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November 29, 2017

Senator David Sanders, Co-Chair

Arkansas Legislative Council

Administrative Rules and Regulations Subcommittee
Via Emaif

Representative Kim Hammer, Co-Chair

Arkansas Legislative Council

Administrative Rules and Regulations Subcommittee
Via Email

Dear Co-Chairs,

Please consider this letter. and the accompanying attachments, as the Department of Correction’s
quarterly report on new and revised administrative regulations, directives, and memoranda issued in

the quarter. Submitted along with this

I__[_____“___.'
AD #_I AD Title | S“ngs;ded |
— —_— " |
Procedures for the | |
| | Development of |
| 17-12 Adr.mmstra'twe_ 14-29
Regulations, Directives |
| | and Memoranda |
|
| Electronic Equipment |
|| 17-04 and Systems | 16-15
Publications | 14-22

17-17 |

S S R |

Effective |

letter are the following administrative directives:

Date Summary |

o ' The policy was amended to ensure |
05/26/17 | compliance with Executive Order 15-02 and

Omitted | Act 1258 of 2015, Changes were made to
from the general policy development procedures:
Previous | and to the specific procedures for developing
Report | administrative directives and administrative
— reguiations. —_ |
%?t:?i:[]tgd? | This policy was amended to provide .
from clarification of personal information |
Previous technolo_gylequment gpq devices not
Ropo_{Slovednade A0C ecitien |
06/30/17 o
Omitted | This policy was amended to provide |
from clarification to the current procedures related |
Previous | to the receipt of publications by inmates.
Report — == |
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|E) #J_ _AD Title E#_‘

I ' Superseded . Effective—r

Date

07/01/17

07/10117

07/01117

Summary

—'_This policy was amended to revise the
procedures to the ADC’s Catastrophic Leave
Bank Program following changes to state law
and guidance from the Department of |
Finance and Administration’s Office of

___| Personnel Management [DFA-OPM).

This policy was amended to allow ACT 300 |
Program participants to assist certain non-
profit organizations in the County where they |
are housed. Participating inmates will be
under direct supervision at all times.
Meritorious Furloughs for ACT 309 FProgram |
participants were also addressed. _
This policy was amended to update the |
procedures for ADC’s employment

processes regarding filling vacant positions;
selecting qualified applicants for
interview/hire; and the proper use of ADC's
point systems for eligible applicants with job |
related experience, veteran’s status, etc. !
The updates contain changes made by DFA-
OPM and the new pay plan. |

| 07/30/17

08/21/17

This policy was amended to (1} establish a
system for visits between incarcerated
parent and their minor children in the
custody of the Department of Human |
Services — Division of Children and Family
Services, consistent with the provisions of
Act 993 of 2017, and (2) prohibit the
recording or photographing of a video visit. i
| This policy was amended to limit general
correspondence to three pages so that it can
be photocopied along with one side of the
envelope, in response to the increasing use
ofillegal drugs.

0772117

[ This policy was amended to clarify the
standards that govern tenants of Department
Owned Housing/Mobile Home Parks.

| ‘ Catastrophic Leave
‘ 17-18 Bank Program 13-29
‘ 17-20 | Act 309 Program | 15-03
17-21 Employment | 16-02
17-22 Inmate Visitation ‘ 16-30
17-23 | Inmate Correspondence | 16-28
| Department Owned o
17-24 Housing/Mobile Home | 16-48 |
Park
— T
: | Employee Orientation
17-25 ‘ and Training | 1715
| -

and volunteers._

| This policy was amended to reflect current
standards for the initial training for all newly |

07/21/17 | hired employees and the on-going annual

training for current employees, contractors, |
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| Superseded | Effective |

- |
| AD# | AD Title Rty Do Summary
|’ o ]_ I |_ = T ‘l_ThﬁoW was amended to clarify the _'|
portion of the policy related to promotion, |
| J | reclassification andfor restoration of lost

Class Status and 16-45 09/21/17 | good time and make it more across the
Promotion Eligibility | | broad range of disciplinary infractions, and to
afford the Warden/Center Supervisor greater |
| | | | discretion to consider positive inmate
behavior. _ |

| 17-27

There were no new or revised administrative regulations or memoranda issued during the previous
quarter. Please do not hesitate to contact me with any questions or comments.

Sincerely,

3o K-

Solomon Graves
Public Information Officer & Legislative Liaison
Arkansas Department of Correction

CC: Ms. Wendy Kelley, Director, Arkansas Department of Correction
Mr. Jim DePriest, Assistant Director/Chief Legal Counsel, Arkansas Department of Correction
Ms. Takelia McDaniel, Agency Policy Coordinator, Arkansas Department of Correction
Mr. Benny Magness, Chairman, Arkansas Board of Corrections
File

Page 3 of 3



PO Box 8707
Pine Bluff, AR 71611-8707
Phone: §70-267-6200

Fax: 870-267-6244
bunir and iygriy o pubiic service www.ade.arkansas, gov

Ariansas Department of Correction

ADMINISTRATIVE DIRECTIVE

SUBJECT: Class Status and Promotion Eligibility
NUMBER: 16-45 SUPERSEDES: 15-26
APPLICABILITY: $taff and Enmates

REFERENCE.: AR 802-Classification of Offenders PAGE:; 1of7

I POLICY:

It shall be the policy of the Arkansas Department of Correction (ADC) to place
inmates in a class status that is commensurate with custody considerations and
programnatic goals, establishing criteria for class promeotion, reclassification
and/or restoration of good time.

Il.  EXPLANATION:

This policy defines who is eligible for various classifications, what is required for
class promotion, reclassification, and restoration of lost good time. Inmates are
not to be denied class promotion opportunities due to job availability. Note that
meritorious good time is governed by a separate Administrative Drirective.

III.  DEFINITIONS:

A. Class I'is the highest classification/class status an inmate can obtain and has
subcategaries of IA, IB, IC, ID, and IP.

B. Class IA is reserved for inmates released after Boot Camp Graduation, ACC
Reentry Center Resident, or that are emptoyed in the community; cither at
Arkansas State Police, Arkansas Law Enforcement Training Academy,
Arkansas Game & Fish, as part of a work crew approved by the Director
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including the Capitol, Governor's Mansion, Old State House, Veteran’s
Cemetery, Dog Kennel, or througl 1 Work Release Program'. Inmates
currently assigned Class 1A are grandfathered as [A inmates. Inmates may
NOT be assigned Class 14 if he/she is serving

1. Life without Parole;

2. Life unless the inmate has served at least seven (7) years with no
major disciplinary in the previous five (5) years;

3. A sentence for kidnapping, escape, capitaj murder, fleeing, or & sex
offense; with the exception of ACC Reentry Center Resident

4. Has an active detainer; or
5. Is under the age of twenty-five (25) year old.

C. Class IB is reserved for inmates that are assigned ta the 309 Program or
assigned 1o jobs on Department of Correction property, but outside the unit
perimeter fence; these inmates are not required to be monitored by armed
security staff at all times unless they are working off ADC property. Inmates
shall not be assigned IB status unless they are within ten {10} years of their
TE/PE date, and otherwise qualify under criteria for Class 1A. Inmates
currently assigned Class IB are grandfathered as IB inmates.

D. Class ID is for inmates who meet IB criteria although the inmate may have
more than ten (10) years to histher TE/PE date, but shall not have had a
viclent/assaultive/threatening disciplinary within the last thirty-six (36)
months. Class 1D inmates will only be assigned jobs on ADC property and
shall be under continuous and direct supervision of staff if outside the
perimeter fence,

E. Class IC s for all other inmates assigned Class 1 status, but require armed
security supervision when working outside the fence. Inmates assigned Clags
1T who have been approved for parole or transfer by the Parole Board
automatically become Class IC.

F. Class 1P is automatically assigned to an inmate upon release/transfer to
Community Correction supervision,

! Criteria for assignment to Work Release, 309, and Boot Camp are all governed by
separate policies. Criteria for ACC Reentry Center Resident Program governed by
separate statute.
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v,

G. Class Il is required for 2n inmate (o be considered for restoration of lost good

A

time, and is typically required for enrollment in a (reatiment program. All
imnates are assigned Clags II upon infake unless the inmate is being returned
as the result of disciplinary action and has been reduced below Class 1T status.
Inmates assigned Class IT cannot work outside the fence without armed
supervision.

. Class IIT status is the lowest class status that eamns any good time, and would

typically indicate an inmate has had behavioral problems within the
Department,

Class IV is the lowest class status indicating the inmate has been found guilty
of disciplinary violations and is not eligible to earn any good time.

Any Class assignment to Class 1 that does not meet the criteria above requires
written approval of the Director or the Deputy Director for that institution.

Interstate Contpact inmates (B00#°s) are housed for another state in the
Department of Correction and cannot be awarded class IA, IB, nor ID or
otherwise a class status that allows the inmate to work oatside the
confinements of the fence without armed supervision.

PROCEDURE:

New Commitments and Violators

The following procednres will be utilized in delermining inmates® class
status upon their reception:

1. Absconders

An inmate on parole or transfer who absconds from supervision
will be reduced to Class IV status on the date of abscond until
retum to custody {date warrant served),

a. When the warrant is served, the inmate will be placed in the
class status prior to the abscend and will remain this class
until returned to ADC.

b. An inmate who absconds supervisicn prior to the
implementation of Class IP siatus, effective 12-1 1-90, will
be returned from abscond with an upgrade to Class 1P
status effective on the date of retumn.
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Parole/Transfer

All parcle violators, with or without new time, will imaintain a
Class IP or transfer status until his or her return to the Depariment
of Correction.

a. A parole/transfer thal waived his or her hearing, and class is
not stipulated by the hearing officer, will remain in the present
class status until received by the Arkansas Department of
Correction.

b. Al] parole violators will be assigned Class 11 upon intake to the
Department of Correction.

Violators returned from Act 492 (Boot Camp) will remain in their
present class status until they return to the Arkansas Department of
Correction.

B. Initial Assignment

L

Inmates will remain in Class Il status during their first sixty (60)
days on their initial assignment unless appropriate disciplinary
action has been taken.

At the end of the sixty (60) days, if the mmate’s supervisor has
recommended the inmate for promotion, the inmae will appear
before the classification committee to be considered for job and or
unit reassignment,

If the inmate is placed in a job other than his or her injtial
assignment, the inmate will be promoted to Class [ status per
classification guidelines.

If the inmeate refuses the job and/or unit ass| guiment, the inmate
will be placed back on his or her initial assigniment and will remain
in Class II status until appropriately reclassified.

If there is no job available that is suitable for the inmate as
determined, the inmate will be promoted to Class I and assigned 1o
the next available opening of a specific job assignment,

a. The inmate will then be returned to his or her present
assignment and his or her name will be placed on a list and
should fill the next vacancy that oceurs in that particular
job.
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b. If this act oceurs, the inmate may not have to reappear
before the classification cominittes but can simply be
placed in the job by the classification officer when the
opening becomes available,

C. Disciplinary Action

i If an inmate loses his or her job as z result of disciplinary action
and is returned to an initial assignment and then regains Class I
status and receives a promotion recommendation from the
supervisor, the inmate can be placed in the job but may have o
wait thirty (30) days before becoming eligibic for Ciass I unless
the job assignment is a Class IA or IB.

2. If the inmate subsequently loses that jab due to disciplinary action
again, the next time the inmate is placed in the job after regaining
Class Il the inmate may have to wait sixty (60} days before
becoming eligible for Class I (The classification committee may
add thirty (30) day increments each time the inmate loses a job
because of disciplinary action.)

D, Administrative Reductions

1. if an inmate is on his/her initial assignment and is recommended for a
particular unavailable job and is subsequently promoted 1o Class 1, and
the inmate refuses to accept the job when it becomes available, then
that inmate can be administratively reduced 1o Class 11 and remain on
the initial assignment.

2, Ifan inmate is ransferred from ACC to ADC as a 1B, he/she will be
administratively reduced to a 1C upon intake to ADC. If the inmate is
transferred due to disciplinary reasons, the inmate will remain at the
reduced classification assigned by ACC until he/she can earn class
pursuant to ADC policies.

E. Released Inmates

Parolees/Transferees: When an inmate is granted parole or transfer by the
Parole Board, the inmate will automatically be placed, in Class iC stalus
{unless the inmate is already in IA or IB status) while he/she remains
incarcerated. Upon releasc/transier to Community Correetion supervision,
the inmate will automaticatly be placed in IP status.

F. To appear before the Classification Commities for promotion,
reclassification and/or restoration of lost good time, an inmate must have a
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favorable institutional record (without discipl inary infraction),
specifically, it shall have been:

]

A minimum of sixty (60} days from the date of the inmate’s last
major disciplinary hearing (if punitive time is given, then the sixty
(60) days begins upon RELEASE from punitive or the sixty (60)
days begins after the inmate has been transferred to punitive
restriction status (restriction statis does not have to be over).

However, if a warring, reprimand or a suspended sentence is
received for the major disciplinary, the inmate is eligible for
promotion and/or reclassification after thirty (30) days.

A minimum of thirty (30) days from the date of the imnate’s last
guilty decision for a minor disciplinary,

And, at a minimum (timeframes in this section do not hegin to
run until the inmate has been released from punitive if
punitive time was assessed for these violations despite
reference to gnilty verdict in some subsections below):

a. One (1) year from the date an inmate is returned from
escape or attempted escape unless the Warden
recommends to the Classification Committee that the
inmate be considered for promotion and/or reclassification.

b. One (1} year from the date of a felonious battery unless
the Warden recommends to the Classification Committee
that the inmate be considered for promotion and/or
reclassification.

c. One (1) year from the date of a battery on an employee
unless the Warden recommends to the Classification
Committse that the inmate be considered for promotion
and/or reclassification. Under no circumstances can the
inmate be considered in less than ninety {90) days if the
agsauit is intentional and not less than sixty {60) days if the
assault is unintentional.

d. One (1) year from a homicide or attempted homicide
committed while in custedy of the Department of
Correction.

£ Oove (1) yenr from the date of a guilty verdict for

contraband that carries a Class A penalty urdess the

| Formatteds Honight " |

S
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| Warden recommends to the Classificztion Commities that
the fnmate be congidered for promotion and/or
reclassification.

f. Three (3) months from the date of a guilty verdict for
Sexual Activity, mcluding Rule #05-4, 10-1, 10-2, 10-3,
10-4, or 10-5.

8ix (6) months from the date of a second guilty veulict for
8 10-3 rule violation for indecent exposure- unless the
Warden recommends to the Classification Committee that

the inmate be considered for promotion.andfor

reciassification.

One (1) year from the date of a third or subsequent guilty

the warden recommends to the Classifican

the inmate be considered for promotion andfor

reclassifiestion, 0000

NOTE: For calenlating an inmate’s eligibility for a class promotion, subsequent
guilty verdicts for 10-3 rule violations will be run concurrently.

g Three 3y menths Fonrthe-date-ofa-gailly. verdiet-for-rule
vislation-mvolving Fobaeeo- Drug and Aleohol ¥

B —Hhree{3}-months-fronr-the- date-ofa-puliy-vevdiotfor
extorkon

G. After the above promotion and/or reclassification, an inmate must
maintain a favorable institutional record for at least thirty {30) days before
again appearing before the Classification Committee for another
prometion and/or reclassification unless approved by the Warden. An
inmate should be in Class 1 or Class I status in order to be considered for
anything other than promotion in class and/or restoration of lost good
time. However, an inmate may be placed into a treatment program by the
Classification Committee upon the recommendation of the Warden or the
Warden’s designes and the Treatment Program Manager, even if the
inmate is not yet eligible for class promotion per this Directive.

f—-May-e}_:lemi Premotion elq'_g}bi[St-_\,{-byfihi;@y{-sﬂ}-dayﬁ{b;geaeh;ﬁukg;eqyga&guiﬁweﬁdie} _
tora-tobreco-drugor-aleshel-violathon wi this-the-bst-eighteen-(48) menths.

verdict for a 10-3 rule violation for indecent exposare unless ... -
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Director’s Office
P O Box §707

Phone: 870-267-6999
Fax: 870-267-6258
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www.adc.arkansas.gov

Ariansas Department of Correction

ADMINISTRATIVE DIRECTIVE

SUBJECT: Electronic Equipment and Systems

NUMBER: 16-1517-04 SUPERSEDES: 14-40816-15
APPLICABILITY: All Eemployees, Ceontractors, Visitors, Vxolunteers and
Iinmates

REFERENCE: AR-104 Property Control PAGE: 10f6

APPROVED: Original Signed by Wendy Kelley -EFFECTIVE DATE: -740/2016

1L

POLICY:

It will be the policy of the Arkansas Department of Correction to develop
guidelines for use of electronic equipment and a systematic program for
computer hardware and software acquisition, operation, security,
maintenance/upgrade, and repair to best utilize the resources of the Department.

DEFINITIONS;

Al

Compuier/Electtonic equipment

Includes all personal computers (PC’s), terminals, printers, network
equipment and other computer-related equipment (i neluding-data capable
pofabledevices-such-as-PRAS: duts ready-smarl or cell phones,
1Pads/tablets, iPods/media plavers, smart watches. fitbits, speakers,
laptops, thamby/Tagh drives, and other similar devices capable of storing

compuler files or soliware).

