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L. POLICY:

As the executive head of the Arkansas Department of Corrections (Department), it is the responsibility
of the Secretary to establish procedures to administer the various rules, orders, or directives issued by the
Department. The purpose of this directive is to establish the Department’s standards for the
administration and management of its vatious social media platforms, and to provide guidance to
employees regarding the personal use of social networking sites. The Department strives to use clear,
consistent, and professional methods to increase the public’s knowledge of the various programs, services,
events, and career opportunities within the Department. Additionally, social media may be used as an
investigative and supervision tool.

II. DEFINITIONS:

A. Administrator. An employee who has the authority to assign roles, manage settings, publish, or create

contenton Department Social Media Pages.

B. Inappropriate Content. Topics such as advertisements or endorsements for services or products not
affiliated with the Department, abusive or profane language, inappropriate photographic or video
content, hate speech, personal attacks, harassment, threats of violence, defamatory or slanderous
statements against the Department or its employees, and statements that threaten the good order and
safety of Department offices and facilities.

Personal Use. The use of social media by an employee in an unofficial capacity.

Post. Content an individual shares on a Social Media Site or the act of publishing content on a site or

through a direct message.

E. Professional Use. The use of social media to increase the public’s knowledge of the various programs,
services, events, and career opportunities within the Department. Professional Use also includes
providing the public and news media with updates regarding institutional emergencies and other
critical incidents, in addition to its use by an employee as an investigative and supervision tool.

F. Social Media Account. An established profile using a social media platform for the purpose of
professional or personal social media use.
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G. Social Media Page. The specific portion of a Social Media Site where content is displayed and managed

by an individual or individuals with Administrator privileges.
H. Social Media Site. Internet based services that allow individuals to create public profiles, share

information and socialize with others using a range of communications technologies. This includes,
but is not limited to, social networking, blogging, photo/video sharing sites, wikis, and news sites.

ITII. PROCEDURES:

A. Responsibilities of the Communications Director

1.

2.

The Communications Director is responsible for the administration and management of all
Department Social Media Accounts and Social Media Pages.

The Communications Director must authorize the creation of Social Media Accounts and Social
Media Pages to represent the Department, any employee designated to serve as a page
Administrator, and any modification or expansion of existing Social Media Accounts.

The Communications Director or their designee will maintain a list of the Department’s Social
Media Accounts, which includes the names of all authorized Administrators and their associated
user account information.

The Communications Director will remove an individual immediately from their Administrator
role upon being placed on administrative leave, suspension, ot termination of employment.
Removal of an Administrator will be accompanied by the immediate change of all passwords and
any other necessary account information to maintain security and control of Department Social
Media Accounts.

The Communications Director, or designee, will monitor content including comments, posts,
and photos made to the Department’s Social Media Pages and remove Inappropriate Content.

B. Department Account and Page Guidelines

1.

All Social Media Accounts or Social Media Pages representing the Department will bear the
name “Arkansas Department of Corrections,” the facilities or administrative area’s name, the
official Department of Corrections seal, and the location’s official contact information. Arkansas
Correctional Industries and Paws in Prison are exempt from this requirement.

The Department aims to maintain consistency of the information presented through social media
to the public. Current employees, prospective employees, news media representatives, and any
other stakeholders, correctional units, and administrative areas within the Department are subject
to the following rules:

a. Images used in profiles on pages and accounts representing the Department are subject to
approval of the Communications Director.

b. Job Postings will be made in collaboration with the Communications Director and
Human Resources Administrator. Recruitment graphics must be pre-approved by the
Communications Director in conjunction with the Human Resource Administrator or
their designee.

c.  The use of instant messaging through accounts and pages representing the Department
should be used for recruitment purposes only. Automated responses must be pre-
approved by the Communications Director in conjunction with the Human Resources
Administrator or their designee.

C. Standards for Department Social Media Administration

1.

The Information Technology Section will only grant computer access to Social Media Sites for
employees whose duties include the Professional Use of social media. All Professional Uses of
social media will be consistent with applicable policies. Request for access must be approved by a
Division Director, the Chief of Staff, or their designee.

Social media Posts must meet the Department’s ethical and professional standards.

Social media Posts must not include confidential or otherwise non-publicly accessible
Department related information, or information that is false, inaccurate, or misleading.
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4.

Content generated within the Department’s Social Media Accounts may be considered a public
record. Social media content must be maintained in a manner consistent with all applicable laws
and policies.

The Department’s Social Media Accounts will include the following statement: “Representatives
of the Arkansas Department of Corrections share information via this profile. Any
communication via this page, whether by a state employee or the public, may be subject to
monitoring and disclosure. Refer to the contact information section on this page to officially
communicate with the Department.”

D. DPersonal Social Media Use Guidelines

1.

