — see Health care practioner/provider.

Responsible physician — individual licensed to practice medicine and provide health services to the inmate
population of the facility and/or the physician at an institution with final responsibility for decisions related
to medical judgments.

Restrictive Housing — a placement that requires an inmate to be confined to a cell at least 22 hours per day
for the safe and secure operation of the facility.

Revocation hearing — hearing before the parole authority to determine whether revocation of parole should
be made final.

Rule book, offender — a collection of the facility’s rules of conduct and sanctions for violations defined in
writing.

Safety equipment — primarily fire-fighting equipment, such as chemical extinguishers, hoses, nozzles,
water supplies, alarm systems, sprinkler systems, portable breathing devices, gas masks, fans, first aid kits,
stretchers, and emergency alarms.

Safety vestibule — grille cage that divides the inmate areas from the remainder of the institution. It must
have two doors or gates, only one of which opens at a time, to permit entry to or exit from inmate areas in
a safe and controlled manner.

Sallyport — enclosure situated in the perimeter wall or fence of a correctional facility containing gates or
doors at both ends, only one of which opens at a time, ensuring there will be no breach in the perimeter
security of the institution. The sallyport may handle either pedestrian or vehicular traffic.

School or home for boys and girls — see Juvenile correctional facility.
Secure institution — facility that is designed and operated to ensure that all entrances and exits are under

the exclusive control of the facility’s staff preventing a juvenile or inmate/resident from leaving the facility
unsupervised or without permission.
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Security devices — locks, gates, doors, bars, fences, screens, ceilings, floors, walls, and barriers used to
confine and control detained individuals. Also included are electronic monitoring equipment, security alarm
systems, security lights, auxiliary power supplies, and other equipment used to maintain facility security.

Security perimeter — outer portions of a facility that provide for secure confinement of facility inmates/
residents. The design of the perimeter may vary dependent on the security classification of the facility.

Security Restraints — devices used by custody staff to restrict physical activity; for example, handcuffs, leg
irons, straight- jackets, belly chain.

Segregation — confinement of an inmate to an individual cell separated from the general population. There
are three forms of segregation: administrative segregation, disciplinary detention, and protective custody.

Segregation unit — a housing section that separates offenders who threaten the security or orderly manage-
ment of the institution from the general population.

Self-insurance coverage — system designed to insure the payment of all legal claims for injury or damage
incurred as a result of the actions of state officials, employees, or agents. In public agencies, the self-insur-
ance program is usually authorized by the legislature. A “memorandum of insurance” or similar document
is required that acts as a policy, setting the limits of liability for various categories of risk, including deduct-
ible limits. Approval of the policy by a cabinet-level official is also required.

Serious incident — situation in which injury serious enough to warrant medical attention occurs involving
a resident, employee, or visitor on the grounds of the institution. A situation creating an imminent threat to
the security of the institution and/or to the safety of residents, employees, or visitors on the grounds of the
institution.

Serious Mental Illness — Psychotic Disorders, Bipolar Disorders, and Major Depressive Disorder; any di-
agnosed mental disorder (excluding substance use disorders) currently associated with serious impairment
in psychological, cognitive, or behavioral functioning that substantially interferes with the person’s ability
to meet the ordinary demands of living and requires an individualized treatment plan by a qualified mental
health professional(s).

Psychological — as relating to the mental and emotional state of an individual.

Cognitive — as relating to cognitive or intellectual abilities.

Behavioral — as relating to actions or reactions in response to external or internal stimuli that is ob-
servable and measurable.

Severe Mental Health Problems — condition in which an individual is a danger to self or others or is inca-
pable of attending to basic physiological needs.

Shelter facility — non-secure public or private facility designated to provide either temporary placement for
alleged or adjudicated status offenders prior to the issuance of a disposition order or longer-term care under
a juvenile court disposition order.

Special management inmates — individuals whose behavior presents a serious threat to the safety and se-
curity of the facility, staff, general inmate population, or themselves. Special handling and/or housing are
required to regulate their behavior.
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Special needs — mental and/or physical condition that requires accommodations or arrangements differing
from those a general population offender or juvenile normally would receive.

Standard — statement that defines a required or essential condition to be achieved and/or maintained.

Status offender — juvenile who has been charged with or adjudicated for conduct that under the law of the
jurisdiction in which the offense was committed would not be a crime if committed by an adult. (See also
Delinquent youth.)

Step-down Program — a program that includes a system of review and establishes criteria to prepare an in-
mate for transition to general population or the community. Individualized programs involve a coordinated,
multidisciplinary team approach that includes mental health, case management, and security practitioners.
Medical personnel will be part of the multidisciplinary team when inmates who have chronic care or other
significant medical accommodation needs participate in this program.

Strip search — examination of an inmate’s/resident’s naked body for weapons, contraband, and physical
abnormalities. This also includes a thorough search of all of the individual’s clothing while it is not being
worn.

Substance Use Disorder — a disorder resulting from the recurrent use of alcohol and/or drugs, which caus-
es clinically and functionally significant impairment such as health problems, disability, and failure to meet
major responsibilities at work, school, or home.

Substance Use Education Programs: education programs help participants understand the problems of
substance use (e.g., personal costs, health issues, impact on family and society, criminal thinking), and offer
an overview of treatment and life changes which can help people overcome substance use disorders. The
role of education is to engage the offender rather than to change their use behaviors. It sets the stage for
readiness to change which follows evidenced- based practice.

Substance Use Support/ Peer Groups: Support Groups involve peer support from others who have expe-
rienced substance use disorders and who have been involved in the criminal justice system. Usually struc-
tured around a 12 step model (e.g., AA, NA), these groups attempt to provide a supportive environment
where participants can discuss dealing with urges, handling life’s challenges more effectively, and avoiding
substance use. Groups have no identifiable leader. The purpose is to network with sober recovering people
who offer support and friendship.

Substance Use Treatment Programs: Treatment Programs offer the most intensive level of substance use
disorder intervention in a correctional setting. Programs may be offered in an outpatient setting or resi-
dential treatment setting and last for months. The purpose is to minimize or arrest the harmful effects of
alcohol and other addictive drugs, and to mitigate criminogenic risks and needs, and to enhance offender
lifestyle skills and recovery management skills. Content involves cognitive-behavioral principles and other
evidence-based treatment protocols. Individualized assessment and treatment plans are followed to tailor
treatment to each participant’s specific needs, with specific attention on development of life skills and re-
lease plans which support avoidance of future substance use and recidivism.

Suicidal Ideation — thoughts of harm or killing oneself, without intent.

Suicidal Incidents/Suicidal Behavior — when an inmate engages in self-injurious behavior or threatens
suicide with a specific plan to end his/her life

Adult Correctional Institutions, Fifth Edition 309



Glossary

Suicide Watch — one-on-one constant and direct observation of someone who has threatened to harm or
kill himself/herself.

Superintendent — see Warden.

Suspicious mail — this may include packages and letters unusual in appearance or that appear different from
mail normally received or sent by the individual; packages and letters of a size or shape not customarily
received or sent by the individual; packages and letters with a city and/or state postmark that is different
from the return address; or packages and letters leaking, stained, or emitting a strange or unusual odor, or
that have a powdery residue.

Syringe — a syringe consists of a barrel, plunger, and/or a needle. Any of the parts of a syringe are to be
counted, controlled, and inventoried. Medical and dental instruments and supplies (which include syringes,
needles, and blades) that are stocked for daily use are inventoried, controlled, and counted at a minimum
daily.

Tele-health — the practice of psychiatry, psychology and medicine conducted via a video conference con-
nection. A live, secure video connection is established between the provider’s office and the patient’s loca-
tion. A typical office visit is conducted except that the provider and the patient are not in the same physical
location. May require additional staff (eg. nurses or mental health staff) to be present to complete the eval-
uation/documentation.

Temporary disability — a condition that can be treated with an expectation of full recovery. It is not the
result of a chronic condition, but short-term in nature and resolved over time.

Temporary leave — see Furlough.

Temporary release — period of time during which an inmate is allowed to leave the program or institution
and go into the community unsupervised for various purposes consistent with the public interest.

Terms, conditions, privileges of employment — include, but are not limited to: recruitment, selection, and
hiring; salary and compensation; benefits, holidays, leave, and work hours; promotion and advancement;
staff development, including in-service training; and retirement, resignation, and termination.

Therapeutic community — a designed psychosocial environment with programs for substance use-disor-
dered and/or mental health patients within a residential or day unit in which the social and group process is
used with therapeutic intent.

Therapeutic diet — diet prescribed by a health care practitioner as part of the patient’s medical treatment.
Therapeutic diets can be ordered by physicians, physician’s assistants, or nurse practitioners.

Toxic materials — substances that through chemical reaction or mixture can produce possible injury or
harm to the body by entering through the skin, digestive tract, or respiratory tract (for example, zinc chro-
mate paint, ammonia, chlorine, antifreeze, herbicides, pesticides).

Training — an organized, planned, documented, and evaluated or assessed activity designed to impart knowl-
edge and skills to enhance job performance. Training is based on specific objectives, is job related, from an
appropriate source, of sufficient duration, relevant to organizational need, and delivered to appropriate staff.
See Appendix F.
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Training plan — a set of long- or short-range training activities that equip staff with the knowledge, skills,
and attitudes that they need to accomplish the goals of the agency.

Training school — see Juvenile correctional facility.

Treatment plan — a written assessment of individualized needs, required services and interventions, in-
cluding short-term and long-term goals, measurable outcomes, and the roles of health care and non-health
care personnel for the purpose of providing necessary treatment and services in accordance with a patient’s
identified needs and problems areas.

Triage — screening and classification of offender health care concerns by qualified medical staff to deter-
mine the priority of need and the appropriate level of intervention.

Undue hardship — an accommodation that would be unduly costly, extensive, or substantial.

Unencumbered space — usable space that is not encumbered by furnishings or fixtures. At least one di-
mension of the unencumbered space is no less than seven feet. In determining unencumbered space in the
area, the total square footage is obtained and the square footage of fixtures and equipment is subtracted. All
fixtures and equipment must be in operational position.

Unit management — management system that subdivides an institution into units. The unit management
system has several basic requirements:

1. Each unit holds a relatively small number of inmates. Ideally, there should be fewer than 150 but
not more than 500 inmates.

2. Inmates are housed in the same unit for a major portion of their confinement.

3. Inmates assigned to a unit work in a close relationship with a multidisciplinary staff team who are
regularly assigned to the unit and whose officers are located within the unit.

4. Staff members have decision-making authority for the institutional programming and living con-
ditions for the inmates assigned to the unit within broad rules, policies, and guidelines established
by the agency and/or the facility administrator.

5. Inmate assignments to a unit are based on the inmate’s need for control, security, and programs
offered.

Unit management increases contact between staff and inmates, fosters increased interpersonal relation-
ships, and leads to more knowledgeable decision making as a direct result of staff dealing with a smaller,
more permanent group. At the same time, the facility benefits from the economies inherent in centralized
service facilities, such as utilities, food service, health care, educational systems, vocational programs, and
recreational facilities.

Victim Offender Dialogue (VOD): a post-conviction, victim—initiated process that includes preparation,
dialogue and follow-up guided by a trained facilitator. Participation in the VOD program is completely
voluntary for the victim/survivor and for the offender. Either party is always at liberty to withdraw from the
VOD preparation or dialogue process at any time, and VOD is not intended to directly affect the offender’s
prison, parole, or community supervision (probation) status.
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Volunteer — individual who donates his or her time and effort to enhance the activities and programs of the
agency. They are selected on the basis of their skills or personal qualities to provide services in recreation,
counseling, education, religion, and so forth.

Warden — individual in charge of the institution; the chief executive or administrative officer. This position
is sometimes referred to by other titles, but “warden” and “superintendent” are the most commonly used
terms.

Withdrawal Management (Detoxification): a medically supervised process of withdrawing a person from
a specific psychoactive substance(s) in a safe and effective manner.

Work release — formal arrangement sanctioned by law whereby an inmate/resident is released into the
community to maintain approved and regular employment.

Workers’ compensation — statewide system of benefits for employees who are disabled by job-related
injury.

Work stoppage — a planned or spontaneous discontinuation of work. The stoppage may involve employees
or inmates, acting separately or in concert by refusing to participate in institutional activities.

Youthful offender — person under the age of criminal majority in the jurisdiction in which he or she is
confined who has been charged and/or sentenced as an adult.
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Abuse and trauma

evidence in intrasystem transfer of offenders, 5-ACI-6A-22

mental health screen, 5-ACI-6A-31
Academic and vocational education. See Education

Academic services. See also Education
inmate population needs identification, 5-ACI-5E-04

Access to care. See Medical and administrative care,
access to care

Access to counsel (staff & inmate). See also Law library
access
confidential contact with attorneys, 5-ACI-3D-02
disability discrimination prohibited, 5-ACI-5E-02
inmate in disciplinary detention, 5-ACI-4A-26
legal assistance, 5-ACI-1A-23, 5-ACI-3D-03
legal visitor, 5-ACI-3D-02
telephone communication with counsel, 5-ACI-3D-02
uncensored correspondence with, 5-ACI-3D-02

Access to courts. See also Law library access
for inmates, 5-ACI-3D-01

Access to media. See Media Access to services
for males and females, 5-ACI-3D-05
in administrative status, 5-ACI-4A-27
in protective custody, 5-ACI-4A-27

Accident prevention
food service worker training, 5-ACI-5C-10

Accounting practice and procedures
accounting system, 5-ACI-1B-08
cash management, 5-ACI-1B-09—5-ACI-1B-10
commissary/canteen, 5-ACI-1B-18—5-ACI-1B-19
current status, 5-ACI-1B-08
food service budget, 5-ACI-5C-02
independent audit, 5-ACI-1B-12
inmate funds, 5-ACI-1B-21
money collecting and disbursing, 5-ACI-1B-07
internal monitoring report, 5-ACI-1B-11
procedures, 5-ACI-1B-07—5-ACI-1B-08

Accreditation
legitimizes correctional education program, 5-ACI-7B-05

Activities of inmates. See Inmates, activities of

Acute psychiatric episodes. See also Mental health
crisis intervention, 5-ACI-6A-28

Adjudicated youth
noninstitutionalization of, 5-ACI-5B-12

Administration and management
administrative decisions with equal access,
5-ACI-3D-04—5-ACI-3D-05
general administration, 5-ACI-1A-01—5-ACI-1A-24
See also General administration
policy and goal formulation, 5-ACI-1A-03—5-ACI-1A-06
purpose and mission, 5-ACI-1A-01—5-ACI-1A-02

Administrative area
for disabled, 5-ACI-2F-03
space, 5-ACI-2F-01

Administrative leave
for outside training, 5-ACI-1D-22

Administrators
certified education personnel, 5-ACI-7B-07
hours of training, 5-ACI-1D-11

Admission procedures
clothing issuance, 5-ACI-5A-01
criminal history summary, 5-ACI-5A-02
dental history, 5-ACI-5A-02
dental screening, 5-ACI-5A-01
educational status, 5-ACI-5A-02
fingerprinting, 5-ACI-5A-01
hair care, 5-ACI-5A-01
health care continuity, 5-ACI-6A-04
housing unit assignment, 5-ACI-5A-01
legal aspects of case, 5-ACI-5A-02
legal commitment to institution, 5S-ACI-5A-01
mail information, 5-ACI-5A-01
medical care, 5-ACI-6A-04
medical history, 5-ACI-5A-02
medical screening, 5-ACI-5A-01
mental health history, 5-ACI-5SA-02
mental health screening, 5-ACI-5A-01, 5-ACI-6A-28,

5-ACI-6A-31, 5-ACI-6A-33

next of kin notification, 5-ACI-5A-01
occupational experience, 5-ACI-5A-02
orientation materials, 5-ACI-5A-01
personal property disposal, 5-ACI-5A-01
photographing, 5-ACI-5A-01
preinstitutional assessment, 5-ACI-5A-02
procedures, 5-ACI-5A-01
psychological evaluation, 5-ACI-5A-02
recreational preferences, 5-ACI-5A-02
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reception and orientation, 5-ACI-5A-01, 5-ACI-5A-03
registered number assignment, 5-ACI-5A-01

search of individual and possessions, 5-ACI-5A-01
showering, 5-ACI-5A-01

social history, 5-ACI-5A-02

staff recommendations, 5-ACI-5A-02

summary admission report, 5-ACI-5A-02

visitor’s list, 5-ACI-5A-01

vocational programming, 5-ACI-5A-02

Adolescent development
classification consideration, 5-ACI-5B-15, 5-ACI-5B-16
youthful offenders’ staff training, 5-ACI-5B-18

Adult basic education. See Education, adult basic education

Adult facilities
youthful offenders prohibited from, 5-ACI-5B-13,
5-ACI-5B-14, 5-ACI-5B-16

Affirmative action
minorities and women, 5-ACI-1C-06

Aftercare
chemical dependency management, 5-ACI-6A-42
communicable disease and infection control, 5-ACI-6A-12
MRSA, 5-ACI-6A-13
tuberculosis, 5-ACI-6A-14
hepatitis, 5-ACI-6A-15
HIV, 5-ACI-6A-16
mental health outpatient services, 5-ACI-6A-28

Age and classification, 5-ACI-2C-02
Agencies, outside. See Community agencies

Agreements with other law enforcement agencies, 5-ACI-3B-13
See also Outside agencies

Aggression
mental health screen, 5-ACI-6A-31

Agricultural jobs
fulltime work for all general population inmates,
5-ACI-7A-01

Air quality indoor
cells/rooms, 5-ACI-2D-08, 5-ACI-2D-09
dining areas, 5-ACI-2D-08, 5-ACI-2D-09
indoor, 5-ACI-2D-08, 5-ACI-2D-09
officer stations, 5-ACI-2D-08, 5-ACI-2D-09
Alarms, 5-ACI-2A-02, 5-ACI-3B-09
Alcohol abuse. See Substance abuse and abusers

Alcohol, alcoholics, and drug use. See Substance abuse
and abusers

Alternative meal service
in special management, 5-ACI-4A-18

American Correctional Association (ACA)
source for training and resources, 5-ACI-1D-07

American Dietetic Association
dietary standards, 5-ACI-5C-04

Ammonia, 5-ACI-3B-05

Anger management training
youthful offender unit, 5-ACI-5B-18

Annual leave
staffing requirements, 5-ACI-1C-04

Antifreeze, 5-ACI-3B-05

Annual review or report

accounting procedures, 5-ACI-1B-08

canine units trained and certified, 5-ACI-3A-44

classification plan, 5-ACI-5B-01, 5-ACI-5B-06

commissary/canteen financial status, 5-ACI-1B-19

correctional officer post orders, 5-ACI-3A-04

dietary allowances, 5-ACI-5C-04

drug abuse treatment program review, 5-ACI-5E-12

employee performance review, 5-ACI-1C-17

equal employment opportunity reviews, 5-ACI-1C-06

evacuation plans, 5-ACI-3B-11

financial audit, 5-ACI-1B-12

goals and objectives for institution, 5-ACI-1A-03

goals and objectives for medical program, 5-ACI-6D-08

health care delivery review of all policies, programs and
procedures, 5-ACI-6D-10

health care staffing, 5-ACI-6D-04

information system 5-ACI-1F-01, 5-ACI-1F-03—
5-ACI-1F-05

institution mission, 5-ACI-1A-02

medical referral resources, 5-ACI-6A-05

monitoring and assessment of programs and operations,
5-ACI-1A-17,—5-ACI-1A-19

personnel policy, 5-ACI-1C-02

policies and procedures manual, 5-ACI-1A-13

sanitation and health officials’ inspection, 5-ACI-5D-01

security manual, 5-ACI-3A-01

security threat plan, 5-ACI-3C-09

staff training program, 5-ACI-1D-01, 5-ACI-1D-03,
5-ACI-1D-05

suicide prevention and intervention training, 5-ACI-6A-35

table of organization, 5-ACI-1A-10

work/industry inspection by central office or local safety
inspector, 5-ACI-7A-07

Anxiety
mental health screen, 5-ACI-6A-31

Appeal
disciplinary hearing for inmate, 5-ACI-3C-23

Appropriate conduct with offenders
orientation, 5-ACI-1D-10

Arts and crafts program
staff supervision, 5-ACI-7C-06

Assaults
classification system reduces probability of, 5-ACI-2C-02
evaluation criteria, 5-ACI-1F-11

Attorneys, access to. See Access to counsel

Audit
of commissary/canteen funds, 5-ACI-1B-19
external peer review, 5-ACI-6D-03
independent financial, 5-ACI-1B-12
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internal administrative, 5-ACI-1A-17
of medical program, 5-ACI-6D-09