Eleetranig-egquipment/e Communications equipment/sysiems

Includes, but is not limited, to standard fand line POES(phong)8(phoue)s
or Intetnet ValP telephones, facsimile machines, electronic matl,
muindrime network computer/server access, persmal MUl ers; internet
and/or on-line services. Adse includes dista capable vell phones aikd other
porable devices,

Pine Bluff, AR 71611-8707
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| .  PROCEDURES:

A. General

i All computer equipment, hardware and software, and other
clectronic equipment/communication systems in use at ADC
facilities belong to the Department of Correction, and are 1o be
used for authorized ADC business only. Usage shawld-shall follow
the Governor’s Policy Directive on the use of state property* and
applicable ADC Dircetive on Information Technology Use.
Questions should be directed to the Information Technology
Division,

2, Existing or subsequent policies regarding any component of ADC
computer/electronic equipment or electronie
equipment/communications equipment systems, misuse of state
property or employee conduct are applicable to this policy and its
subject matter,

3. Use of any computer or communications systetn to promulgate
slanderous/libelous statements will not be tolerated.

4. Any use of state property, which would cause public
embarrassment to the department, or any other state entity is
forbidden.
I 5. CNe-computer or communications sysiem or device showld-shall not

be used to send any message for the purpose of frightening,
mtimidating, threatening, harassing or contain sexually explicit or
suggestive messages. Such access or use may result in criminal
prosecution. ®

B. Computer Systems
1. General
a, Any acquisitions of compuler/electronic equipment,

commymications equipmient/systems s or related equipment
from other agencies or sources must be approved in writing

] by Information Technology Administrator or Desipnee and
reported to Inventory Control.

b. Donated computers become the property of the Department
of Correction and their donation shall be reported in writing
to Information Technology, in addition to regular donation
requirements outlined in AR 216 - Accepting Gifts, Grants
and Donations for the Department of Correction.
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c. Repairs, upgrades and modifications on any state owned
computer (including donated computers) must be approved
by Information Technology prior to being done. All
maintenance, repair, upgrades and modifications of ADC
computer equipment (including donated computer
equipment} is restricted to anthorized ADC IT Division
personnel only. No other maintenance or repair type work
may be performed by any other individuals without prior
written authorization from the IT Division.

d. All materials (hardware/software/files), etc., created,
installed or stored on computers of the Department become
the property of the Department and are subject to being
reviewed, read or removed by supervisory or management
staff or Information Technology personnel.

€. Changes to hardware or /software configurations and/or
other modifications are shall not te be made without written
approval from the Information Technology
PivisienAdministrator, or Désignee.

f Any change in the mission (original intended-use) of any
computer equipment must be reported to Information
Technology for review and approval by the Management
Team if necessary. Changes in mission may require a return
to IT to be confivured/rebuilt for the needs of the new

2. The primary user of the computer has the ultimate
responsibility for the security and proper operation of any
computer equipment assigned to them. It shall be the
primary user’s responsibility to ensure that other persons
using the computer equipment are familiar with this policy.

] h. All Ecomputer users are responsible for the proper use and
care of the equipment being used as outlined by the IT
| Division. Users and their supervisorstmanagers are
responsible for ensuring that the user has sufficient
knowledge to properly operate the hardware and
software/applications being used in order to prevent
damage to the equipment or to the integrity or accuracy of
the data being accessed—Fhe-primary nser-is-responsible
forrepular-eleaning-and-user mainfenunce o Feompulersand
cyrhpmetieosutised-b the-eperators mankul.
Computers mugt be kept in a well- ventilated area and all
fans/ and vents must be cleanad on a regulay basis lo
prevent overheating failures and to extend the everalilife
ol the eyuipment. Questions ean-be-addressed-to-the
Irdarmation ' eclmelogy Division:
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IT will contaet Heach Warden/Administrator, eteorother
suthorized-stafl—will 1o determine the designated an
employce to coordinate computer security and operations
with Information Technology staff. This employee will
notify Information Technology of changes in users, monitor
physical security/configuration changes, etc_, and advise
Information Technology and/or the Warden/Administrator,
or other authorized staff-of problems or potential problems
with the computers and/or physical security.

2. Hardware

a.

The placement of all computers and related equipment
purchased with Department funds {including-grantmoney)
shall follow the Information Technology implementation
plan er-stherwise-or be approved by the Management
Team.

Approval must be obtained from Information Technology
prior to relocating computer equipment; Information
Technology must be notified for inventory purposes and for
obtaining information on cabling and to avoid problems
downtime due to trigpering Network Port Security.

If equipment is sealed, the seal must not be broken without
direction from the Information Technology Division.

3. Software

Only software properly licensed to the AgeneyfDepartnent
and approved by Information Teclmology is to be utilized
on computers of the Department unless prior approval has
been obtained from Information Technology.

All software purchases sheuld shall be approved through
Information Technology to ensure compatibility,

Making unauthorized copies of Department-Agency owned
software is illegal and prohibited.

4. Security

a.

All passwords are (o be protected and not given to inmates,
other staff, contractors, volunteers or other unauthorized
persons,
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b. Computers should shall be placed in locations that lessen
the possibility of tampering by visitors, unauthorized
employees or inmartes,

c. Inmate accessible computers, thin clients, or other
computing equipment shall NOT be installed or located in
an office/area with a network accessible cable and/or a
networked computer, printer, switch, modem or other
communications related equipment. Lockboxes are not
acceptable to secure a networked computer.

d. Inmatles. shall not be permitted access to computers
containing:
(1) Inmate records, eOMIS, ACIC/NCIC, AFIS:
(2) The Department’s business records; and nor
3) Any personme] records.

e. Inmates shall only be permitted access to acomputer or
computing devices:

(1) With a purpose approved by the Ageney-Management
Team;

(2) Secured for inmate usc by the Information Technology
Department; (i.¢., Thin Clients)

(3) Assigned for a job, program, or educational purpase,
equipment must be properly labeled for inmate use RE:
AD-14-28:-and

(4) Vendor secured, for inmate purchased-purchases
through an Aegency approved program.

f Personnel servicing and/or repairing equipment sheuld
shall be properly identified and not lelt alone while making
repairs.

3. On-line Services, Bulletin Boardls, the Internet, Electronic Mail (E-

Mail) and other outside services.

a. Accessing on-line services, bulletin boards, ctc., is only to
be done in the performance of official business.
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V.

b. Subscriptions to any non-governmental or correctional
outside services must be approved in writing by
Information Technology.

6. Personally-owned-computers: software, -printers-and-other
electtome-vyuipment;

Personally owned computers, software, electronic computer
equipment, elecironic devices or peripherals (1:esinctuded but not
limited to fitbits, smart watches, cellular phones, laptops, tablets,
speakers, thumb drives, etc.) are shall not te be brought within an
ADC facility and sili-shall not be installed, connected or otherwise
integrated with any ADC computer equipment_without written
approval by the Director or appropriate Deputy Direclor, by
anyene{ke.staff-eontractorscvisitors. ete).

REFERENCES:

* GPD -5- Governor’s Policy Directive - Standards of Performance - State Owned
Equipment and Supplies.

** Act 1153 of 1997 “To penalize harassing or threatening communications by
means of computerized systems.”

Act 339 of 2007 “To prohibit the integration of personally owned compuler
hardware, sofiware and peripherals with state computer equipment without
agency approval.”

AR 216 - Accepting Gifis, Grants and Donations for the Department of
Correction

AR 225 - Employee Conduct Standards
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Aricansas Department of Correction

ADMINISTRATIVE DIRECTIVE
SUBJECT: Employment
| NUMBER: 16-6217-21 SUPERSEDES: 32-1016-02

APPLICABILITY: All Employees and Applicants

REFERENCE: AR 204 — Employment Policy PAGE 1 of Y
| APPROVED: Original signed by Wendy Kelley EFFECTIVE DATE: 2/846 7-1-2017
L. POLICY:

It shall be the policy of the Arkansas Depariment of Correction to ensure all
applicants are given fair and equal opportunity for employment in accordance
with all state and federal guidelines.

I EXPLANATION:

The Arkansas Department of Correction is an Equal Opportunity Employer. All
positions are open equally to qualified male and female applicants.

L.  DEFINITIONS:

A. Employee. A person regularly appointed or employed in a position of the
Department of Correction for which he or she is compensated on a full-time
basis and which has a class title and pay grade in Arkansas Code Annotated §
21-5-208.

B. Class or Classification. A group of positions sufficiently similar as to dutics
performed, scope of discretion and responsibility, minimum requirements of
training and experience or skill, and other characteristics that the same title,
the same test of fitness, and the same scale of compensation have been or may
be applied.
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Promuotion. A change in duty assignment of an employee from a position
in one classification to a position in another classification of a higher
salary and/or grade requiring higher qualifications, such as greater skill
and longer experience, and involving a higher level of responsibility.

In accordance with the AD goveming Employee Conduct Standards, an
employee is not eligible to apply for or receive a promotion or fransfer
while on probation as a result of disciplinary action unless a waiver has
been granted by the Director.

An employee who applies for and receives a demotion, or who has been
administratively demoted, will not be ehigible to receive a promotion to a
higher classification during the twelve months following the demotion,

If an employee promotes to a classification one or more grades higher than
the current classification within their current pay grid, a 10% salary
increase on the salary, less any enhancements or differentials, will
normally be awarded. If an employee promotes from the carcer service
pay grid to the professional and executive pay grid, a 12% salary increase
on the salary, less any cnhancements or differentials, will normally be
awarded. However, provisions of the state pay plan will govern in all
sltuations as years of service and other applicable situations may limit the
mcrease that may be awarded.

Demotion. A change in duty assignment of an employee from a position
in one classification to a position in another classification of a lower salary
and grade requiring fewer qualifications such as lower skill requirements,
less job-related experience, and a lower level of responsibility. When an
employee voluntarily or is administratively demoted to a classification one
or more grades below the current classification within their current pay
grid, a salary decrease of 10% or 12%, less any enhancements or
differentials, will normally be required. However, provisions of the state
pay plan will govem in all situations as years of service and other
applicable situations may lmit the decrease that may be required. An
employee who applics for and receives a demotion, or who has been
administratively demoted, will not be cligible to receive a promotion to a
higher classification during the twelve months following the demotion.

If an employee enters a position that is authorized fo receive a Labor
Market Rate or a Tier Plan Rate and recejves a promotion, demotion, or
transfer within the same job family or tier level within twelve months,
their base salary must be adjusted with the applicable percentage increasc
or decrease according to provisions of the pay plan and authority of the
Office of Personnel Management.

New llire. Employees entering state service for the first time,
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Rehire. Employees returning to state service afler a break in employment
of two or more pay periods.

Displaced Worker. An individual who has worked for an employer that
has downsized or closed within the last twelve (12) months, in which they
were continuously employed for three (3) or more years, will be
considered for hire with the ADC without a high school diploma or GED.
All other criteria must be successfully completed. This individual will not
be eligible for any type of promotion and/or merit increase/promotion until
he/she has acquired a GED.

Transfer. Employees transferring between state agencies or ipstitutions or
laterally within the Department of Correction without a break in service.

Hirmg Authority.  Human Resources Administrator/Wardens/Center
Supervisors/Administrators are authorized to make final selection of
applicants for positions available within the Arkansas Department of
Correction.

Human Resources.  Any employee assigned or designated by a
Deputy/Assistant Director, Warden, Center Supervisor, or Administrator,
whether within a division, unit, or Central Human Resources, to perform
employment-related functions.

PROCEDURES:

Al

Position Vacancies:

1. The Hiring Authority must initiate a Position Vacancy Report and
Hiring Freeze, with appropriate justification, in order to fill any
vacant position. These documents must be submitted to the
Central Human Resources Office.

2. Upoa receipt of the Hiring Freeze, the Central Human Resources
Office will determine if the position is budgeted and authorized to
be filled. It will then be forwarded to the Department of Finance
and Administration, Office of Personnel Management, for final
approval.

3. Positions assigned to G813 and abive. ITO8 and above, MPO3 and
above, or Sentor Executive the—prefessional-and -executive—pay
grd-along-with-nen-elassified position vacancies, are not required
to be advertised. The Director has the authority and discretion to
appoint or transfer individuals into these classifications.

4. Classified position vacancies within the eareerpcucral serdeesalary
pay plan must be advertised according to procedures established by
the Department of Finance and Administration, Office of
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Personnel Management., — Eexcept when an emergency hire is
warranted,, and-as-may-be-authorized-by-the Office-ofRerscune!
megemea&;—ﬁ#—;%eﬁw#md—aa—%mﬁ”—#w#—%e
ﬂdwﬂiw%@nimma—aﬂen%ﬂéﬂﬁdﬁ%e&b}e—h&ﬁiﬁ%ing4h&
ﬁﬂﬁe{ieﬁ—?w%ﬁ‘c——ﬂrﬂiﬁ%ﬂ%&mﬁ%ﬁ&iﬁ@ﬁﬂ—ﬁhﬂ“—h&-&u@&fﬁ%
praemﬂémaaw{lﬁvwm%ﬂg-ciays#befm%ﬁng—mmww
precess—An-extension-of advertisement-orre-ndvertisement-o g
ﬁeﬂiﬁ&mnﬂy—b&wquesie&-&m@m&alﬁmm&—ﬁesme&dwﬁw
Hiriag-Authosity-

Requests for recruitment or advertisement of positions that require
additional actions, €.g., newspapers, mail-outs, eic., must be
submifted to and coordinated by the Central Human Resources
Office.

Individual units may advertise monthly for CO Is if there are open
positions available at that unit. * Bach application must have a
completed disposition within thirty days of receipt. If an
application is not dispositioned within thirty days, no new
applications may be accepted.

All applications received for advertised positions must be
submitted according to the guidelines established by the
advertisement, Applications received must be complete and will
be reviewed fo determine if the applicant meets minimum
qualifications for the vacancy. Work credit will only be given for
paid positions, or internship under a higher education program
relative to the qualifications for the position. All qualified
applications will be submitted to the Hiring Authority after the
closing date of the advertised vacancy.

H&ii?@%ﬁ—%&ﬁd—f%ﬁ&ﬁiﬁﬁﬁ%ﬂﬂﬁiﬂ%ﬁg&ﬂi&ﬂ%—

}_lfweeﬁiﬁeaﬁﬂﬁ-wi»}i—bersd%edﬁled-ﬂﬂd—ree}m*edwt@na{tend—ﬁae—ﬁext
avaﬂa%h-Mmmgemeﬂvaelﬁ%ss#&aMﬂwiwem&e&

B. Employment/Selection Process:

1.

The Rating System set forth in this policy shall be utilized by the
Hiring Authority and/or interview committee for scoring applicants
selected for interview. Scoring shall be conducted in a manner that
ensures objective criteria are used for sclection of the most
qualified applicants for vacant positions. Points shall be awarded
to applicants for the following criteria; education, experience, and
military service. The Rating System shall include:

a. Related Fducation. The applicant must meet mininum
requirements for the job classification or must be approved
as a qualified applicant per state requirements. A
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maximum of ten (10) points may be awarded to an
applicant for completion of Related Education above and
beyond the Minimum Educational Requirements for the
position. (For example: If the Minimum Qualifications
require a high school diploma, and the applicant possesses
a related Associate’s degree, two and one-half (2.5) points
will be awarded; if the applicant possesses a related
Bachelor’s degree, five (5) points will be awarded, and if
the applicant possesses a related Master’s degree, ten (10)
points will be awarded. If a Bachelor’s degree is required
and the applicant possesses a related Master’s degree, five
(3) points will be awarded, and if the applicant possesses a
related Doctorate’s degree, ten (10) points will be
awarded.) A copy of the diploma or degree showing the
award of the educational level is required. All diplomas
received must be from an institution accredited by the
Department of Education for the applicable state. All

. degrees received must be from a college or university
accredited by one of the Regional Institutional Accrediting
agencies recognized by the United States Department of
Education.

b. Related Experience. An applicant’s experience level for
the job classification is awarded .25 points for each month
of related experience exceeding the minimum
requirements, up to a maximum of ten (10) points.

<. Veteran’s Status.  An applicant may qualify for five (5) or
ten (10) points in accordance with provisions of the
Arkansas Veteran’s Preference Law. To claim Veteran’s
Preference, an applicant must be honorably discharged
from a tour of active duty, other than active duty for
training only, with the Armed Forces of the United States,
or served honorably in the National Guard or Reserve
Forces of the United States for a period of at least six (6)
years, whether retired or discharged. Five (5) points are
awarded for standard veteran’s preference. A disability
discharge is ten (10) points. Discharge must be for
“Honorable” or “Under Honorable Conditions” only.
Disabled veterans or the spouse of a disabled veteran shall
have ten (10) points added to his/ker final rating score. The
applicant must produce a copy of their DD214 long form or
NGB form 22 to receive veleran’s preference points. Total
points awarded for veteran’s status cannot exceed ten (10)
points,
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d. Interview. Scoring for interviews shall be determined by
assessing 1) the completed application form, 2) other
wriiten material gathered or presented and the applicant’s
responses 1o questions which support the knowledge, skills,
and abilities (KSA’s) of cach job specification. The rating
shall be multiplied times the numerical weight (importance)
assigned for each KSA to determine the interview score,
which must be 60% or higher. Any supervisory position
requires an interview score of 70% or higher.

2. The Hiring Authority shall appoint the interview committee, which
will consist of three (3) o five (5) members of the Department.
These committee members must be representative of the racial and
gender composition of the applicant pool, the same or higher grade
as the advertised position, and familiar with the knowledge, skills,
and abilities of the position to be filled or positions consisting of
Licneral Salary 1-4 can be interviewed by the immediate supervisor
of the position without n commitiee. The Hiring Authority may
also bypass the committee svstem if there are 2 or fewer applicants
eligible for the position. At least one member of the interviewing
process must have successfully completed Structured Interviewing
Training. Fhe-Hiring-Authonty-may-electto-bypass-the-eommittos
the-position—TheThe Hiring Authority may select the top-scoring
applicant if the Hiring Authority sat on the original interview
panel; or, prior to making a final selection, the Hiring Authority
may elect to re-interview the top three (3) applicants if the Hiring
Authority did not sit on the original interview panel. Written
Justification in clear and unambiguous terms is required if the
applicant selected did not receive the highest score, and this
justification must state why this person was selected over the top
scoring applicant.

3. Interviews will be conducted for advertised positions if there are
applicants with a natural, maximum pre-score cut-off of ten (10)
points based on: education, military service, and work expericnce.
Work experience and education must be applicable to the advertised
position in order to receive points. However, no applicant can
receive more than thirty (30) pre-score points. There is no minimum
or -iaximum number of applicants that can be interviewed for a
position. All applicants with military service, who provide a copy of
their DD214 showing an honorable discharge, will receive veteran’s
preference points and must be interviewed, regardiess of their pre-
score points,
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If the Hiring Authority chooses to interview only those applicants
with a minimum pre-score, then all applicants with that pre-score, or
above, must be interviewed.