The Department recognizes that employees have the right to create and maintain personal Social
Media Accounts and groups. It is not the purpose of this policy to discourage or unduly limit any
personal expression or online activity.

Department employees are personally responsible for the content they publish on any social media
platform. Employees may be held accountable for content appearing on their Social Media
Accounts whether posted by the employee or not.

Employees shall recognize the potential for harm to the Department by personal social media
Posts in circumstances when the individual is identified as, or known to be, a Department
employee.

In addition to the conduct standards established in the Secretarial Directive on Employee
Conduct and Discipline, employees shall comply with the following provisions:

a. Employees are not permitted to use Department equipment or network infrastructure
for personal social media use.

b. Employees are not permitted to use state email accounts, phone numbers, or other
identifying Department account information for personal social media use.

c. Employees must not post confidential or otherwise non-publicly accessible Department
related information, or information about the Department that is false, inaccurate, or
misleading.

d. Employees must not post or display comments about co-workers or supervisors that are
vulgar, obscene, threatening, intimidating, harassing, or a violation of the Department’s
policies against discrimination or harassment.

e. Employees must not represent or indicate that the Department endorses any of the
employee’s personal social media Posts.

f.  Employees must not allow personal social media usage to interfere with their ability to
complete their assigned job duties.

The Department’s conduct standards are applicable to employees while on or off duty. The
Secretarial Directive on Employee Conduct Standards and Discipline outlines provisions related
to employee social media use. Employees who fail to meet these standards and the guidelines in
this policy may be subject to disciplinary actions.

Employees should be mindful that, because of their chosen career field, they may be targeted by
other social media users. Employees should regularly evaluate each site’s security settings to
ensure that personal content is only available to their intended audience.
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L. POLICY:

As the executive head of the Arkansas Department of Corrections (Department), it is the responsibility
of the Secretary to establish procedures to administer the various rules, orders, or directives issued by the
Department. The purpose of this directive is to establish the Department’s standards for the
administration and management of its various social media platforms, and to provide guidance to
employees regarding the pPersonal ubdse of social sedianetworking sites. The Department strives to use
clear, consistent, and professional methods to increase the public’s knowledge of the various programs,
services, events, and career opportunities withinthe Department. ;-Ainadditionally,te—asine social media
may be used as an investigative and supervision tool.

II. DEFINITIONS:
A. Administrator. An employee sith-who has the ability-authority to assign roles, manage settings, publish,
or create contenton Department Social Media Pages.




B. Inappropriate CemmmentContent. Topics such as advertisements or endorsements for services or
products not affiliated with the Department, abusive or profane language, inappropriate
photographic or video content, hate speech, personal attacks, harassment, threats of violence,
defamatory or slanderous statements against the Department or its employees, and: statements that
threaten the good order and safety of Department offices and facilities.

&—Personal Use. The use of social media by an employee in an unofficial capacity.

D—Post. Content an individual shares on a Social Media Site or the act of publishing content on a site or

through a direct message.
D.

E. Professional Use. The use of social media to increase the public’s knowledge of the various programs,
services, events, and career opportunities within the Department. Professional Use also includes
providing the public and news media with updates regarding institutional emergencies and other
critical incidents, in addition to its use by an employee as an investigative and supervision tool.

H—Social Media Account. An established profile using a social media platform for the purpose of
professional or personal social media use.

E_
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G. Social Media Page. The specific portion of a Social Media Site where content is displayed and -managed
bymanaged by an individual or individuals with Administrator privileges.

H. Social Media Site. Internet based services that allow individuals to create public profiles, share
information and socialize with others using a range of communications technologies. This includes,
but is not limited to, social networking, blogging, photo/video sharing sites, wikis, and news sites.

H
ITII. PROCEDURES:

A. Responsibilities of the Communications Director

1. The Communications Director is responsible for the administration and management of all
DepartmentSeeialDepartment -Social Media Accounts and Social Media Ppages.

2. The Communications Ditector must authotize the creation of Social Media Accounts and Social
Media Pages pagesto represent the ferusebythe-Department, -and-any employee designated to
serve as a page Administrators, and any-n-additien—te—the modification or expansion of existing
Social Media Accounts.

3. The Communications Director or their designee will maintain a list of the Department’s Social
Media Accounts, which includes the names of all authorized Administrators and their associated
user account information.

3-4. ' The Communications Director will remove an individualAn—indivdual— sal—be—removed
immediately from their Administrator role upon being placed on administrative leave,
suspension, or termination of employment. Removal of an Administrator will be accompanied
by the immediate change of all passwords and any other necessary account information to
maintain security and control of Department Social Media Accounts.