Auditorium, 5-ACI-7C-04
Automatic fire detection system, 5-ACI-2A-02

B

Backup system
evacuation plans, 5-ACI-3B-12

Barbering. See Hair care services; Shaving equipment

Bars for security
scheduled maintenance program, 5-ACI-3A-12

Bathing. See Showers
Batons. See Security equipment

Batteries
inspection, 5-ACI-3B-09

Bedding and linen issue
accountability for, 5-ACI-5D-07
space to issue, 5-ACI-2E-09
supply exceeds need, 5-ACI-5D-06
written policy and procedures, 5-ACI-5D-12

Behavior observation
health screens for transfers, 5-ACI-6A-21

Benefits for staff. See Compensation and benefits

Bidders and vendors
supplies and equipment, 5-ACI-1B-14

Biohazardous waste
disposal training, 5-ACI-1D-10
management plan, 5-ACI-6A-17

Blankets. See Bedding and linen issue

Blood pressure
health appraisal, 5-ACI-6A-25

Body cavity searches
authorization by warden, 5-ACI-3A-20
conducted in private, 5-ACI-3A-20
health care personnel, 5-ACI-3A-20
reason for, 5-ACI-3A-20
reasonable belief for, 5-ACI-3A-21
same sex officers conduct, 5-ACI-3A-21
trained personnel conduct, 5-ACI-3A-21

Body deformities
health screens for transfers, 5-ACI-6A-21

Body protectors. See Security equipment

Body searches
nonintensive sensors, 5-ACI-3A-19

Body weight and restraints, 5-ACI-3A-18

Bonding
fiscal control, 5-ACI-1B-03

Book and film discussion groups
library function, 5-ACI-7D-03

Budget
and purchasing policies and procedures for food service,
5-ACI-5C-02
authorization, 5-ACI-1B-16
preparation for fiscal control, 5-ACI-1B-04—5-ACI-1B-06
revisions, 5-ACI-1B-06
staff participation in preparation of, 5-ACI-1B-04

Building codes
licensing or certification, 5-ACI-2A-01

Business manager of institution
responsibility for inmates’ funds, 5-ACI-1B-21

C

Campaigning
political practices, 5-ACI-1A-24

Canine units, 5-ACI-3A-43—5-ACI-3A-45
annual certification, 5-ACI-3A-44
emergency plans, 5-ACI-3A-43
mission statement, 5-ACI-3A-43
records on dog care, 5-ACI-3A-45
records on significant events, 5-ACI-3A-45
records on training of dogs, 5-ACI-3A-45
sanitation for dogs, 5-ACI-3A-44
training of handlers and dogs, 5-ACI-3A-44

Capital projects, 5-ACI-1B-05

Cardiac problems
health appraisal requirements, 5-ACI-6A-25

Cardiopulmonary resuscitation (CPR). See CPR training
Care, access to. See Access to care
Case files. See Case records

Case management planning
youthful offender unit, 5-ACI-5B-13, 5-ACI-5B-18

Case managers training hours, 5-ACI-1D-14

Case records, 5-ACI-1E-01—5-ACI-1E-02

computation of time served, 5-ACI-1E-03

file contains rulebook acknowledgment, 5-ACI-3C-03

inmate access to, 5-ACI-1E-04

inmate deprivation of items in special management,
5-ACI-4A-19

inmate deprivation of items in restrictive housing,
5-ACI-4B-19

personal property list, 5-ACI-5A-08

planning implementation for youthful offender unit staff,
5-ACI-5B-18

release of information, 5-ACI-1E-05

storage of, 5-ACI-2F-01

summary admission report, 5-ACI-5A-02

Cash management
money in secure location daily, 5-ACI-1B-09
reports on money, 5S-ACI-1B-10

Caustic material definition of, 5-ACI-3B-05

Cells/rooms. See also Housing assignments and
recommendations
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air quality indoor, 5-ACI-2D-08—5-ACI-2D-09

furnishings, 5-ACI-2C-03

searches for contraband, 5-ACI-3A-19

light levels, 5-ACI-2D-01—5-ACI-2D-06

occupancy and space requirements, 5-ACI-2C-01,
5-ACI-2C-03

potable water supply, 5-ACI-5D-02

for special management units, 5-ACI-4A-02, 5-ACI-4A-03

Certification
correctional education staff, 5-ACI-7B-07
correctional education program, 5-ACI-7B-05
vocational education participation, 5-ACI-7B-15
canine team, 5-ACI-3A-44

Chain of custody
physical evidence preservation, 5-ACI-3A-42

Chapel
access for disabled, 5-ACI-2C-11

Chaplains. see also entries beginning with Religious
qualifications, 5-ACI-7F-01
special diets approval, 5-ACI-5C-07
training hours, 5-ACI-1D-14

Checks
signature control, 5-ACI-1B-03

Chemical agents
availability, control and use, 5-ACI-3A-28
institutional needs, 5-ACI-3A-28
medical treatment after use of, 5-ACI-3A-32
monthly inventory, 5-ACI-3A-30
security manual, 5-ACI-3A-01
storage of, 5-ACI-2G-03
training in use of, 5-ACI-1D-21
warden’s authorization, 5-ACI-3A-28
written report, 5-ACI-3A-31

Chemical dependency management. See Substance abuse and
abusers; Substance abuse programs

Chief financial officer. See Fiscal officer
Chlorine, 5-ACI-3B-05

Chronic care selfcare, 5-ACI-6A-22
treatment plan, 5-ACI-6A-07, 5-ACI-6A-18

Chronically ill inmates. See Special needs inmates

Citizen involvement, 5-ACI-1G-07. See also entries
beginning with Community; Volunteers

Civil liability for employees
insurance for institution, 5-ACI-1B-17

Classification, 5-ACI-5B-01—5-ACI-5B-11

administrative status, 5-ACI-4A-04

assault probability reduced by, 5-ACI-2C-02

criteria for changing inmate’s program status, 5-ACI-5B-06
for disabled, 5-ACI-2C-11

disability discrimination prohibited, 5-ACI-5E-02

hearing and inmate involvement, 5-ACI-5B-08

inmate and staff program personnel involvement,
5-ACI-5B-03

level of custody, 5-ACI-5B-02

monitoring and evaluation of, 5-ACI-5B-01

plan for, 5-ACI-5B-01

preinstitutional assessment information, 5-ACI-5B-04

preparole progress report, 5-ACI-5B-10

program status review, 5-ACI-5B-07

reviews, 5-ACI-5B-01, 5-ACI-5B-02, 5-ACI-5B-06,
5-ACI-5B-09

special needs inmates, 5-ACI-5B-11

staff member assigned, 5-ACI-5B-05

summary institutional report, 5S-ACI-5A-02

unit management team assigned for assistance,
5-ACI-5B-05

written inmate classification plan, 5-ACI-5B-01

youthful offenders, 5-ACI-5B-13 5-ACI-5B-18

Classrooms. See Education, classrooms
Cleaning. See Maintenance

Clerical staff
space for, 5-ACI-2F-01
training hours, 5-ACI-1D-16

Clinical services. See also Medical and administrative care,
clinical services

Clothing
accountability for, 5-ACI-5D-07
at admissions, 5-ACI-5A-01, 5-ACI-5D-08
civilian attire, 5-ACI-5D-08
cleaning of, 5-ACI-5D-10, 5-ACI-5D-11
climactically suitable, 5-ACI-SD-08
for farm workers, 5-ACI-5D-09
for food service workers, 5-ACI-5D-09
for garage workers, 5-ACI-5D-09
for hospital workers, 5-ACI-SD-09
issuance of, 5-ACI-5A-01, 5-ACI-5D-07, 5-ACI-5D-08
for plant maintenance, 5-ACI-5D-09
presentable, 5-ACI-5D-08
proper fit, 5-ACI-5D-08
protective equipment, 5-ACI-5D-09
security or medical risk, 5-ACI-6E-01
in special management housing, 5-ACI-4A-15,

5-ACI-4A-17

space to issue, 5-ACI-2E-09
for suicide risk, 5-ACI-6E-01
supply exceeds requirements, 5-ACI-5D-06
three clean sets/week, 5-ACI-5D-10
work details, 5-ACI-5D-09

Code of ethics
conflict of interest, 5-ACI-1C-22

Coed issues. See also Female inmates access to services,
5-ACI-3D-05
male and female staffing, 5-ACI-3A-07

Cognitive behavioral intervention
youthful offender unit, 5-ACI-5B-18

Comb. See Personal hygiene

Commissary/canteen
accounting, 5-ACI-1B-07, 5-ACI-1B-18—5-ACI-1B-19
administrative status, 5-ACI-4A-27
for disabled, 5-ACI-2C-11
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disability discrimination prohibited, 5-ACI-5E-02
nonprescription medication, 5-ACI-6A-44
protective custody, 5-ACI-4A-27

space for, 5-ACI-2E-12

Communicable disease and infection control. See also
Medical and administrative care
confidentiality, 5-ACI-6A-12
education, 5-ACI-6A-12
follow up, 5-ACI-6A-12
health appraisal requirements, 5-ACI-6A-25
hepatitis. See Hepatitis
HIV. See HIV
health education topic, 5-ACI-6A-22
identification, 5-ACI-6A-12
immunization, 5-ACI-6A-12
isolation, 5-ACI-6A-12
management of, 5-ACI-6A-12
media relations, 5-ACI-6A-12
multidisciplinary team, 5-ACI-6A-12
prevention, 5-ACI-6A-12
screening, 5-ACI-6A-12
sexually transmitted disease testing, 5-ACI-6C-14
special housing arrangements, 5-ACI-6A-12
special supervision, 5-ACI-6A-12
surveillance, 5-ACI-6A-12
testing, 5-ACI-6A-12, 5-ACI-6A-25
for transfers, 5-ACI-6A-21, 5-ACI-6D-06
treatment, 5-ACI-6A-07, 5-ACI-6A-12
written plan, 5-ACI-6A-12

Communication center
control center function, 5-ACI-3A-02

Communication center monitors
electrical systems, 5-ACI-3A-02
fire alarm, 5-ACI-3A-02
lighting, walk and perimeter, 5-ACI-3A-02
mechanical systems, 5-ACI-3A-02
public address system, 5-ACI-3A-02
radio system, 5-ACI-3A-02
smoke detection system, 5-ACI-3A-02
surveillance alarms, 5-ACI-3A-02
teletype system, 5-ACI-3A-02
thermal detection system, 5-ACI-3A-02

Communication
channels of, 5-ACI-1A-15—5-ACI-1A-16
correctional officer skill training, 5-ACI-1D-12
new policy dissemination, 5-ACI-1F-11
two-way system between staff and inmates, 5-ACI-1A-16
Communications systems
for emergencies, 5-ACI-3B-06, 5-ACI-3B-07
inspection, 5-ACI-3B-09
Community agencies
participation in policy development, 5-ACI-1A-06
role of, 5-ACI-1A-11

Community events escorted leaves, 5-ACI-5F-04

Community involvement
final release, 5-ACI-6A-04

Community notification escapes, 5-ACI-3B-15

Community services
funds availability for, 5-ACI-1B-15
inmate work, 5-ACI-7A-04
social service program, 5-ACI-SE-01

Community social service resources
augment social services, 5-ACI-5E-05

Community ties
inmate correspondence, 5-ACI-7D-03

Communitybased providers
continuity of health care, 5-ACI-6A-04

Compensation and benefits for staff
comparability of, 5-ACI-1C-18
disability accommodation, 5-ACI-1C-07
personnel policy manual, 5-ACI-1C-01
private industries pay inmates prevailing wage rate,
5-ACI-7A-15

Complaint investigation
internal review and quality assurance, 5-ACI-6D-02

Computer system. See Information system

Conditions of confinement. See also Administrative
status, 5-ACI-4A-15—5-ACI-4A-19

Conduct of inmates. See Rulebook; Rules and discipline

Conduct of staff
training for full-time staff, 5-ACI-1D-10
written rules, 5-ACI-3C-01

Conference rooms
space for, 5-ACI-2F-01

Confidentiality policies
communicable disease and infection control, 5-ACI-6A-12
consultants informed of, 5-ACI-1C-23
contract personnel informed of, 5-ACI-1C-23
and information sharing, 5-ACI-1F-08
interns, 5-ACI-6B-11
offender’s health record, 5-ACI-6C-03, 5-ACI-6D-06
policies and volunteers in health care, 5-ACI-6B-10
of records through internal review and quality assurance,
5-ACI-6D-02
release of information, 5-ACI-1E-05
residents, medical, 5-ACI-6B-11
students, 5-ACI-6B-11
student records, 5-ACI-7B-14
volunteers, 5-ACI-6B-10

Conflict of interest
code of ethics, 5-ACI-1C-22

Consultants
confidentiality of information, 5-ACI-1C-23

Consumer skills
library books, 5-ACI-7D-01

Continuing education
employees, 5-ACI-1D-22

Adult Correctional Institutions, Fifth Edition 317



Index

Continuity of care
intransit offenders, 5-ACI-6A-24
transfers, 5-ACI-6A-04

Contraband

body cavity searches. See Body cavity searches control,

5-ACI-3A-19—5-ACI-3A-21

inmate inspection, 5-ACI-3A-19

inspection of letters and packages for,
5-ACI-7D-08 — 5-ACI-7D-09

regulations orientation, 5-ACI-1D-10

search plans and procedures, 5-ACI-3A-19

security manual, 5-ACI-3A-01

training for full-time staff, 5-ACI-1D-10

Contract personnel
confidentiality of information, 5-ACI-1C-23
duties and responsibilities of in written contract,
5-ACI-1A-11
food service staff compliance with regulations,
5-ACI-5C-11
and sexual harassment, 5-ACI-1C-09

Control
in emergencies, 5-ACI-3B-12

Control center
access to washbasin and toilet, for order and security,
5-ACI-3A-02
communication system from to inmate living areas,
physical plant design and staff/inmate interaction,
5-ACI-2B-01
purpose of, 5-ACI-3A-02

Control center monitors computer, 5-ACI-3A-02
fire alarm, 5-ACI-3A-02
key control, 5-ACI-3A-02
perimeter security, 5-ACI-3A-02
public address, 5-ACI-3A-02
radio, 5-ACI-3A-02
smoke detection, 5-ACI-3A-02
surveillance alarms, 5-ACI-3A-02

Convalescent care
treatment plan, 5-ACI-6A-07

Cooling
temperature appropriate to season, 5-ACI-2D-10

Copayment fees
access to health care, 5-ACI-6A-02

Corporal punishment
protection from harm, 5-ACI-3D-08

Correctional industries, 5-ACI-7A-08 — 5-ACI-7A-12
classification committee determines work and security,
5-ACI-7A-09
cost accounting system, 5-ACI-7A-12
inmate compensation, 5-ACI-7A-13
inmate work, 5-ACI-7A-04
job descriptions, 5-ACI-7A-10
number of inmates for, 5-ACI-7A-10
post location, 5-ACI-3A-03
quality control procedure, 5-ACI-7A-11

security and program determinations, 5-ACI-7A-09
statute or written policy on, 5-ACI-7A-08
written orders for every post, 5-ACI-3A-04

Correctional officers
assignments of, 5-ACI-3A-03, 5-ACI-3A-08
hours and content of training, 5-ACI-1D-12
offender rules, 5-ACI-1D-12
See also Staft development and training

Cosmetic experiments
use of offenders for prohibited, 5-ACI-6C-09

Counsel, legal
access to, see also Access to counsel
disability discrimination prohibited, 5-ACI-5E-02
inmate sealed correspondence, 5-ACI-7D-06

Counseling
academic and vocational, 5-ACI-7B-09
correctional officer training in, 5-ACI-1D-12
crisis intervention, 5-ACI-5E-09
employee assistance program, 5-ACI-1C-22
and evaluation, 5-ACI-7B-09
group therapy, 5-ACI-5E-09
for individual and family, 5-ACI-5E-01
inmate assessment and placement, 5-ACI-7B-09
objectives, 5-ACI-5E-07
for pregnant inmates, 5-ACI-5E-10
in protective custody, 5-ACI-4A-27
rehabilitative program coordinated with, 5-ACI-5E-08
release preparation, 5-ACI-5E-04
sexual assault victims, 5-ACI-6C-14
team approach, 5-ACI-5E-07
treatment offerings, 5-ACI-5E-09

Counselor
assigned to inmate at classification, 5-ACI-5B-05
requirements of, 5-ACI-5E-09

Courts, access to. See Access to courts

Covered/enclosed areas
for general population recreation, 5-ACI-2E-01
restrictive housing units, 5-ACI-2E-02

CPR training
for correctional officers, 5-ACI-1D-12
for staff certification, 5-ACI-6B-08

Criminal record check
new employees, 5-ACI-1C-14

Criminal violations. See also Rules and discipline prosecution

of, 5-ACI-3C-06

Crisis intervention
acute psychiatric episodes, 5-ACI-6A-28
emergency plan for health care, 5-ACI-6A-08
on an as needed basis, 5-ACI-5E-09
youthful offender unit staff training, 5-ACI-5B-18

Culinary equipment
written policy and procedure, 5-ACI-3A-23
Cultural awareness and diversity

correctional officer training, 5-ACI-1D-12
youthful offender staff training, 5-ACI-5B-18
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Curtains
fire safety performance, 5-ACI-3B-03

Cushions
fire safety performance, 5-ACI-3B-03

Custody
classification status review considers, 5-ACI-5B-06
least restrictive, 5-ACI-5B-01, 5-ACI-5B-02

Cutlery, 5-ACI-5C-15

D

Daily living assistance of impaired offenders
offender assistants in health care, 5-ACI-6B-12

Daily report

food service inmate workers’ monitored for health
and cleanliness, 5-ACI-5C-11

inmate population movement, 5-ACI-1F-10
patrol of all inmate areas, 5-ACI-3A-10
refrigerator temperature check, 5-ACI-5C-15
water temperature check, 5-ACI-5C-15

Daily visit
inmates in special management, 5-ACI-4A-12
inmates in restrictive housing, 5-ACI-4B-13

Dayrooms
for disabled, 5-ACI-2C-11
light, 5-ACI-2D-06
space requirements, 5-ACI-2C-04
transparent glazing, 5-ACI-2D-06

Days off
staffing requirements, 5-ACI-1C-04

Deadly force
limits on use of, 5-ACI-3A-33

Deaths
immediate notification of medical examiner, 5-ACI-6C-16
notification of designated individuals, 5-ACI-6C-02
review of deaths in custody, 5-ACI-6D-02
terminally ill offenders, 5-ACI-6A-07

Decorations
fire safety performance, 5-ACI-3B-03

Demotions
affirmative action, 5-ACI-1C-06

Dental care

clinic appointments for transferred inmate, 5-ACI-6A-06

emergency plan, 5-ACI-6A-08

equipment decontamination management plan for
biohazardous, 5-ACI-6A-17

examination for intrasystem offender transfers,
5-ACI-6A-21, 5-ACI-6A-22

examination within 12 months, 5-ACI-6A-19

health education topic, 5-ACI-6A-20

history, 5-ACI-5A-02, 5-ACI-6A-25

hygiene, 5-ACI-6A-19

record with uniform numbered system, 5-ACI-6A-19

refusal of, 5-ACI-6C-04

screening at admission, 5-ACI-5A-01, 5-ACI-6A-19

treatment plan for inmates with longterm sentence,
5-ACI-6A-19

xrays, 5-ACI-6A-19

Dental status
health appraisal requirements, 5-ACI-6A-25

Dentists
direction and supervision of, 5-ACI-6A-19
emergency plan for oncall health care, 5-ACI-6A-08
peer review every two years, 5-ACI-6D-03
special diets approved by, 5-ACI-5C-06
supervises dental care, 5-ACI-6A-19

Dentures, 5-ACI-6A-19
copayment may be required, 5-ACI-6A-40

Department heads
monthly meetings, 5-ACI-1A-15
weekly visits to living and activity areas, 5-ACI-3A-11

Depression symptoms. See Mental health screen,
depression symptoms

Deprivation of items
special management housing, 5-ACI-4A-19
restrictive housing, 5-ACI-4B-19

Detoxification. See withdrawal management

Developmentally disabled inmates. See also Special needs
inmates transfer, 5-ACI-6C-12
treatment plan, 5-ACI-6A-07

Developmentally disabled offenders, 5-ACI-6C-06

Diabetes
health appraisal requirements, 5-ACI-6A-25
treatment plan, 5-ACI-6A-18

Dietary allowances. See Nutrition, dietary allowance
Dietitian or qualified nutritionist, 5-ACI-5C-04
Diets, special. See Special diets

Dining and meals. See also Food service; Nutrition;