The Hiring Authority or Human Resources must conduct a
background check on all new employees, coniractors, volunteers,
and Intems/Student Services prior to them assuming their duties, in
order to identify whether there are criminal convictions that have a
specific relationship to the job performance. The background check
shall include comprehensive identifier information to be collected
and run against law enforcement indices. If suspect information on
matters with a potential terrorism connection is returned on an
applicant, it is forwarded to the local Joint Temrorismn Task Force
(JTTF) or other similar agency. The background check shall
inciude, but is not limited to, NCIC/ACIC record review, Justice
Exchange, two or morc favorable employment reference checks, and
Maltreatment Registries check. If the NCIC/ACIC report reveals ten
(10} or more points assessed against an applicant’s driver’s license,
or reveals that a license is suspended or not valid, the applicant is not
eligible for hire if the position applied for requires a driver’s license
or requires driving a state vehicle. If the applicant only has one
favorable employment reference, or has no employment history,
approval to hire may be granted by Central Human Resources. The
Hiring Authority must be notified if the references cannot be
obtained within three (3) working days. Documentation relative to
the employment background check must be attached to the
promotionvhire packet,

Incumbent staff who promote or demote to business positions in
areas such as accounting, inmate banking, commissary, or any other
area which has access to agency financial accounts, must have a
background check completed and submitted as part of the packet for
approval. This also applies to staff that promote or demote to a
position in Information Technology. Employees occupying these
positions will have an updated background check every 5 years.
Although a criminal conviction (i.c. embezzlement, fraud, ete.) does
not automatically climinate an applicant, approval may not be
granted due (o the nature of the criminal charge if it may conflict
with the type of duties being performed.

Pre-employment screenings as may be required by department
policy or procedure will be conducted prior to final review and
approvai of selectee. Such screenings may include, but are not
limited to; 1) a drug test, 2) a physical assessment, 3) a
tuberculosis test, and 4) the ability to perform essential job
functions. Applicants rejected for failing to pass a test for drugs
will not be reconsidered for twelve months from the date of
rejection and upon reapplication must have successfully completed
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a state licensed drug rehabilitation program during the twelve-
month period. A final offer of employment may not be made until
all required documentation has been received and administrative
approval has been received.

The promotion/hire package recommending an applicant for
selection must be presented o the Central Human Resources
Office for administrative approval. The packet will consist of all
documents as specified on the Human Resources Pre and Post
Check-Off Sheet, including the Contingent Hire Notification
documentation.

Positions classified as Grade-C420-and-aboveGS0Y and above, [T
08 and above, MP'03 and above -will be approved by the Director,
Grades—CH7-and—abeveGS07 and G808, 1T07 and ITO06. and
MPO2 and below will be approved by the applicable
Deputy/Assistant Direclor. Grades—E116-and—belowGS06 and
below will be approved by the Hiring Authority and the Human
Resources Administrator,

Following acceptance of an offer of employment, all other
applicants will be notified of the decision by the Central Human
Resources Office. Approved ' promotions and transfers should
occur within two weeks following the employee’s acceptance of
the position and notice to his/her supervisor, unless alternative
arrangements are authorized by the gaining and losing Hiring
Authority,

C. Transfer:

I.

Administrative Transfer. The Director may at any time transfer
employees and/or their positions to another location when the
transfer is in the best interest of the Department.

Voluntary  Transfer.  An Employee of the Department of
Correction may request a voluntary transfer from a position
classification at one location to the same position classification at
another location provided there is an open advertisement for that
position at the desired unit. The applicant will route requests for
voluntary transfers through the Hiring Authority (releasing and
receiving) for consideration and approval. The Hirng Authority
has the option of selecting a transfer applicant in lieu of
interviewing for the vacant position.

D. Demotion:

1.

Adnunistrative Demotion. Employees may be demoted to a lower-
graded position classificalion in accordance with provisions of the
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department’s employee conduct standards policy. All demotions
must be approved by the applicable Deputy/Assistant Director or
Administrator.

Voluntary Demotion. Employees of the Department of Correction
may request a voluntary demotion from their current position
classification at one location to a lower graded position
classification at the same or at another location provided a vacancy
has been advertised. A completed state application must be
received during the advertisement period. The applicant will be
considered with all other qualified applicants in the interview
process.

The Hiring Authority will review Rehire applications and related
previous work history to determine the reason(s) the employee
terminated employment with the Department of Correction.
Applications from persons not recommended for Rehire will not be
considered for at least twelve months from date of termination.
Applications from persons terminated for violation of the drug
testing policy will not be considered for at least twelve months,
and the applicant must have successfully completed a state
licensed drug rehabilitation program since termination to qualify
for rehire consideration,

A rehire applicant that has not been gone for at least 90 days will
be considered for re-employment only at his or her previcus unit of
assignment unless this requirement is waived by the Director.

The Hiring Authority will include the Rehire application, along
with the applicant’s previous termination notice(s) and all
documentation of previous employment periods with the
Department of Correction. This information must be submitted
with the Rehire packet and forwarded to Central Human
Resources.

The Director or Human Resources Administrator will make the
fmal decision regarding all Rehire applicants.

F. Procedures Manual/Required Forms:

The Human Resources office shall develop detailed administrative
procedures and required forms 1o guide the employment process. The
forms will be placed on the Department intranet site.



[ﬁ@jﬁo?. - Employment ! _ Page 10 of 10




Director’s Office
P O Box 8707
Pine Bluff, AR 71611-8707
Phone: 870-267-6999
Fax: 870-267-6258
www.adc.arkansas.gov

Aonsr and integrity in public service
Arkansas Department of Correction

ADMINISTRATIVE DIRECTIVE

SUBJECT: Procedures for the Development of Administrative Regulations,
Directives and Memoranda

NUMBER:  14-2917-1206—sx— SUPERSEDES:
13-13514-29

APPLICABILITY: To All Departmental Staff

REFERENCE: AR 001-Administrative Regulations, PAGE: 1 of 7x
Directives and Memoranda

APPROVED: Original signed by-RayHebbshy Wendy Kelley EFFECTIVE
DATE: 08546/2014

L POLICY:

The Director or any member of the Management Team may initiate a request for a
new or amended Administrative Regulation (AR). Administralive Directive (AD)

ur Adminjstrative Memorandum (AM) egilalion-or-a-change in-u current
egihibien-ai-thel-own-nitaiiveor as deemed necessary.-alern-request-ofa

IL. EXPLANATION:

Efficient and eficctive matmgement and sdministration of the Departnrent
requires the adoption and mplementation ol objeclive and thoroush

Administrative i_{ugukliimﬁ_x_\ﬁ_lmi_nisnjs_:l_i__wgircmﬁf:s. sl Adminisirative
Memoranda desipned w curry out the responsibilitfes ol 1he Board of Corrections
and e Departinent. New ARs. A ard AMs should be adop ed 2% peeded.
Existing policies shoulif be promptly updied as nueessaey, Obsolele polices

should be repealed, Meis-im portar-thal-nesw-repulitinns-bo yeriien tatil seerdy—in
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corept-repiations and-that chanves be made-nshoeded 7 oy isting-peheiesae
vanteeded—they-showld-bevepenled:

To ensure that all future rules and regulations arg properly _eonsitlored, vethonsh
the-properprocess, it is important that every step of the following procedures is
are completed, Fhe-However, the Director may authorize deviations from these
procedures on 4 case by case basis,

PROCEDURES:
Fhe-Management-Toam-mombetinitiating-the proposal- will-be known-asthe
“originator> The Director will desi iy Coordinaters )

and-appoint a Policy CemmitieeCommittee. which will include the Department’s
Accreditation Coordinator, and designate one (1) member of the Commitiee t
serve as its Chair. Fhe-Director-will-appeint-a-Potiey-Commritiee-Chair—The
WM%M&@MW&%&%@H@L@&W&E—TM Managemeni
Jeam member iniliating the proposal. or their desisnee, will be known as the
“originator” and will work with the Department’s Agency Policy Coordinator to
ensure that the following steps are followed:

A. General Procedures

I The originator will submit electronically the proposed policy in
standard format with a memorandum outlining the reasons why the
policy-proposal is needed erwhy-the-changes-are needed-inan
existing-pelieyand whether the proposal should be placed in the
inmate law libraries. The originator must also include a financial
impact statement_it the proposal is for an Administrative
Regulations.

2. The Agengy Policy Coordinator will acknowledge receipt of the
proposed policy and forward copies to the Policy Committee, The
Agency Policy Coordinator will notify the originator when the
policy is scheduled for review by the Policy Committee. The
Policy Commitiee will review the substance of the proposed

policy. Issues related to prammar and formatting may be resolved

by the Ageney Policy Coordinator and the Policy Committee

Chair,

3. After approval by the Policy Committee, the Chair will notify the
member of Management Team responsible for policy development
and implementation who will pluce sehedide-the proposed
policyies on the agenda for a subsequent Management Team
meeting,
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. The Policy Committee Chair will make-a forward the

recommendation to the Management Team as to whether the
policy should be placed in the law libraries.

4:5.  The Asency Policy Coordinator will report the status of all
submissions at each Policy Committee meeting thrathroueh final
enactment,

B. Admmistrative Regulations Procedures

In addition to the general procedures above, aseHif it has been determined
that the proposal will be recommended is-to become a new or amended -an
Administrative Regulation (AR), the following procedures are to be
followed:

L.

Administrative Regulations will be written using the standard
format (see attachment #1), and dralied g rellect broad poliey and
svaidingavoid, if possible. detailed amplementation langugee
which s mare appropriately addressed in an AD or AM. wyidenin

as-broad-of-lesms-ax possiblo

-

o)
L.

*3

_The Department will ask the Board of Corrections for permission

to proceed with the develepingcontinued development, approval,
repealing, vr medifyirgmodilication-ete of the AR.

IA.ﬁe;r{_rg:cc;ivih'g Board approval of the Department's request for
pefmission to proceed, the Agency Policy Goordinator “willamke
theirequired-nofification to.the Governor's.0 ice requesting:the
Giovefnor's.dpproval of tlie new.or revised AR and will. complete
the legal notice, Bureau of Legislative Research questionnaire‘and,
and file both documerits with the Legislative Council. An
Aadministrative Reebulation shall only'be filed with the
Lekislative Council following the approval of the Governorsaal.

Sal,  S—— Representatives of the Department will attend Legislative

36.

Council Meetinos. and/or any other legislative committee to which
the AR mav be referred, afd-to discuss the AR as needed.

Upon completion of alt tegat requirements, the AR will be
submitted to the Board for final approval. Any comments received
regarding the AR will be provided to the Board at this time.
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IF then approved by the Bowd. Lhe AR will be filed with the
Secretary of State’s Office and the State Library at the appropriate
times. The AR will take effect ten (10) davys after it is filed with the
Secretary of State’s Office.

The Policy Committee Chair, or their designee, will advise the
Agency Policy Coordinator, in writing after each Board action, of
the results or action needed on any policy requiring Board review.

The Agency Policy Coordinator is responsible for maintaininge an

944,

accessible copy of all current Administrative Repulations as well
ag a system for locating repealed and modified Administrative
Repulations.

I'he Avency Policy Coordinator will ensure that al] ARs are

available on both the Department’s website and intranet site.

C. Emergency Administrative Regulations Procedures

If the Director or Board of Corrections determines that an AR
teliministrative-regitation must be adopted on an emergency basis, the
following applies:

1.

Neither a legal notice nor a public hearing is necessary (o issue an
Emerpency Reoulation:

Upon approval by the Board ¢ of (zorrectmma l-*aan Emergency
Regulatwn n}u&tﬁhall be-lo 10V ;

GGH’GGEGHS— The Eemergency Rfegulatlon becomes effective

tngfollowing its approval by the Execuiive
Subcommmee of thc Lepislative Council. notification by the
Executive Subcommiittee to the full Letislative Council, and its
filine with the Secrctaty of State’s Office.dsey;

Justification delneating-cxplaining the reasons an AR
adnaitibstentive-repatation is adopted on an emergency basis must
accompany the Emergency Regulation sent to the Committee on
Administrative Rules and Regulations of the Legislative Council.

An emerpency repulation is effective for ouly 120 days. Stepste
make-the-egdation-permanent-The procedures outlined in Section
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11 — B of this Directive should be taken-implemented as soon as
the Board of Corrections approves-recommends the approval of the
emergcncy admm:stratwe regulation. This includes placmg a legal
notice in a newspaper of general girculations and a minimum 320-
day notice of intended action. An Emerpency Rosulgtion must. be
refiled-with the Legislative Council in order to become a
permanent AR’ ﬂérmmwam—aemﬂﬁﬂen

D. Administrative Directives Procedure

Administrative Directives are policy statements which delineate-e explain
operational requirements which are departmental in scope and are issued
by the Director. AD)'sDirestives are for the internal operation of the
Department of Correction. In addition to the Ggeneral Pprocedures, the
following procedures are to be followed:

L.

Administrative Directives will be written using the standard format
and heading —(attachment #2),

The Director has the final approval as to whether a policy will be
distributed as an Administrative Directive. The AT direetive must
contain the Director’s signature.

e:approved 2 numberwwﬂl be assigned and the Boliey

e F- to Director will détermine an eftective

ia It eADé&eetwe The. Agemy Policy Coordinator will

dis bute;eopi te-nethenew of revised AD to the Director’s
staff ‘ Man ement Tearn1 m&d—Complxance Admin lstratorhf&t‘torney1

and oitier artmenta staffasa) r‘o")l’ia‘te ﬂﬁse—peesens—shal}

5&3&'««-’[‘}13 dlstmbulmn of. & new or revised AD wxll mciude an
Executive-Sumimaty sufficient for presentation during staff
meetinis:-shift: briefings, and for inmate: notification when

1equited.- sas)

4——The Agency Policy Coordinator is responsible for
maintaining an accessible copy of all current Administrative
Directives as well as a system for locating eul-ofdatercpealed and
modified Administrative Directives. Unless s desiznated as
confidential, the Acency Policy Coordinator will maintain all

current ADs on the Department’s intranct site.
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Note: Consistent with applicable state law. the Director may designate an
AD as confidential and restrict both the distribution of, and access
to. the AD, kses]

Administrative Memoranda Procedure

Administrative Memoranda are policy statements which delineate
operational requirements which are not departmental wide and apply to a
particular area of operation. The following procedures apply:

1. Administrative Memoranda will be written using the standard
format and heading (attachment #3).

2. Administrative Memoranda may be issued to establish day-to-day
operational procedures not specifically covered or defined by an
ADadministrative regulation, law. or policy. The originator ofthe
area-responsible for operation of the area requesting a
memorandum must approve the Administrative Memorandum.

3 Administrative Memoranda will be distributed by the Policy
Coordinator, and posted on the department’s intranel site.

Quarterly Report on New and Revised Administratie: Resulations,

|.Q

Direcives: andMermoranda

ot with
admninistrative

the Lenislative
Henitations diresfi

=

The report shall'be-formatted and submitied i the manner determined
by the Legislative Council or iisthels stafTisgy '

Annual Review

The member of Manapement Team responsible for policy development
anud implementation. with the assistance ol the Agency Policy
Coordinator, will ensurefacilitate an annual | review of all departmental
policies. The annual review shal] atse-include a review of the list of
policies available in the law {ibraries,

REFERENCES:

Admrinisirative Procedures-ActAct 1258 of 2015
Executive Order 15-02
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Attachment 1

ADMINISTRATIVE REGULATIONS

STATE OF ARKANSAS

BOARD OF CORRECTIONS

Section Number: Page Number:

1of

Board Approval Daie:

Supersedes: Dated:

Reference: Effective Date;

SUBJECT:

1. POLICY:

IL EXPLANATION:

| 1l DEFINITIONS:

1V. PROCEDURES;

| ¥.  REFERENCES:
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PO Box 8707
Pine Bluff, AR 71611-8707
Phone: 870-267-6999
Fax: 870-267-6345
www.adc.arkansas.gov

Arkansas Department of Correction

ADMINISTRATIVE DIRECTIVE

SUBJECT: SUPERSEDES:
NUMBER:
APPLICABILITY:
| REFERENCE: PAGE: 1 of
APPROVED: EFFECTIVE DATE:
I.  POLICY:

II. PURPOSE:

III.  DEFINITIONS:
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_____*POIJ]CY: - TAteLdemsm st s s A emAmEm LA TAN - amea e o w
This policy establishes a Catastrophic Leave Bank Pprogess to be ulilized by thes
Arkansas Department _of Cotrection (ADCQ).  This _process is based on
Catasirophic, Leave Policy 50,02 %wgmm% administered by the Arkansag
Department of Finance and Administiztion (DF A)éweelmn{i\»@@«}«ﬂwml horized
bwmmaw%@mwwﬂmaw The ABG
Catastrophic Leave Bank Program creates no expectation or promise of contmued
employment and is intended simply to assist eligible employees during medical
emergencies or maternity leave.

EXPLANATIONPURPOSE:

The purposc of this policy and procedure is io establish & Catastrophic Leaves
Bank Pregam Pprocess for the use of the regutar full-time employees of the
Arkansas Department of Corvection. All contained herein is in accordance with
Arkansas Code Annotated (A.C.A.) §§ 21-3-203, 21-4-200, and 21-4- 214, gnd2-
4247 and the Rules and Regulations submitted to and approved by the Office of
Personnel Management of the Arkansas Department  of Finance and
Administration,
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| ML DEFINITIONS:

annual and sick leave voluntarily donated by employees; which may be approved
for use by employees who meet eligibility requircments for a medical emergency

Pegrirements:

spouse, parent of the cmployee, or a child of the employce; who may be claimed
as a dependent under the Arkansas Income Tax Act of 1929, as certified by a
physician or other appropriate healtheare pravider. The medical condition fhat
requires an employee’s absence from duty for a prolonged period of Lime, and
which-except for the catastrophic leave program, would result in a substantial
loss of income to the employee because of the exhaustion of all earned sick,

annual, holiday, and compensatory leave.

ve up o four (4) consecutive weeks of paid leave within the first twelve (12)
weeks after the birth of the employee's biolopical child, or placement of an
adoptiveed child in the employee’s home. |

days)}- An exiended period of time whereby a medical condition prevents the
emplayee from performing the employee’s duties._ The period of 1ime may be

. ce us or intermittent, except for matemnity leave, which must be continuo

Catastrophic Leave Bank: H-satastrophieteove-bank—s-a A pool of accrueds

que. to, patasicophic ilincss/injury and/or for _maiemnity leave. shigibility

Catastrophic Leave for Maternity Leave; An eligible female_employee may+ .