5. The Communications Director, or designee, will monitor content including comments, posts,

and photos made to the Department’s Social Media Pages and remove Inappropriate Content.
4

&

U

B. Department Account and Page Guidelines

1. All Social Media Accounts or Social Media Pages pages—representing the Department will
bearbear the name “Arkansas Department of Corrections,” the facilities or administrative area’s
name, the official Department of Corrections seal, and the location’sinelude-the Headguartersor
leeation’s official contact information. Arkansas Correctional Industries and Paws in Prison are
exempt from this requirement.

2. The Department aims to maintain consistency of the information presented through social media
to the public.; Ceurrent and-employees, prospective employees, news media representatives, and
any other stakeholders,; eerreetonatunitscorrectional units, and administrative areas within the
Department are subject to=il the followingfelew-these rules:

a. Images used in profiles on pages and accounts representing the Department are subject to
approval of efthe Communications O+fteeDirector.

b. Job Postings will be made in collaboration with the Communications Director and
Human Resources_Administrator. Recruitment graphics must be pre-approved by the
Communications Director in conjunction with the Human Resource Administrator or
their designee.

c. _The use of instant messaging through accounts and pages representing the POC
Department should beused for recruitment purposes only. Automated responses must
be pre-approved by the Communications Director in conjunction with the Human
Resources Administrator or their designee.

&
C. Standards for Department Social Media Administration
1. The Information Technology Section will only grant computer access to Social Media Sites for
employees whose duties include the Professional Use of social media. All Professional Uses of
social media will be consistent with applicable policies. Request for access must be approved by a
Division Director, the Chief of Staff, or their designee.
2. Social media Posts must meet_the Department’s ethical and professional standards.
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3—=Social media Posts must not include confidential or otherwise non-publicly accessible
Department related information, or information that is false, inaccurate, or misleading.

3
4

Content generated within the Department’s Social Media Accounts may be considered a public

record. Social media content must be maintained in a manner consistent with all applicable laws
and policies.

5. The Department’s Social Media Accounts will include the following statement: “Representatives
of the Arkansas Department of Corrections share information via this profile. Any
communication via this page, whether by a state employvee or the public, may be subject to
monitoring and disclosure. Refer to the contact information section on this page to officially
communicate with the Department.”

D. Personal Social Media Use Guidelines

1. The Department recognizes that emplovees have the right to create and maintain personal Social
Media Accounts and groups. It is not the purpose of this policy to discourage or unduly limit any
personal expression or online activity.

2. Department employees are personally responsible for the content they publish on any social media
platform. Emplovees may be held accountable for content appearing on their Social Media
Accounts whether posted by the emplovee or not.

3. Emplovees shall recognize the potential for harm to the Department by personal social media
Posts in circumstances when the individual is identified as, or known to be, a Department
emplovee.

4. In addition to the conduct standards established in the Secretarial Directive on Emplovee
Conduct and Discipline, emplovees shall comply with the following provisions:

a.  BEmplovees are not permitted to use Department equipment or network infrastructure
for personal social media use.

b. Emplovees are not permitted to use state email accounts, phone numbers, or other
identifving Department account information for personal social media use.
c. _Employees must not post confidential or otherwise non-publicly accessible Department

related information, or information about the Department that is false, inaccurate, or
misleading.

d. Employees must not post or display comments about co-workers or supervisors that are
vulgar, obscene, threatening, intimidating, harassing, or a violation of the Department’s
policies against discrimination or harassment.

e. Emplovees must not represent or indicate that the Department endorses any of the
employee’s personal social media Posts.
f. Employvees must not allow personal social media usage to interfere with their ability to
complete their assigned job duties.
5. The Department’s conduct standards are applicable to emplovees while on or off duty. The

Secretarial Directive on Employee Conduct Standards and Discipline outlines provisions related
to employee social media use. Emplovees who fail to meet these standards and the guidelines in
this policy mav be subject to disciplinary actions.

——LBEmployees should be mindful that, because of their chosen career field, they may be targeted by

other social media users. Employvees should regularly evaluate each site’s security settings to
ensure that personal content is only available to  their intended audience.
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I. POLICY:

As the executive head of the Arkansas Department of Corrections (Department), it is the responsibility of
the Secretary of Corrections (Secretary) to administer the various rules, orders, or directives issued by the
Department. This policy establishes standard grooming and attire standards to ensure that Uniformed
Personnel present a clean, neat, professional appearance while on duty commensurate with employment in
a professional criminal justice organization.

II. DEFINITIONS:

A. Offensive Tattoo. Any tattoo which may result in a negative reaction from personnel or offenders,
including but not limited to, any tattoo depicting a symbol or images associated with gang affiliation,
profanity, sexual content or innuendo, or any other image which would reflect negatively on the

Department.

B. Uniformed Personnel. Correctional officers, parole and probation officers, parole and probation
agents, internal affairs investigators, food service personnel, and other personnel required to wear a
uniform by a Division Director or the Secretary. Superintendents, wardens, deputy wardens, center
supervisors, area managers, and assistant area managers are not Uniformed Personnel.