Special diets

alternative in special management housing, 5-ACI-4A-18

cafeteria preferred to waiter service, 5-ACI-5C-15

dining areas and air quality indoor, 5-ACI-2D-08,
5-ACI-2D-09

dining areas inspection, 5-ACI-5C-13

dining areas for youthful offenders, 5-ACI-5B-17

dining hours and food service regulations, 5-ACI-5C-15

dining room inspection, 5-ACI-5C-13

dining rooms for disabled, 5-ACI-2C-11

direct staff supervision, 5-ACI-5C-15

group dining, 5-ACI-5C-15

inmate eating preferences, 5-ACI-5C-02

minimize regimentation, 5-ACI-5C-15

three per day, 5-ACI-5C-16

time for, 5-ACI-2E-05

uniform meals for inmates, employees, guests,
5-ACI-5C-03

Direct care staff. See Employee health
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Direct medical orders
treatment of individual’s condition, 5-ACI-6B-03

Direct supervision. See also Management units
medium security inmates in multiple occupancy, 5-ACI-
2C-01
youthful offenders, 5-ACI-5B-14

Direct threat definition, 5-ACI-1C-07

Disability
access to programs and services, 5-ACI-2C-11,

5-ACI-2F-03, 5-ACI-3D-04
discrimination prohibited, 5-ACI-5E-02
education for those with, 5-ACI-2C-13
housing for those with, 5-ACI-2C-11
qualified individual with, 5-ACI-1C-07
trained individuals for, 5-ACI-2C-12

Discharge
continuity of health care, 5-ACI-6A-04
infirmary care, 5-ACI-6A-09

Disciplinary actions. See also Rules and discipline evaluation
criteria, 5-ACI-1F-10

Disciplinary committee
decisions based on documents and witnesses, 5-ACI-6A-40
hearing decisions, 5-ACI-6A-40
hearing record, 5-ACI-3C-20

Disciplinary hearing for inmate. See also Rules and discipline

appeal of decision, 5-ACI-3C-23

conduct of, 5-ACI-3C-15, 5-ACI-3C-18

hearing decision, 5-ACI-6A-40

hearing record, 5-ACI-3C-20, 5-ACI-3C-21

impartial panel or person, 5-ACI-3C-21

inmate assistance by staff, 5-ACI-3C-18

inmate exclusion during, 5-ACI-3C-16

inmate present, 5-ACI-3C-16

inmate present evidence, 5-ACI-3C-17

inmate request witnesses, 5-ACI-3C-17

inmate statement, 5-ACI-3C-17

not guilty records, 5-ACI-3C-21

postponement, 5-ACI-3C-14

prehearing action, 5-ACI-3C-09, 5-ACI-3C-10,
5-ACI-3C-11, 5-ACI-3C-12

record of proceedings, 5-ACI-3C-15, 5-ACI-3C-20

reports, 5-ACI-3C-08

review, 5-ACI-3C-22

scheduling, 5-ACI-3C-13

written procedures, 5-ACI-3C-02, 5-ACI-3C-07

Disciplinary measure
special needs inmates, 5-ACI-6C-06

Disciplinary reports, 5-ACI-3C-07—5-ACI-3C-08. See also
Rules and discipline

Discipline. See Rules and discipline
Discrimination against inmates prohibited, 5-ACI-3D-04
Disease. See Medical and administrative care

Dishwashers
inspection of in food service area, 5-ACI-5C-13

Disturbances. See Riots and disturbances
Doctor. See Physician
Dogs. See Canine units

Doors
scheduled maintenance program, 5-ACI-3A-12

Draperies
fire safety performance, 5-ACI-3B-03

Drug abuse and addicts. See Substance abuse

Drugfree workplace
employee, 5-ACI-1C-16

Dry cells, 5-ACI-2C-05

Due process
disability discrimination prohibited, 5-ACI-5E-02
special needs inmates’ transfer, 5-ACI-6C-12

E

Eating. See Dining and meals; Nutrition; Special diets

Education and education programs, 5-ACI-7B-05,

5-ACI-7B-15

accomplishment recognition, 5-ACI-7B-05

accreditation of, 5-ACI-7B-05

in administrative status, 5-ACI-4A-27

assessment/evaluation of inmate, 5-ACI-7B-09

assessment of program every three years, 5-ACI-7B-06

attendance rewarded, 5-ACI-7B-12

available to all eligible inmates, 5-ACI-7B-12

business, industry and community resources help develop,
5-ACI-7B-04

certification and evaluation, 5-ACI-7B-05, 5-ACI-7B-15

certified personnel, 5-ACI-7B-07

classrooms, 5-ACI-2C-11, 5-ACI-2E-04

about communicable disease and infection control,
5-ACI-6A-12

comprehensive program, 5-ACI-7B-01

computer literacy, 5-ACI-7A-07

consumer activities, 5-ACI-7B-13

continuing education for staff, 5-ACI-1D-22

counseling. See Counseling

developmental and rehabilitative, 5S-ACI-5E-02

disability discrimination prohibited, 5-ACI-5E-02

for disabled, 5-ACI-2C-13

English as second language, 5-ACI-7B-01

equal to community programs, 5-ACI-7B-05

flexible scheduling, 5-ACI-7B-11

functional social skills coordination with, 5-ACI-7B-13

funding for, 5-ACI-7B-05

GED preparation, 5-ACI-7B-01, 5-ACI-7B-05

health education, 5-ACI-7B-01

high school completion programs no cost to inmates,
5-ACI-7B-05

incentives for participating in, 5-ACI-7B-15

inmate work, 5-ACI-7A-02

library books, 5-ACI-7D-01

life skills, 5-ACI-7B-01, 5-ACI-7B-13
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for longerterm inmates,

needs assessment, 5-ACI-7B-01

needs identification, 5-ACI-5E-04

occupational training, 5-ACI-7B-01

parenting/family life. See Parenting/family life

personnel policies comparable to local jurisdiction,
5-ACI-7B-08

post secondary, 5-ACI-7B-01

programmed instruction, 5-ACI-7B-02

in protective custody, 5-ACI-4A-27

recognition for participation, 5-ACI-7B-15

records and privacy, 5-ACI-7B-14

scheduling for maximum attendance, 5-ACI-7B-12

special education, See Special education special needs,
5-ACI-7B-10

staffing policies and practices, 5-ACI-1C-03, 5-ACI-7B-07,
5-ACI-7B-08

staff training for youthful offender unit, 5-ACI-5B-18

vocational training. See Vocational education and training

written standardized curriculum, 5-ACI-7B-02

for youthful offenders, 5-ACI-5B-18

Educational history
mental health appraisal, 5-ACI-4B-28

Educational release
inmate count, 5-ACI-3A-07

Educational status
admission procedure, 5-ACI-5A-02

Elective surgery for offenders, 5-ACI-6C-05

Electrical disablers
warden’s authorization for use, 5-ACI-3A-28

Electrical equipment
space for, 5-ACI-2E-11

Electrical systems
communication center monitors, 5-ACI-3A-02

Emergencies and emergency responses
canine units, 5-ACI-3A-43
communications systems, 5-ACI-3B-06, 5-ACI-3B-07
correctional officer training, 5-ACI-1D-12
dental services, 5-ACI-6A-08
disability discrimination prohibited, 5-ACI-5E-02
emergency unit training, 5S-ACI-1D-18
equipment, 5-ACI-3B-06
evacuation procedures, 5-ACI-3B-11, 5-ACI-3B-12,
5-ACI-6A-08
four-minute response time, 5-ACI-6B-08
health care personnel, 5-ACI-6B-07
health care emergency plan, 5-ACI-6A-08
health screens for transfers, 5-ACI-6A-21
inmate release from locked areas, 5-ACI-3B-12
inmates trained in, 5-ACI-3B-12
lights, 5-ACI-3B-06
locking arrangements, 5-ACI-3B-12
log, 5-ACI-3A-09
medical care for transferred offenders, 5-ACI-6A-08
medical services availability, 5-ACI-6A-08
medical vehicle for health care, 5-ACI-6A-08
mental health services availability, 5-ACI-6A-08

new employees familiar with, 5-ACI-3B-10
oncall health care personnel, 5-ACI-6A-08
physician, 5-ACI-6A-08

power and communications, 5-ACI-3B-06
provisional appointments, 5-ACI-1C-13

referrals for care, 5-ACI-6A-05

repairs to physical plant, 5-ACI-3B-08
replacement of equipment, 5-ACI-3B-08
security equipment distribution 5-ACI-3A-29
security manual, 5-ACI-3A-01

staff training, 5-ACI-3A-29, 5-ACI-3B-12, 5-ACI-6B-08
systems tested quarterly, 5-ACI-3B-09

transfer of special needs offenders, 5-ACI-1A-06
work stoppage. See Work stoppage

Emergency keys, 5-ACI-3B-12. See also Key control; Tool
and key control
scheduled maintenance program, 5-ACI-3A-12

Emergency room of hospital, 5-ACI-6A-08

Emotional disability
identification of, 5-ACI-5B-11
special education placement, 5-ACI-7B-10

Employee assistance program (EAP), 5-ACI-1C-22,
5-ACI-1C-24

Employee health
hepatitis B vaccine, 5-ACI-6B-06
tuberculosis test, 5-ACI-6B-05

Employee-management relations, 5-ACI-1A-18

Employees

campaign policy for, 5-ACI-1A-24

continuing education, 5-ACI-1D-22

councils of, 5-ACI-1A-05

criminal record check, 5-ACI-1C-14

in direct contact with inmates do not carry firearms,
5-ACI-3A-33

disciplinary procedures for, 5-ACI-1C-01

evaluations of, 5-ACI-1C-01

grievance procedures for, 5-ACI-1C-01

medical records of, 5-ACI-1C-20

medical screening for, 5-ACI-1C-15

new employees credit for prior training, 5-ACI-1C-10

orientation for, 5-ACI-1D-09,

of outside agencies, 5-ACI-1A-11

participation in formulation of policies, procedures,
and programs, 5-ACI-1A-05

performance review for, 5-ACI-1C-17

personnel files of, 5-ACI-1C-20

physical examination preemployment, 5-ACI-1C-15

policies and procedures manual, 5-ACI-1A-12,
5-ACI-1A-12

provisional, 5-ACI-1C-13

qualified individual with a disability, 5-ACI-1C-07

reimbursement for, 5-ACI-1C-19, 5-ACI-1D-22

role in escape, 5-ACI-3B-15

selection and promotion, 5-ACI-1C-10

training for, See Staff training

treatment and counseling for drug abuse, 5-ACI-1C-15

Adult Correctional Institutions, Fifth Edition 321



Index

Employees supervising inmates outside perimeter
weapons security, 5-ACI-3A-33

Employment
exoffender, 5-ACI-1C-08
library books describe, 5-ACI-7D-01

Entrances and exits
exit signs, 5-ACI-3B-11
pedestrians and vehicles, 5-ACI-2G-02

Environmental conditions, 5-ACI-2D-01, 5-ACI-2D-10
airquality, 5-ACI-2D-08, 5-ACI-2D-09
heating and cooling, 5-ACI-2D-10
light, 5-ACI-2D-03, 5-ACI-2D-06
noise, 5-ACI-2D-07

Equal Employment Opportunity, 5-ACI-1C-06, 5-ACI-1C-09
affirmative action plan, 5-ACI-1C-06
all hiring and employment policies subject to, 5-ACI-1C-10
ex-offenders, 5-ACI-1C-08
personnel policy manual, 5-ACI-1C-01

Equipment and supplies
for disabled, 5-ACI-2C-13
for health services, 5-ACI-2A-03
inspection and maintenance of for security threats,
5-ACI-3B-14
security manual, 5-ACI-3A-01

Escapes. See also Emergencies, evacuation procedures
circulars about escapees, 5-ACI-3B-15
rate of and evaluation criteria, 5-ACI-1F-11
restraint use, 5-ACI-3A-16
search plan, 5-ACI-3B-15
prevention, 5-ACI-3A-35
victim notification, 5-ACI-5F-06
written procedures, 5-ACI-3B-15

Ethical standards
code of ethics, 5-ACI-1C-22
research activities, 5-ACI-1F-16

Ethnic study groups
staff supervision, 5-ACI-7C-06

Evacuation plans and procedures. See Emergencies,
evacuation procedures

Evaluation criteria
assaults by inmates, 5-ACI-1F-11
assaults on staff, 5-ACI-1F-11
disciplinary actions, 5-ACI-1F-11
escape rate, 5-ACI-1F-11
group disturbances by inmates, 5-ACI-1F-11
illegal drugs found, 5-ACI-1F-11
institutional performance, 5-ACI-1F-11
pre-institutional assessment, 5-ACI-5A-02
weapons found, 5-ACI-1F-11

Evidence handling with disciplinary report, 5-ACI-3C-08
location and storage requirements, 5-ACI-3A-42
new crime, 5-ACI-3D-17
physical evidence preservation, 5-ACI-3A-42

Executive requests, 5-ACI-1A-21

Ex-offender
employment of, 5-ACI-1C-08

Exercise areas available for, 5-ACI-2E-01, 5-ACI-6C-15
covered/enclosed areas for, 5-ACI-2E-01
dayrooms, 5-ACI-2E-01
disability discrimination prohibited, 5-ACI-5E-02
for disabled, 5-ACI-2C-11
outdoor for general population, 5-ACI-2E-01
outside of cell for special management, 5-ACI-2E-02,
5-ACI-4A-24
outside of cell for restrictive housing, 5-ACI-4B-05
reception period program, 5-ACI-5A-03
for staff, 5-ACI-2F-02
yard for, 5-ACI-2E-01

Exit signs, 5-ACI-3B-11

Extended Restrictive Housing
access to programs, 5-ACI-4B-26
gender Identity, 5-ACI-4B-34
orientation, 5-ACI-4B-27
pregnant Females,5-ACI-4B-32
release, 5-ACI-4B-29
seriously mentally I11, 5-ACI-4B-30
step down programs, 5-ACI-4B-31
under 18 years of age, 5-ACI-4B-34

Eyeglasses
copayment may be required, 5-ACI-6A-40
special management, 5-ACI-4A-15

F

Facilities and equipment for disabled, 5-ACI-2C-13
food service inspections, 5-ACI-5C-13
furnishings for fire safety performance, 5-ACI-3B-03
maintenance and inmate work, 5-ACI-7A-04

Facility size
staff/inmate interaction, 5-ACI-2B-01—5-ACI-2B-02
See also Management units Family planning
health education topic, 5-ACI-6A-20
prior to release, 5-ACI-6A-10
social service program, 5-ACI-5E-01

Family visits, 5-ACI-5F-03
Farm workers’clothing, 5-ACI-5D-09

Fees
access to health care, 5-ACI-6A-02
copayments, 5-ACI-6A-40

Female inmates

equal access to programs and services, 5-ACI-3D-04,
5-ACI-3D-05

female escort for encounter with male provider,
5-ACI-6C-10

gender specific training for youthful offender unit staff,
5-ACI-5B-18

in Extended Restrictive Housing, 5-ACI-4B-32

male and female officers, 5-ACI-3A-07

separate sleeping quarters from males, 5-ACI-3D-05
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special hygiene needs of, 5-ACI-5D-14
work opportunities beyond traditional roles, 5-ACI-7A-03

Files. See Case records

Final release
written procedures, 5-ACI-5F-05

Financial transactions between inmates
staff approval required, 5-ACI-1B-23

Fingerprinting
admission procedure, 5-ACI-5A-01

Fire alarm
communication center monitors, 5-ACI-3A-02
notification, 5-ACI-3B-01
requirement, 5-ACI-2A-02

Fire and emergency procedures
correctional officer training, 5-ACI-1D-12
for health care personnel, 5-ACI-6B-07

Fire codes
automatic detection system required, 5-ACI-2A-02
compliance documented, 5-ACI-2A-02
fire alarm required, 5-ACI-2A-02

Fire department
voluntary, 5-ACI-3B-01

Fire extinguisher use
food service personnel training, 5-ACI-5C-09

Fire fighting apparatus inspection, 5-ACI-3B-09

Fire prevention regulations and practices adequate fire protec-
tion service, 5-ACI-3B-01
annual inspection, 5-ACI-3B-01
equipment testing, 5-ACI-3B-01
evacuation plans, 5-ACI-3B-11
facility furnishings and fire safety ratings, 5-ACI-3B-03
fire drills, 5-ACI-3B-11
fire inspection, 5-ACI-3B-01
fire protection equipment availability of, 5-ACI-3B-01
fire safety codes, 5-ACI-3B-11
health care personnel, 5-ACI-6B-07
Life Safety Code, 5-ACI-3B-01
monthly inspection, 5-ACI-3B-02
qualified departmental staffer, 5S-ACI-3B-02
volunteers in health care orientation, 5-ACI-6B-10

Firearms
assignment of employees, 5-ACI-3A-33
authority, access and use of, 5-ACI-3A-24
competency demonstration, 5-ACI-3A-31
discharge report, 5S-ACI-3A-31
employees assigned to carry, 5-ACI-3A-33
inspections, 5-ACI-3A-33
institutional needs, 5-ACI-3A-28
monthly inventory, 5-ACI-3A-30
safe loading and reloading, 5-ACI-3A-34
safety regulations, 5-ACI-3A-33
storage of, 5-ACI-2G-03
training for use,5-ACI-1D-08, 5-ACI-1D-20, 5-ACI-3A-33

First aid. See also CPR training
correctional officer training, 5-ACI-1D-12

emergency plan for, 5-ACI-6A-08

food service personnel training, 5-ACI-5C-09
kits available, 5-ACI-6B-09

staff training, 5-ACI-6B-08

Fiscal control and management, 5-ACI-1B-01, 5-ACI-1B-23
accounting procedures, 5-ACI-1B-07
budget preparation, 5-ACI-1B-04, 5-ACI-1B-06
cash management, 5-ACI-1B-09, 5-ACI-1B-10
checks, 5-ACI-1B-03
commissary/canteen, 5-ACI-1B-18, 5-ACI-1B-19
community services, 5-ACI-1B-15
independent audit, 5-ACI-1B-12
inmate funds, 5-ACI-1B-20, 5-ACI-1B-23
institutional insurance, 5-ACI-1B-17
internal controls, 5-ACI-1B-03
internal monitoring, 5-ACI-1B-11
inventory, 5-ACI-1B-13
petty cash, 5-ACI-1B-03
position control, 5-ACI-1B-16
purchasing supplies and equipment, 5-ACI-1B-14
state’s central accounting procedures, 5-ACI-1B-07
vouchers, 5-ACI-1B-03

Fiscal officer qualifications, 5-ACI-1B-02

Flammable, toxic, and caustic material definitions,
5-ACI-3B-05
receptacles for, 5-ACI-3B-04
storage, 5-ACI-3B-05

Floor care
food service personnel training, 5-ACI-5C-09

Floor plans, 5-ACI-3B-11
Follow up. See Aftercare

Food. See also Dining and meals; Food service; Nutrition
alternative meals in special management, 5-ACI-4A-18
alternative meals in restrictive housing, 5-ACI-4B-18
distribution of, 5-ACI-5C-12
food preparation area, 5-ACI-2E-06, 5-ACI-5C-13
inmate gardens, 5-ACI-5C-13
inspection of, 5-ACI-5C-12, 5-ACI-5C-13
not used as disciplinary measure, 5-ACI-5C-08
raised in institution, 5-ACI-5C-04, 5-ACI-5C-13
served as soon as possible, 5-ACI-5C-05
special diets. See Special diets
storage area. See Food storage

Food service
accounting practices, 5-ACI-5C-02
annual dietary review, 5-ACI-5C-04
budgeting and purchasing, 5-ACI-5C-02
cleanliness of, 5-ACI-5C-11
cutlery service, 5-ACI-5C-15
dining. See Dining and meals
dining room inspection, 5-ACI-5C-13
disability discrimination prohibited,5-ACI-5C-09,
5-ACI-5E-05
equipment inspection, 5-ACI-5C-13
facilities and equipment inspections, 5-ACI-5C-13
food preparation area, 5-ACI-2E-06, 5-ACI-5C-13
health and safety regulations, 5-ACI-5C-09

Adult Correctional Institutions, Fifth Edition 323



Index

inspection of areas, 5-ACI-5C-13
management, 5-ACI-5C-01

menus, 5-ACI-5C-03, 5-ACI-5C-05
nutrition. See Nutrition

personnel. See Food service personnel
record of all meals served, 5-ACI-5C-03
special diets. See Special diets
supervision, 5-ACI-5C-01

Food service personnel
clothing, 5-ACI-5C-11, 5-ACI-5D-09
daily monitoring for health and cleanliness, 5-ACI-5C-11
hair nets, 5-ACI-5C-11
hand washing requirement, 5-ACI-5C-11
health protection, 5-ACI-5C-11
inmate workers, 5-ACI-5C-11
manager of, 5-ACI-5C-01
medical examination, 5-ACI-5C-11
outside agency,5-ACI-5C-11
showers, 5-ACI-5D-13
supervision, 5-ACI-5C-01, 5-ACI-5C-11, 5-ACI-5C-13
training of, 5-ACI-5C-09, 5-ACI-1D-15
U.S. Public Health Service regulations for federal facilities,
5-ACI-5C-11