Catastrophic Ilness/Ininry: mesas—aA medical condition of an employee,« ---

.

I'rolonped Perhimm%w;am&mwwd{mmimmgﬂF-“immy—?aﬁaverldng‘; -

| Catastophie _Medical Condition: _mesns-—a—personal—emergeney  Ane

Eemergenciesy limiled to a_catastiophic and debilitating medical situations,
severely complicated disabilities, and/or severe accidents of the employee or a

| qualifying family member, _ ergency that-could not have been anticipated
and whieh-would canse ; This-eond Lion-would-capse the employee to be unable 1o

| perform - perform _histher job, their-essentink-fob-funetions;- require a prolonged

| peried of recuperation, andfor require the employee’s absence from werk-duly, as
documented by a physician or other appropriate healtheare provide . individuad-as
provided--n—ACA— 3824420 —ar—sey: Disabilities—resulting —from -slective
surgery-de-nel quabify-for-entastopliceave— Elective surgery does not gualify
as a medical condition for catastrophic leave purposes,

For matemity leave, the binth of the employee's biologisal child, or plasement, of ane
adeptiveed child in the employee™s home is Ahe medical condition, Approved
catagtrophic. lerve will be granted for the birth of the employes's biological child

ellective the dale of the bir
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birth, sad-aApproved camstrophic Jeave will be sranted for the plucement ol an
/ adoptivecd child iy the gmployes™s home effective the date the ohild is placed iy the

home, or_afier, bul beth-within the first twelve (12) weeks_afler the birth--or
| nlacement.

Dependent Child Certification:--A-doeument-used-to-gain-prool ofrelationships -
of a-dependent-shilds Complete the "Dependent Child Certification Forin," sign
attach to the catastrophic leave request. | If the child was acquired after the most
current income tax filing, provide other proof, i.e., birth certificate, adoption
order, etc.

Subsinntial Loss of Tncome: meansaA continuous period during which wheres -
the employee will not be compensated by the employing state agencyfinstiution
due to a medical condition after the exhaustion of all earned sick, annual, holiday,

and compensatory [eave. This requirement does not apply lor matemity leave.

Shnred Ltaves--tho donution-of mn-emplayee’s eamed-sick-or-annual-leave to | Formatted: Strkethrough
another-employee-whe-is-employed-by the seme-state-employer or-same-siate
supperted-institetionwhe-is-sullering From-g-severs ilness-or-has-an smmediate

family-member-who-is severely-Hli{See-sdministrative Direstive-on-Shared

Feave)

| IV. PROCEDURES: { Formatted: No underine

A. The applicant must be a regular, benefits-eligible, full-time employee of*-- { Formattea: Justifies ]
the ADC. A person who works less than full-time, forty (40} (ferts~hours N ]
per weeky, or who is in an extig-help position, is gxeludedFrom—this { Formatted: strketrough |
definition-and-as-sueh-is ineligible to participate as a recipient in the
Catastrophic Leave Bank Program:. aAn emplovee in a regular, p € e ——
pasition may elect 1o donate annval and sick leave, Henor-ur-resipierni—n “_“F_qijmggt”e_{ij Striketarough
the-ADCCatsirophic-beave Hank Propram: '

B. The employee must currently be empleyed by the State of Arkansas fors - IForn?atted; J‘?S,‘:'ﬂ??..,..mi 7' N j
ove-thantwe-t2)-comweutive-vears at least ang (1) ygar in a regular, {ull- " Formatted; Strikethrough i
fime position. —

C. . Bobjeetto- AL A~§-24-4-244-an-employee Employees, with_a medisal+ ! Formatted: Striketnrough I
emergency must have exhausted all sick, annual, holiday, and | Formatted: Justired )
compensalory feave time and, at the “onset of the illness or injury”, had to
his or her credit at least cighty (84) hours of combined sick and annual
leave. For maternity leave. the sighly (803 hours of combined sick s

annual leave credit is not required ar the time of the application for
catgstrophic leave,
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l

Bk If the medical condition is due to iliness/injury prisjury o for matemity,«

E.._.

provider, ef-lhe-mediedl~condigtan, whick createds the need for the
catastrophic leave request. If a recurrence of the same illness necessitates
a subsequent catastrophic leave request, the cligibility requirement that the
employee have eighty (80_-hours of combined sick and annual Icave af the
onset of the illness will not be required on the illness recurrence date.

Aetml%ﬁf-z()O%—Ameﬂds-fwkaﬂﬁas»GQAEHMQM{@{&—H&QA&;_ o
pimdes-ﬂmkthe—QimewHﬂaywawe—Hiﬁnmmmmweigmy—hewmbimd
siek-tind-annual-leave-eligibility requirement-i-the-Direetor-determnes
that-an-employse-wamants-eligibitiy-forcatastrophie-leave beeanse of
extramdinary-sireumstances as-meeied-under Ui DEA-DRM-standar
aﬁd—gaideli&%—aﬁhe-@ﬁas%phiﬂ%%w—?eﬂewhw-he—deﬁnﬁiems
promugated-by-the Offlee of Personnel-Management

~oThe “eighty (80) -hour reguirerent” for o medical emerpency due toe -

illness/inmury may be waived for_an_otherwise eligible employee if an

exlraordinary cirg
applicant proy

ce” 1s declared by an agency dirsctor due 1o the
ding documentation that ane. of the following conditions

has geeurred;

1.

The employee applying for catastrophic leave bank program-«
benefits had, during the previous Jwe-{33 oneg (1) year period,
another medically documented patastrophie illncss or_injury as

defined—in-the -ABC-Cotastrophie-Lesva-policys which was not

compensated under pur an approved, Catastrophic Leave Bank

Program, but was documented vnder the Family tedical
Leave Act ('MLA) as a gualifving event-and, and caused the

exhaustion of all annual and sick leave, or

The employee applying for catastrophic leave bank—programs -

benefits had, during the previous jwe~{3y vne (1) year period,
exhausted his or her sick and annual leave as a direct resuli of
supplementing workers’ compensation benefits, which werc
received due {o an on-the-job injury or illness with-while employed

by the State of Arkansas.

and the js-that-ef-an employee and-is covered by workers’ compensation,
the compensation based on catastrophic leave when combined with the
weekly workers® compensation benefit received by the employee shall not
exceed the compensation being received by the employee at the onset of
the illness/injury or jajuy maternity leave.

_The employee has not een-disciplined-for-feave-abuse-during the-past-two-

E-years received 1 documented disciplinary action fug learves abuse during
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the past_one ¢1) yeur period Trom the date of applicaion Fhis reguiremen So
does not apply for maternity leaves . | Formatted: St i
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B, An _employee shall not be approved for catastrophic leave uniess thate L"P'?!EE_.’"_.‘_E e
employee is reasonably expected 1o be on leave-withuui-pay (LWOP) { Formatted: Justfied — |
Status as g result of the catastrophic illness/injury. This requirement
apply for maternity lsave,

FEf.__He An employee ghallbe is cligible for approved catastrophic leave dag fos, | Formatted: Siethvaugh
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accrued sick and annual leave balance to less than eighty (80} hours. This
restriction does not apply io employees who are terminating  their
employment,
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D, Approved donation of leave shall be transmitted (o the APE OPM~ {F&rﬁ%é@d{’Jd;i%ﬁéé !
Catastrophic Leave Bank by submitting #n-approved- demer—form_the { Farmattea: Strikethrough |
Donation of Annual and Sick Leave farm. ! Formatted: Strikethrough |




| AD23-20 17-18sx Catastrophic Leave Bank Program

| VI

| vIL

ADC OPM CATASTROPINC LEAVE COMMITIEE;

Membership: The ABE OPM Catastrophic Leave Bank encompasses employees+—- - -

ofthe-ADE of ygi_n_}'}_s__'_gggngieg The Committee members _shall be comprised of

plleasi-five£5)}-but-no-morethen-seventT-members-whe-will be-appointed by-the
Diwewrv—'lihes&membsrs-wihepreseﬂka-emuesﬁﬁeeiiemef—bmh—managemem ‘

employees-of-the-ageney's-work-forsee_a rolating registry of agency empioyees
with the majority having a medical {licensed) or m
Members sliall elect a Commitiee ehairperson,

Responsibility: The purpose of the Committee will-be-to-review-all-sligibles -

4 —to—the-Pireeter-is 1o
revigw all _medical emergency catastrophic leave requests and  make
recotmmendations for_approval, denial, or pending fty_additional inlermation or
clarification. The Committee will reconsider applications submitted by the State
Personnel Administrator_as_requested by an agency director, or as deered

appropriate. '

CATASTROPHIC LEAVE BANK ADMINISTRATION:

The ABE OPM Catastrophic Leave Bank Pprocess will be administered in

accordance with the following guidelines:

A fppheations-for-eatastrophiedeave shall-be reviewed-on-a-f rst-fHedfirst
e is—Approval-doss-nol-guarentes-that-a-entastrophic-lewve
applieantwillrecaive Jesveshonld theru e o uers balanesinthe ADC
Catasrephist-eave Bank.

Br——Members-of the-Committee-will-reviow-all eligib) e-nppliegtionsfrom
emplovees-for entastrophis-teave-ond-make revommendationsto-the
Birecter;

B G Beterminations by the ARC Catastraphic-T-tave Committeswill be -
reviewed-by-the-Director
A Al elipible_employe

cs_applying iur_catastrophic leave may. obtain the«
applicable application from_gither their Unj Mangger,
Central Human Resources or Spoilight.

B._ All completed applications and supporting documentation, i7 applicable, may«-
be turped in_to the Umit [luman Resources Manager, or 1o Central Human
Resources Benefits Division.

-

C. Upon_seceipt of application by Central Human Resources Benefits Division,« -
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may be made to the State Personncl Administraror for reconsideration by
the Commitree, Jhe-Disecior’s-deeision—shall-be-final-and-binding.
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Hitpaet- -Bﬂ-%hﬁ“AgEﬂE-ylsn-a]ﬁal‘ﬂﬁﬁ-}‘k"-iﬂ-gf-&ﬂEi&g—%—éenyiﬁg—@ﬂtﬂ&ﬂ%éﬁkiﬁ
Feave-ar-modifrnp-previously- approved-Catasirophie-Lenve—if—in-the
jﬂdgniaem—ﬂmhMgeneyJ)iweima-—smh—appmved%wewm]d%&immiy

impact-the-sgency s-operation:

Er——Only-ehigible-employess may-partieipate inthe- ADC. Catastrophic Teave
Bank-Program-The Unit- Humen-Reseuree Manager willveview-all
GMHMWMWﬂWMh%F%M%aWh%H&MM
Mﬂeﬁneb;«the-ﬂ%ﬂamgemvﬂl—adv&semeemplﬁye&eﬁﬂwiﬁﬂabﬂily
!‘f?‘meﬁﬁ‘d:

The Catastrophic Leave Coordinator will be responsible for making all+
eligibility determinations prior to any applications being forwarded to the

Catastrophic Leave Committee. Any empleyee disqualified for fajlure to

meet eligibility requirements will be notified in writing.

-+

F. Catastrophic leave may be granted or donated in one- (1) hour increments
only, not ou 2 monetary basis.

Q. Catastrophic teave; which would result in a negative balance in the ARC
M Catastrophic Leave Bank shall not be approved.

leavas. eCat
the birth of a balogical child
shall nel begin

continuous weeks.

or_placement of an adoptiveed child, but

2.

Hl. Employees in a catastrophic leave status; for a medical ¢
injury, dugingiasting a period of ten (10) or more days ir
k Jeave for the month returned Lo the QPM

3 catastrophic leave L
cy. due to ilipess/injurys_and accrues holiday and
! that time, (I d holiday and hirthday leave will be
ays will be reflected as paid
thday leave will not be returned to the

3

-

The leave codes and categorics for catastrophic leave due (o a medicals

emergency are CATL . Catastrophic Leave and FMLT - Family Medical

H. .. Catastrophic leave shall not be awarded retroactivelys for maternity e
ophic |eave will be awarded up to twelve (12) wegks afters -
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and/or-omstroplie-leave:
-
1. Employees in a catastrophic leave status: for maternity leaves during a

leave  staws  beging _ through  time
evaluation:ovaluation. iIf the cimployec s in 2 catastrophic leave status; for
maternity; and accrues birthday leave during that time, the acerwed birthday
leaye will be remaoved at the time of the birthday through time evaluati
I8 3.2 catasirophit Jeave status: for maternity ieave; and acerues
holiday. leave during that time, the loliday leave will have 1o be manuglly
remuovisd throwgh a guots correction for non-eiempl ewiployees. Binllay and
hediday leawe during the samsirophic maternity leave period will be reffectod
as paid catastrophic leave, No accrued leave, annwal, sick. holiday, and/or
birthday leave; will be retwnned o the OPM Catastrophic Leave Bank.

2gories for catasmophic leave tue to mafemity luave
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the ADG-Catasrophie Leave-Bunk—Exeeptions-muy-be-made-for
employees-nwarded-intermtient Jeave:

KN An employee may be dismissed if such employee fails to report to work=-.__.

promptly at the expiration of the period of approvedigranted catastrophic
leave.
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Nothing, however, shall prevent ADC from accepting satisfactory reasonse -
provided by the employee, in advance of the date the employee is
scheduled to retun to work, and from granting leave without pay status to
an employee prior 1o or after the expiration of such catastrophic leave if, in
the view of the agency director, such action is warranted. Supervisors
should not take disciplinary action for such leave until the application has
been formally approved or denied.

Catastrophic Leave Bank Program shal! be investigated_by OPM and the
employee’s agency, and on a finding of wrongdoing, an employee shall
repay all of the leave hours awarded from the ADE QPM_Catastrophic
L.eave Bank and shall be subject to such other disciplinary action as is
recommended by the State Personne! Administrator and determined by the
Director.

£0Q.  Alleged or suspected abusc, misreprescntation or fraud of the ADG QPM+ -

P.  Approved eatastrophic leave for a_medical emergency or for materniiy~ -~

legve shall be spplied concyrrently with the Family and Medical Leave
Act, if the emploves is eligible.

Q.. .. Recommendations of the QPM_Catastrophic Leave Bank Commitiee are
the Statg Personnel Administrator are not subjeel fo grievanee, arbitralion,
or litigation,

RECORD KEEPING:

The ADC Catastrophic leave record keeping procedure will track the followin frad

1. tThe amount of leave donated by each employee, the rate of pay and dollars -
value of such donated leave at the time of donation;

2. tThe amount of Catastrophic Leave awarded, including the name of thes -
recipient,_pgsition number, rate of pay. and AASIS persomel number;
and,

3 aAny other such data as required by the DFA Director, or the gesminites .

State Personncl Administrator.
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PROHIBITION OF COERCION: { Formatted: No underiive

An employee may not directly or indirectly intimidate, threaten, ef-coerce, or«--*'~-{_fmm3;§gg; Justiied

atternpt to infimidate, {hreaten-eithreaten. or coerce, any other employee for
the purpose of interfering with any sueh-employee with respect to donating,
receiving, or using ennual or sick leave. Any report of such described
instances shall be reported in writing to the Director. All written reports of
such described instances shall be investigated thoroughly and appropriate
disciplinary action may be taken for any substantiated violation.

REFERENCES:

Act 169 of 1991

Act 1176 of 1999

Act 194 of 2003

Act 182 of 2017

OPM Catastrophic Leave Program
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County Sheriffs, Mayors, Chiefs of Police and Inmates

REFERENCE: AR 1212 Inmates Housed In PAGE: 1of13
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I. POLICY:

It is the policy of the Department of Correction to allow the Dircctor and the
county sheriffs and chiefs of police to enter into contracts/agreements for state
inmates to be assigned to county or city jail facilities.

IL EXPLANATION:

The Department of Cerrection, pursuant to Act 309 of 1983, as amended, will
contract with county eofficials (sheriffs) and city officials (chiefs of police) to
house fnmates in county or city jails to relieve overcrowding in Department of
Correction facilities.

Y.  ELIGIBILITY:

The following procedures have been established for the selection of eligible
inmates to be assigned to the program.

A. Non-Eligibility for the Act 309 Program
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IV,

Persons convicted for capital murder, murder 1, any sexual offense,
escape or attempted escape, or criminal attempt to commit any of
the above offenses, or serving a life sentence or who are under
sentence to be executed or any inchoate offense of one of the
above listed offenses, are ineligible to participate in the program.

PROCEDURES:

Pursuant to an agreement between certain counties and cities and the State of
Arkansas, Department of Correction inmates may be assigned to be housed in the
county or city jails.

Responsibilities of County or City and Departmental Officials

County sheriffs, chiefs of police, or other authorized law
enforcement officers of approved jail facilities may request
assignnient of immates to their approved jail facilities to perform
particular jobs for the approved jail facilities or for a political
subdivision, or to asstst a political subdivision in supporting or
working with a nonprofit organization with a chapter, cominittee,
or other governing body that is based in the county, when the jobs
or assistance are in a particular area of need of the approved jail
facilities, political subdivision, or nonprofit organization with a
chapter, commiltee, or other governing body that is based in the
county. Inmates shall be under supervision at all times.

It shall be the responsibility of the county or city to ensure that
assigned inmate(s) are not used to provide personal services for
private benefit, to act in a law enforcement capacity, supervise
other inmates, nor used to replace city, county, state or federal
employees. Such inmates are to work at jobs that directly benefit
stale, county, municipal facilities, or other projects that are
supported by public funds.

Inmates transferred to a county or city jail for housing under Act
309-In Jail must remain at the jail facilities at all times. Act 309-In
Jail Inmates must remain within the secure confines of the jail and
cannot be used outside the facility for any reason. The county or
city will be reimbursed for housing these inmates,

Act 309-Work transfers are inmates who are housed in county or
city jails. These inmates may be used in certain public works
prejects outside the jail facilities under supervision of the sheriffs,
chiefs of police or other autherized designee of the department.
The county cr city will be reimbursed for housing these inmates,
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5. Act 309-Work inmates, if under the direct supervision of
authorized personnel, may enter business establishments to
purchase personal hygiene ilems or to procure materials, parts, etc.,
needed to complete a specific job assignment. {Example: A Work
309 inmate assigned to maintain vehicles could enter into & parts
supply house to identify and procure needed parts if under the
direct supervision of authorized personnel.)