III. PROCEDURES:
A. General Uniform Standards

1. Department personnel must always present a professional appearance while in uniform.

a.

b.

Guidelines as to how the uniform is to be worn must be strictly adhered to.

If non-uniformed personnel are directed to wear a uniform, they are subject to uniform
standards contained in this directive.

Shirttails must be tucked inside of the pants with a black belt when the uniform is worn,
both on-duty and off-duty, unless the employee is pregnant.

Pant legs must be worn outside of boots.
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2. Personnel wearing a Department uniform, on-duty or off-duty, must present an appearance and
attitude of professionalism which promotes a positive image of the Department. The following
activities are prohibited while in uniform:

TR Mmoo N TR

Purchasing, using, selling, or distributing alcoholic beverages.

Fraternizing or being present at a bar or nightclub.

Working a secondary job.

Gambling, purchase of lottery tickets, or visiting a casino.

Making threats of bodily harm.

Use of language or gestures that are inappropriate, insolent, violent, or profane in nature.
Fighting.

Engaging in any activity that is unbecoming of the Department image.

3. Uniforms must be kept clean and in presentable, serviceable condition.
4. Uniformed Personnel shall wear the uniform assigned to them while on duty except in the following
circumstances:

a.

b.

C.

d.

While participating in training that involves physical activity or firearms qualification,
personnel may wear clothing appropriate for participation as directed by the instructor or
training supervisor.

While participating in “In-Service” training, personnel may follow the Dress Code for
Non-Uniformed Personnel directive.

While attending court or a professional meeting, personnel may wear business attire as
defined in the Secretarial Directive for Dress Code for Non-Uniformed Personnel.
While serving on a special assignment, undercover, attending training, or attending a pre-
approved public or non-agency event.

5. When a job post requires additional uniform accessories, Wardens, Center Supervisors, or
Administrators may authorize Uniformed Personnel to wear ammunition holders, holsters,
handcuff cases, and equipment holders on their belt as necessary. These holders must be plain,
black in color, and contain no lettering or designs.

6. Division of Correction (ADC) personnel cannot carry, use, or possess personal security equipment
such as handcuff keys, handcuffs, or chemical agents while on duty. The Director of the Division
of Community Correction (ACC) may authorize exceptions to this prohibition for parole and
probation staff. Such exceptions must be reported in writing to the Office of the Secretary.

B. Uniform Specifications for Various Job Assignments

1. In addition to the requirements outlined in this policy, there may be specific uniform requirements
for different job assignments throughout the Department. Personnel assigned to positions identified
in this subsection must adhere to the specific requirements for their position in addition to the
general requirements for Uniformed Personnel as outlined in this directive.

2. Correctional Officers assigned to both ADC and ACC, in addition to training staff assigned to ADC

will wear:
a.

b.

A heather blue polo-style shirt affixed with an embroidered badge centered on the left
breast, the Department logo positioned on the left sleeve, and rank insignia affixed at the
point of each collar.

Navy blue pants.

3. Food service personnel in ADC facilities and ACC centers will wear:

a.

b.

C.

A heather blue polo-style shirt affixed with an embroidered badge centered on the left
breast, the Department logo positioned on the left sleeve, and rank insignia affixed at the
point of each collar.

Navy blue pants.

A chef’s apron or a chef’s jacket if authorized.

4. Parole and Probation Officers and Agents and training personnel assigned to ACC will wear:

a.

b.

A gray polo-style short-sleeve shirt affixed with an embroidered badge centered on the
left breast and the Department logo positioned on their left sleeve.
Desert khaki pants.
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c. Parole and Probation Agents will have rank insignia affixed on the point of each collar.
5. Exceptions to the Standard Uniform:
a. ACC Special Response Team (SRT):

i. SRT officers will be issued three (3) black shitts, three (3) black pants, a holster,
a duty belt, a handcuff case, a pepper spray case, a magazine case, and a belt
keeper.

ii.  The SRT may be authorized to wear plain clothes by the Division Director.

b. ACC Intensive Supervision Program officers may be authorized to wear plain clothes or
a low-visibility uniform by the Division Director.
c. Division of Correction Hospital Correctional Officers:

i.  Correctional Officers assigned to Hospital Security are non-uniformed
Correctional Officers who must adhere to the Secretarial Directive on Dress
Code for Non-Uniformed Personnel with the exception of approved footwear.
These officers must not wear sandals of any kind while on duty.

ii.  Hospital Correctional Officers must wear an authorized badge while on duty in
the community performing Department functions. This badge is intended to
provide rapid validation of the officer in emergencies, and to reassure the public
and hospital personnel who may notice that the officer is armed. The badge must
be worn on the belt with a plain black leather or nylon holder that attaches to the
waistband. It should be worn 4 to 6 inches to the right of center of the
individual’s trousers. In emergencies, it may be clipped to the left pocket of the
jacket to be cleatly visible.