Food storage
frozen goods, 5-ACI-5C-14
refrigerated goods, 5-ACI-5C-14
sanitary, temperature controlled,
stored shelf goods, 5-ACI-5C-14

Foreign nationals
access to diplomatic representative, 5-ACI-3D-07

Four/fivepoint restraint. See Restraints

Fourth amendment
protection from unreasonable searches, 5-ACI-3D-08

Frozen goods. See Food storage, frozen goods
Funeral escorted leaves, 5-ACI-5F-04
Furloughs

clothing for, 5-ACI-5D-08

to community unescorted, 5-ACI-7D-20

for employment, 5-ACI-1C-06

inmate counts, 5-ACI-3A-13
for visiting home, 5-ACI-7D-19

Furnishings
dayrooms, 5-ACI-2C-04
fire safety performance, 5-ACI-3B-03
for disabled, 5-ACI-2C-11

G
Game rooms, 5-ACI-7C-04
Garage workers’ clothing, 5-ACI-5SD-09

Garbage disposals
inspection of in food service area, 5-ACI-5C-13

Gardens
food service inspection, 5-ACI-5C-12

GED programs
comprehensive education program, 5-ACI-7B-01
no cost to inmates, 5-ACI-7B-05

Genderspecific issues. See also Female inmates youthful
offender unit, 5-ACI-5B-18

General administration
appointed personnel, 5-ACI-1A-07
channels of communication, 5-ACI-1A-15, 5-ACI-1A-16
legal counsel, 5-ACI-1A-23
monitoring and assessment, 5-ACI-1A-17, 5-ACI-1A-18
policy and goal formulation, 5-ACI-1A-03, 5-ACI-1A-06
policy and procedure manuals, 5-ACI-1A-12, 5-ACI-1A-15
political practices, 5-ACI-1A-24
public information, 5-ACI-1A-21, 5-ACI-1A-22
purpose and mission, 5-ACI-1A-01, 5-ACI-1A-02
qualifications, 5-ACI-1A-08, 5-ACI-1A-09
role of outside agencies, 5S-ACI-1A-11
table of organization, 5-ACI-1A-10

Geriatric inmates. See Special needs inmates

Goals and objectives
medical program, 5-ACI-6D-08, 5-ACI-6D-10
public information program furthers, training on,
5-ACI-1D-10

Good time computation, 5-ACI-1E-03

Graduated release
decrease in supervision and increase in inmate
responsibility, 5-ACI-5F-03

Graduation
academic or vocational education, 5-ACI-7B-15
See also Education

Grievances and grievance procedures
access to care, 5-ACI-6A-01
appeals, 5-ACI-1C-01, 5-ACI-3D-19
disability discrimination prohibited, 5-ACI-5E-02
emergency responses, 5-ACI-3D-19
for employees, 5-ACI-1C-01
health care concerns, 5-ACI-6C-01
inmate sealed correspondence, 5-ACI-7D-08
for inmates, 5-ACI-3D-17
personnel policy manual, 5-ACI-1C-01

Grooming freedom, 5-ACI-3D-18
Group dining, 5-ACI-2E-05

Group disturbances by inmates
evaluation criteria, 5-ACI-1F-10. See also Riots and
disturbances

Group therapy
treatment option for inmates, 5-ACI-5SE-09

Gun walks
assignment of employees with firearms, 5-ACI-3A-33

Gymnasium, 5-ACI-7C-04
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H

Hair care services
at admission, 5-ACI-5A-01
comply with health requirements, 5-ACI-5D-15
equipment storage, 5-ACI-5D-15
in special management, 5-ACI-4A-17
in restrictive housing,5-ACI-4B-17

Halfway house
decrease in supervision before release, 5-ACI-5F-03

Handcuffs. See Restraint use

Hand washing,
food service workers, 5-ACI-5C-11

Harassment
protection from harm, 5-ACI-3D-08

Health appraisal for each offender, 5-ACI-6A-25,
5-ACI-6A-26

Health authority

credentials of professional staff, definition of, 5-ACI-6A-44

health services administrator, 5-ACI-6B-01

healthtrained staff supervised by, 5-ACI-6B-04

internal review and quality assurance, 5-ACI-6D-02

medical records form approved by, 5-ACI-6D-05

mission statement, 5-ACI-6B-01

if nonphysician, 5-ACI-6B-01

offender’s health record, 5-ACI-6C-03

if physician, 5-ACI-6B-01

quality management program, 5-ACI-6B-01

restraint use notification, 5-ACI-3A-18

volunteers’ role approved by, 5-ACI-6B-10

written agreement, contract, or job description,
5-ACI-6B-01

written agreements, 5-ACI-6B-01

Health care. See Medial and administrative care

Health care personnel
administrator, 5-ACI-6B-01
body cavity searches, 5-ACI-3A-20
credentials of, 5-ACI-6B-03
direct orders of, 5-ACI-6B-03
emergency plans, 5-ACI-6B-07
employee orientation, 5-ACI-6B-10

health authority. See Health authority health-trained staff

member, 5-ACI-6B-04
job descriptions, 5-ACI-6B-03
standing medical orders, 5-ACI-6B-03
training, 5-ACI-6B-07
training hours, 5-ACI-1D-14
Health care rendered against patient’s will
accord with federal and state regulations, 5-ACI-6C-04

Health care requests
access to care, 5-ACI-6A-01

Health care services. See Medical programs
Health care staff. See Health care personnel

Health education and wellness, 5-ACI-6A-20

Health examinations. See Medical examinations
Health records, See Medical records

Health and safety regulations and standards
food service, 5-ACI-5C-09, 5-ACI-5C-12
industry programs, 5-ACI-7A-07
inmate work, 5-ACI-7A-07
vocational education, 5-ACI-7A-07

Health screening. See Medical screening

Health services administrator
health authority, 5-ACI-6A-43
onsite health authority, 5-ACI-6A-43
role in transfer, 5-ACI-6A-06
supervises health-trained staff, 5-ACI-6B-04

Health services mission
staffing, 5-ACI-6D-04

Health treatment. See Medical treatment

Hearing aids
copayment may be required, 5-ACI-6A-40
Hearing record
disciplinary hearing for inmate, 5-ACI-3C-20,
5-ACI-3C-21
Heating and cooling
temperature appropriate to season, 5-ACI-2D-10

Height and weight
health appraisal, 5-ACI-6A-25

Hepatitis management, 5-ACI-6A-15
Herbicides, 5-ACI-3B-05

High-risk inmates
identification of, 5-ACI-5B-11
Hiring
disability accommodation, 5-ACI-1C-07
HIV management, 5-ACI-6A-16
Holidays
disability accommodation, 5-ACI-1C-07
personnel policy manual, 5-ACI-1C-01
staffing requirements, 5-ACI-1C-04

Honor housing
staff supervision, 5-ACI-7C-06
Hospice activities
offender assistants in health care, 5-ACI-6B-12

Hospital emergency. See Emergency room of hospital
inmate counts, 5-ACI-3A-11

Hospital workers clothing, 5-ACI-5D-09

involved in formulating security threat plans, 5-ACI-3B-14
Hostage policy

health care personnel, 5-ACI-6B-07

personnel policy manual, 5-ACI-1C-01
written plan, 5-ACI-3B-14

Hours of training. See Training hours for staff
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Housekeeping
daily jobs, 5-ACI-5D-05
janitorial closets, 5-ACI-2E-08
regular maintenance, 5-ACI-5D-05

Housing assignments and recommendations for admission
procedure, 5-ACI-5A-01
communicable disease and infection control, 5-ACI-6A-12
for disabled, 5-ACI-2C-11
health appraisal requirements, 5-ACI-6A-25
management units. See Management
units mental health evaluation, 5-ACI-6A-33
mental health screening, 5-ACI-6A-32
showers. See Showers
single cells. See Single occupancy cells
special management housing. See Special management
inmates
special needs inmates. See Special needs inmates
toilets. See Toilets
unit management. See Management units
washbasins. See Washbasins

Housing and physical plant
after evacuation, 5-ACI-3B-11
light levels, see Lights noise levels, 5-ACI-2D-07
youthful offender unit training in, 5-ACI-5B-18

Humidity control, 5-ACI-2D-10

Hunger strikes
written plan, 5-ACI-3B-14

Hygiene. See Personal hygiene

Hypertension
treatment plan, 5-ACI-6A-18

Identity verification
final release, 5-ACI-5F-05

Illegal drugs found
evaluation criteria, 5-ACI-1F-11

Immunization
communicable disease and infection control, 5-ACI-6A-12
health appraisal, 5-ACI-6A-25
health records, 5-ACI-6D-05
hepatitis, 5-ACI-6A-15

Incidents. See Riots and disturbances

Industries

cost accounting system, 5-ACI-7A-12

fulltime work for all general population inmates,
5-ACI-7A-01

inmate compensation, 5-ACI-7A-13

private industries pay inmates prevailing wage rate,
5-ACI-7A-15

quality control procedures, 5-ACI-7A-11

supervisors’ training hours, 5-ACI-1D-15

workload realistic, 5-ACI-7A-11

Infection control. See Communicable disease and infection
control

Infirmary
access to care in, 5-ACI-6A-09
admission, 5-ACI-6A-09

bathing facilities, 5-ACI-6E-02
for disabled, 5-ACI-2C-11
discharge, 5-ACI-6A-09
infirmary record, 5-ACI-6A-09
manual, 5-ACI-6A-09

nursing manual, 5-ACI-6A-09
offender access, 5-ACI-6A-09
toilets, 5-ACI-6E-04

Information systems, 5-ACI-1F-01—5-ACI-1F-07
communication center monitors, 5-ACI-3A-02
evaluation of effectiveness of, 5-ACI-1F-01
information sharing, 5-ACI-1F-08
inmate population movement daily report, 5-ACI-1F-10
management information, 5-ACI-1F-11
master index, 5-ACI-1F-09
program information, 5-ACI-1F-12
and research, 5-ACI-1F-13, 5-ACI-1F-18
staff and security, 5-ACI-1F-07

Informed consent
language understood by offender, 5-ACI-6C-04
minors, 5-ACI-6C-04
offender care, 5-ACI-6C-04
procedures for mentally ill, 5-ACI-6A-28

Injury
immediate medical treatment, 5-ACI-3A-30
notification of offender-designated individuals,
5-ACI-6C-02
prevention written plan, 5-ACI-6E-05

Inmate assessment. See Needs assessment
Inmate assistants. See Offender assistants

Inmate counts
control center monitors, 5-ACI-3A-02
one count per shift, 5-ACI-3A-13
security manual, 5-ACI-3A-01
system for, 5-ACI-3A-13

Inmate disciplinary hearing. See Disciplinary hearing for
inmate

Inmate eating practices. See Dining and meals
Inmate education. See Education

Inmate funds
accounting procedures, 5-ACI-1B-07
guidelines and control on, 5-ACI-1B-20
interest on, 5-ACI-1B-20
policy and procedure, 5-ACI-5A-06
receipts for financial transactions, 5-ACI-1B-21

Inmate housing, 5-ACI-2C-13. See also Housing assignments
and recommendations

Inmate infractions
hearing, 5-ACI-3C-04
written guidelines, 5-ACI-3C-04

Inmate inspection. See Contraband, inmate inspection

Inmate mail
access to publications, 5-ACI-7D-04
admission procedure, 5-ACI-5A-01
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censorship of mail, 5-ACI-7D-05

correspondence, 5-ACI-7D-01, 5-ACI-7D-03
disability discrimination prohibition, 5-ACI-5E-02
forwarding of, 5-ACI-7D-10

inspection of for contraband, 5-ACI-7D-08, 5-ACI-7D-09
inspection of letters and packages, 5-ACI-7D-05
inspection of for money, 5-ACI-7D-07

mail list at admission, 5-ACI-5A-01

mail procedures explained, 5-ACI-5A-01

postage allowance for indigents, 5-ACI-7D-03
sealed letters, 5-ACI-7D-06

in special management, 5-ACI-4A-20

unlimited correspondents, 5-ACI-7D-02

Inmate movement. See Movement of inmates

Inmate population needs. See also Needs assessment
annual identification, 5-ACI-5E-04
and staffing, 5-ACI-1C-03

Inmate programs. See Programs and services
Inmate publications. See Publications
Inmate records. See Case records

Inmate release. See Release of inmates

Inmate rights, 5-ACI-3D-01, 5-ACI-3D-19
contraband search, 5-ACI-3A-19

Inmate rooms/cells. See Cells/rooms; Housing assignments
and recommendations

Inmate rules. See Rulebook
Inmate searches. See Searches

Inmate sleeping area
occupancy requirements, 5-ACI-2C-01, 5-ACI-2C-02
space requirements, 5-ACI-2C-01, 5-ACI-2C-02

Inmate testing. See Testing programs
Inmate transfers. See Transfers
Inmate transportation. See Transportation

Inmate work
advisory boards or joint councils, 5-ACI-7A-05
for all able-bodied, 5-ACI-7A-02
annual inspection, 5-ACI-7A-07
clothing for, 5-ACI-5D-09
compensation, 5-ACI-7A-13
correctional industries, See Correctional industries
disabled inmates, 5-ACI-7A-01
education or training program option, 5-ACI-7A-02
and educational release, 5-ACI-3A-13
employment for inmates with disabilities, 5-ACI-7A-01
full-time program, 5-ACI-7A-01
health and safety standards, 5-ACI-7A-07
housing. See Housing assignments and recommendations
job skills, 5-ACI-7A-03
labor, business and industrial organizations provide job
skills, 5-ACI-7A-05
opportunities, 5-ACI-7A-03

programs housed separately from main facility, 5-ACI-7A-04

reception period programs, 5-ACI-5A-03
reimburse institution, 5-ACI-7A-16

required, 5-ACI-7A-02

searches for contraband, 5-ACI-3A-19

staff training for supervision of, 5-ACI-7A-04

staff use assistance of labor, business and industrial
organizations, 5-ACI-7A-05

workday approximates that in community, 5-ACI-7A-07

work experience, 5-ACI-7A-03

work release. See Work release

written plan for full-time work or programs, 5-ACI-7A-01

Inmates

access to case records, 5-ACI-1E-04

activities of, 5-ACI-7C-06

clothing. See Clothing

counseling. See Counseling

evacuation of dangerous inmates, 5-ACI-3B-11

financial transactions between, 5-ACI-1B-23

as food service workers, 5-ACI-5C-11

likely to be victimized and single occupancy cells/rooms,
5-ACI-2C-02

management data on, 5-ACI-1F-11

master list of, 5-ACI-1F-09

in need of protective custody, 5-ACI-5B-11

needs assessment. See Needs assessment

new inmates, 5-ACI-5A-04,

no authority over other inmates, 5-ACI-3A-08

policy and procedure disseminated to, 5-ACI-1A-14

population movement, 5-ACI-1F-09

protection from harm, 5-ACI-3D-08

as research participants, 5-ACI-1F-18

in restraints and written report, 5-ACI-3A-31

rights of. See Inmate rights

rulebook, 5-ACI-3C-03; See also Rules and discipline

with serious mental illness and single occupancy cells
rooms, 5-ACI-2C-02

with severe medical disabilities in single occupancy cells
rooms, 5-ACI-2C-02

sexual harassment protection, 5-ACI-1C-09

with special needs for single occupancy cells/rooms,
5-ACI-2C-02

and staff. See Staff and inmates

unit management team assigned to, 5-ACI-5B-05

Insects and pests

pest control inspections, 5-ACI-5D-04

In-service training. See Staff training

Inspections

equipment to quell security threats, 5-ACI-3C-09
of letters and packages. See Inmate mail
unoccupied areas, 5-ACI-3A-10

Institution

institution insurance. See Insurance

mission and goals, 5-ACI-1A-01, 5-ACI-1A-02
operations. See Institutional operations

services, 5-ACI-5A-01 — 5-ACI-5F-06-2

reception and orientation, 5-ACI-5A-01, 5-ACI-5A-08
table of organization, 5-ACI-1A-10

Institutional operations

inmate rights, 5-ACI-3D-01, 5-ACI-3D-19
rules and discipline, 5-ACI-3C-01, 5-ACI-3C-03
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special management, 5-ACI-4A-04, 5-ACI-4A-27

safety and emergency procedures, 5-ACI-3B-01,
5-ACI-3B-15

security and control, 5-ACI-3A-01, 5-ACI-3A-45

Institutional services classification,
5-ACI-5B-01, 5-ACI-5B-18
food service, 5-ACI-5C-01, 5-ACI-5C-16
health care. See Health care
reception and orientation, 5-ACI-3D-19, 5-ACI-5A-08
release, 5-ACI-5F-01, 5-ACI-5F-06
sanitation and hygiene, 5-ACI-5D-01, 5-ACI-5D-15
social services, 5-ACI-5E-01, 5-ACI-5E-15

Insurance
civil liability for employees, 5-ACI-1B-17
personal vehicles coverage, 5-ACI-3A-27
public employee blanket bond, 5-ACI-1B-17
requirements in personnel policy manual, 5-ACI-1C-01
volunteer registration, 5-ACI-1G-03
worker’s compensation, 5-ACI-1B-17

Intake. See Admission procedures

Internal review and quality assurance

complaint investigation, 5-ACI-6D-02

confidentiality of records, 5-ACI-6D-02

deaths in custody review of, 5-ACI-6D-02

health authority documentation, 5-ACI-6D-02

health care, 5-ACI-6D-02

illness outbreaks, review, 5-ACI-6D-02

incorporating findings into education and training,
5-ACI-6D-02

medical chart review, 5-ACI-6D-02

multidisciplinary quality improvement committee,
5-ACI-6D-02

onsite monitoring of health service outcome, 5-ACI-6D-02

prescribing practices review, 5-ACI-6D-02

quarterly report, 5-ACI-6D-02

suicides and suicide attempts review of, 5-ACI-6D-02

Interns see Students and interns

Interpersonal relations
correctional officer training, 5-ACI-1D-12

Intoxication. See Substance abuse and abusers; Substance
abuse programs

In-transit offenders,
medical screening, 5-ACI-6A-24

Intrasystem transfer offenders
abuse or trauma evidence, 5-ACI-6A-22
dental complaint, 5-ACI-6A-22
dental problem screening, 5-ACI-6A-22
health screens, 5-ACI-6A-22
medical complaint, 5-ACI-6A-22
medical disposition of, 5-ACI-6A-22
medical problem screening, 5-ACI-6A-22
medication offender takes, 5-ACI-6A-22
observation of behavior and appearance, 5-ACI-6A-22

Inventory control
property, 5-ACI-1B-13
supplies, 5-ACI-1B-13

Involuntary treatment
psychotropic medication, 5-ACI-6C-08
and restraints, 5-ACI-3A-18

Irons. See Restraint use

Isolation
avoid for rule violations, 5-ACI-4A-04
hepatitis, 5-ACI-6A-15
HIV, 5-ACI-6A-16
tuberculosis, 5-ACI-6A-14

J
Janitorial closets, 5-ACI-2E-08
Job action. See Work stoppage

Job assignment recommendations
health appraisal requirements, 5-ACI-6A-25
mental health screening, 5-ACI-6A-32

Job descriptions
health care service providers, 5-ACI-6B-03
personnel policy manual, 5-ACI-1C-01
professional staff,

Job-related training, 5-ACI-1D-03

K

Key control. See also Tool and key control
control center monitors, 5-ACI-3A-02
correctional officer training, 5-ACI-1D-12
evacuation plans, 5-ACI-3B-12
orientation, 5-ACI-1D-10
quarterly check on emergency keys, 5-ACI-3A-12
security manual, 5-ACI-3A-01
training for full-time staff, 5-ACI-1D-10
vehicles, 5-ACI-3A-24
written policy and procedure, 5-ACI-3A-22

Kitchen equipment
written policy and procedure, 5-ACI-3A-23

Knife storage
food service personnel training, 5-ACI-5C-09

L

Laboratory and xray tests
health record file, 5-ACI-6D-05
quarterly reports,

Laundry
special management, 5-ACI-4A-17
restrictive housing, 5-ACI-4B-17

Law enforcement
agreement with other agencies and police, 5-ACI-3B-15
notification of escapes, 5-ACI-3B-15
special services, 5-ACI-3D-03
typewriter access, 5-ACI-3D-03

Law library access
assistance, 5-ACI-3D-03
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contents of, 5-ACI-3D-03
disability discrimination prohibited, 5-ACI-5E-02

Lawyers. See Access to counsel
Layoffs, affirmative action for employees, 5-ACI-1C-06

Learning disability
special education placement, 5-ACI-7B-10
See also Special needs inmates