NOTE:  Act 309-Work inmates will only be allowed outside a jail

facility to perform assigned job duties as explained
above, or to participate in approved furloughs.

6. The Deputy/Assistant Director or designee shall maintain contact
with the various county sheriffs and chiefs of police to ascertain
and to promote the sheriffs or chiefs of palice interest in the
program. The appropriate contract is provided to all interested
participants, All inquiries concerning the Act 309 program shali
be forwarded to the Deputy/Assistant Director or designee who
will see that contract information is provided to all interested
participants,

7. Sheriffs, chiefs of police or other authorized law enforcement
officers may not request the assignment of a specific inmate to
their facility. Likewise, the sheriff, chief of police or other
authorized law enforcement officer may refuse the assignment of
any inmate participating in the Act 309 program to their facility.

8. Upon the request for a “skilled” inmate(s) from a sheriff or chief of
police, the Deputy/Assistant Director or designee may provide the
sheriff or chief with a list of inmates possessing the desired work
skills from which to select.

B. Selection of Inmate

L. The Deputy/Assistant Director or designee shall contact the
Warden/Center Supervisor or designes to determine the suitability
of any inmate selected for the program and whether the inmate
qualifies for Act 309-In Jail or Act 369-Waork.

a.

If Act 309-Work is requested and the inmate is eligible, the
request will be forwarded to the Director for
approval/disapproval. The request will include the
approval sheet (Attachment #1), a medical clearance form
and the inmate’s institutional file,
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Transportation to and from the county or city jail will be
arranged with the sheriff or chief of police.

2. Upon selection, the following shall apply:

da.

A travel file (pen pack), along with the inmate’s personal
property shall accompany the inmate upon transfer. The
transfer of funds present in the inmate’s account will be
coordinated by staff of the Act 309 Program and Trust fund
banking offices.

An Inmate Transfer Form will be completed at the inmate’s
unit of assignment prior to his transfer to the county or city
jail.

A custody receipt shall be signed by the transporting
agency when the inmate(s) are released into their custody.

Upon transfer of the inmate, the institutional file will be
updated and transferred {0 the Pine Bluff Unit where it will
be maintained until the inmate discharges or returns to a
facility of the Department of Correction,

Inmates on Act 309 will be accounted for by the
Deputy/Assistant Director or designee. A daily count will
be maintained and reported to the individual designated for
purposes of the daily count,

Pine Bluff Unit Records will forward discharge orders to
the office of the sheriff or chief of police. Parole orders
will be sent to the parole officer for the county or city
where the inmate is housed, The parole officer will serve
the parole orders and notify the Pine Bluff Unit Records
Supervisor when the inmate is released from custody.

The county, city and/or Department of Correction may
request the transfer of inmates buck to the Department of
Correction if an inmate is found to be unsuitable for
housing in the county or city, or if disciplinary action is
necded for inmates under Act 309-In Jail or Act 309-Waork.

The Cooperative Agreement is to be used to contract with
county sheriffs or city chiefs of police and shall be
completed before any inmate is transferred to a county or
city facility and annually thereafter.
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i, Should questions arise conceraing an inmate’s medical or
mental health condition or needs; the Act 309 Coordinator
will ensure that the appropriate Medical or Mental Health
Administrator is contacted, He or she will evaluate the
situation to determine the type treatment or services to
render to the inmate, Some cases may require transferring
the inmate back to the department.

J: Inmates assigned to the Act 309 program will be allowed to

continue in current assignment regardless of convietion,
Inmates returned to the Department for program needs or
medical needs will be allowed to return to ths county/city
of assignment if requested by the losing agency.

k. Act 309 Jail and Work inmates may be allowed hobby eraft
privileges limited to Leather Craft, Wood Craft, Washing
Cars, and Shoeshine with the approval of the sheriff or
chief of police. Hobby craft activities will only be
extended to law enforcement officials and civil service
employees. Additional hobby craft activities must be
approved by the Deputy/Assistant Director,

C. Approval Criteria

An inmate being considered for participation in the Act 309 program
needs to be approved by the unit warden/center supervisor and inust meet
the fellowing criteria:

Hag served a minimum of 6 months since admission to a parent
unit with the Arkansas Depariment of Correction and be Class | or
eligible for Class 1 and disciplinary free for 90 days.

Is capable of abiding by the rules and regulations of the progran as
indicated by their institutional record,

Does not have an undisposed felony detainer filed against him or
her unless approved for transfer by the agency filing the detainer.

Prior to release of an inmate on Act 309, notification will be made
to the sheriff of the county from which he/she was tried and
convicted, and the prosecuting attorney’s office who convicted the
inmate. Victim or vietim’s family notification shall be done by
mail to the Tast known address supplied (o the Department of
Correction in accordance with department policies,
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Must be within 45 months of his parole or transfer eligibility date.
If the inmate has more than 45 months, prior approval must be
obtained {rom all counties with an active sentence, If the inmate is
transferring to a county other than the county in which he was tried
and convicted, the sheriff of any county from which he was tried
and convicted on an active sentence shall be notified. Unless the
sheriff(s) responds within fifieen (15) days of notification that
he/she disapproves of the transfer, the inmate may be transferred.

Any inmate convicted of kidnapping, a second or a subsequent
offense of aggravated robbery, or criminal attempt to commit these
offenses, will not be eligible for Act 309-Work classification.
These inmates will be classified as Act 309-Jail only inmates,

Inmates with more than 10 years to their PE/TE date will not be
eligible for the Act 309 program, unless approved by the Director
as provided in AD Class Status and Promotion Eligibility.

Any eligible inmate must exhibit a current medical classification
commensurate with expected work assignment. This classification
will be reviewed by the transferring unit/center medical authority.

D. Classification Status of Act 309 Inmates

The classification of Act 309 inmates may be changed by the action of the
Central Office Classification Commitiee. Such commitiee may consist of
the Classification Administrator, a Deputy Director, the Act 309
Coordinator or a suitable designee.

1.

2.

Act 309-In Jait

Any inmate who participates in the Act 309-Jail program must be
Class I or cligible at the time of transfer.

Act 309-Work

Any eligible inmate currently assigned as an Act 309-In Jail inmate
,may be considered for reclassification and assignment as an Act

309-Work inmate. A letter from the sheriff or chief of police

requesting the inmate be penmitted to participate in the Act 309-

Work program is sufficient cause to initiate the process.

a. Receive written request from sheriff or chief of police.

b. Receive inmate state file.
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c. Review by Central Office Classification Committee.
d. Review by the Director for Act 309-Work.

€. Approval form completed by the Central Office
Classification Committee.

f. Upon completion of the 309-Work vote sheet, a lefier is
mailed to the requesting sheriff or chief of police stating the
approval/disapproval of the inmate for 309-Work,

g. The approval form and a copy of the letter to the sheriff or
chief of police (“f” above) are sent to the Pine Bluff Unit
records office for entering changes into the record and
notifying the inmate (time card).

E. Temporary Release/Meritorious Furlonghs

Furloughs, Class I-B Act 309 intnates can request meritorious furloughs
utilizing procedures per Administrative Regulation 812, Administrative
Directive Meritoricus Furloughs, and as outlined below.

I, If approved for Act 309 furlough, the inmate will be eli gible to
have a weekend furlough no more often than every ninety (90}
days. No furlough will be granted during a holiday weekend;,

2. Act 309 furloughs are to be taken on weekends and are not to
exceed 48 hours and will begin on the first day of furlough at 5:00
p.m. and end on the last day of furlough at 5:00 p.m.;

3 A 309 inmate must have been in the program for 90 days before
becoming eligible for a furlough;

4:~-———Aus{1‘}-7i:1mmamus[—have-{aeen-in'"l-heeusmdy» of the Depaniment. of
Correction eontinuoushyfor-one-year

& d)as wtawed Closs LB stuus and snaiitained it For a1 Jeast hwelve 125 months,

5. A 309 inmate is not required to repott to a monitor while on
furlough unless otherwise directed;

6. Each request for furlough will be forwarded to the Act 309

Coordinator for processing by the Classification/F urlough
Committee at the Pine Bluff Unit;
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Inmate request for furlough must be accompanied by a letter of
recommendation signed by the sheriff or chief of police;

The sponsor must be an immediate farnily member or someone
listed on his/her approved ADC visitation list. Sponsors have the
responsibility for transporting the inmate for furlough,

F. Act 309 Oversight Commiltee

An Oversight Committee will be established to act as a vehicle to
address training requirements, problem areas and rule chan ges.
During the normal course of operation, investigations may be
required of the Act 309 program concerning allegations of
mismanagement, misconduct or other issues. Should an
allegation(s) be found with merit, a report summarizing the Act
309 Coordinator’s findings will be referred to the Act 309
Oversight Committee for its review and recommendation.
Investigations in which allegations have been found with merit by
the Act 309 Coordinator will not be regarded as closed until all
reports have been formally reviewed and acted on by the Oversi ght
Committee. This review will normally cccur at the next regularly
scheduled meeting of the Oversight Committee,

Should an investigation reveal no merit to the allegation(s), a
formal review will not be required of the Oversight Committee.
However, a copy of all reports contained in the investi gation will
be made available to the Oversight Committee for informational
purposes.

a. The Oversight Committee will consist of a Deputy
Director, two members of the Board of Corrections, three
Wardens and three Sheriffs. Also serving as ex-officio
members will be the Act 309 Coordinator and the Arkansas
Sheriffs Association Administrator.

b. The Oversight Committee will meet quarterly to review
policy and recommendations submitted by the Department
of Correction or Sheriffs.

Nothing in this section prohibits the ADC Director from
reassighing inmates as deemed necessary to maintain security for
the benefit cf the inmate or the community.

Any allegation of abuse will be investigated by the Department,
Any sheriff’s agency or police department found in violation may
be subject to sanctions ranging from verbal warning to termination
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of the agreement based on the severity of the violation. If an
agreement has been terminated, a review may be conducted by the
Department at a future date, and if the sheriff or chief of poelice
presents a plan of action that will prevent recurrence of said
violation, and approved by the Oversight Committee, the
Department and the sheriff or chief of police may enter into an
agreement to house state inmates on a probationary basis upon
approval of the Board of Corrections.

V. REFERENCES:

Arkansas Code Annotated 12-30-401-407

Act 309 of 1983, (As amended by Act 1112 of 1991, Act 532 of 1993,
Act 1188 of 1995, Act 115 and Act 936 of 1997 and Act 444 of 2017).
AR 812 - Temporary Release/Meritorious Furloughs

ARI200A - Furloughs for Work Release Inmates

AD 14-05 Meritorious Furloughs

State of Arkansas Jail Standards
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REQUEST FOR CONSIDERATION
ACT 309
Name: ADC#
Unit, - _Class: _ Dateof birth: __ -
Length of Sentence: — __ PEME date: -

Convicted of:

County/Counties of Convicticn:

Date of last disciplinary:

Counties/Cities requesting; = . . B

Current Job/Program Assignment;

[ have the following skills:

Signature: Date:

You must serve six {6) months at your initial unit of assignment, be Class | eligible, and be
disciplinary free for ninety (90) days to be aligible for consideration to participate in Act 309,
Inmates who have open detainersiwarrants, convicted of capital murder, murder 1, any sexual
offense, escape, attempted escape, or criminal attempt to commit any of the above offenses
ARE NOT ELIGIBLE TO PARTICIPATE IN THE ACT 309 PROGRAM.

The Gounty, City andfer Department of Carrectian may request the transfer of inmates back to
the Department of Corection if an jnmate is found to be unsuitable for hausing in the county or
city, ot If disciplinary action is needed for inmates under Act 309-In Jail or Act 309-Work.

Ferward completed request to: = =

N 309 Office Review:
Arkansas Department of Correction (For use by 309 StafF only)

Pre-screen Approval
Attn: Act 309 Office .
Denied:
P.0. Box 8707
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Attachment X

Committee Comments; _

Director’s Action
____ Approve transfer under Act 309 Work Program.
Direct sheriff to resubmit for reconsideration in
_ Deny transfer under Act 309 Work Program.

Reason:

Director

[ TRANSFER N

To: _

From; —

Dimtes_

Tormseby Act 309 smffonly | Act 309 Work Program
Approval Sheet
Inmate Name: — o ADC#
From: _ Tos:
Job Assignment: o _Job Assignment:
Status Assignment: Statas Assignment:
Classification Action

Approved o Denijed:
Approved: ) Denied:
Approved: _ . . Denied:
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Aot 309 Treatmens Program Waiver

Thave been screened for the Arkansas Department of Correction 309 Program, and 1 wish to participate in
that program.

L have been screened for substance abuse freatment and & referal for treatment has been completed.

1 am being transferred to a 309 Program, which has a substance abuse program bui | am fully aware that the
program in .. Counly does not substitute for the ADC’s treatment programs i the
following manner:

{1) The county’s program will not result in Good Time as allowed by state law for
the completion of a substance abuse treatment program in the Arkansas
Department of Correction.

(2) The Arkansas Parole Board may stipulate me to complete the substance abuse
treatment program in the Arkansas Department of Correction despite my
participation in the county’s program,

Having been advised of the information above, | waive participation in the Arkansas Department of
Correction’s substance abuse treatinent program and recognize that 1 will not be transferred back to the
Department fur treatinent unless the Arkansas Parole Board stipulates that 1 complete that program, and
that such a slipulation typically takes place just before a T E. (transfer eligibility) date, Therefare, if T am
stipulated, I will not be released on my T.E. date, bui after completion of the treatiment program.

I acknowledge that 1 heve the option of completing treatment in the Arkansas Department of Correction
and delaying participation in the 309 Program, but wish to refuse to participate in treatment.

Inmate Printed Name ADCH#
Inmate Signature Date
Witness Printed Name Titke

Witness Signature

Date
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[ ADC SCRITHING FORM FUA 300 CANTIDATES ]
INMATE NAME Abce
UNIT NAME
DATE COUNTY TO BE ASSIGNED
TYPE OF COUNTY JOB
GIRRENY ADC JOB
WRITE BELOW LINE DNLY
MEDIGAL GLASSIFICATION: M-

ATTAGH A COPY OF ALL CURRENT RESTRICTIONS.

|15 THE INMATE FRESCRIBED ANY MEDICATIONS THAT MUST EE ADMINISTERED BY A NURSE,
INJECTIONS, INH, CONTROLLED MEDICATION, ETC? I yes 1 No It yes, plesse explain:

HOW MANY TIMES PER MONTH DOES THE INMATE PRESENT T0 THE INFIRMARY
WITHISSUES OR CONCERNS, (USE LAST SIX MONTHS TO REVIEW)?

18 THE INMATE RECEVING ANY TREATMENT AND/OR REQUIRED TO REFGRT REGULARLY TOQ THE
MEDICAL DEPARTMENT? [Oves [(Ome  IF YES, PLEASE EXPLAIN:

LIST ANV UPGOMING APPCINTMENT (DFFSITE, INHOUSE AND DENTAL} AND INCLUDE
DATES AND WHAT THE APPOINTMENT IS FOR;

DOES THE INVMATE HAVE DENTAL PROCEDURES THAT NEED TO BE COMFLETED? Qs Owe
GOES INMATE HAVE A PROSTHESIS? [Ty [Jno )i yes, what bype?
LD';ES THEINMATE REQUIRE A SPECIALDIET?  [Jves Clwo ir yor,  whel lype?

CATE IF INMATE REQUIRES FACILITY WITH:
¢ 24HourNuraing Coversge? [Dves  [Ina

* Daly Nursing Coverags? Ovs [COro

IF YES, PLEASE EXPLAIN:

SIGNATURE OF PERSON COMPLETING THIS FORM = DATE
l ey SeTiermn
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Arkansas Department of Correction

ADMINISTRATIVE DIRECTIVE
SUBJECT: Employment
| NUMBER:  16-0217-21 ____ SUPERSEDES: 32-1016-92
APPLICABILITY: All Employees and Applicants
REFERENCE: AR 204 — Employment Policy PAGE 1 of 9

| APPROVED: Original signed by Wendy Kelley EFFECTIVE DATE: 2/8/16 7-1-2017

I POLICY:
It shall be the policy of the Arkansas Department of Correction to ensure all
applicants arc given fair and equal opportunity for employment in accordance
with all state and federal guidelines.

. EXPLANATION:

The Arkansas Department of Correction is an Equal Opportunity Employer. All
positions are open equally to qualified male and female applicants.

III.  DEFINITIONS:

A. Employee. A person regularly appointed or “employed in a position of the
Department of Correction for which he or she is compensated on a full-time
basis and which has a class title and pay grade in Arkansas Code Annotated §
21-5-208. :

B. Cluss or Classification. A group of positions sufficiently similar as to duties
performed, scope of discretion and responsibility, minimum requirements of
training and experience or skill, and other characteristics that the same title,
the same test of fitness, and the same scale of compensation have been or may
be applied.
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C.

Promotion. A change in duty assignment of an employee from a position
in one classification to a position in another classification of a higher
salary and/or grade requiring higher qualifications, such as greater skill
and longer experience, and involving a higher level of responsibility.

In accordance with the AD governing Employee Conduct Standards, an
employee is not eligible to apply for or receive a promotion or transfer
while on probation as a result of disciplinary action unless a waiver has
been granted by the Director.

An employee who applies for and receives a demotion, or who has been
administratively demoted, will not be eligible to receive a promotion to a
higher classification during the twelve months following the demotion.

If an employee promotes to a classification one or more grades higher than
the current classification within their current pay grid, a 10% salary
increase on the salary, less any enhancements or differentials, will
normaily be awarded. If an employee promotes from the career service
pay grid to the professional and executive pay grid, a 12% salary increase
on the salary, less any enhancements or differentials, will normally be
awarded. However, provisions of the state pay plan will govern in all
situations as years of service and other applicable situations may limit the
increase that may be awarded,

Demotion. A change in duty assignment of an employee from a position
in one classification to a position in another classification of a lower salary
and grade requiring fewer qualifications such as lower skill requirements,
less job-related experience, and a lower level of responsibility. When an
employee voluntarily or is administratively demoted to a classification one
or more grades below the current classification within their current pay
grid, a salary decrease of 10% or 12%, less any enhancements or
differentials, will normally be required. However, provisions of the state
pay plan will govern in all situations as years of service and other
applicable situations may limit the decrease that may be required. An
employee who applies for and receives a demotion, or who has been
administratively demoted, will not be eligible to receive a promotion to a
higher classification during the twelve months following the demotion.