d. Division of Correction Emergency Response Team (ERT):

i, ERT members are authorized to wear a special uniform while performing ERT
duties. The standard correctional officer uniform will be worn while performing
regular duties.

iil.  This uniform consists of Woodland Battle Dress Uniform (BDU) pants and
matching BDU long sleeve shirts. A plain black or tan t-shirt may be worn in the
summer months in lieu of the long sleeve shirt.

fii.  The BDU shirt will be adorned with two shoulder patches, an ERT rocker patch,
and rank insignia (if worn), all in subdued black and green. ERT members will
wear rank insignia on the right collar and the ERT insignia on the left collar.

iv.  Black or tan combat boots and a black or olive drab (OD) green belt must
complete the uniform and are to be purchased by the officer.

v. A Woodland camouflage cap is optional.

e. Division of Correction K-9 Officers:

1. K-9 Officers are authorized to wear a special uniform while performing K-9
Officer duties. The standard correctional officer uniform will be worn while
performing regular duties.

il.  This uniform consists of OD green BDU pants with an OD green button-down
shirt.

ii. K9 Officers will also wear a subdued green Correctional Police badge
embroidered on the left breast, a subdued American Flag on the left sleeve, and
a subdued Department patch on the right sleeve.

iv.  An OD green flight jacket may be worn during cold weather.

v. A tactical long sleeve shirt and t-shirt in OD green may also be worn. The tactical
long sleeve shirt will be adorned with two shoulder patches, a badge patch, and
rank insignia (if worn) in subdued black and green.

vi.  Black or tan combat boots and an OD green or black belt must complete the
uniform and are to be purchased by the correctional officer.

vii. A Division black or OD green ball cap is optional.
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f.  Internal Affairs Investigators:
i Aheather blue polo-style shirt affixed with an embroidered badge centered across
the left breast, “Internal Affairs” centered across the right breast, and the
Department logo left sleeve.
ii.  Desert khaki pants.
iii.  Black boots.
g.  Any other exceptions to the standard uniform may be authorized by the appropriate
Division Director or the Secretary.
6. The following items are required as part of Department uniform, but not issued by the Department.
These items must be purchased by uniform personnel:
a. Black socks.
b. Black belt.
c. Black gloves (only to be worn when working outside).
d. White t-shirts, either long or short-sleeved (for correctional officers and food service

personnel).
e. Dark gray or black t-shirts, either long or short-sleeved (for parole and probation officers
or agents).
f.  Shoes
i Food service personnel and correctional officers must wear plain, round, closed-

toed black shoes, or boots with up to a two-inch heel. No taps or tennis shoes
are permitted

il. All other Uniformed Personnel must wear plain, round, closed-toed black shoes,
ot boots with up to a two-inch heel. No taps, tennis shoes, steel, or Kevlar toed
boots.

fli.  Exceptions for alternate footwear may be made through a Reasonable

Accommodation Request consistent with the provisions in the Secretarial
Directive on Americans with Disabilities Act.
g.  Hats (ball caps or toboggans) may be purchased by personnel if they are of the same type,
design, and plain solid color as agency issued items.
7. Division Directors may authorize the issuance of any necessary equipment not referenced in this
directive.

C. Identification and Insignias
1. Identification

a. The Correctional Officer and Food Service personnel nametag must be worn centered
above the right breast.

1. The nametagis one inch in height, blue with white letters, and includes two initials
and a last name.
i.  Nametags will be ordered by respective Central Issuance Officer.
iii.  Uniformed Personnel are responsible for purchasing replacement nametags.

b. The photo identification issued by Central Human Resources must be worn on the
uniform while on duty and may not be worn while off duty.
i, TheID card should be clipped under the bottom button of the uniform shirt with
the photo facing forward.

iil.  The ID card is not required for officers wearing a ballistic vest.

iii.  Uniformed Personnel must not wear the ID card with a lanyard or chain around
the neck.

iv.  Central Human Resources will issue photo identification labeled “certified law
enforcement” for any certified law enforcement officer who will be out of
uniform.

c.  When worn by Uniformed Personnel, the law enforcement badge (shield) must be visible.
i.  Correctional Police Officers will be issued a gold badge for embroidery on their

uniform shirt.
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ii.  Probation and Parole Officers or Agents may wear the badge (shield) on a
lanyard.

fi.  All certified law enforcement officers will be issued a gold shield.

iv.  Probation and Parole Agents will be issued a silver shield upon promotion.
v.  Probation and Parole Area Managers and Assistant Area Managers will be issued
a silver shield upon promotion
2. Insignia

a. Rank insignia must be state-issued and made of metal.

b. The Unit Human Resources Manager or Area Office Purchasing Official is responsible
for ordering rank insignia. “Agent” insignia will be provided by the Deputy Director of
Parole and Probation Services upon a Parole/Probation Officet’s promotion to Agent.

c. Insignia designations are as follows:

Rank Color ERT Insignia

Corporal .