Leave
administrative leave,
annual leave, 5-ACI-1C-04
disability accommodation, 5-ACI-1C-07
escort into community, 5-ACI-5F-04
personnel policy manual, 5-ACI-1C-01
sick leave, 5-ACI-1C-04

Legal commitment to institution
admission, 5-ACI-5A-01

Legal counsel. See Access to counsel

Legal issues
youthful offenders’ staff training, 5-ACI-5B-18

Legal materials access
special management, 5-ACI-4A-22
restrictive housing, 5-ACI-4B-22

Legislative requests, 5-ACI-1A-21
Leisuretime activities. See Recreation and leisure activities

Level of custody
classification plan, 5-ACI-5B-02
Liability
students and interns, 5-ACI-6B-11
vehicle insurance for institution, 5-ACI-1B-17

Library, 5-ACI-7D-01, 5-ACI-7D-07
administrative status, 5-ACI-4A-27
availability of services, 5-ACI-7D-06
comparable to public library, 5-ACI-7D-01
comprehensive library services, 5-ACI-7D-01
daily, evening and weekends, 5-ACI-7D-06
disability discrimination prohibited, 5-ACI-5E-02
for disabled, 5-ACI-2C-11
inmate assistants, 5-ACI-7D-07
inmate population needs identification, 5-ACI-5E-04
interlibrary loan, 5-ACI-7D-05
librarian’s qualifications, 5-ACI-7D-02
maintenance of, 5-ACI-7D-04
needs assessment of inmates on, 5-ACI-5E-04
protective custody, 5-ACI-4A-27
reading materials access. See Reading materials access
reference collection, 5-ACI-6C-14
reference materials for staff, 5-ACI-1D-06
restrictive housing, 5-ACI-4B-23
selection and acquisition of materials, 5-ACI-7D-04
staff development, 5-ACI-1D-06, 5-ACI-1D-07
staff training, 5-ACI-7D-03
and staffing needs, 5-ACI-1C-03
written policy defines selection and maintenance,

5-ACI-7D-04

Licensure, 5-ACI-6A-09
professional health care staff,

Life Safety Code
fire prevention regulations and practices, 5-ACI-3B-01

Life skills. See Education, life skills

Lifethreatening situation
deadly force, 5-ACI-3A-33

Lights
for emergencies, 5-ACI-3B-06
general level 5-ACI-2D-01
in dayrooms, 5-ACI-2D-06
inspection of lighting, 5-ACI-3B-09
level, 5-ACI-2D-01,
level in inmate rooms/cells, 5-ACI-2D-02, 5-ACI-2D-03
natural light in inmate rooms/cells, 5-ACI-2D-03
on walk and perimeter, 5-ACI-3A-02

Linen supplies. See Bedding and linen issue
Living unit

youthful offenders not mix with adults in, 5-ACI-5B-17
Lobbying

political practices, 5-ACI-1A-24

Location and storage requirements
evidence handling, 5-ACI-3A-42

Locked area,
inmate release from, 5-ACI-3B-12

Locking devices
evacuation plans, 5-ACI-3B-12
scheduled maintenance program, 5-ACI-3A-12

Log
emergency situations, 5-ACI-3A-09
routine information, 5-ACI-3A-09
special management housing unit, 5-ACI-4A-14
unusual situations, 5-ACI-3A-09

Lye, 5-ACI-3B-05

M

Mail. See Inmate mail
Mail, telephone, and visiting, 5-ACI-7D-01—5-ACI-7D-22

Maintenance
by staff and inmates, 5-ACI-5D-05
fulltime maintenance jobs for all general population
inmates, 5-ACI-7A-01
preventive, 5-ACI-3B-08
professionals’ role, 5-ACI-3B-08
space to issue supplies, 5-ACI-2E-09
to quell security threats, 5-ACI-3B-14
work opportunity for inmates, 5-ACI-7A-04

Major incidents. See Riots and disturbances

Male and female inmates
equal opportunity for programs and services,
5-ACI-3D-04—5-ACI-3D-05
housed separately, 5-ACI-2C-01. See Female inmates
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Male and female staffing
coed housing, 5-ACI-3A-07

Male inmates
access to services, 5-ACI-3D-05
sleeping quarters separate from females, 5-ACI-3D-05

Management information
evaluation criteria, 5S-ACI-1F-11

Management units
authority for programs within unit, 5-ACI-2B-02
authority for services, 5-ACI-2B-02
classification authority, 5-ACI-2B-02
direct supervision. See Direct supervision
physical plant design, 5-ACI-2B-01
positive staff/inmate communication, 5-ACI-2B-02
security, authority, 5-ACI-2B-02
security level and size, 5-ACI-2B-03
semiautonomous, 5-ACI-2B-02
single cell living units, 5-ACI-2B-04
team assigned at classification, 5-ACI-5B-05
unit size, 5-ACI-2B-03

Managerial staff
hours of training, 5-ACI-1D-11

Master index of all inmates
information system, 5-ACI-1F-08
inmate counts, 5-ACI-3A-13

Mattresses
fire safety performance, 5-ACI-3B-03

Maximum security institution
coeducational programming not desirable, 5-ACI-3D-05
entrances and exits, 5-ACI-2G-02

Meals. See Dining and meals

Measurable objectives
set by warden, 5-ACI-1A-03

Mechanical equipment
space for, 5-ACI-2E-11

Mechanical services
showers, 5-ACI-5D-13

Mechanical systems
communication center monitors, 5-ACI-3A-02

Media
access due to disability prohibited, 5-ACI-5E-02
communicable disease and infection control, 5-ACI-6A-12
emergency responses, 5-ACI-1A-22
inmate consent to media interview, 5-ACI-3D-06
inmates access, 5-ACI-3D-06
notification of escapes, 5-ACI-3B-15
notification of security threats, 5-ACI-3B-14
privacy laws, 5-ACI-1A-21, 5-ACI-1A-22
public information, 5-ACI-1A-21
special events coverage, 5-ACI-1A-22
spokesperson, 5-ACI-1A-22

Medical and administrative care
clinical services, 5-ACI-6A-03, 5-ACI-6B-02
conference room,

continuity of care, 5-ACI-6A-04

disability discrimination prohibited, 5-ACI-5E-02
elective procedures, 5-ACI-6C-05

encounters and privacy, 5-ACI-6C-10

equipment and supplies, 5-ACI-2A-03

escorted leaves, 5-ACI-5F-04

evacuation plans, 5-ACI-3B-11

evaluation and improvement, 5-ACI-6D-02

funds for, 5-ACI-1B-15

grievance system, 5-ACI-6A-01, 5-ACI-6C-01
infirmary. See Infirmary

informed consent, 5-ACI-6C-04

internal review and quality assurance, 5-ACI-6D-02
notification of designated individuals, 5-ACI-6C-02
personnel. See Health care personnel

physical plant, 5-ACI-2F-01

protection from harm, 5-ACI-3D-08

storage room for records, 5-ACI-2F-01

refusal of care, 5-ACI-6C-04

rendered against patient’s will, 5-ACI-6C-04
special diets approval, 5-ACI-5C-06

and staffing requirements, 5-ACI-1C-03

state statute and local licensing requirements, 5-ACI-6A-09
students and interns deliver, 5-ACI-6B-11

toilet facilities, 5-ACI-2F-01

transportation. See Transportation

volunteers, 5-ACI-6B-10

workers involved in security threat plans, 5-ACI-3C-09

Medical chart review
internal review and quality assurance, 5-ACI-6D-02

Medical disposition of offenders
health screens for transfers, 5-ACI-6A-21

Medical emergency. See Emergencies

Medical equipment
decontamination, 5-ACI-6A-17
secure storage of, 5-ACI-6A-43
written policy and procedure, 5-ACI-3A-23

Medical escort
accompany security staff, 5-ACI-6A-06, 5-ACI-5F-04

Medical examinations
access to, 5-ACI-6C-03
confidentiality of, 5-ACI-6C-03
of employees, 5-ACI-1C-20
of food service workers, 5-ACI-5C-11
health appraisal data collection, 5-ACI-6A-26
health appraisal requirements, 5-ACI-6A-25
periodic, 5-ACI-6A-27
prior to release, 5-ACI-6A-27
privacy, 5-ACI-6C-10
record of separate from case record, 5-ACI-6C-03

Medical experiments
use of offenders for prohibited, 5-ACI-6C-09

Medical history
admission procedure, 5-ACI-5A-02
file transfer, 5-ACI-1E-02
health appraisal, 5-ACI-6A-25
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Medical housing or infirmary
bathing facilities, 5-ACI-6E-02
toilets, 5-ACI-6E-04

Medical instruments
controlled and inventoried,

Medical interviews
at medical screening, 5-ACI-6A-22
privacy, 5-ACI-6C-10

Medical need prioritization transportation, 5-ACI-6A-06
Medical personnel. See Health care personnel

Medical procedures
privacy, 5-ACI-6C-10

Medical program
goals and objectives, 5-ACI-6D-08, 5-ACI-6D-10
health care services, 5-ACI-5D-14,5-ACI-2A-03
quarterly report on, 5-ACI-6D-02

Medical reasons restraint use, 5-ACI-3A-16

Medical records, 5-ACI-6D-06, 5-ACI-6E-01
confidentiality of, 5-ACI-6C-04
contents of, 5-ACI-6D-05
inactive, 5-ACI-6D-07
infirmary record separate from, 5-ACI-6A-09
inmates in special management housing, 5-ACI-4A-01
offender assistants cannot handle, 5-ACI-6B-12
transfer of, 5-ACI-1E-02

Medical research
not on inmates, 5-ACI-1F-16

Medical screening
admission procedure, 5-ACI-5A-01
employee, 5-ACI-1C-15
final release, 5-ACI-5F-05
at intake, 5-ACI-6A-21
intransit offenders, 5-ACI-6A-24
intrasystem offender transfer, 5-ACI-6A-22
record of in medical file, 5-ACI-6D-05
transfer offenders, 5-ACI-6A-21, 5-ACI-6A-24

Medical services availability emergency plan, 5-ACI-6A-08
health services administrator. See Health services
administrator
showers, 5-ACI-5D-13
treatment. See Treatment; Treatment plan

Medical transportation
four/fivepoint restraint, 5-ACI-3A-18

Medication. See Pharmaceuticals

Meetings
department head and key staff, 5-ACI-1A-15
warden and department heads, 5-ACI-1A-15

Mental disability
special education placement, 5-ACI-7B-10

Mental health
oftfenders with problems of, 5-ACI-6C-13;
See also restraints, 5-ACI-3A-18, 5-ACI-6C-13

Mentally ill
refusal of care, 5-ACI-6C-04
screen for, 5-ACI-4B-28
transfer, 5-ACI-6A-06
in youthful offender unit, 5-ACI-5B-18

Mental health appraisal
assessment of mental status, 5-ACI-6A-32
educational history, 5-ACI-6A-32
evaluations, 5-ACI-6A-33
offender transfers, 5-ACI-6A-32
privacy for, 5-ACI-6C-10
psychiatric treatment review, 5-ACI-6A-32
psychotherapy review, 5-ACI-6A-32
psychotropic medicaton history review, 5-ACI-6A-32
sex abuse victimization and predatory behavior,

5-ACI-6A-32

substance abuse treatment, 5-ACI-6A-32
suicidal potential, 5-ACI-6A-32
treatment referral, 5-ACI-6A-32
violence potential, 5-ACI-6A-32

Mental health evaluations, 5-ACI-6A-33

Mental health history
admission procedure, 5-ACI-5A-02
compilation of, 5-ACI-6A-33
health appraisal, 5-ACI-6A-25
screen, 5-ACI-4B-28

Mental health professionals
emergency plan for oncall health care, 5-ACI-6A-08
peer review every two years, 5-ACI-6D-03
written treatment plan, 5-ACI-6A-07

Mental health program
appropriate mental health authority approves, 5-ACI-6A-28
outpatient services, 5-ACI-6A-28
screening. See Mental health screen

Mental health screen, 5-ACI-6A-28
abuse and trauma observation, 5-ACI-4B-28
admission procedure, 5-ACI-5A-01
aggression, 5-ACI-4B-28
anxiety, 5-ACI-4B-28
appearance and behavior observation, 5-ACI-4B-28
depression symptoms, 5-ACI-4B-28
housing recommendations, 5-ACI-6A-32
informed consent, 5-ACI-6A-28
job assignment recommendations, 5-ACI-6A-32
mental health complaint, 5-ACI-4B-28
by professional, 5-ACI-6A-28
program participation recommendations, 5-ACI-6A-32
referral, 5-ACI-6A-28
psychiatric treatment, 5-ACI-4B-28
psychosis symptoms, 5-ACI-4B-28
psychotropic medication, 5-ACI-4B-28
substance abuse, 5-ACI-4B-28
suicidal behavior, 5-ACI-4B-28
suicide ideation, 5-ACI-4B-28
therapy, 5-ACI-6A-28
for transfer offenders, 5-ACI-4B-28
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Mental illness
and/or developmental disability, 5-ACI-6A-37
noncorrectional placement, 5-ACI-6A-37
staff training in signs and symptoms of, 5-ACI-6B-08

Mental status
health appraisal requirements, 5-ACI-6A-25
mental health appraisal, 5-ACI-6A-32

Mentally disordered inmates treatment plan, 5-ACI-6A-07

Mentally ill inmates elective therapy, 5-ACI-6A-28
identification of, 5-ACI-5B-11
informed consent procedures, 5-ACI-6A-28
noncorrectional placement, 5-ACI-5B-11, 5-ACI-6A-37
referral and admission to mental health facilities,

5-ACI-6A-28

special needs inmates. See Special needs inmates
stabilization of, 5-ACI-6A-28
transfer, 5-ACI-6C-12

Mentally retarded inmates
identification of, 5-ACI-5B-11
noncorrectional placement of, 5-ACI-5B-11

Menus. See Food service, menus

Metal detectors
contraband control, 5-ACI-3A-19

Merit system for employees, 5-ACI-1C-10

Military leave
staffing requirements, 5-ACI-1C-04

Minor rule violations, 5-ACI-3A-42, 5-ACI-3C-05,
5-ACI-3C-06.
See also Rules and discipline
Minority group employment
EEO, 5-ACI-1C-06
Minors
informed consent, 5-ACI-6C-04

Mission statement
health authority, 5-ACI-6B-01
of institution, 5-ACI-1A-01, 5-ACI-1A-02

Mixers
inspection of in food service area, 5-ACI-5C-13

Mobile patrols
assignment of employees with firearms, 5-ACI-3A-33

Monies. See Accounting practice and procedures;
Cash management; Fiscal control; Inmate funds

Monitoring and assessment

institutional written reports to parent agency, 5-ACI-1A-18

operations and programs, 5-ACI-1A-17

Monthly duties, inspections, meetings, or reports
inspection of first-aid kits, 5-ACI-6B-09

inspection of work/industry by safety officer, 5-ACI-7A-07

inventory of security equipment, 5-ACI-3A-30

meetings of department head and key staft, 5-ACI-1A-15
meetings of warden and department heads, 5-ACI-1A-15
pest control inspections, 5-ACI-5D-04

sanitation inspections, 5-ACI-5D-01

Morale assessment, 5-ACI-1A-18

Movement of inmates
master pass list, 5-ACI-3A-14

Multidisciplinary team

communicable disease and infection control, 5-ACI-6A-12

N

National Academy of Sciences dietary standards,
5-ACI-5C-04

National origin
access to programs and services, 5-ACI-3D-04

National Recreation and Park Association
guidelines for facilities and equipment, 5-ACI-7C-04

Natural disaster emergency plans
health care personnel, 5-ACI-6B-07

Needles. See Dental instruments; Medical instruments

Needs assessment
for chemical dependency program, 5-ACI-6A-42
of education, 5-ACI-7B-01
of inmates, 5-ACI-5E-04, 5-ACI-7B-09
training needs, 5-ACI-1D-03, 5-ACI-5B-03

New construction
air quality indoors, 5-ACI-2D-08
classrooms, 5-ACI-2E-04
physical plant design, 5-ACI-2B-01
single cell units, 5-ACI-2B-04

New employees
credit for prior training, 5-ACI-1C-10

New inmates
literacy and language help, 5-ACI-5A-04
orientation form, 5-ACI-5A-04
written orientation materials, 5-ACI-5A-04

News release policy, 5-ACI-1A-22. See also Media

Next of kin notification
admission procedure, 5-ACI-5A-01
notification of illness, injury, or death, 5-ACI-6C-02

Noise levels
inmate housing, 5-ACI-2D-07

Noncorrectional placement
offenders with mental illness and/or developmental
disability, 5-ACI-6A-37

Noncosmetic research activities

inmate participation in, 5-ACI-1F-17
Nonmedical research activities

inmate participation in, 5-ACI-1F-17
Nonpharmaceutical research activities

inmate participation in, 5-ACI-1F-17
Nonprescription medication

policies and procedures, 5-ACI-6A-44

Notification
escapes, 5-ACI-3B-15
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Notification of inmate-designated individuals
at admission, 5-ACI-5A-01
health care concerns, 5-ACI-6C-02

Nursing manual
infirmary care, 5-ACI-6A-09

Nutrition. See also Dining and meals; Food service;

Special diets

American Dietetic Association dietary standards,
5-ACI-5C-04

dietary allowances, annual review, 5-ACI-5C-04

National Academy of Sciences’ dietary standards,
5-ACI-5C-04

pregnancy management, 5-ACI-6A-10

three meals per day, 5-ACI-5C-01, 5-ACI-5C-16

youthful offender unit staff training, 5-ACI-5B-18

0]

Objectives
long-range budget deliberations, 5-ACI-1B-05

Occupational experience
admission procedure, 5-ACI-5A-02

Occupational exposure
orientation, 5-ACI-1D-10

Off duty training time, 5-ACI-1D-09

Offender assistants
daily living assistance of impaired offenders, 5-ACI-6B-12
familial duties, 5-ACI-6B-12
health care, 5-ACI-6B-12
hospice activities, 5-ACI-6B-12
library services, 5-ACI-7D-07
peer support and education, 5-ACI-6B-12
prohibited activities, 5-ACI-6B-12
suicide companion, 5-ACI-6B-12

Offender’s death. See Death
Offender’s health record. See Health record

Offenders’ rights and responsibilities
correctional officer training, 5-ACI-1D-12

Officer stations
air quality indoor, 5-ACI-2D-08, 5-ACI-2D-09

One hour (five times per week)
exercise outside cell for special management inmate,
5-ACI-4A-24
exercise outside cell for restrictive housing inmates,
5-ACI-4B-24

Operations
monitoring and assessment, 5-ACI-1A-17

Organizational chart, 5-ACI-1A-10
personnel policy manual, 5-ACI-1C-01

Orientation for inmates. See Reception and orientation

Orientation for staff
appropriate conduct with offenders, 5-ACI-1D-10
biohazardous waste disposal, 5-ACI-1D-10
disability discrimination prohibited, 5-ACI-5E-02
employee rights and responsibilities, 5-ACI-1D-10

key control, 5-ACI-1D-10

occupational exposure, 5-ACI-1D-10

personal protective equipment, 5-ACI-1D-10
policies and procedures of agency, 5-ACI-1D-10
security regulations, 5-ACI-1D-10

training requirements, 5-ACI-1D-10

universal precauations, 5-ACI-1D-10

Orientation for volunteers, 5-ACI-1G-05
volunteers in health care, 5-ACI-6B-10

Orthodontic devices. See Prostheses and orthodontic devices

Outdoor activities
comprehensive recreational program, 5-ACI-7C-01

Outdoor recreation
space requirements, 5-ACI-2E-01

Outpatient services
mental health program, 5-ACI-6A-28

Outside agencies. See Community agencies

Ovens
inspection of, 5-ACI-5C-13

Overthecounter medication. See Nonprescription medication

P
Paint, 5-ACI-3B-05
Parent agency. See Institution

Parenting/family life
education program, 5-ACI-7B-13
social service program, 5-ACI-5E-01

Parole plan, 5-ACI-5B-10

Paroling authority
final release notification, 5-ACI-5F-05
inmate sealed correspondence, 5-ACI-7D-06
programs mandated, 5-ACI-7A-02
progress report to, 5-ACI-5B-10
release preparation, 5-ACI-5F-01

Parttime staff orientation, 5-ACI-1D-17

Patrols and inspections, 5-ACI-3A-10, 5-ACI-3A-12
daily patrol, 5-ACI-3A-10
observation of living units, 5-ACI-3A-11
of security devices, 5-ACI-3A-12

Pay rate
affirmative action program, 5-ACI-1C-06

Payroll
authorization, 5-ACI-1B-16
timekeeping records, 5-ACI-1B-16

Peer pressure resistance
youthful offender unit, 5-ACI-5B-18

Peer review
dentists, 5-ACI-6D-03
mental health professionals, 5-ACI-6D-03
physicians, 5-ACI-6D-03
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Peer support and education
offender assistants in health care, 5-ACI-6B-12