If an employee enters a position that is authorized to receive a Labor
Market Rate or a Tier Plan Rate and receives a promotion, demotion, or
transfer within the same job family or tier level within twelve months,
their base salary must be adjusted with the applicable percentage increase
or decrease according to provisions of the pay plan and authority of the
Office of Personnel Management.

New Iirc. Employees entering state service for the first time.
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IV.

F.

Rehire. Employees refurning to state service after a break in cmployment
of two or more pay periods.

Displaced Worker. An individual who has worked for an employer that
has downsized or closed within the last twelve (12} months, in which they
were continuously employed for three (3) or more years, will be
considered for hire with the ADC without a high school diploma or GED.
All other criteria must be successfully completed. This individual will not
be eligible for any type of promotion and/or merit increase/promotion until
he/she has acquired a GED.

Transfer. Employees transferring between state agencies or institutions or

laterally within the Department of Correction without a break in service,

Hiring _Autherity. Human Resources Administrator/Wardens/Center

Supervisors/Administrators are authorized to make final selection of
applicants for positions available within the Arkansas Department .of
Correction.

Human Resources. Any employee assigned or designated by a

Deputy/Assistant Director, Warden, Center Supervisor, or Administrator,
whether within a division, unit, or Central Human Resources, to perform
employment-related functions.

PROCEDURES:

A

Position Vacancies;:

1. The Hiring Authority must initiate a Position Vacancy Report and
Hiring Freeze, with appropriate justification, in order to fill any
vacant position. These documents must be submitted to the
Central Human Resources Office.

2. Upon receipt of the Hiring Freeze, the Central Human Resources
Office will determine if the position is budgeted and authorized to
be filled. It will then be forwarded to the Department of Finance
and Administration, Office of Personnel Management, for final
approval.

3. Positions assigned to G513 and above, 1T08 and above, MPO3 and
ubove, or Senior Executive the—prefessional-and-exeeutive-pay
srd-along-with-non-classified position vacancies, are not required
to be advertised. The Director has the authority and discretion to
appoint or transfer individuals into these classifications.

4, Classified position vacancies within the eareergeneral sepvicesalary
pay plan must be advertised according to procedures established by
the Department of Finance and Administration, Office of
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Personnel Management:, ~ Eexcept when an emergency hire is
warranted, M—ﬁﬁ—ﬂﬁ%b&aaﬂmmeé—byﬂ&e—@#ﬁee——e%?—mﬂﬂel
Mamgem&nt——aﬂ—pemmn‘ ; «
advertised-for-a minimum- {%ﬁ%&iiﬁ—dﬂﬁ'ﬁ—b@-@?ﬁ—}ﬂmﬂﬂiw

~selee%1@n—1areeesb-&l—‘i1wnvexemptlpesﬂ+em—shai I-be-advertised

inittating-the-selection

WS%—%&@]W@H—@H@WM%F@%MSM{ -ofa
p%&%mﬂmqm&d%&@enm}ama&&emwe

Requests for recruitment or advertisement of positions that require
additional actions, e.g., newspapers, mail-outs, efc., must be
submitted to and coordinated by the Central Human Resources
Office.

Individual units may advertise monthly for CO I’s if there are open
positions available at that unit. Each application must have a
completed dxsposmon within thirty days of receipt. If an
application is not dispositioned within thirty days, no new
applications may be accepted.

All applications received for advertised positions must be
submitted according " to the guidelines established by the
advertisement. Applications received must be complete and will
be reviewed to determine if the applicant meets minimum
qualifications for the vacancy. Work credit will only be given for
paid positions, or internship under a higher education program
relative to the qualifications for the position. All qualified
applications will be submitted to the Hiring Authority after the
closing date of the advertised vacancy.

&—— Employees-selected for-positions-requiring-Management-Level-d—

Pleertificationswill-be-scheduled-and-required-to-nttend-the-next

avathiblo Managementbevel-classrelative-to-theiposition:

B. Employment/Selection Process:

1.

The Rating System set forth in this policy shall be utilized by the
Hiring Authority and/or interview committce for scoring applicants
selected for interview. Scoring shall be conducted in a manner that
ensures objective criteria are used for selection of the most
qualified applicants for vacant positions. Points shall be awarded
to applicants for the following criteria: education, experience, and
military service. The Rating System shall include:

a. Related Edugation. The applicant must meet minimum
requirements for the job classification or must be approved
as a quabfied applicant per state requirements. A
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maximum of ten (10) points may be awarded to an
applicant for completion of Related Education above and
beyond the Minimum Educational Requirements for the
position. (For example: If the Minimum Qualifications
require a high school diploma, and the applicant possesses
a related Associate’s degree, two and one-half (2.5} points
will be awarded; if the applicant possesses a related
Bachelor’s degree, five (5) points will be awarded, and if
the applicant possesses a related Master’s degree, ten (10)
points will be awarded. If a Bachelor’s degree is required
and the applicant possesses a related Master’s degree, five
(5) points will be awarded, and if the applicant possesses a
related Doctorate’s degree, ten (10) points will be
awarded.) A copy of the diploma or degree showing the
award of the educational level is required. All diplomas
reccived must be from an institution accredited by the
Department of Education for the applicable state. All
degrees received must be from a college or university
accredited by one of the Regional Institutional Accrediting
agencies recognized by the United States Department of
Education.

Related Experience. An applicant’s experience level for
the job classification is awarded .25 points for each month
of related experience excceding the minimum
requirements, up to a maximum of ten (10) points.

Veteran’s Status.  An applicant may qualify for five (5) or
ten (10) points in accordance with provisions of the
Arkansas Veteran’s Preference Law. To claim Veteran's
Preference, an applicant must be honorably discharged
from a tour of active duty, other than active duty for
training only, with the Armed Forces of the United States,
or served honorably in the National Guard or Reserve
Forces of the United States for a period of at least six (6)
years, whether retired or discharged. Five (5) points are
awarded for standard veteran’s preference, A disability
discharge is ten (10} points. Discharge must be for
“Honorable” or “Under Honorable Conditions” only.
Disabled veterans or the spouse of a disabled veteran shall
have ten (10) points added to his/her final rating score. The
applicant must produce a copy of their DD214 long form or
NGB form 22 to receive veteran’s preference points. Total
points awarded for veteran’s status canmot exceed ten (10}
points.
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d. Interview. Scoring for interviews shall be determined by
assessing 1) the completed application form, 2) other
written material gathered or presented and the applicant’s
responses to questions which support the knowledge, skills,
and abilities (KSA’s) of each job specification. The rating
shall be multiplied times the numerical weight (importance)
assigned for each KSA to determine the interview score,
which must be 60% or higher. Any supervisory position
requires an interview score of 70% or higher.

2. The Hiring Authority shall appoint the interview committee, which
will consist of three (3) to five (5) members of the Department.
These committee members must be representative of the racial and
gender composition of the applicant pool, the same or higher grade
as the advertised position, and familiar with the knowledge, skills,
and abilities of the position to be filled_or positions consisting of
General Salary -4 can be interviewed by the immediatc supervisor
of the position without a committee. The Hiring Authority may
also bypass the committee system if there are 3 or fewer applicants
gligible for the position. At least one member of the interviewing
process must have successfully completed Structured Interviewing
Training. = el : HY 1 : i
the-pesition—TheThe Hiring Authority may select the top-scoring
applicant if the Hiring Authority sat on the original interview
panel; or, prior to making a final selection, the Hiring Authority
may elect to re-interview the top three (3) applicants if the Hiring
Authority did not sit on the original interview panel. Written
justification in clear and unambiguous terms is required if the
applicant selected did not receive the highest score, and this
Justification must state why this person was selected over the top
scoring applicant,

i

3. Interviews will be conducted for advertised positions if there are
applicants with a natural, maximum pre-score cut-off of ten (10)
points based on: education, military service, and work experience.
Work experience and education must be applicable to the advertised
position in order to receive points. However, no applicant can
receive more than thirty (30) pre-scorc points. There is no minimum
or maximum number of applicants that can be interviewed for a
position. All applicants with military service, who provide a copy of
their DD214 showing an honorable discharge, will receive veteran’s
preference points and must be interviewed, regardless of their pre-
score points.
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IT' the Hiring Authority chooses to interview only those applicants
with 2 minimum pre-score, then all applicants with that pre-score, or
above, must be interviewed.

4. The Hiring Authority or Human Resources must conduct a
background check on all new employees, contractors, volunteers,
and Interns/Student Services prior to them assuming their duties, in
order to identify whether there are criminal convictions that have a
specific relationship to the job performance, The background check
shall include comprehensive identifier information to be collected
and run against law enforcement indices. If suspect information on
matters with a potential terrorism conmection is returned on an
applicant, it is forwarded to the local Joint Terrorism Task Force
(JTTF) or other similar agency. The background check shall
include, but is not limited to, NCIC/ACIC record review, Justice
Exchange, two or more favorable employment reference checks, and
Maltreatment Registries check. If the NCIC/ACIC report reveals ten
(10) or more points assessed against an applicant’s driver’s license,
or reveals that a license is suspended or not valid, the applicant is not
eligible for hire if the position applied for requires a driver’s license
or requires driving a state vehicle. If the applicant only has one
favorable employment reference, or has no employment history,
approval to hire may be granted by Central Human Resources. The
Hiring Authority must be notified if the references cannot be
obtained within three (3) working days. Documentation relative to
the employment background check must be attached to the

promotion/hire packet.
5. Incumbent staff who promote or demote to business positions in
. areas such as accounting, inmate banking, commissary, or any other

area which has access to agency financial accounts, must have a
background check completed and submitted as part of the packet for
approval. This also applies to staff that promote or demote to a
position in Information Technology. Employees occupying these
positions will have an updated background check every 5 years.
Although a criminal conviction (i.e. embezzlement, fraud, eic.) does
not automatically eliminate an applicant, approval may not be
granted due to the nature of the criminal charge if' it may conflict
with the type of duties being performed.

6. Pre-employment screenings as may be required by department
policy or procedure will be conducted prior to final review and
approval of selectee. Such screenings may include, but are not
limited to; 1) a drug test, 2) a physical assessment, 3) a
tuberculosis test, and 4) the ability to perform essential job
functions. Applicants rejected for failing to pass a test for drugs
will not be reconsidered for twelve months from the date of
rejection and upon reapplication must have successfully completed
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a state licensed drug rehabilitation program during the twelve-
month period. A final offer of employment may not be made until
all required documentation has been received and administrative
approval has been received.

The promotion/hire package recommending an applicant for
selection must be presented to the Central Human Resources
Office for administrative approval. The packet will consist of all
documents as specified on the Human Resources Pre and Post
Check-Off Sheet, including the Contingent Hire Notification
documentation.

Positions classified as Grade-C120-and-aboveGS09 and above. IT
08 and above. MPQ3 and above -will be approved by the Director,

Grades-GClH7—and—-uboveGS07 and GS08. IT07 and 1T06, and
MPO2 and below will be approved by the applicable

Deputy/Assistant Director. Grades—Ci16—-and—belowG806 and
below will be approved by the Hiring Authority and the Human
Resources Administrator.

Following acceptance of an offer of employment, all other
applicants will be notified of the decision by the Central Human
Resources Office. Approved promotions and transfers should
occur within two weeks following the employee’s acceptance of
the position and notice to his/her supervisor, unless alternative
arrangements are authorized by the gaining and losing Hiring
Authority.

C. Transfer:

1.

Administrative Transfer. The Director may at any time transfer
employees and/or their positions to another location when the
transfer is in the best interest of the Department.

Voluntary Transfer. An Employee of the Department of
Correction may request a voluntary transfer from a position
classification at one location to the same position classification at
another location provided there is an open advertisement for that
position at the desired unit. The applicant will route requests for
voluntary transfers through the Hiring Authority (releasing and
receiving) for consideration and approval. The Hiring Authority
has the option of selecting a transfer applicant in lieu of
interviewing for the vacant position.

D. Demotion:

I.

Administrative Demotion, Employees may be demoted to a lower-
graded position classification in accordance with provisions of the
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E.

Rehire:

department’s employee conduct standards policy. All demotions
must be approved by the applicable Deputy/Assistant Director or
Administrator.

Voluntary Demotion. Employees of the Department of Correction
may request a voluntary demotion from their current position
classification at one location to a lower graded position
classification at the same or at another location provided a vacancy
has been advertised. A completed state application must be
received during the advertisement period. The applicant will be
considered with all other qualified applicants in the interview
process.

]

The Hiring Authority will review Rehire applications and related
previous work history to determine the reason(s) the employee
terminated employment with the Department of Correction.
Applications from persons not recommended for Rehire will not be
considered for at least twelve months from date of termination.
Applications from persons terminated for violation of the drug
testing policy will not be considered for at least twelve months,
and the applicant must have successfully completed a state
licensed drug rehabilitation program since termination to qualify
for rehire consideration.

A rehire applicant that has not been gone for at least 90 days will
be considered for re-employment only at his or her previous unit of
assignment unless this requirement is waived by the Director.

The Hiring Authority will include the Rehire application, along
with the applicant’s previous termination notice(s) and all
documentation of previous employment periods with the
Depariment of Correction. This information must be submitted
with the Rehire packet and forwarded to Central Human
Resources.

The Director or Human Resources Administrator will make the
final decision regarding all Rehire applicants.

Procedures Manual/Required Forms:

The Human Resources office shall develop detailed administrative
procedures and required forms to guide the employment process. The
forms will be placed on the Department intranet site.
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Arkansas Department of Correction

ADMINISTRATIVE DIRECTIVE

SUBJECT: Inmate Correspondence

NUMBER: 16-28]17-23 SUPERSEDE: 16-2842
APPLICABILITY: ANl Staff and Inmates PAGE: 1017

REFERENCE: AR 860 —Inmnte-Coreespondence PAGE: 1o 7
AR 86l ~ funnte Corres poinlence

AR 401 — Searches for and Control of Contraband

AR 841 — Inmate Property Control

AR 825 ~ Inmate Name Change for Religious Purposes

AD - Inmate Name Changes

AD - Inmate Property Control

ACA Standards
APPROVED: Original Signed by Wendy Kellcy EFFECTIVE DATE: 8208/8/21/20176
I. POLICY:

It shall be the policy of the Arkansas Department of Correction to permit inmates
to correspond with family, friends, officials and other significant community
contacts with a minimum of interference consistent with the legitimate security
needs of the facility; limwever, il Increasing wse of ilepal drags bax led 1o the
neerd 1o mif jneonying paper cofrgspoudence,

1L, EXPLANATION:

it is the Department’s policy to open all mail in accordance with the procedures
outlined in Administrative Regulation (AR) 860, [nmate Correspondence, The
regulation covers Privileged, General, and Interstate/Inter-Unit correspondence.
Since opened mail will not be returned to the sender by the Postal Setvice without
additional postage, the inmate shal] be responsible for the cost.



-_' AD 1618 1 721 Inmate bnrrespandcum:

III.

1V,

DEFINITIONS:

Page 20710 |

L. Inspections: Mail or hebbyeralthobby-rraft packages will san-be
opened in order to determine if any contraband items are contained
therein and to remove any such contraband items.

2. Creiteral Currespor

o}

i iban_privileeed

_sorrespondence, will be i

whiel will be gopied (hlack and white photogopy) along

elg;u_

and back, shall be provided B cach jiem of peneral

nei_swrrespondesce nudled bo e moake,
ited o throe pages

mih 1he

sd-backs so that twe [2) sheets of paper, front

virrrespondence an immate receives, Originals will be shredde

after the copy has been made,

et s on| b
\u unfzadions spevilie

el beluw

shal! Ju cons icle{i mw:luud cnrrgsm:mlmw o Juny g e

desianaled individuals are acting in {heir official capacities.

e B AMTieers of Federal, State, and Local Courts;
» h, Any Federal or State (ITeial or Avency,
= = o=l Any Adminisizator of the Deparunent of Correction:
d. JThe Parole Board or its their stalt

—— ¢, The Board of Corvectiuny or its theis stafl:
o R The Inmatg's Alloraeyls): angd
g, _ Aoy wember of the hedia,

24.  Contraband: Any item that is not permitted under the usual rules

of the unit/center - including seneral correspondence that exceeds

three pages.

35.  Rejection: Anyilem ol vorrespondence containing my contraband

awill be refeered. Any jlem of seneral correspondence exceeding the

Limitgtings set outin Scetion 1V, AL below will be rejectod, In

adedilion,

L

lition, Subjestto wwew-imdwee%ﬂm ofsuelany material

which the the sweardendfventur supervisor ofr desience reasonably

effieiali sineerely4letermines believe will presents a clear and
present danger to institutional security wiil be reigcted, -

PROCEDLURES:

A, Inmate Correspendence Constituting or Containing Contraband

Formatted; Indent: Left: 1.5", No bullets
¢ or numbering ]

[ Formatted: List Paragraph, No bullets or |

{numbermg Tab stops: Not at 15" i
Formatted: Indent: Left: 1.5", No bullets
or numbering

[Formatted Indent: Hanging: 0.5" B }

?-Formatted: Indent; Left; 1.5", No bullets }
or numbering
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1.