Foolzl Production Manager I Silver Two small chevrons

Sergeant Silver Three small chevrons
;ii?é?ﬁ;?;structor (ADC) Silver One bar, "4 inch wide and %4 inch long
Captain . .

Training Supervisor (ADC) Silver II\Z}? lgimlii; ars, Va inch wide and 74
Food Production Manager &

Major Gold Small oak leaf

Parole & Probation Agent Silver “AGENT”

Field Training Officer Silver “FTO” in place of left insignia pin

3. Service Bars

g.

Service bars and stars may be worn in place of service pins at the officer’s expense.
Service bars and stars will be silver in color on a background of navy blue or dark gray
material (depending on the shirt color they are required to wear).

Setvice bars will be seven-sixteenths inches by one inch (7/16” by 17) to be place one-
quarter inch (1/4”) apart on the left shirt sleeve.

Setvice stars will be three-quarters of an inch (3/4”) from the tip of one point of the star
to the opposite tip and will be placed one-half inch (1/2”) apart. The single point of the
star will be pointed upwards.

Service stars are authorized to be worn with long-sleeved uniforms only.

The officer will wear one (1) bar for each year of service completed. When an officer is
eligible to wear more than four (4) bars, they will omit the bars and use a five-point star,
denoting five (5) years of service. At no point should an officer have more than four (4)
bars on the sleeve.

If bars are used in addition to service stars, they must be sewn above the stars.

4. Mourning Bands

a.

Upon such an occasion eliciting the use of mourning bands, notification regarding
permission to wear the bands will be sent to personnel by the Secretary, Division Director,
or a Division Deputy Director.

Uniformed Personnel may place a black mourning band across their badge and shield.

A mourning band is appropriate on the following occasions:

i Following the death of a law enforcement officer, first responder, correctional
officer, or other Department employee, Uniformed Personnel may wear a
mourning band from the day of death until completion of the funeral.

The mourning band may also be worn each year on National Peace Officer’s
Memorial Day or for any other official memorial for fallen law enforcement
officers, correctional officers, or first responders.

1.
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D. Issuance of Uniforms

1.

2.

ACC and ADC uniforms will be issued through the appropriate Division Central Issuance Officer.

Any other uniform will be issued as instructed by the Secretary or designee.

Issuance officers are responsible for:
a. Issuing uniforms within their division, or as directed by the Division Director.

b. Maintaining an accurate record of uniforms issued to personnel.

c.  Maintaining an accurate record of uniforms left in stock.

d. Removing all affixed logos and ensuring that unserviceable shirts are property disposed
of.

e. Collecting and maintaining Uniform Receipt Statements (Attachment #4) upon issuing
uniforms.

f.  Ensuring pre-payment has been made prior to issuing additional uniforms.

Uniformed Personnel will be given a Uniform Receipt Statement (Attachment #4) to sign at the
time of issuance which indicates that the employee:

a. Has received all items as listed.

Agrees to be responsible for the safekeeping of items.

c. Agrees to return all Department issued uniforms and equipment if employment is
terminated for any reasons.

d. Agrees to pay for the replacement cost of any lost or destroyed items when such loss or
destruction is caused by the negligence, recklessness, purposeful conduct, or unlawful
conduct of the employee.

Uniformed Personnel will be issued three (3) pairs of uniform pants and three (3) uniform shirts.
Shirts may be issued in either short or long sleeve, except in the following circumstances:

a. Probation and Parole Officers and Agents will only be issued short sleeve uniform tops.

b. Uniformed Personnel that have an Offensive Tattoo will only be issued only long sleeve
uniform tops.

c. Food Service personnel will be issued three (3) chef jackets or aprons affixed with the
Department logo in addition to the regular correctional officer uniform.

Officers issued a stab-resistant vest will be issued a navy blue over carrier.

e. Parole and probation officers and agents will also be issued one holster, a duty belt, and
handcuff case, a pepper spray case, a magazine case, and a belt keeper.

Uniformed Personnel may purchase additional uniforms at their own expense. The issuance officer
must ensure that pre-payment is made to the appropriate Department financial account before
issuing additional uniforms.

After issuance, Uniformed Personnel are accountable for their uniforms and other agency property
issued to them. Personnel must keep their uniforms clean and serviceable. If a uniform or other
issued equipment is damaged, lost, or stolen, the personnel must promptly notify his or her
immediate supervisors and, as appropriate, submit a written incident report.

E. Replacement of Uniforms

1.

2.

3.
4.