Penalties
conduct rule violation, 5-ACI-3C-01
disciplinary procedures, 5-ACI-3C-02

Perimeter security
control center monitors, 5-ACI-3A-02
inmates in and general public out, 5-ACI-2G-01

Personal abuse
protection from harm, 5-ACI-3D-08

Personal effects return, 5-ACI-5F-05

Personal hygiene comb, 5-ACI-5D-14
for disabled, 5-ACI-2C-13
health education topic, 5-ACI-6A-20
shaving equipment, 5-ACI-5D-14
showers, 5-ACI-5D-14
soap, 5-ACI-5D-14
toilet paper, 5-ACI-5D-14
toothbrush, 5-ACI-5D-14

Personal injury
protection from harm, 5-ACI-3D-08

Personal property of inmate
disposal of, 5-ACI-5A-01
inmate’s rights to, 5-ACI-3A-19
itemized list, 5-ACI-5A-08
items inmates can retain, 5-ACI-5A-07
policies on, 5-ACI-5A-06, 5-ACI-5A-07, 5-ACI-5A-08
safeguarding of, 5-ACI-5A-08
space to store, 5-ACI-2E-10

Personal protective equipment orientation, 5-ACI-1D-10

Personnel, 5-ACI-1C-01-5-ACI-1C-24. See also Employees;
Recruiting; Staff; Staffing
appointed warden/superintendent, 5-ACI-1A-07,

5-ACI-1A-09

code of ethics, 5-ACI-1C-22
compensation and benefits, 5-ACI-1C-18, 5-ACI-1C-19
confidentiality of information, 5-ACI-1C-23
criminal record check, 5-ACI-1C-14
drug-free workplace, 5-ACI-1C-16
employee assistance program, 5-ACI-1C-24
employees’ files, 5-ACI-1C-20, 5-ACI-1C-21
equal employment opportunity, 5-ACI-1C-06, 5-ACI-1C-09
medical files separate from, 5-ACI-1C-20
performance reviews, 5-ACI-1C-17
personnel files, 5-ACI-1C-20, 5-ACI-1C-21
personnel policy manual, See Personnel policy manual
physical examination, 5-ACI-1C-15
policy, 5-ACI-1C-02, 5-ACI-1C-03, 5-ACI-1C-11
probationary term, 5-ACI-1C-12
provisional appointments, 5-ACI-1C-13
selection and promotion, 5-ACI-1C-10, 5-ACI-1C-11
staffing requirements, 5-ACI-1C-03, 5-ACI-1C-05

Personnel policy manual benefits, 5-ACI-1C-01
employee disciplinary procedures, 5-ACI-1C-01
employee evaluations, 5-ACI-1C-01
employee grievance procedures, 5-ACI-1C-01

equal employment opportunity, 5-ACI-1C-01
holidays, 5-ACI-1C-01

hostage policy, 5-ACI-1C-01

inservice training, 5-ACI-1C-01

insurance requirements, 5-ACI-1C-01

job descriptions, 5-ACI-1C-01

leave, 5-ACI-1C-01

organizational chart, 5-ACI-1C-01

personnel records, 5-ACI-1C-01

physical fitness policy, 5-ACI-1C-01
political activities statutes, 5-ACI-1C-01
professional liability requirements, 5-ACI-1C-01
promotion, 5-ACI-1C-01

recruitment, 5-ACI-1C-01

resignation, 5-ACI-1C-01

retirement, 5-ACI-1C-01

staff development, 5-ACI-1C-01

termination, 5-ACI-1C-01

work hours, 5-ACI-1C-01

Personnel records
personnel policy manual, 5-ACI-1C-01
position control, 5-ACI-1B-16

Pest control, 5-ACI-5D-04
Pesticides, 5-ACI-3B-05

Petty cash
fiscal control, 5-ACI-1B-03

Pharmaceuticals
formulary available, 5-ACI-6A-43
inquiry into at health screen, 5-ACI-6A-21
management of, 5-ACI-6A-43
prescribed medication, 5-ACI-6D-05
prescribing practices review, 5-ACI-6D-02
reevaluation of prescription before renewal, 5-ACI-6A-43
research not on inmates, 5-ACI-1F-18
secure storage and inventory, 5-ACI-6A-43
in special management, 5-ACI-4A-15
in restrictive housing,5-ACI-4B-14
use of offenders for experiments prohibited, 5-ACI-6C-09

Photographing
admission procedure, 5-ACI-5A-01

Physical deformities
intrasystem transfer offenders, 5-ACI-6A-22

Physical disability
special education placement, 5-ACI-7B-10

Physical evidence preservation. See Evidence handling
Physical examination
employee, 5-ACI-1C-15

Physical fitness
health education topic, 5-ACI-6A-20
policy on in personnel policy manual, 5-ACI-1C-01

Physical force
correctional officer training, 5-ACI-1D-08, 5-ACI-1D-12
least drastic means, 5-ACI-3D-08
not as punishment, 5-ACI-3A-35

Physical plant, 5-ACI-2A-01, 5-ACI-2G-03

334 Adult Correctional Institutions, Fifth Edition



Index

administrative and staff areas,5-ACI-2F-01, 5-ACI-2F-03

building codes, 5-ACI-2A-01—5-ACI-2A-02

design facilitates staff/inmate contact, 5-ACI-2B-01

emergency repairs, 5-ACI-3B-08

environmental conditions, 5-ACI-2D-01, 5-ACI-2D-10

facility size, 5-ACI-2B-02

fire codes, 5-ACI-2A-02

inmate housing. See Inmate housing

preventive maintenance, 5-ACI-3B-08

program and service areas, 5-ACI-2E-02, 5-ACI-2E-12

security, 5-ACI-2G-03

security manual, 5-ACI-3A-01

size, organization, and location, 5-ACI-2B-01,
5-ACI-2B-04

space for medical and administrative care, 5-ACI-2F-01

special management housing, See Special management
housing

staff/inmate interaction, 5-ACI-2B-01

training areas, 5-ACI-1D-08

unit size, 5-ACI-2B-03, 5-ACI-2B-04

youthful offender staff training, 5-ACI-5B-18

Physical training/exercise facilities
staff needs, 5-ACI-2F-02

Physically disabled. See Special needs inmates

Physicians
emergency plan for oncall health care, 5-ACI-6A-08
emergency plan for on call infirmary care, 5-ACI-6A-09
peer review every two years, 5-ACI-6D-03

Pillow. See Bedding and linen issue

Policies and procedures
community agency input, 5S-ACI-1A-06
employee participation in, 5-ACI-1A-05
legality of, 5-ACI-1A-23
manual, 5-ACI-1A-12, 5-ACI-1A-14
medical program reviewed annually, 5-ACI-6D-10
merit system for employees, 5-ACI-1C-10
new ones, 5-ACI-1A-14
orientation, 5-ACI-1D-10
outside agencies’ role, 5-ACI-1A-11
revised policies, 5-ACI-1A-14
youthful offenders’ staff training, 5-ACI-5B-18

Policy development
community agencies participate in, 5-ACI-1A-06
employees participate in, 5-ACI-1A-05

Political activities and views
access to programs and services, 5-ACI-3D-04
campaigning, 5-ACI-1A-24
lobbying, 5-ACI-1A-24
personnel policy manual, 5-ACI-1C-01

Polystyrene
fire safety performance, 5-ACI-3B-03

Polyurethane
fire safety performance, 5-ACI-3B-03

Population data
quarterly report, 5-ACI-1A-18

Position control
budget authorization, 5-ACI-1B-16
personnel records, 5-ACI-1B-16
position allocations, 5-ACI-1B-07, 5-ACI-1B-16

Post orders
sign and dating of, 5-ACI-3A-05
written, 5-ACI-3A-04

Postsecondary education. See also Education
comprehensive education program, 5-ACI-7B-01

Power
for emergencies, 5-ACI-3B-06
outage emergency plans for health care personnel,
5-ACI-6B-07

Power generator inspection, 5-ACI-3B-09

Pregnant offenders
chemically addicted, 5-ACI-6A-10
counseling and assistance, 5-ACI-6A-10, 5-ACI-5E-10
health screens for transfers, 5-ACI-6A-21
management of, 5-ACI-6A-10
nutrition, 5-ACI-6A-10
postpartum follow up, 5-ACI-6A-10
pregnancy testing, 5-ACI-6A-10
prenatal care, 5-ACI-6A-10
treatment for chemically addicted pregnant offenders,
5-ACI-6A-10
treatment plan, 5-ACI-6A-07, 5-ACI-4B-28

Prehearing action. See Rules and discipline

Prehearing detention
defined, 5-ACI-3C-10

Pre-institutional assessment use in classification,
5-ACI-5B-04

Preparole progress report
history of inmate’s activities, 5-ACI-5B-10

Prerelease
decrease in supervision before release, 5-ACI-5F-03
library books, 5-ACI-7D-01

Prerelease relapse prevention education
chemical dependency management, 5-ACI-6A-42

Prescriptions. See Pharmaceuticals Preservice
evaluation, 5-ACI-1D-05

Prevention
communicable disease and infection control, 5-ACI-6A-12

Preventive maintenance
physical plant, 5-ACI-3B-08

Priority system for scheduling
clinical services, 5-ACI-6A-03

Privacy
health care encounters, 5-ACI-6C-10. See also Confidentiality
media access, 5-ACI-1A-22, 5-ACI-3D-06
records, 5-ACI-1E-01
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Probation for employees
term of, 5-ACI-1C-12
termination during, 5-ACI-1C-12

Problem solving, training in
youthful offender unit, 5-ACI-5B-18

Professional liability requirements
personnel policy manual, 5-ACI-1C-01

Professional organizations
training and resources from, 5-ACI-1D-07

Professional services from volunteers, 5-ACI-1G-04

Professional specialist employees training hours,
5-ACI-1D-14

Professional staff space for, 5S-ACI-2F-01

Program and service areas, 5-ACI-2E-01, 5-ACI-2E-12
classrooms, 5-ACI-2E-04
clothing and supplies, 5-ACI-2E-09
commissary/canteen, 5-ACI-2E-12
dining, 5-ACI-2E-05
exercise and recreation, 5-ACI-2E-01, 5-ACI-2E-02
food service, 5-ACI-2E-05, 5-ACI-2E-07
housekeeping, 5-ACI-2E-08
mechanical equipment, 5-ACI-2E-11
personal property, 5-ACI-2E-10
space for youthful offenders, 5-ACI-5B-16
visiting, 5-ACI-2E-03
youthful offenders not mix with adults, 5-ACI-5B-17

Programs and services, 5-ACI-7A-01, 5-ACI-7D-02

academic and vocational education, 5-ACI-7B-01,
5-ACI-7C-06

disability discrimination prohibited, 5-ACI-5E-02

equal opportunity, 5-ACI-3D-04, 5-ACI-3D-05

evaluation of, 5-ACI-1F-12

health appraisal requirements for participation,
5-ACI-6A-25

information on at reception, 5-ACI-5A-03

inmate population needs, 5-ACI-5E-04

library, 5-ACI-7D-01, 5-ACI-7D-07

mail, telephone, and visiting, 5-ACI-7D-01, 5-ACI-7D-22

mental health screening, 5-ACI-6A-32

mission statement of institution, 5-ACI-1A-01, 5-ACI-

1A-02

monitoring and assessment of, 5-ACI-1A-16

program assignments mandatory for inmates, 5-ACI-7A-02

program coordination and supervision by social service

coordinator, 5-ACI-5E-06

religious programs, 5-ACI-7F-01, 5-ACI-7F-08

for special needs inmates, 5-ACI-6C-06

summary admission report, 5-ACI-5A-02

work and correctional industries, 5-ACI-7A-01,
5-ACI-7A-16

Promotion
disability accommodation, 5-ACI-1C-07
lateral entry, 5-ACI-1C-11
personnel policy manual, 5-ACI-1C-01
from within, 5-ACI-1C-11

Property
inventory control, 5-ACI-1B-13
protection from harm, 5-ACI-3D-08
protection of others, 5-ACI-3A-35

Prostheses and orthodontic devices, 5-ACI-6A-40

Protection from harm
written policy and procedures, 5-ACI-3D-08

Protection of others, 5-ACI-3A-35
Protective custody. See special management inmates

Provisional appointments
for emergencies, 5-ACI-1C-13

Psychiatric purposes restraints, 5-ACI-6C-13

Psychiatric services
disability discrimination prohibited, 5-ACI-5E-02

Psychiatric treatment
mental health appraisal, 5-ACI-6A-32
mental health screen, 5-ACI-4B-28

Psychological evaluation admission procedure, 5-ACI-5A-02
for therapeutic purpose, 5-ACI-6A-33

Psychological services
disability discrimination prohibited, 5-ACI-5E-02

Psychosis symptoms
mental health screen, 5-ACI-4B-28

Psychotherapy review
mental health appraisal, 5-ACI-6A-32

Psychotropic medication
involuntary administration, 5-ACI-6C-08
mental health appraisal, 5-ACI-6A-32
mental health screen, 5-ACI-4B-28

Public. See Community

Public address system
communication center monitors, 5-ACI-3A-02

Public employee blanket bond
insurance for institution, 5-ACI-1B-17

Public health authority
communicable disease and infection control, 5-ACI-6A-12

Public information
interaction with public and media, 5-ACI-1A-22
legislative requests, 5-ACI-1A-21
policies and procedures manual, 5-ACI-1A-12

Public lobby

space for, 5-ACI-2F-01
Public works

inmate work, 5-ACI-7A-04
Publications

inmate produced, 5-ACI-7C-06
restriction to access, 5-ACI-7D-04

Purchasing
supplies and equipment, 5-ACI-1B-14
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Q

Qualified dietician defined, 5-ACI-5C-04
Qualified ex-offenders, 5-ACI-1A-06

Qualified fire and safety officer monthly inspection,
5-ACI-3B-02

Qualified individual with disability definition, 5-ACI-1C-07

Qualified mental health professional special management
housing reports, 5-ACI-4A-10

Qualified nutritionist defined, 5-ACI-5C-04
Quality assurance see Internal review and quality assurance

Quarterly report or review

community disease team meets, 5-ACI-6A-12

emergency equipment and systems tested, 5-ACI-3B-09

emergency keys, 5-ACI-3A-12

evacuation procedures drill, 5-ACI-3B-11

fiscal activities, 5-ACI-1B-11

health services system, 5-ACI-6D-01, 5-ACI-6D-02

internal review and quality assurance, 5-ACI-6D-02

to parent agency with developments of each department,
5-ACI-1A-17

from quarterly meeting, 5-ACI-6D-01

training plan committee, 5-ACI-1D-04

youthful offenders outside youthful offender unit,
5-ACI-5C-04

R

Race
access to programs and services, 5-ACI-3D-04

Radio base station
communications systems for emergencies, 5-ACI-3B-07

Radio system
communication center monitors, 5-ACI-3A-02

Rags
receptables for, 5-ACI-3B-04

Ranges
inspection of in food service area, 5-ACI-5C-13

Reading materials access. See also Library
during orientation, 5-ACI-5A-03
in special management housing, 5-ACI-4A-22
in restrictive housing,5-ACI-4B-23

Reasonable accommodation
qualified individual with disability, 5-ACI-1C-07

Receptables
daily empty and clean, 5-ACI-3B-04

Reception and orientation, 5-ACI-5A-03
admission, 5-ACI-5A-01, 5-ACI-5A-02
disability discrimination prohibited, 5-ACI-5E-02
for disabled, 5-ACI-2C-11
funds of inmates, 5-ACI-5A-06
health care screening. See Medical screening
inmate signs completion form, 5-ACI-5A-04
orientation materials, 5-ACI-5A-03, 5-ACI-5A-04

personal property, 5-ACI-5A-06, 5-ACI-5A-08
reception period program, 5-ACI-5A-03

religious services, 5-ACI-5A-03

screening and assessment, 5-ACI-5A-01, 5-ACI-5A-08
tests, 5-ACI-5A-03

transferred inmates, 5-ACI-5A-05,

work assignments, 5-ACI-5A-02

Recreation and leisure activities, 5-ACI-7C-01, 5-ACI-7C-06
administrative status, 5-ACI-4A-27
auditorium, 5-ACI-7C-04
comprehensive program, 5-ACI-7C-01
covered/enclosed for general population, 5-ACI-2E-01
disability discrimination prohibited, 5-ACI-5E-04
equipment and facilities, 5-ACI-7C-04
for disabled, 5-ACI-2C-11
game rooms, 5-ACI-7C-04
gymnasium, 5-ACI-7C-04
inmate activities, 5-ACI-7C-06
inmates as recreation program assistants, 5-ACI-7C-03
interaction with community, 5-ACI-7C-05
leisure-time activities, 5-ACI-7C-01
music room, 5-ACI-7C-01
National Recreation and Park Association, 5-ACI-7C-04
needs identification of inmates, 5-ACI-5E-04
outdoor exercise, 5-ACI-7C-01
outdoor for general population, 5-ACI-2E-01
outdoor recreation area, 5-ACI-7C-04
program coordination, 5-ACI-7C-02
protective custody, 5-ACI-4A-27
supervision of, 5-ACI-7C-02
supervisory qualifications, 5-ACI-7C-02
weight-lifting equipment, 5-ACI-7C-04

Recruitment
competitive salaries and benefits, 5-ACI-1C-18
disability accommodation, 5-ACI-1C-07
personnel policy manual, 5-ACI-1C-01

Reference services
staff development, 5-ACI-1D-06

Referral to specialists
health care, 5-ACI-6A-05
quarterly reports,
suicide ideation, 5-ACI-6A-35

Refrigeration of food
food service budget, 5-ACI-5C-02
food storage, 5-ACI-5C-14
temperature and daily food service check, 5-ACI-5C-13

Refusal of health care, 5-ACI-6C-04
Refuse receptacles, 5-ACI-3B-04

Reimbursement
employees, 5-ACI-1C-19
for professional meetings, 5-ACI-1D-22
for seminars, 5-ACI-1D-20
staff development, 5-ACI-1D-09

Relapse prevention education
chemical dependency management, 5-ACI-6A-42

Release of inmates, 5-ACI-5F-01—5-ACI-5F-06

Adult Correctional Institutions, Fifth Edition 337



Index

disability discrimination prohibited, 5-ACI-5E-02
evacuation plans, 5-ACI-3B-12

graduated, 5-ACI-5F-02, 5-ACI-5F-03

health examination prior to, 5-ACI-6A-26
preparation for, 5-ACI-5F-01, 5-ACI-5F-04
verification for final release, 5-ACI-5F-05

victim notification, 5-ACI-5F-06

Release of information
consent form, 5-ACI-1E-05
health record file, 5-ACI-6D-05

Release preparation
understand parole supervision, 5-ACI-5F-01

Religion
access to programs and services, 5-ACI-3D-04
dietary laws and special diets, 5-ACI-5C-07
facilities and equipment for noninmate clerical staff,
5-ACI-7F-07
guidance in administrative status, 5-ACI-4A-27
space and equipment, 5-ACI-7F-07

Religious practices

chaplain accepts donations from faith communities,
5-ACI-7F-08

chaplain communicates with faith communities,
5-ACI-7F-08

community link, 5-ACI-7F-04

definition of, 5-ACI-7F-05

opportunity to practice one’s faith, 5-ACI-7F-05

other religious leaders contacted by chaplain, 5-ACI-7F-06

representatives of all faith groups are available to all
inmates, 5-ACI-7F-06

Religious programs and services, 5-ACI-7F-01, 5-ACI-7F-08
adequate religious staffing, 5-ACI-7F-02
chaplain has access to all areas of institution, 5-ACI-7F-02
chaplain maintains close ties with community religious

resources, 5-ACI-7F-04, 5-ACI-7F-08

chaplain ministers to inmates and staff, 5-ACI-7F-02
chaplain’s qualifications, 5-ACI-7F-01
coordination and supervision, 5-ACI-7F-01
disability discrimination prohibited, 5-ACI-5E-02
equal status and protection for all religions, 5-ACI-7F-01
fulltime chaplain with 500 plus inmates, 5-ACI-7F-02
inmate population needs identification, 5-ACI-5E-04
reception period program, 5-ACI-5A-03
representatives of all faith groups,5-ACI-7F-06
and staffing needs, 5-ACI-1C-03
volunteer training, 5-ACI-7F-03