The originals of anv incoming seneral correspondence copied and »

Page3of 0]

+———All mail is opened in accordance with AR 860. Mail . Formatted: List Paragraph, Indent Left 17,
containing contraband gy the contents uf which ex ing an Hanging: 0.5", Numbered + Level: 1 +
envelnne witlowriling v one side und three sheets of B 4o 5 1 Numbering Style: 1, 2 3.+ Startat: 1+
mrch {or smaller) size paper with ywriting vn one side will be A“g"”"‘j"t‘ Left + Aligned at: 1" + Indent
returned to the sender and the inmate 1o whom the correspondence petindes
was addressed and/or was to receive the contraband will be

required to pay for the return postage or agree to the destruction of

the mail and contraband. Notg that individunl phetouraply will be

eomsidered e shewt of paper, and nothine kareer than 8 4 ineies

byx 11 incheswill he copivd, No eclor photocopies will be nade,

* | Formatted: List Paragraph

IS

Formatted: List Paragraph, Indent: Left: 1%, i
Hanging: 0.5", Numbered + Level: 1 +
Numbering Style: 1, 2,3, .. + Startab 1 +

delivered to the inmate wil| be shradded immediaiely,

Inmates are encouraged to communicate with those persons with Alignment: Left + Aligned at: 1" + Indent
whom they correspond to make them aware of the items which at: 1.25" e |
they can receive legally and request that contraband items not be

sent,

Inmates will be given thirty (30) days from the date received to pay
the postage for returning the mail rejected -conpabving contraband
arexeeading theJimitatiens-in-under this policy. Hlegn! contrabhand
will be seized. If the inmates is are not willing to pay for the return
postage within the time limit, the mail and contraband wil! be
destroyed.

Mailroom personnel will submit the items to be destroyed to the
Deputy/Assistant Warden/Center Supervisor for review and/or
approval to destroy.

At a lime designated by the Warden/Center Supervisor, afier the
time limit has expired, the mailroom personnel and the
Deputy/Assistant Warden/Center Supervisor wil] oversee the
destruction of thesaid mail and contraband.

Any mail received without a return address containing the first and
last name of the individual or the business name, street address or
post office box number, city, state, and zip code wiil be considered
contraband and destroyed. However, it may be opened to
determine if disciplinary charges are warranted against the
intended recipient.

Original newsprint paper is difficult to screen for illicit substances.
Correspondence which includes original newsprint paper is
considered contraband and will be destroyed pursuant 1o this
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B. Inmate

6——

#

Page 40010 |

administrative directive, However, photocopies of newspaper
articles may be sent with general correspondence so long as it does
not violate the correspondence or publication policy regarding
content._The copy wf newsprint must be on 8 %2 byitsel by 11 ingh
eiper o swller and each sheet will eount as one uf e three pages
altowed as veneryl cormespomdence,

Electronic Correspondence

All inmate electronic correspondence will be subject to the rules
outlined in AR 860, Inmate Correspondence,

The cost of the electronic correspondence is at the expense of the
sender. “The cost of any rejected electronic correspondence will
be at the sender’s expense.2

Electronic correspondence will be considered General
Correspondence only; however, the limit o thiree sheets and one
side gf an envelope will net apply, -

All incoming and cutgoing electronic correspondence will be
inspected and approved before distribution.

Inmates who have purchased an approved MP4 Player may have
their electronic correspondence downloaded through the availabie
Kiosk in the Unit. The correspondence is transferred
electronically. No printed version will be provided to the inmate.

Ma&mm—pammﬂeiwmmsubmi%m&kemﬂ&bwe%yedwhe
Peputy/Assistant-Warden/Center-Supervisorforreview-andior
appreval-to-desteoy.

Electronic photographs will be available to inmates by two (2)
Separate ways. Inmates who have purchased an approved MP4
Player may have their photos downloaded through the available
Kiosk in the Unit. No printed version will be provided to the
inmates. The photos obtained by the inmate in this way are not
subject to numerical restrictions, as with printed photos as
identified in AR 841, Inmate Property Control, Electronic
photographs will be printed and delivered to the inmate if he/she
does not possess an MP4 Player. The printed photographs must be
in compliance in content and number as stated in AR 841, Inmate
Property Control. If more than five (5) pages of photographs are
received, the entire correspondence will be rejected. The inmate
receiving electronic photographs is responsible for ensuring that
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the number of printed photographs in his/her possession does not
exceed established 1imits.

87.  Rejected electronic correspondence will be rejected in its entirety,
C. Legal/Privileged Correspondence
1. Privileged Correspondence
deoming and vulgoing eorrespandence with the persons-or
srganizations-ypeciiied-belowashal -he-considoved privileged
siapreapimdineeasdong o thedesianmed fadividuals-a - theting-in

theireffivial copacities,

: LMhieers oF-Federal -Stute-and-Lueal-Courts
b - Aty Bedersl-or-State-OFisial o Ageneys

P
o

T e A Adminishnter ot the-Depuniment o Correstion:
T e g Whie Pyrabe-Boand o-their staill
‘ — @. The-Bosrd-ol 4 2omesions or-dheie siall;
T e e dnnbely Atterne(s): and
ey ptember-of e Medin

Incoming privilesed mail Tromamy-ofthenhove will be opened
only in the presence of the inmate.eomcerned-for insprectisn-of
centraband. Mail opened and inspected under these circumstances
will not be read or censored, but may be rejected in its entirety if it
is found to contain contraband.

There will be no records kept of incoming or outgoing privileged
correspondence. Outgoing privileged correspondence shall have
the words "Privileged Correspondence" or "Legal Mail" marked on
the envelope or it will be considered general correspondence. All
incoming privileged mail should be in official fetterhead envelopes
and should be clearly identified as "Privileged Correspondence™.
Media mail should be clearly marked "Media Mail".

2. Each Unit should schedule a “Privileged Mail Call” fin ontgaing
mail once a day, Monday through Suturdiy-Friday excluding
holidays,

3. During “Privileged Mail Call,” all correspondence will be checked
for contraband by two staff mentbers, (i.e., Sergeant and Shift
Captain or Lieutenant), and sealed in the presence of the inmate.
Both the Sergeant and the Captain or Licutenant will sign the back
of the envelope.
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4. Once the Sergeant and Shift Captain or Lieutenant have signed the
back of the envelope(s), outbound puvileped the mail will be
deposited in the authorized Privileged Mail Box to be picked up by
mailroom personnel.

5. Any mail marked “Legal or Privileged Mail” that has not been
processed [n accordance with paragraphs 3 and 4 above will be
given to the Shift Captain or Lieutenant by the Mailroom staff, The
Captain or Lieutenant will return the mail to the inmate(s) to be
opened in his/her presence to insure contraband is not present,

6. Units having x-ray machines will scan all incoming and outgoing
privileged correspondence for contraband, For example, loose
powder can be detected if the letter is stood on end and “bumped”
causing the powder to collect in the corner of the envelope’s
seal/flap. In addition, tablets and capsules can be detected during
the seanning process. After x-raying, mailroom staff will initial

the envelope.

7. Additionally, mailroom staff must also lay envelopes on a flat
surface and run their hands over them to feel for possible
contraband.

8. Inmates in Administrative Segregation or Punitive will have

his/her euthound privileged correspondence checked at their cells
in accordance with paragraphs 3 and 4.

General Correspondence

Correspondence, other than privileged or Interstate/inter-unit
correspondence, shall be considered general correspondence. Inmates do
not need to submil a list of the people with whom they wish to correspond
nor will any approval be needed from the administration prior to
corresponding. There will be no limitation placed on the number of letters
mailed or received,howeyer, ihmind sengial vach item of inbound
correspondenee is limiigd 16 the ol 8 % 8 L] weh paper or sogadler
aloig with ome sidke of an envelope which witl be photeapicd and
delivered to 1he innwite, All general correspondence, both incoming and
outgoing, may be opened, inspected, read and records may be kept of all
incoming and outgoing general correspondence -o-see-that the family
contagi-is-maintained—Such-sontaut-is essentisLforrehabilitation and
arrafgements-may-be-mades-in-the-absence-of-Rumily contaet; Tor
corespandencewi

t

The full name under which the inmate was committed and the ADC
number of the inmate shall be shown in the upper lefi-hand comner of the
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envelope on the outgoing mail. Any violation of the rules and regulations
which also constitutes a violation of Federal Postal Laws shall be reported
to the Federal Postal authorities or appropriate personnel responsibie for
the processing and inspecticn of such mail.

Inmates in punitive segregation will be allowed 1o send and receive
photasepiesof ueneral correspundence tphetpeesied) and privileged
worrespondency letters-on the same basis as inmates in the general
population. ‘Flug williretude-both seneral and privileped-eorrespondence:

Lamitatiogs on the pages of weneral cotrespondunce Wb photegopicd
shall not apply. to the following facilitivs: Benton Work Release Center
Norhwest Arkansas Work Release £enter, Mississipoi Coundy Work
Release Cenler, Texarkana Werk Release Center, Pine Bluff Reeaitry
Center, gnd the Tueker Reentry Center,

E.  Interstate/Inter-Unit Correspondence between Incarcerated Individuals

Interstate and Inter-unit correspondence is mail between all individuals
who are incarcerated either within the Arkansas Department of
Correction or another facility. Interstate, and Inter-Unit
correspondence of two (2) incarcerated individuals will be restricted to
members of the immediate family. 1t will be subjected to the usual
rules under general correspondence inchiding ihe faee limit oy
phetocopying. Inter-unit correspondence must have the approval of
both the sending and receiving Warden/Center Supervisor. In the case
of Interstate correspondence where the out of state facility does not
take a position, only the Arkansas Warden/Center Supervisor must
approve. For the purposes of this provision VERIFIED “immediate
family” is defined as re-inmute’s-fother-mether sister_brother,
W&—ehﬂdwwmndpamﬂwgmdeﬁid&aﬁepﬁﬁﬂ%ﬂwﬂba%
lmlf-—sibﬁﬁgﬁ.—*m#ﬁedwl‘@steﬁehild:smi—ha-lawreiaugialef-iﬂ—lw,—auﬂi:
eﬁelemiesew-nephewf%ﬁﬁﬁaﬁeweﬁhe‘relmiﬂnslﬁp&ﬂmyim
Shﬁ\\ﬁﬂ-{)}%ﬁe-ﬁpﬁm}l‘iﬂ“—l&gﬂl%élimeiil{ﬁ‘r}.—thc inmate’s father,

e her, sisters, brothers, spouse. chiidren, prandehildren, and any
other persun whose relationship with the inmate has been verified as
that of'a parent/puardisi such as mother-in-law, father-in-Jaw,
grandparents, aws, or uncles, or, whose redationship with the inmate
hag been verified as thal ol a childfward sugch ns a Toster ¢hild, son-in-
law. dayghier-in-law. nicee ornephew. This listof immediaie family
members includes siep Tamily piembers and Dalf siblings.

F. The administrator reserves the right to inspect, read, or stop any mail or
hobby_craft packages where there is reason to believe a clear and present
danger to the security of the unit/center exists. Fhe paee LHimicand copying
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G. The Department will not accept postage due mail or packages.

H. All letters will be written in the English language unless there is approval
by the Warden/Center Supervisor to do otherwise. All entries will be
made in the inmates’ electronic file.

i Violators of correspondence regulations will be subject to disciplinary
action,
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Arkansas Department of Correction
_ Unit
Iemate Correspondence Form
To:
Inmate Name: ADC: _ Barracks: B
Date: .
O Inmate-to-Inmate Correspondence (Interstate/Inter Unit)
Name: : ADC#/other: __ Relation:

Name & Address of Correctional Facility (Federal / State Prison, Jail, or Detention
Center):

Official Use only - ClApprove DIDisapprove
Reason for Disapproval:

O Correspondence in a different Language o
_Namels) | 'ADDREsS RELATION [ STATUS

Official Use only - O Approve O Disapprove
Reason for Disapprovakh



v TP
Warden/Designee: . Date:



PO Box 8707
Pine Bluff, AR 71611-8707
Phone; 870-267-6200
Fax: 870-267-6244
www.adc.arkansas.gov

Arkansas Department of Cormsction

ADMINISTRATIVE DIRECTIVE

SUBJECT: Department Owned Housing/Mobile Home Park

| NUMRER: 16-4817-23 SUPERSEDES: 13-10916-48
APPLICABILITY: All Employees
REFERENCE: AR 217-Staff Assignments PAGE: 1 of 29

| APPROVED: Original Signed by Wendy Kelley EFFECTIVE DATE: 10/07/201%

L POLICY:

It shall be the policy of the Arkansas Department of Correction (ADC) to provide
housing for designated supervisory/administrative staff as specified by the
Director. Lots/spaces may be provided for employees residing in privately owned
mobile homes,

II. EXPLANATIONPURPOSL:

A, Administrative/supervisory staff members whose duties require long
working hours, weekend duty, and emergency attendance may be required
by the Director to live on the premises as a condition of employment. In
such instances, staff may be provided department owned housing,

B. Employees not required to live on the premises may be authorized by the
Director to place a personally owied mobile home on department property
on a space available basis. No rent shalt be charged for the space;
however, such employees will be required to pay utilities.

III.  RULES AND REGULATIONS:

All employees living in department owned housing andfor personally owned
mobile homes shall be required to follow published rules and regulations.
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1v.

TERMINATIONS:

A.

Upon termination of employment, those living in department owned
housing shall vacate the premises within thirty {(30) days. Those living in
privately owned mobile homes shall remove the mobile home from
department property within thirty (30) days.

B. Exceptions to any of the above rules and regulations must be anthorized
by the Director or his designee.

ATTACHMENTS:

A. Attachment #1 - Utilities Expense Reimbursement Payroll Deduction
Authorization

B. Attachment #2 — ADC Rules and Regulations, Department Qwned
Housing/Mobile Home Park

C. Attachment #3 — ADC Owned Housing/Mobile Home Park Weapons
Inventory

D. Attachment #4 — Maintenance/Upkeep Checklist

E. Attachment #5 — Standardized Decking (with or without roof)
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Attachment #1
ARKANSAS DEPARTMENT OF CORRECTION
UTILITIES EXPENSE REIMBURSEMENT
PAYROLL DEDUCTION AUTHORIZATION
L — . hereby approve a payroll deduction of § , for
reimbursement of utilities expense to the Department of Correction, Such deduction will
commence with the pay period beginning on — and continue

through the pay period corresponding to my non-occupancy of an affected dwelling,

Signatures: Payroll Information;

Employee ~ Date AASIS Personnel Number
Unit Position Title

Unit Warden'  Dato Human Resource Processed Date

Deduction Code 2500
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Attachment #2
ADC RULES & REGULATIONS

DEFARTMENT OWNED HOUSING/MOBILE HOME PARK

ACKNOWLEDGEMENT AND UTILITIES

A

All employees must sign an acknowledgement and agree to abide by
Department owned 1ousing/Mobile Home Park Rules and Regulations
prior to moving onto state property.

All employees residing in the mobile home park will be required {o pay a
utility feeof . per pay period unless otherwise authorized by
the Director, The utilities expense does not apply to Department owned
housing,

The employee will bear the expense for movin g the mobile home into/out
of the park and any materials necessary for connecting utilities. (utilities
inelugle electricity, water, sewer, and telephone.)

The Unit Maintenance Department will inspect the utility connections to
ensure industry standards are met,

Telephones wili be installed at the expense of the employee unless
authorized by the Warden. All employees must maintain a phone, celiular
or land line, for emergency contact as a condition of residing on unit
ground. No computer connections or internet access will utilize a state
supplied phone line.

The Unit Warden or designee may enter any dwelling during reasonable
hours with at least twenty-four {24} hours notice, or at ary time during an
emergency to inspect with regard to complianee with the rules and
regulations.

FIREARMS/BOWS/PELLET/BB GUNS

A

The use of firearms, bows, pellet/BB guns, fireworks or any other
dangerous device is prohibited in or around the mobile home park/housing
area residences. It shall be the responsibility of the employee to ensure ai
such devices are under adult supervision when not locked and stored.

Each employee residing in the mobile home park/kousing area will be
responsible for ensuring weapons and ammunition are locked and stored in
an approved gun/weapon safe separately and that a yearly inventory of all
weapons {make, model and serial number) are submitted in writing to the
Warden’s office at the beginning of the fiscal year.
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3.

INSPECTIONS

Al

Department owned houses/mobile homes shall be inspected for
maintenance/upkeep annually.

Inspections must be completed on er before June 30" each year,

Inspections shall be conducted by the Warden, or designee, and the Unit
Maintenance Supervisor.

A standard cheeklist shall be used to ensure proper maintenance/upkeep is
occurring. This checklist however should not be considered all
encompassing.

Failure to maintain good housckeeping and reascnable care may be
grounds for disciplinary actions,

Personally owned mobile homes must be maintained to keep a clean, neat,
non-damaged appearance.

Any damage caused by any reason must be repaired within thirty (30) days
from the date the damage occurred or within thirty (30) days of notice by
the Unit Warden.

LANDSCAPPING/YARD MAINTENANCE

A, Flowers and shrubs are permitted. Once planted, they remain on the
residence property unless permission is granted from the Unit Warden for
their removal or removed as ordered by the Warden. Planting of trees by
residents must be approved by Unit Warden. ’

B. Na front or back yard fencing is permitted in the mobile home park.

C. No freezer, refrigerators, or appliances of any kind are permitted outside.

D. No tires, wheels, or automotive parts arc permitted ouiside.

1

E. All toys, bicycles, ete., must be neatly put away when not in use.

F. Outdaor patio furniture made for that purpose is permitted.

OCCUPANCY

Al Occupancy is limited to the immediate family (spouse of the employee,

minor child{ren) of the employee\spouse) of the employee per mobile
home park/housing area.
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B.

6. PETS

—Puge T of30

Non-immediate family members/visiting guests living in the residence for
mere than fifteen (15) days must be approved by the Unit Warden,

Upen notice of termination, employees agree to vacate Department owned
housing/mobile home space within thirty (30) days.

Employees will ot be permitted to sublet/sell a mobile home to another
employee to lve on state property without written consent of the Director.

Rent to own agreements between employees are prohibited and may result
in termination and eviction.

Drunkenness, immoral conduct, drug abuse, disturbances, security
violations, or any illegal act will not be tolerated,

Any flagrant ar repeated violation to these rules and regulations will result
in the employee responsible receiving disciplinary action, which may

include eviction from the park and possible termination from the
Department.

Employees will be allowed to have pets, (i.e., dogs, cats, etc.) provided
they are adequately maintained and controlled.

Dogs must be penned or on a leash. All pets must have a current shot
recerd.

No dogs are to be tethered outside.

Pens may be constructed at the owner’s expense with the approval of the
Unit Warden after a design plan has been submitted for review,

Exotic pets will be not permitted.