An employee must have their Department-issued photo identification badge to exchange
uniforms.
Unless otherwise authorized by this policy, Uniformed Personnel may exchange their uniform
pants and shirts every other year.
a. Additional exchanges may be approved by the Area Manager, Warden, Center Supervisor,
Administrator, Division Director, Secretary, or designee with proper documentation.
b. Field Security within the ADC may exchange jackets after two (2) years if the jacket is no
longer serviceable. For all other personnel, jackets may be exchanged no sooner than five
(5) years after issuance.
Routine exchanges must occur during the officet’s month of hire.
Additional exchanges may be authorized if:
a. The uniform is confiscated due to an incident. A confiscation form must be submitted
before a replacement is allowed.
b. The uniform does not fit propetly.
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c. The uniform was destroyed through no fault of the officer due to a natural disaster or
emergency.

d. The uniform is not serviceable due to circumstances documented in an incident report
and approved by the appropriate supervisors.

F. Return of Uniforms
1. Old uniforms are to be returned to the Central Issuance Officer upon issuance of new uniforms,
exchange of uniforms, and upon termination of employment (whether voluntary or involuntary).

G. Grooming Standards
1.  General Hair Standards

a. Hair should be kept clean, neat, and styled to present a professional appearance.

b. Length:
i Hair must be trimmed and propetly groomed so that it does not extend over the
tops of the ears or the collar.
il. Long hair must be arranged in a fashion so that the hair, including extensions,
does not extend over the collar or eats.
c. Color:
i Hair colors must be in naturally occurring color tones.
il. Extreme colors such as green, purple, pink, etc., are prohibited.
d. Style:
1. Mohawks, ponytails, or similar styles are not allowed.
ii.  Examples of permissible hairstyles are attached.

e. Only full, removable wigs that are required for medical necessity, as documented by a
physician, are allowed. Wigs must follow general hair standards.

f.  For ADC Uniformed Personnel and ACC Uniformed Personnel assigned to residential
facilities, no hair style which prevents a seal on the self-contained breathing apparatus
(SCBA) or gas mask will be allowed.

2. Pacial Hair Standards

a. Facial hair must be kept clean, neat, and maintained to present a professional appearance.

b. Sideburns must be neatly trimmed, no wider than one inch (1), and the same width on
both sides. Sideburns must not extend beyond the bottom of the earlobe.

c. A neatly trimmed mustache, goatee, or beard no longer than one-half inch (1/2”) may be
worn. Mustaches must not extend to the mouth or below the top of the upper lip to allow
for proper use of a SCBA if needed.

A neatly trimmed beard is only allowed for uniformed staff in the ACC.

e. For ACC Uniformed Personnel and ADC Uniformed Personnel assigned to residential
facilities, no facial hair which prevents a seal on the SCBA or gas mask will be allowed
and no neck hair is allowed. For example, no goatee extending past the chin is permissible.
A diagram of where the mask is placed on the face, and examples of permissible and
prohibited facial hair are attached.

3. Jewelry

a. Due to the inherent physical risk and potential for monetary loss, Uniformed Personnel
shall limit the type and amount of jewelry worn while in uniform.

b. Jewelry permitted to be worn includes:

i. A wedding ring and one other ring.
i. A digital wristwatch, except that a smartwatch or fitness tracker will not be worn
by correctional officers.
fii.  Religious medallions may only be worn underneath a shirt and cannot be visible
in uniform.
iv.  Medical alert bracelets or tags if worn underneath the shirt and not visible in

uniform.
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v.  ACC Uniformed Personnel only: Female Correctional Officers and Probation
and Parole Officers or Agents may wear one (1) pair of stud earrings or hoop
earrings up to one-half inch in diameter.

vi.  Security Personnel for the Division of Correction may not wear earrings while on
duty or inside a facility.

c. Jewelry that is not permitted to be worn includes:

1. Necklaces.

ii.  Tongue piercings.
fii.  Facial piercings including, but not limited to, lips, nose, eyebrows, and cheeks.
iv.  Body piercings that are not covered by uniform or noticeable while in uniform.
v.  Barrings other than those specifically allowed above.

d. Covering visible body piercing jewelry with band-aids is not permitted and not considered
in compliance with this directive.
4. Fingernails
a.  All personnel must keep their fingernails clean and neatly trimmed.
b. Fingernails must not extend more than one-eighth inch (1/8”) beyond the tip of the
finger.
c. DPolished fingernails for female personnel should all be one color of non-decorative
tingernail polish. Male personnel are prohibited from wearing fingernail polish.
d. Inaddition to the above requirements, fingernails must not be disruptive to operations
5. Uniformed Personnel shall maintain good personal hygiene while on duty. This includes regular
bathing.
6. Makeup should be subtle, conservative, and not distracting in a correctional environment.

H. Enforcement of Standards

1. Supervisors shall enforce this directive. Department Training Academy personnel will enforce this
policy for cadets and Uniformed Personnel while attending a training academy or class.