Remedial action
for disabled inmates, 5-ACI-5E-02

Remedial educational services
special education placement, 5-ACI-7B-10

Report writing
correctional officer training, 5-ACI-1D-12

Reports and reporting requirements
communicable disease and infection control, 5-ACI-6A-12
exchange of among institutions, 5-ACI-1A-18

restraint use, 5-ACI-3A-31
sexual assault victims, 5-ACI-6C-14

Requests for funds
warden’s participation in, 5-ACI-1B-05

Research activities
by outside professionals, 5-ACI-1F-14
conduct of, 5-ACI-1F-16, 5-ACI-1F-17
ethics of, 5-ACI-1F-16
inmate participation in, 5-ACI-1F-18, 5-ACI-6C-09
institutional support, 5-ACI-1F-13
operational personnel assist researchers, 5-ACI-1F-15
use of offenders for prohibited, 5-ACI-6C-09
warden/superintendent approval of, 5-ACI-1F-17

Residents see Students and interns

Resignation
disability accommodation, 5-ACI-1C-07
personnel policy manual, 5-ACI-1C-01

Restraints
approval of warden, 5-ACI-3A-16
escape precaution, 5-ACI-3A-16
four/fivepoint restraint, 5-ACI-3A-18
health authority notification, 5-ACI-3A-18
for medical and psychiatric purposes, 5-ACI-3A-25,

5-ACI-6A-06, 5-ACI-6C-13

not as punishment, 5-ACI-3A-16
purposes for, 5-ACI-3A-16
time limited, 5-ACI-3A-16
written report on, 5-ACI-3A-31

Restrictive Housing 5-ACI-4B-01—5-ACI-4B-34
access to educational services, 5-ACI-4A-26
programs and services, 5-ACI-4A-26
prescribed medication, 5-ACI-4B-15
clothing, 5-ACI-4B-15
showers and shaving 5-ACI-4B-16
laundry, 5-ACI-4B-17
mail, 5-ACI-4B-20
legal materials,5-ACI-4B-22
admission, 5-ACI-4B-001, 5-ACI-4B-002
alternative meal service, 5-ACI-4B-18
cell size, 5-ACI-4B-06
commissary, 5-ACI-4B-26
counseling services, 5-ACI-4B-26
educational services, 5-ACI-4B-26
exercise areas, 5-ACI-4B-05
exercise out of cell, 5-ACI-4B-24
general policy and practice, 5-ACI-4B-03
health care screening, 5-ACI-4B-28
library services, 5-ACI-4B-23
mental health appraisal, 5-ACI-4B-10
observation by Correctional officer, 5-ACI-4B-11
orientation, 5-ACI-4B-27
release, 5-ACI-4B-29
selection of Security Staff, 5-ACI-4B-13
step down programs, 5-ACI-4B-31
telephone privileges, 5-ACI-4B-25
visitation, 5-ACI-4B-21
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Retirement
disability accommodation, 5-ACI-1C-07
personnel policy manual, 5-ACI-1C-01

Right to privacy. See Privacy Rights of inmates.
See Inmate rights

Riots and disturbances
evaluation criteria, 5S-ACI-1F-11
health care personnel, 5-ACI-6B-08
inmate access to media, 5-ACI-3D-06
major incidents report, 5-ACI-1A-18
staff training, 5-ACI-3B-10
written plan, 5-ACI-3B-14

Risk assessment, 5-ACI-5B-01
Rooms for disabled, 5-ACI-2C-11

Rulebook
chargeable offenses, 5-ACI-3C-03
literacy or translation, 5-ACI-3C-03
orientation, 5-ACI-5A-04
penalties, 5-ACI-3C-03
preservice staff training in, 5-ACI-3C-04
signed acknowledgment of receipt of, 5-ACI-3C-03
translation or literacy, 5-ACI-3C-03
written procedures, 5-ACI-3C-03

Rules and discipline, 5-ACI-3C-01, 5-ACI-3C-03
appeal, 5-ACI-3C-23
conduct of hearing, 5-ACI-3C-15, 5-ACI-3C-18
correctional officers’ training, 5-ACI-1D-11
criminal violations, 5-ACI-3C-06
disability discrimination prohibited, 5-ACI-5E-02
disciplinary hearing scheduling, 5-ACI-3C-13,

5-ACI-3C-14

disciplinary reports, 5-ACI-3C-07—5-ACI-3C-08
food not used for discipline, 5-ACI-5C-08
hearing decisions, 5-ACI-6A-40
hearing record, 5-ACI-3C-20
minor infraction resolution, 5-ACI-3C-05
penalties, 5-ACI-3C-01
prehearing action, 5-ACI-3C-09, 5-ACI-3C-12
review, 5-ACI-3C-22
rules of conduct, 5-ACI-3C-01, 5-ACI-3C-04
rule violation by inmate, 5-ACI-3C-11, 5-ACI-3C-12.
See also Disciplinary report staff training, 5-ACI-3C-04

S

Safety and emergency procedures, 5-ACI-3B-01, 5-ACI-3B-15
See also Fire prevention regulations and practices
correctional officer training, 5-ACI-1D-11
disability discrimination prohibited, 5-ACI-5E-02
fire prevention regulations and practices, 5-ACI-3B-01

Safety and sanitation, 5-ACI-6E-05

Safety device use
food service personnel training, 5-ACI-5C-09

Safety inspection. See also Sanitation and hygiene inspection
inmate work and vocational education programs,
5-ACI-7A-07

Safety procedures
correctional officer training, 5-ACI-1D-11

Safety vestibule
entrances and exits, 5-ACI-2G-02

Salary
disability accommodation, 5-ACI-1C-07

Sally ports
entrances and exits, 5-ACI-2G-02

Sanitation and hygiene
disability discrimination prohibited, 5-ACI-5E-02
in food preparation area, 5-ACI-2E-07
sanitation inspections, 5-ACI-3B-02, 5-ACI-5D-01

Sanitation workers
showers, 5-ACI-5D-13

Scheduled maintenance program security inspections,
5-ACI-3A-12

Screening
communicable disease and infection control, 5-ACI-6A-12
for suicideprone individual, 5-ACI-6A-35
of visitors, 5-ACI-2E-03

Sealed letters
courts and counsel, 5-ACI-7D-06

Searches
admission procedure, 5-ACI-5A-01
body cavity. See Body cavity searches for contraband,
5-ACI-3A-19
escapees, 5-ACI-3B-15
protection from unreasonable ones, 5-ACI-3D-17
of visitors, 5-ACI-2E-03

Security. See also other words beginning with Security and
control.
See Security and control
control center. See Control center
device repair. See Security device repair
entrances and exits, 5-ACI-2G-02
equipment. See Security equipment
manual of, See Security manual
media access, 5-ACI-1A-22, 5-ACI-3D-06
no more than is required, 5-ACI-5B-01
officer. See Security officer
perimeter security, 5-ACI-2G-01
of physical plant, 5-ACI-2G-03
procedures for correctional officers, 5-ACI-1D-12
regulations on orientation,5-ACI-1D-10
residents, medical, 5-ACI-6B-11
students and interns, 5-ACI-6B-11
threats. See Security threats
training for full-time staff, 5-ACI-1D-10
volunteers, 5-ACI-6B-10

Security and control, 5-ACI-3A-01, 5-ACI-3A-45
institutional operations, 5-ACI-3A-01

Security device repair
weekly inspections, 5-ACI-3A-12

Security equipment, 5-ACI-3A-28, 5-ACI-3A-32
access to, 5-ACI-3A-28
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access to depository, 5-ACI-3A-30
institutional needs, 5-ACI-3A-28

level of authority for use, 5-ACI-3A-28
monthly inventory, 5-ACI-3A-30

storage, 5-ACI-2G-03

written record of distribution of, 5-ACI-3A-29

Security inspections
scheduled maintenance program, 5-ACI-3A-12

Security manual
chemical agent control, 5-ACI-3A-01
contraband, 5-ACI-3A-01
emergency procedures, 5-ACI-3A-01
equipment control, 5-ACI-3A-01
key control, 5-ACI-3A-01
physical plant inspection, 5-ACI-3A-01
procedures for security and control, 5-ACI-3A-01
tool control, 5-ACI-3A-01
weapons control, 5-ACI-3A-01

Security officer
report of inmate deprivation in special management
housing, 5-ACI-4A-19
weekly inspections, 5-ACI-3A-12

Security room
for disabled, 5-ACI-2C-11

Security staff
space for, 5-ACI-2F-01

Security threats
annual review of plan, 5-ACI-3B-14
equipment inspection and maintenance, 5-ACI-3B-14
hospital and medical personnel involvement, 5-ACI-3B-14
media notification, 5-ACI-3B-14
written plan, 5-ACI-3B-14

Selection
disability accommodation, 5-ACI-1C-07

Selection and promotion, 5-ACI-1C-10, 5-ACI-1C-11

Self-care
for disabled, 5-ACI-2C-13

Self-defense
training, 5-ACI-1D-19

Self-examination
health education topic, 5-ACI-6A-20

Self-medication
dangers of, 5-ACI-6A-20

Sentencing court
programs mandated, 5-ACI-7A-02

Seriously Mentally I11, 5-ACI-4B-30

Service jobs
fulltime work for all general population inmates,
5-ACI-7A-01

Services, access to. See Access to services

Seven days
alternative meal service limit, 5-ACI-4A-18
review on special management housing, 5-ACI-4A-07

Sex
access to programs and services, 5-ACI-3D-04

Sex offender management
youthful offender unit, 5-ACI-5B-18

Sex offenders
youthful offenders’ staff training, 5-ACI-5B-18

Sexual assault victims
counseling, 5-ACI-6C-14
history of, 5-ACI-6A-32
incident report, 5-ACI-6C-14
sexually transmitted disease testing, 5-ACI-6C-14,
5-ACI-6A-25
treatment, 5-ACI-6C-14

Sexual harassment penalties, 5-ACI-1C-09

Sexual predators
singleoccupancy cells/rooms, 5-ACI-2C-02

Sharps. See Dental instruments; Medical instruments

Shaving equipment
hygiene articles, 5-ACI-5D-14
in special management housing, 5-ACI-4A-16,
5-ACI-4A-17

Sheets. See Bedding and linen issue
Shields. See Security equipment

Shiftchange briefings
space for, 5-ACI-2F-02

Shift reports, 5-ACI-3A-09

Short sentences
classification review, 5-ACI-5B-06

Showers
admission procedure, 5-ACI-5A-01
for physically disabled, 5-ACI-2C-11, 5-ACI-6E-02
in infirmary, 5-ACI-6E-02
in medical housing, 5-ACI-6E-02
in special management housing, 5-ACI-4A-16
in restrictive housing, 5-ACI-4B-16
ratio, 5-ACI-2C-09
special jobs, 5-ACI-5D-13
three times per week, 5-ACI-5D-13
water temperature, 5-ACI-2C-09

Sick call
clinical services, 5-ACI-6A-03
offenders in custody, 5-ACI-4A-01

Sick leave
staffing requirements, 5-ACI-1C-04

Single occupancy cells
inmates likely to be victimized, 5-ACI-2C-02
inmates with serious mental illness, 5-ACI-2C-02
inmates with severe medical disabilities, 5-ACI-2C-02
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inmates with special needs for single housing,
5-ACI-2C-02
management units, 5-ACI-2B-04

Skin conditions
health screens for transfers, 5-ACI-6A-21

Sleeping area
cell furnishings, 5-ACI-2C-03
for disabled, 5-ACI-2C-11

Smoke detection system
communication center monitors, 5-ACI-3A-02

Smoking
cessation as health education topic, 5-ACI-6A-20
receptacles for, 5-ACI-3B-04

Soap. See Personal hygiene

Social services, 5-ACI-5E-01, 5-ACI-5E-15
administrative status, 5-ACI-4A-27
community services. See Community services
counseling, 5-ACI-5E-01, 5-ACI-5E-08, 5-ACI-5E-09.

See also Counseling

disability discrimination prohibited, 5-ACI-5E-02
family planning. See Family planning
parental education. See Parental education
pregnant inmates, 5-ACI-5E-10
program coordination and supervision, 5-ACI-5E-06
protective custody, 5-ACI-4A-27
scope of services, 5-ACI-5E-01
staffing determination, 5-ACI-5E-08
supervisor, 5-ACI-5E-06
team approach, 5-ACI-5E-08

Social skills development program education program,
5-ACI-7B-13

Social skills training
youthful offender unit, 5-ACI-5B-18

Social workers
access to in special management housing, 5-ACI-4A-27

Sound contact
youthful offenders and adults,5-ACI-5B-17

Space requirements
covered/enclosed recreation areas, 5-ACI-2E-01
dayrooms, 5-ACI-2C-04
outdoor recreation areas, 5-ACI-2E-01

Special diets
advance planning, 5-ACI-5C-05
approved by medical or dental personnel, 5-ACI-5C-06
clinical diets approval, 5-ACI-5C-05
conform to foods served other inmates, 5-ACI-5C-06
food not used as disciplinary measure, 5-ACI-5C-08
meals. See Dining and meals
nutrition. See also Nutrition
religious dietary laws, 5-ACI-5C-07

Special education. See also Special needs
comprehensive education program, 5-ACI-7B-01
teachers, 5-ACI-7B-10

Special hygiene needs needs of women, 5-ACI-5D-14

Special management inmates, 5-ACI-4A-01,

access to programs and services, 5-ACI-4A-04,
5-ACI-4A-27

cell size, 5-ACI-4A-03

commissary, 5-ACI-4A-27

counseling services, 5-ACI-4A-27

definition, 5-ACI-4A-04

educational services, 5-ACI-4A-27

general policy and practice, 5-ACI-4A-04

library services, 5-ACI-4A-27

observation by correctional officer, 5-ACI-4A-02,
5-ACI-4A-11

psychologists, access to, 5-ACI-4A-27

recreational programs, 5-ACI-4A-27

release of inmate, 5-ACI-4A-08

religious guidance, 5-ACI-4A-27

review of status, 5-ACI-4A-07

rule violation sanctions, 5-ACI-4A-09

social services, 5-ACI-4A-27

suicide observation, 5-ACI-4A-11

telephone privileges, 5-ACI-4A-25

treatment from professionals, 5-ACI-4A-27

use to protect inmates from themselves or others,
5-ACI-3D-08

Special needs inmates
consultation between facility and program administrator,
5-ACI-6C-06
definition of, 5-ACI-6C-06
disciplinary measure, 5-ACI-6C-06
education, 5-ACI-7B-10
identification of, 5-ACI-5B-11
transfers to other facilities, 5-ACI-6C-06, 5-ACI-6C-12
treatment plan for, 5-ACI-6A-07

Special supervision
communicable disease and infection control, 5-ACI-6A-12

Specialist employees
training hours, 5-ACI-1D-14

Staft
assessment of morale in quarterly report, 5S-ACI-1A-18
budget preparation, 5-ACI-1B-04
exercise facilities for, 5-ACI-2F-02
orientation. See Orientation for staff part-time,
5-ACI-1D-17
probation, 5-ACI-1C-12
recommendations on admissions, 5-ACI-5A-02
toilets and washbasins, 5-ACI-2F-02

Staff and inmates
facility size, 5-ACI-2B-01—5-ACI-2B-02
communication two way, 5-ACI-1A-16
personal contact and interaction, 5-ACI-3A-06
and use of firecarms, 5-ACI-3A-33
warden visits to encourage informal contact, 5-ACI-3A-11
workloads low to provide access, 5-ACI-1C-03

Staff areas
change clothes and shower, 5-ACI-2F-02
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exercise facilities, 5-ACI-2F-02
lounge, 5-ACI-2F-02

toilets in, 5-ACI-2F-02
training area, 5-ACI-2F-02

Staff assistance

inmate’s disciplinary hearing, 5-ACI-3C-18

Staff development and training, 5-ACI-1C-01, 5-ACI-1D-01,

5-ACI-1D-02

admission procedure, 5-ACI-5A-02

annual assessment of job related needs, 5-ACI-1D-03

annual report, 5-ACI-1D-05

canine units, 5-ACI-3A-44

chemical intoxication, signs and symptoms of,
5-ACI-6B-08

classrooms, 5-ACI-1D-08

compensation for off-duty training time, 5-ACI-1D-09

continuing education. See Continuing education

contraband control, 5-ACI-3A-19

coordinator’s qualifications, 5-ACI-1D-02

CPR, 5-ACI-6B-08

disability accommodation, 5-ACI-1C-07

education on communicable disease and infection control,
5-ACI-6A-12

emergency plans, 5-ACI-3B-10

emergency responsehealth care, 5-ACI-6B-08

emergency unit, 5-ACI-1D-18

equipment, 5-ACI-1D-08

evaluation, 5-ACI-1D-05

first aid, 5-ACI-6B-08

information system users, 5-ACI-1F-07

inmate rulebook, 5-ACI-3B-12

inmate work supervision, 5-ACI-7A-04

in-service, 5-ACI-1C-01, 5-ACI-1D-01

library, 5-ACI-1D-06, 5-ACI-1D-07

off site, 5-ACI-1D-09

outside resources, 5-ACI-1D-07, 5-ACI-1D-18

patient transfers to appropriate health care providers,
5-ACI-6B-08

personnel policy manual, 5-ACI-1C-01

plan for, 5-ACI-1D-03, 5-ACI-1D-04

policy and procedures, 5-ACI-1A-05

policy and procedures manual, 5-ACI-1A-12

pre-service, 5-ACI-1D-01, 5-ACI-1D-02, 5-ACI-3B-10

program coordination and supervision, 5-ACI-1D-01,

5-ACI-1D-02

reference services, 5-ACI-1D-06

reimbursement, 5-ACI-1D-09

riot/disturbance plan, 5-ACI-3B-10

rules of inmate conduct, 5-ACI-3C-04

sanitation inspector, 5-ACI-5D-01

search techniques, 5-ACI-3A-19

self defense, 5-ACI-1D-19

space and equipment, 5-ACI-1D-08

staffing requirements, 5-ACI-1C-04

suicide intervention, 5-ACI-6B-08, 5-ACI-6A-35

supervision of, 5-ACI-1D-01, 5-ACI-1D-02

training hours. See Training hours

training resources, 5-ACI-1D-06, 5-ACI-1D-07

training and staff development, 5-ACI-1D-01,
5-ACI-1D-02

training plan developed by advisory training committee,
5-ACI-1D-03, 5-ACI-1D-04

training requirements orientation, 5-ACI-1D-10

violent behavior, signs and symptoms of, 5-ACI-6B-08

work stoppage, 5-ACI-3B-10

youthful offenders, 5-ACI-5B-18

Staff recommendations
admission procedure, 5-ACI-5A-02

Staff rotation
Special management housing unit, 5-ACI-4A-13
Restrictive housing unit, 5-ACI-4B-13

Staff and security
information system, 5-ACI-1F-07

Staff vacancy, 5-ACI-1C-05

Staff and visitors
handicap accessibility, 5-ACI-2F-03

Staffing
annual leave, 5-ACI-1C-04
annual review of staffing plan by health authority,
5-ACI-6D-04
formula to determine, 5-ACI-1C-04
health services mission, 5-ACI-6D-04
holidays, 5-ACI-1C-04
meetings, 5-ACI-1A-05
military leave, 5-ACI-1C-04
qualifications. See individual job titles
requirements, 5-ACI-1C-04
sick leave, 5-ACI-1C-04
vacancy rate not more than 10 percent, 5-ACI-1C-05

Standard operating procedures
in policy and procedure manual, 5-ACI-1A-13

Standing medical orders
treatment of identified conditions, 5-ACI-6B-03

State and local chief executive officers
inmate sealed correspondence, 5-ACI-7D-06

Status offenders
noninstitutionalization of, 5-ACI-5B-12

Step down programs, 5-ACI-4B-31

Stolen property
searches for, 5-ACI-3A-19

Storage
of case records. See Case records, storage
and cell furnishings, 5-ACI-2C-03
space for room for, 5-ACI-2F-01
of visitors’ items, 5-ACI-2E-03
Straitjackets. See Restraint use
Students and interns
confidentiality, 5-ACI-6B-11

health care workers, 5-ACI-6B-11
security, 5-ACI-6B-11
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Study release
decrease in supervision before release, 5-ACI-5F-03

Substance abuse and abusers
drug addicts identification, 5S-ACI-5E-11
health appraisal, 5-ACI-6A-25
health education topic, 5-ACI-6A-20
health screens for transfers, 5-ACI-6A-21
individual treatment plans, 5-ACI-6A-42
multidisciplinary treatment plan, 5-ACI-6A-42
withdrawal management under medical supervision,

5-ACI-6A-41

Substance abuse programs, 5-ACI-5E-11, 5-ACI-5E-15
See also Chemical dependency management
access to treatment program, 5-ACI-6A-42
chemical dependency treatment program, 5-ACI-6A-42
community coordination, 5-ACI-5E-13
coordinated staff approach, 5-ACI-SE-14
culturally sensitive treatment objectives, 5-ACI-5E-13
employee treatment and counseling, 5-ACI-1C-16
incentives for targeted treatment programs, 5-ACI-5E-15
mental health appraisal, 5-ACI-6A-32
monitoring and drug testing, 5-ACI-5E-11
prerelease and transitional services, 5-ACI-5E-13
pregnant offenders, 5S-ACI-5E-10
range of treatment services, 5S-ACI-5E-13
relapse prevention and management, 5-ACI-6A-42,