7. OUIET 1IOURS

A,

No loud parties or excessive noises will be permitted at any time, Quiet
hours in the mobile home park/housing area will be maintained between
the hours of 10:3¢ p.n. and 6:00 a.m.

Motorcycles, four wheelers, go carts, etc., may not be used in the mobile
home park/housing area for recreational purposes.

Complaints should be made to the Warden verbally, followed with a
written report,
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The speed limit in the mobile home park/housing area is twenty {20) miles
per hour,

The Arkansas Department of Correction is not responsible for injuries to
employees (unless work related), their spouses, children, or guests,
Employees should consider renter’s insurance.,

8.  TRASH/GARBAGE PICKUP

Al

B.

E.

F.

Trash must be placed in a container in designated areas for trash pick-up.
Trash pick-up will be limited to household refuse oaly.

It shall be the responsibility of the employee to dispose of Jarge items and
appliances, tires, etc.

Employees are responsible for keeping the grounds free from garbage and
litter.

No build-up of litter or unsightly items will be permitted.

The Unit will be responsible for keeping the lawn mowed.

9. UNDERPINN ING/SKIRTING/DECKS, £TC,

Al

Employee will underpin their mobile hame, at their expense, with skirting
material approved by the Warden, within sixty (60) days from the time the
meobile home is received at the unit. Underpinning/skirting must be a
commercial type,

Decks for mobiie homes with or without roofs shall be of a standard
design as outlined in this policy, Decks with or without roofs may be
constructed by Unit Maintenance upon purchase of materials by
employees after approval by the Unit Warden. Existing decks with or
without roofs will be inspected to determine if they meet design
specification outlined in this policy.

The Unit Warden must approve any additions to the mobile home such as
awnings, porches, decks or placement of storage buildings. Only
commercially produced carports currently in use and approved by the
Warden arc allowed. No new or additional carports wili be permitted.

Storage Buildings currently in use must be approved by the Warden.
After the effective date of this policy, any storage building added to state
property must be approved by the Warden and be commercially produced.
Storage buildings must be similar in color to the mobile home and should
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10.

F,

G.

not exceed two-hundred twenty (220) sq. ft. in size. No more than one (1)
storage building is permitted.

Any underground installations or permanent structure on the residence
property becomes properly of the state upon termination unless prior
arrangements have been made with the Unit Warden.

Nothing will be stored under decks/porches.

Foil in windows is not permitted. Non-mirrored window tint installed
professicnally is permitted.

VEHICLES PARKING

A, Residents may possess two (2) licensed operational vehicles {exception
must be approved by the Unit Warden).

B. Vehicles must be parked in designated parking areas only.

C. MNon-operational vehicles may be permitted as fong as the vehicle is
currently registered and insured, pending Warden’s approval.

D, Boats, campers, and utility trailers must be parked in a community parking
area if available.

E——Any non-conforming vehicle will be towed at the owner’s expense.

1 PAINT, FLOORE, APPLIANCES, AND MISC, -
A, -State houses will not be painted with custom colors. The acceptable colars N

provided by ADC will be: white, off white, light 1an or bejge, or a Jight gray.

B—-ii thadenant-reguests o euﬂmai%&hmmmmedamb%

C,

1,

peuiralcolor-thatean-he painted-overand covered with a-single.coat-ol.ane of
the ADCstanBard-colorslisted-aho theousto i d-forb

the-oeetpani- ABC-will providathe labor to paint the walls:

. Larpeting will not be replaced unless the existing carpet is worn oul or cannot «
be cleaned. |f the existing carpet is not usable, it may be s replaced with-githera

waot {lanunatel orceratnictile-nfthe Depastment’s-choosing Hooring of the

Department’s choosing,

Applignees will be replaced only if the existing units are non-aperable. The

apency enly provides stove/aven, dishwasher.
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E. Refrigerators, microwave units, washer and drvers are the gecupant’s
responsibility.—-
the-responsibility-of thawecupant:

F. -Window tredtments, such as blinds, or curtzing are the restionsibility of the

eeupant. Any-pre-existing window treatiments will-remain inthe resldence.

G. Ceiling fans are not providedadded by the Agency, bu will be replaced if
the existing fans are not functional.
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ACKNOWLEDGMENT
OF RULES & REGULATIONS
DEPARTMENT OWNED HOUSING/MOBILE HOME PARK

1, ., AGREETO

ABIDE BY THE RULES AND REGULATIONS GOVERNING THE UNIT
FREELINE/MOBILE HOME PARK AND TO BE RESPONSIBLE FOR HIS/HER
DEPENDENTS, PETS, RELATIVES AND GUESTS' CONDUCT WHILE ON STATE-
OWNED PROPERTY. DRUNKENNESS, IMMORAL CONDUCT, DRUG ABUSE,
DISTURBANCES, SECURITY VIOLATIONS, OR ANY ILLEGAL ACT WILL NOT
BE CONDONED. ANY FLAGRANT OR REPEATED VIOLATION TO THESE
RULES AND REGULATIONS WILL RESULT IN THE RESPONSIBLE EMPLOYEE
RECEIVING DISCIPLINARY ACTION WHICH MAY INCLUDE EVICTION FROM
THE PARK AND POSSIBLE TERMINATION FROM THE ARKANSAS

DEPARTMENT GF CORRECTION.

SIGNATURE

WITNESS

DATE



T e Ty S R e — Pnpe2oF 30 |

Aftachment #3

DEPARTMENT OWNED HOUSING/MOBILE HOME PARK
WEAPONS INVENTORY

NAME; o DATE:_
PLEASE PRINT

MAKE/ MODEL SERIAL
NUMBER

[

5

l
|
|
|
|
|

|>—‘ \O[ooi‘-q NIRIESEY
I Ead el b il bl g

[wry
—

sl

My signature acknowledges receipt of rules and regulations pertaining to personal
weapons. I have listed all personal weapons maintained in my residence and understand 1
am responsible for notifying the Warden’s office of any changes in writing.

Signature

Date
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PO Box 8707
Pine Bluft, AR 71611-8707
Phone: 870-267-6999
Fax: 870-267-6258
www.adc.arkansas.gov

Arjansas Department of Correction

ADMINISTRATIVE DIRECTIVE

SUBJECT: Employee Orientation and Training

| NUMBER: 17-1525 SUPERSEDES: 44-09]7-15
APPLICABILITY: All Employees
REFERENCE: AR-204 Employment PAGE: 10f10

l APPROVED: Original Signed by Wendy Keliey ~ EFFECTIVE DATE: 074747

L POLICY:

It is the policy of the Arkansas Department of Correction (ADC) to provide inifial
training for all newly hired employees and on-going annual training for current
employees to ensure compliance with all applicable faws, standards, regulations,
policies and post orders. Continuing education is a critical requirement of
continued employment with the Department to maintain accreditation with the
American Correctional Association and to provide employees with the knowledge
necessary to provide for the safe and humane treatment of inmates while
maintaining the safety, security and good order of all its institutions. All
management level employees shall be required to participate in supervisory
management level classes as a requirement for the position that those individuals
hold or for which they may apply.

IL. PURPQOSE:

Governot’s Executive Order 94-07 ordered the establishment of the State
Supervisory Management Institute within the Department of Finance and
Administration, Office of Personnel Management (OPM). Approved classes
should provide training to management level employees that will teach sound
management practices and principles, while increasing the efficiency of the
organization and improve the services provided.
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Iv.

All Department of Correction personnel who are considered management
level shall participate in training classes, as required and approved by the
Department of Correction and the Office of Personnel Management/State
Supervisory Management Institute,

DEFINITIONS:
A.  New Hire: Employees entering state service for the first time.

n. Rehire: Employees returning to state service after a break in employment
of two or more pay periods.

C Transfer: Employees transferring between state agencies and/or
institutions or laterally within the Department of Correction without a
break in service.

PROCEDURES:

It shal be the policy of the Arkansas Department of Correction (ADC) to provide
orientation and training to all newly hired employees, recognized as the Basic
Correctional Officer Training for security employees, and Correctional Security
for Non-Security Training for non-security employees. Employees who promote
or are newly hired and supervise one or more full-time employee(s) shall be
required to complete the classes designated for their Management Leve! Training
classification. Principles of this policy are:

A, Any newly hired security employee must complete the Basic Correctional
Officer Training (BCOT) before starting a security position at a unit
and/or division. This training shall consist of correctional security training
in accordance with ACA and ADC departmental standards.

B. Any rehired or incumbent security employee who has had a break in
security service for more than one year, but less than two (2) years, must
re-take the BCOT final examination and score 70% or above before being
allowed to start a position at a unit and/or division. After a break of more
than two (2) years, the rehire or incumbent must complete the entire
BCOT training,.

C. Any security employee who is a transfer from another state agency, with
or without security experience, must complete the Basic Correctional
Officer Training.

D. Any security new hire from another State Department of Correction must
complete the Arkansas Basic Correctional Officer Training.
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E. Any newly hired full time non-security employee will complete the (forty)
40-hour Cotrectional Security for Non-Security class during their initial
ninety (90} days of employment.

F. Any non-security rehire who has had a break in service for more than one
(1) year, but Jess than two {2) years, must re-take the Correctional Security
for Non-Security final examination and score 70% or above within ninety
{90) days of their rehire date. After a break of more than two (2) years,
the rehire must complete the entire Security for Nan-Security training,
within {ninety} 90 days of their rehire date.

G. Non-Security employees who work around or supervise inmates may be
sent to Basic Correctional Officer Training at the Warden/Administrator’s
discretion,

H. Medical/Mental Health professionals (i.e., M.D., Ph.D., and DD.5S.) may
be exempted by the Deputy Director of Health & Correctional Programs,
except for those classes mandated by Governor’s Executive Order 94-07.

L Due to enrollment levels and/or other factors, class length of hours may be
shorter than listed. Therefore, in gaining certification of any Management
Level, the deciding approval factor is not the amount of hours completed,
but rather the completion of the course(s) itself.

TRAINING:

ADC will ensure that all new employees/volunteers will receive the ACA/ADC
mandatory training requirements. Each year following, the employee will ke
responsible for obtaining their required yearly ACA/ADC mandatory training
within the calendar year (January 1 through December 3] ). All employses shall
have half of their training completed by June 30™ and the remaining half by
December 317,

Training will be based on ACA/ADC Mandated training (See Attachment 1),
Off-site training and conference training must be approved in advance in
accordance with ADC policy. Thirty (30) hours is the maximum amount of e-
Learning and/or e-Academy training hours that will be approved to meei the
ACA/ADC Mandatory Training Requirements. Failure to complete job related
training will result in disciplinary action being taken in accordance with
Employee Conduct Standards.
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V.

VI.

STANDARDS:

American Correctional Association, Adult Correctional TFacilities, 4™ Edition
Standards.

Central Hurnan Resources management will review this policy annually to ensure
it is current.

REFERENCES:

Adult Correctional Institutions ACA Standards

Govemnor’s Executive Order 94-07

Administrative Directive on Emetgency Preparedness

Office of Personnel Management, Interagency Training Program
Administrative Regulation on Employee Conduct Standards (AR 225)
Administrative Directive on Employee Conduct Standards
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Afttachment 1

Reqguired ACA/ADC Training for Security Personnel

Ethics/Conduct Standards

Firearms Qualification

CPR/CPR Refresher (Spi & Above) fevery 2 yrs.)
Suicide Prevention/Interyention

Supervising M & IM Rights & Responsibilities
Use of Force Refresher

Use of Restraints

Emergency Preparedness
Fire/ Safet

Chemical Safety/Chemical Right foc Know
Sexunl Abuse/Agsault (PREA)

Sexual Harassment & Sexual Misconduct

Required ACA/ADC Training for Non-Securitv Personne]
* Emergency Preparciness
+ .. Chemical Safety/Chemicat Right to Know

¢ Fire Salety

* Sexual Abuse/Assault (PREA)
[ ]

L]

Sexual Harassment & Sexual Misconduect

Ethics

Management Level ‘Training

s Level I training for Seeuriiy (Ser
consisi of the following classes:

Administering Discipline

Arkansas Government Basics
*CPR/First Aid/AED

‘Fair Labor Standards Act
Grievance Prevention and Handling
Hrkansas

Interpersonal Communications
Introduction to Management
Performance Evaluation

zeant) or Non-Secuvity Grades GS6 shall

QO DOOOOO0CO0

*CPR/First Aid/AED is required for security personnel and must be
completed at the unit of assignment prior to attending the Management
Level I class. CPR/First Aid/AED is not required for non-security staff.
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* Level II training for Security (Lieutenant) or Non-Security Grades GS7
shall consist of the required classes for Management Level I, plos the
foilowing:

o Ethics in Leadership

Management Effectiveness

PREA Investigations

Rethinking Retention

Solutions for Health Care in a Correctional Environment

C O 0o

¢ Level IlI training for Security (Ca ptain/Major) or Non-Security Grades
G58/9 ghall consist of the required classes for Management Level I and I,
plus Advanced Management Training

® Level IV training for pesitions Grade GS10 and higher (including
unclassified positions and those listed in the Professional and Executive pay
plans) shall consist of the required classes for Ma nagement Level I, IT, TII,
plus Executive Training

*The Department of Correction, with the a pproval of OPM/State Supervisory
Management Institute may make changes in the mandatory classes/training, as
needed, to address the operaticnal needs of the Department.



| AD17-1525 Employee Orientation and Training

Position Title
Administrative Analyst
Administrative Specialist I
Administrative Speciaiist II
Administrative Specialist [I]
Benefits Technician

Buyer

Career Planning & Placement Specialist
Computer Support Analyst

Computer Support Technician

Disease Intervention Specialist
EEQ/Grievance Officer

Executive Assistant To The Director
Fiscal Support Analyst

Fiscal Support Specialist

Human Resources Assistant

Human Resource Program Representative
Hurnan Resources Specialist
Instrumentation Technician
Inventory Conirol Manager
Legal Support Speciatist
Payroll Services Specialist
Payroll Technician

Policy Development Coordinatar
Property Officer

Public Information Technician
Purchasing Specialist

Sales Representative

Senior Librarian

Shipping & Receiving Clerk

| Volunteer Program Coordinator

ADC Psychologist

Admin Review Officer
Administrator Of Chaplaincy Sves
Advisor

Agency Controller I

Agency Fiscal Manager

Agency Human Resources Manager

Agri Unit Supervisor |

Trng. Needed
40
16
HE
16
16
40
40
40
16
16
16
40
16
16
16
16
16
16
16
16
16
16
40
16
16
16
16
40
16
16

40
40
40
40
40
40
40
40

7of 10

Aftachment 2

-

| Formatied Table



[ AD17-1525 Employee Orientation and Training 8 of 10

Agri Unit Supervisor I 40
Agricutture Production Supervisor 40
Assistant Director 40
Assistant Head Farm Manager 40
Assistant Personnel Manager 40
Associate Professional Counselor 40
Asst Chief Financial Officer (CFO) 40
Asst Maintenance Supervisor 40
Asst Medical Program Manager 40
Attorney Specialist 40
Attorney Supervisor 40
Auditor 40
Budget Analyst 40
Business Operations Specialist ' 40
Captain 40
Ceniral Warehouse Operations Manager 40
Chaplain 40
Chief Deputy Director 40
Classification & Assignment Officer 40
Classification Administrator 40
Commissary Manager 40
Commodity & Food Sve Admr 40
Compliance Attorney 40
Construction Project Specialist 40
Construction Project Supervisor 40
Construction’Specialist 40
Construction Supervisor 40
Censtruction/Maintenance Coord 40
Corporal 40
Istyr. ONLY-0
Correctional Officer T * hrs, -
After 1st yr,-4i
hrs.
Cotrectional Unit Acereditation Spec 40
Correctional Warden 40
Depariment Business Coordinator 40
Deputy Director 40
Deputy Warden 40
DHS Program Administrator 40
Director 40
Director Maintenance 40
Disciplinary Hearing Officer 40
Education & Instruction Specialist 40




| AD 17-45 25 Employee Orientation and Training 9of 10

Engineer 40
Farm Administrator 40
Fiscal Support Manager 40
Fiscal Support Supervisor 40
Food Preparation Manager 40
Food Preparation Supervisor 40
General Counsel 40
Head Farm Manager [ 40
Head Farm Manager 11 40
Health Program Specialist I 40
Health Service Administrator 40
Human Resource Recruiter 40
Human Resources Administraior 40
Industrial Supervisor 1 40
Industrial Supervisor 11 40
[ndustry Administrator 40
Industry Assistant Admr 40
Industry Program Manager 40
Information Systems Security Specialist 40
Information Systems Manager 40
Inmate Grievance Coordinator 40
Inmate Transportation Coord 49
Institution Human Resources Coordinator 46
Internal Affairs Administrator 40
Internal Affairs Investigator 40
Internal Auditor 440
Labor Division Manager 40
Law Enforcement Training Instructor 40
Licensed Certified Social Worker 40
Licensed Master Social Worker 40
Licensed Professional Counselor 40
Licensed Social Worker 40
Lieutenant 40
Mailroom Services Coordinator 40
Maintenance Manager 40
Maintenance Technician 40
Major 40
Occupational Safety Coordinator 40
Procuremeni Coordinator 40
Program Specialist 40
Psychological Examiner 40
Psychologist 40
Psychologist Supervisor 40
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Public Information Officer 40
Records Supervisor 40
Records/Intake Supervisor 40
Recreational Activity Leader I 40
Recreational Activity Supervisor 40
Registered Nurse 40
Rehab Area Manager 40
Rehab Facility Supervisor 40
Rehab Program Manaper 40
Research and Planning Coordinator 40
Research Project Analyst 40
Research and Statistics Supervisor 40
Senior Auditor 40
Senior Chapiain 40
Senior Software Support Analyst 40
Sergeant 40
Skilled Trades Foreman 40
Skilled Trades Supervisor 40
Software Support Analyst 40
State Production Control Supervisor 40
Substance Abuse Program Coord 40
Substance Abuse Program Leader 40
Superintendent 40
Training Academy Supervisor 40
Training Administrator 40
Training Instructor 40
Unit Training Supervisor 40
Work Release Center Supervisor 40
Work Release Propram Supervisor 40