5-ACI-5E-13

selfhelp groups as adjunct to treatment, 5-ACI-5E-13
targeted treatment program, 5-ACI-5E-15
written treatment philosophy, 5-ACI-5E-12
youthful offenders’ staff training, 5-ACI-5B-18

Suggestion programs, 5-ACI-1A-05

Suicidal behavior or ideation intake procedures, 5-ACI-6A-35
mental health appraisal, 5-ACI-6A-32
mental health screen for offender transfers, 5-ACI-4B-28

Suicide companion
offender assistants in health care, 5-ACI-6B-12

Suicide prevention and intervention

assaults, 5-ACI-6A-35

correctional officer training, 5-ACI-1D-12

critical incident debriefing, 5-ACI-6A-35

critical incident review, 5-ACI-6A-35

death, 5-ACI-6A-35

identification procedures for suicideprone individual,
5-ACI-6A-35

intake procedures for suicideprone individual,
5-ACI-6A-35

internal review, 5-ACI-6D-02

management of suicidal incidents, 5-ACI-6A-35

observation, 5-ACI-6A-35

screening procedures for suicideprone individual,
5-ACI-6A-35

special management inmates observation of, 5-ACI-4A-11

staff training, 5-ACI-6A-35, 5-ACI-6B-08

suicide companion, 5-ACI-6B-12

suicide watch, 5-ACI-6A-35

supervision procedures for suicideprone individual,
5-ACI-6A-35

threats, 5-ACI-6A-35

watches, 5-ACI-6A-35

written plan, 5-ACI-6A-35

youthful offender unit staff training, 5-ACI-5B-18

Suicide risk clothing, 5-ACI-6E-01
correctional officer training, 5-ACI-1D-12

Sulfuric acid, 5-ACI-3B-05

Superintendent. See Warden/superintendent Supervisors.
See also individual job titles
certified education personnel, 5-ACI-7B-07
patrol report, 5-ACI-3A-10

Supplies and equipment bidders and vendors, 5-ACI-1B-14
contraband control, 5-ACI-3A-19
food purchase, 5-ACI-5C-02
for health services, 5-ACI-2A-03
inventory control, 5-ACI-1B-13
purchasing, 5-ACI-1B-14

Support staff. See also Clerical staff
training hours, 5-ACI-1D-15, 5-ACI-1D-16

Surveillance
alarms for communication center, 5-ACI-3A-02
communicable disease and infection control, 5-ACI-6A-12
hepatitis, 5-6A-43516
HIV, 5-ACI-6A-16

Syringes. See Medical instruments

T
Table of organization of institution, 5-ACI-1A-10

Tattoos
health screens for transfers, 5-ACI-6A-21

Teachers
certified personnel, 5-ACI-7B-07
training hours, 5-ACI-1D-14

Telephone and telephone privileges
disability discrimination prohibited, 5-ACI-5E-02
for special management housing, 5-ACI-4A-25
for disabled, 5-ACI-2C-11
for disciplinary detention, 5-ACI-4A-25
for protective custody, 5-ACI-4A-25
for administrative status, 5-ACI-4A-25
inmate access, 5-ACI-7D-11
inmates with hearing and/or speech problems,
5-ACI-7D-11
long distance collect calls, 5-ACI-7D-11
restrictive housing,5-ACI-4B-25

Teletype system
communication center monitors, 5-ACI-3A-02

Temperature. See Heating and cooling; Water temperature

Temporary absences
inmate counts, 5-ACI-3A-13

Temporary and graduated release
program characteristics, 5-ACI-5F-02
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Terminally ill offenders
treatment plan, 5-ACI-6A-07

Termination of employees
affirmative action, 5-ACI-1C-06
disability accommodation, 5-ACI-1C-07
during probation, 5-ACI-1C-12
personnel policy manual, 5-ACI-1C-01

Testing programs
communicable disease and infection control, 5-ACI-6A-12
for educational reasons, 5-ACI-7B-09
health appraisal data collection, 5-ACI-6A-26
tuberculosis, 5-ACI-6A-14

Therapeutic diets. See Special diets

Thermal detection system
communication center monitors, 5-ACI-3A-02

Thirty minutes
observation of special management inmates, 5-ACI-4A-11

Threats to security. See Security threats

Three months
classification status reviews of younger offenders,
5-ACI-5B-06

Three years
educational assessment of system, 5-ACI-7B-06
independent financial audit, 5-ACI-1B-12

Time served
computation of, 5-ACI-1E-03

Toilet paper, 5-ACI-5D-14

Toilets
access to 24 hours/day, 5-ACI-2C-05, 5-ACI-6E-04
for disabled, 5-ACI-2C-11
in administrative area, 5-ACI-2F-01
in food preparation area, 5-ACI-2E-07
in staff areas, 5-ACI-2F-02
ratio in female facilities, 5-ACI-2C-05, 5-ACI-6E-04
ratio in male facilities, 5-ACI-2C-05, 5-ACI-6E-04
ratio in medical housing or infirmary, 5-ACI-6E-04
urinals, 5-ACI-2C-05

Tool and key control. See also Key control
food service regulations, 5-ACI-5C-15
scheduled maintenance, 5-ACI-3A-12
security manual, 5-ACI-3A-01
written policy and procedure, 5-ACI-3A-23

Toothbrush, 5-ACI-5D-14
Towels. See Bedding and linen issue

Toxic, and caustic material
definitions, 5-ACI-3B-05

Trained individuals. See also Staff development and training
for disabled, 5-ACI-2C-12

Training. See also Staff development and training
administrative staff, 5-ACI-1D-11
canine units, 5-ACI-3A-44
correctional officers, 5-ACI-1D-12
emergency unit, 5-ACI-1D-18

for interns, 5-ACI-6B-11

for part-time staff, 5-ACI-1D-17

for residents, medical, 5-ACI-6B-11

for students, 5-ACI-6B-11

for volunteers, 5-ACI-1G-05, 5-ACI-6B-10
specialist employees, 5-ACI-1D-14
support staff, 5-ACI-1D-15, 5-ACI-1D-16
use of chemical agents, 5-ACI-1D-21

use of firearms, 5-ACI-1D-20

Training hours for staff
administrative, 5-ACI-1D-11
case managers, 5-ACI-1D-14
chaplains, 5-ACI-1D-14
clerical/support staff, 5-ACI-1D-16
correctional officers, 5-ACI-1D-12
food service employees, 5-ACI-1D-15
industry supervisors, 5-ACI-1D-15
managerial, 5-ACI-1D-11
medical personnel, 5-ACI-1D-14
orientation, 5-ACI-1D-10
part-time staff, 5-ACI-1D-17
specialist employees, 5-ACI-1D-14
support staff, 5-ACI-1D-15
teachers, 5-ACI-1D-14
trainers, 5-ACI-1D-02
training supervisors, 5-ACI-1D-01

Train-the-trainers course, 5-ACI-1D-02

Transfers

admission procedures, 5-ACI-5A-01

affirmative action for employees, 5-ACI-1C-06

and due process for special needs inmates, 5-ACI-4A-01,
5-ACI-6C-13

continuity of health care, 5-ACI-6A-04

emergency medical care, 5-ACI-6A-08

for withdrawal management, 5-ACI-6A-41

forwarding of mail, 5-ACI-7D-10

health screens, 5-ACI-6A-21

mental health appraisal, 5-ACI-6A-32

mental health screen, 5-ACI-4B-28

nonemergency offender transfers for health care,
5-ACI-6B-08, 5-ACI-6D-06

of case record file, 5-ACI-1E-02

of employees without repeating probation, 5-ACI-1C-12

of medical file, 5-ACI-1E-02

orientation to new institution, 5-ACI-5A-05

program status review, 5-ACI-5B-07

restraint use, 5-ACI-3A-16

special needs inmates, 5-ACI-5B-11

to noncorrectional facilities, 5-ACI-6C-12

Transportation
access to services, 5-ACI-6A-05, 5-ACI-6A-06
disability discrimination prohibited, 5-ACI-5E-02
health care referrals, 5-ACI-6A-05
mental health appraisal, 5-ACI-6A-32
outside institution, 5-ACI-3A-25
restraint policy, 5-ACI-3A-25. See also Restraint use
staff training in, 5-ACI-6B-08

344 Adult Correctional Institutions, Fifth Edition



Index

suitability for transfer for medical services, 5-ACI-6D-06
urgency, 5-ACI-6A-06
visitor information and help, 5-ACI-7D-22
written instructions for medical services for transfers,
5-ACI-6D-06

Treatment
after an incident, 5-ACI-3A-32
clinical decisions with clinicians, 5-ACI-6B-02

communicable disease and infection control, 5-ACI-6A-12

counseling for drug abuse employee, 5-ACI-1C-15
hepatitis, 5-ACI-6A-15

HIV, 5-ACI-6A-16

referral for mental health appraisal, 5-ACI-6A-32
tuberculosis, 5-ACI-6A-14

Treatment plan
chemical dependency, 5-ACI-6A-42
chronic care, 5-ACI-6A-07
close medical supervision, 5-ACI-6A-07
communicable disease, 5-ACI-6A-07
health appraisal requirements, 5-ACI-6A-25
physically disabled, 5-ACI-6A-07
pregnant offenders, 5-ACI-6A-07
terminally ill offenders, 5-ACI-6A-07

Tuberculosis, 5-ACI-6A-10
employee health test, 5-ACI-6B-05
health appraisal test, 5-ACI-6A-25

Twelve months. See Annual

Twenty-four hours. See also entries beginning with Daily
three meals in, 5-ACI-5C-16

Two months
probationary employee evaluation, 5-ACI-1C-12

Two years
institutional programs, 5-ACI-1F-12
inventories, 5-ACI-1B-13
peer review of physicians, mental health and dental
professionals, 5-ACI-6D-03

Typewriter for inmates, 5-ACI-3D-03

U

Uncensored correspondence. See also Inmate mail
inspection of letters and packages, 5-ACI-7D-05

Undue hardship definition, 5-ACI-1C-07
Unencumbered space defined, 5-ACI-2C-01
Unit management. See Management units

United States Public Health Service Regulations,
5-ACI-5C-11
Universal precautions
orientation training on, 5-ACI-1D-10

Unnecessary force.
contraband control, 5-ACI-3A-19

Unreasonable searches. See Searches
protection from, 5-ACI-3D-17

Upgrades
affirmative action for employees, 5-ACI-1C-06

U.S. Public Health Service regulations
for federal facilities’ food service workers, 5-ACI-5C-11

\%

Vacations
hiring of professional employees, 5-ACI-1C-13

Vehicles
contraband control searches, 5-ACI-3A-19
entrances and exits, 5-ACI-2G-02
inmates drive, 5-ACI-3A-24
insurance of personal vehicles, 5-ACI-3A-27
liability insurance for institution, 5-ACI-1B-17
personal for official purposes, 5-ACI-3A-27
pool of, 5-ACI-3A-24
written policy and procedure on use of, 5-ACI-3A-24

Vendors
sexual harassment, 5-ACI-1C-09

Ventilation. See Air quality, indoors

Vermin and pests
pest control inspections, 5-ACI-5D-04

Victim notification
release, 5-ACI-5F-06

Violent behavior
and violence potential mental health appraisal,
5-ACI-6A-32
staff training in signs and symptoms of, 5-ACI-6B-08
in youthful offenders, 5-ACI-5B-13

Visiting, 5-ACI-7D-14, 5-ACI-7D-22
accessibility for disadvantaged, 5-ACI-2F-03
admission procedure describes, 5-ACI-5A-01
children as visitors, 5-ACI-7D-15
clothing for, 5-ACI-5D-07, 5-ACI-7D-15
contact and noncontact, 5-ACI-2E-03
days and hours, 5-ACI-7D-15
disability discrimination prohibited, 5-ACI-5E-02
extended visits, 5-ACI-7D-17, 5-ACI-7D-19
furloughs home, 5-ACI-7D-19
information on transportation, 5-ACI-7D-22
list of visitors, 5-ACI-5A-01
private accommodations for family visits, 5-ACI-7D-19
procedures explained at admission, 5-ACI-5A-01
regular visitation, 5-ACI-7D-14
restrictive housing, 5-ACI-4B-21
room for, 5-ACI-2E-03
room for disabled, 5-ACI-2C-11
search of visitors, 5-ACI-7D-21
special management housing, 5-ACI-4A-21
special visits, 5-ACI-7D-17
transportation for visitors, 5-ACI-7D-22
written information about, 5-ACI-7D-15

Vocational education and training. See also Education
admission procedure, 5-ACI-5A-02
and academic education, 5-ACI-7B-03
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business, industry, and community resources help
develop, 5-ACI-7B-04

certification and evaluation of programs, 5-ACI-7B-05,
5-ACI-7B-15

comprehensive education program, 5-ACI-7B-01

consistent with needs of inmate population, 5-ACI-7B-03

formal recognition and rewards, 5-ACI-7B-15

funds for, 5-ACI-1B-15

health and safety standards, 5-ACI-7A-07

inmate population needs identification, 5-ACI-5E-04

integrated with academic programs, 5-ACI-7B-03

Volunteers, 5-ACI-1G-07
accountability of program, 5-ACI-1G-01
authority of, 5-ACI-1G-01
and institutional policies, 5-ACI-1G-05
confidentiality of information policies, 5-ACI-1G-05
disability discrimination prohibited, 5-ACI-5E-02
identification system, 5-ACI-1G-03
in delivery of health care, 5-ACI-6B-10
orientation, 5-ACI-1G-05
participation in policy making, 5-ACI-1G-07
policy and procedure dissemination, 5-ACI-1A-14
professional services from, 5-ACI-1G-04
recruitment, 5-ACI-1G-02
registration, 5-ACI-1G-03
safety of, 5-ACI-1G-01
schedule of services, 5-ACI-1G-06
screening and selection, 5-ACI-1G-02
sexual harassment policies, 5-ACI-1C-09
training, 5-ACI-1G-05, 5-ACI-7F-03
written policy, 5-ACI-1G-01

Volunteers in health care
and confidentiality policies, 5-ACI-6B-10
and security policies, 5-ACI-6B-10
facility orientation, 5-ACI-6B-10
selection, 5-ACI-6B-10
supervision, 5-ACI-6B-10
task definition, 5-ACI-6B-10
training of, 5-ACI-6B-10

Vouchers
fiscal control, 5-ACI-1B-03

W

Walkietalkies
communications systems for emergencies, 5-ACI-3B-07

Warden/superintendent
alternative meal service approval, 5-ACI-4A-18
as appointed personnel, 5-ACI-1A-07
authorization for use of chemical agents and electrical
disablers, 5-ACI-3A-28
body cavity searches approval, 5-ACI-3A-20
budget deliberation participant, 5-ACI-1B-05
chemical agent use report, 5-ACI-3A-31
deprivation of all items in special management housing
approval of, 5-ACI-4A-19
deprivation of all items in restrictive housing approval of,
5-ACI-4B-19

discharge of firearm written report to, 5-ACI-3A-30

disciplinary detention continuous confinement,
5-ACI-4A-09

encourages research by outside professionals, 5-ACI-1F-14,
5-ACI-1F-17

escape reports, 5-ACI-3B-15

fiscal responsibility, 5-ACI-1B-01

goal formulation for institution, 5-ACI-1A-03

information system usefulness comments on, 5-ACI-1F-01

inmates in restraints at end of shift approval, 5-ACI-3A-31

measurable objectives set by, 5-ACI-1A-03

monitoring and assessment of programs and operations,
5-ACI-1A-17

monthly meetings with department heads, 5-ACI-1A-15

outside agencies relation to, 5-ACI-1A-11

personnel policy manual annual review, 5-ACI-1C-02

qualifications of, 5-ACI-1A-08, 5-ACI-1A-09

searches for new crime evidence authorization,
5-ACI-3D-17

training committee reports to quarterly, 5-ACI-1D-04

visits institutions living and activity areas weekly,
5-ACI-3A-11

youthful offender outside unit for, 5-ACI-5B-13

Warehousing purchased goods, 5-ACI-1B-14

Washbasins
for disabled, 5-ACI-2C-11
in food preparation area, 5-ACI-2E-07
not suitable for clothing washing, 5-ACI-5D-10
ratio, 5-ACI-2C-07

Washers
three clean sets of clothing, 5-ACI-5D-10

Waste disposal
avoid nuisance and hazards, 5-ACI-5D-03
management plan for biohazardous waste, 5-ACI-6A-17

Wastebaskets
fire safety performance, 5-ACI-3B-03

Watchtowers
assignment of employees with firearms, 5-ACI-3A-33
perimeter security, 5-ACI-2G-01

Water supply
potable certified water source and supply, 5-ACI-5SD-02

Water temperature
daily food service check, 5-ACI-5C-13
dishwasher rinse cycle, 5-ACI-5C-13 showers,
5-ACI-2C-09

Weapons
evaluation criteria for found weapons, 5-ACI-1F-11
injury from, 5-ACI-3A-32
medical examination and treatment when used,
5-ACI-3A-32
security manual, 5-ACI-3A-01
use of, 5-ACI-3A-32

Weekly tasks
fire and safety inspection, 5-ACI-3B-02
food service area inspections, 5-ACI-5C-13
patrol report on occupied areas, 5-ACI-3A-10
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sanitation inspection, 5-ACI-5D-01 cognitivebehavioral intervention, 5-ACI-5B-18

security officer inspects security devices for crisis prevention and intervention, 5-ACI-5B-18
repair/maintenance, 5-ACI-3A-12 cultural awareness, 5-ACI-5B-18

warden’s visit to living and activity areas, 5-ACI-3A-11 direct supervision, 5-ACI-5B-14

educational programming, 5-ACI-5B-18
genderspecific issues, 5-ACI-5B-18
housing of, 5-ACI-5B-13

Wellness information
ongoing program, 5-ACI-6A-20

Wheelchair housing and physical plant, training in, 5-ACI-5B-18
copayment may be required, 5-ACI-6A-40 legal issues, 5-ACI-5B-18
Windows medical specialist reviews, 5-ACI-5B-13
scheduled maintenance program, 5-ACI-3A-12 mental health issues, 5-ACI-5B-13, 5-ACI-5B-18
) no sight or sound contact with adult offenders,
Withdrawal management, 5-ACI-6A-41 5-ACI-5B-17
Women. See Female inmates not in adult facilities, 5-ACI-5B-13
not mix with adult offenders, 5-ACI-5B-17
Women, employment of, 5-ACI-1C-06 nutrition, 5-ACI-SB-18
Work hours, 5-ACI-1C-01 peer pressure resistance, 5-ACI-5B-18

policies and procedures, 5-ACI-5B-18
problem solving, training in, 5-ACI-5B-18

Work of inmates. See Inmate work

Work re'lease program space, 5-ACI-5B-16
clothing for, 5-ACI-5D-08 sex offender management, 5-ACI-5B-18
decrease in supervision before release, S-ACI-5F-03 social skills training, 5-ACI-5B-18
disability discrimination prohibited, 5-ACI-5E-02 specialized unit, 5-ACI-5B-13
information from for classification, 5-ACI-5B-04 staff training, 5-ACI-5B-18
%nm‘ate count, 5-.ACI-3A- 13 status offenders, 5-ACI-5B-12
institution location, substance abuse services, 5-ACI-5B-18
labor, business and industrial organizations assist in, suicide prevention, 5-ACI-5B-18
5-ACI-7A-05 violent and predatory, 5-ACI-5B-13
Work rules and regulations at orientation, 5-ACI-5A-03 youths outside specialized unit, 5-ACI-5B-13
discrimination prohibited, 5-ACI-1C-09
Work stoppage V4
staff training, 5-ACI-3B-10 . )
written plan, 5-ACI-3B-13 Zinc chromate paint, 5-ACI-3B-05

Worker’s compensation
insurance for institution, 5-ACI-1B-17

Workload ratio
staffing requirements, 5-ACI-1C-03

Writing letters
in special management housing, 5-ACI-4A-20
in restrictive housing, 5-ACI-4B-20

Writing surface
cell furnishings, 5-ACI-2C-03

Written reporting system
log, 5-ACI-3A-09

Y
Yearly. See Annual

Younger inmates
classification review, 5-ACI-5B-06

Youthful offender unit and youthful offenders
adolescent development, 5-ACI-5B-16, 5-ACI-5B-18
anger management training, 5-ACI-5B-18
case management planning, 5-ACI-5B-13, 5-ACI-5B-18
classification plans, 5-ACI-5B-15
classification status reviews, 5-ACI-5B-06
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