2. Personnel out of compliance with this directive are subject to progressive discipline as outlined in
the Secretarial Directive on Employee Conduct and Discipline. Disciplinary action may be up to
and including termination of employment for repeated or egregious violations.

3. Units with SCBAs will keep an SCBA in their entrance areas. If there is a question about the ability
of a correctional officer to seal the mask, the entrance area officer will suspend entrance procedures
and notify a Lieutenant or above, who will give the officer a direct order to attempt to seal the
SCBA in the entrance building. If the officer is unable to do so, the supervisor will issue a direct
order to shave before entering the unit.

IV. IMPLEMENTATION:

Distribution of new uniforms throughout the Department will be a gradual process. Uniformed Personnel
will continue using uniforms upon the effective date of this directive until issued the new uniform.

V. ATTACHMENTS:

Attachment 1. Diagram of a Typical Full Face-Piece Respirator (SCBA)
Attachment 2. Diagram of Facial Hair

Attachment 3. Examples of Acceptable Hair Styles for Correctional Officers
Attachment 4. Uniform Receipt Statement
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Diagram of a Typical Full Face-Piece Respirator (SCBA)

ﬂ

Eyepiece ——>»

Inhalation Valve \

Air Directing
Inlet

Air-Purifying Exhalation
Element Valve



18

Diagram of Facial Hair

ACCEPTABLE: UNACCEPTABLE:

Attachment 2




Acceptable Hairstyles for Correctional Officers
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Attachment 4

ARKANSAS DEPARTMENT OF CORRECTIONS
UNIFORM RECEIPT STATEMENT

Date: Ticket # Division: ADCD ACC D IAD
Last name, First name: Job Title:
Personnel/AASIS number: Anniversary Date:
Unit/Center/Area Assighment:
Item Description Quantity | Item Price | Net Total

By signing below, I agree that I have received and am responsible for the safekeeping of the items listed
above. I agree to return all Department issued uniforms and equipment when my employment is terminated
for any reason. Further, I agree to pay for the replacement costs of any lost or destroyed items when such
loss or destruction is caused by my negligence, recklessness, purposeful conduct, or unlawful conduct. I
understand that failure to safe keep or return uniforms may result in disciplinary action.

Employee Signature: Total:
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OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV

SECRETARIAL DIRECTIVE

SUBJECT: Dress Code for Uniformed Personnel

NUMBER: 2022-12 SUPERSEDES: 2021-11

21T

APPLICABILITY: All Department©€ Uniformed Personnel or Non-Uniformed Petsonnel if
directed to wear a uniform

REFERENCE: A.C:A. § 23-43-103;23-43-105,23-43-167,-25-43-105, 25-43-108, 25-43-403;
AR 201- Uniforms

—PAGE: 1 of 840

APPROVED BY: Original signature on file-
EFFECTIVE DATE: 10/26/2022 -

I. POLICY:

As the executive head of the Arkansas Department of Cotrections (Department), it is the responsibility of
the Sectetary of Corrections (Secretary) to administer the vatious rules, ordets, or directives issued by the
Department. This policy establishes standard grooming and attire standards -and-to ensure that Uniformed

Personnel present a clean, neat, professional appearance while on duty implementstandardized-grooming

and-attire-standards-commensurate with employment in a professional criminal justice organization.

SPepS ol licl ] Lot 1 it £l 1+ £ Lot Lo 1
ofratty;estapsnproceaures rot Ssuanceanamatrtenance orufrorms; ana promote sarcty rotrpetsonfier

HEILDEFINITIONS:

A. Offensive Tattoo. Any tattoo which may result in a negative reaction from personnel or offenders,
including but not limited to, any tattoo depicting a symbol or images associated with gang affiliation,
profanity, sexual content or innuendo, or any other image which would reflect negatively on the
Department.

B. Uniformed Personnel. Correctional officers, parole and /probation officers, parole and /probation
agents, internal affairs investigators, food service personnel, and other personnel required to wear a
uniform by a Division Director or the Sectetary-of-Cotreetions. Superintendents, wardens, deputy
wardens, center supetvisors, area managers, and assistant area managers are not Uniformed Personnel.

P-IIL.PROCEDURES:
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A. General Uniform Standards
1. Department personnel must always present a professional appearance while in uniform.

a.  Guidelines as to how the uniform is to be worn must be strictly adhered to.

b. If non-uniformed personnel are directed to wear a uniform, they are subject to uniform
standards contained in this directive.

c. [Shirttails] must be tucked inside of the pants with a black belt -when the uniform is worn,
both on-duty and off-duty, unless the employee is pregnant.

d. WhenbootsarewornpantPant legs must be worn outside of-the boots.

2. PWhen-personnelare imwearing a Department uniform, ;whether-on-duty or off-duty, ;they-must
present an appearance and attitude of professionalism which mirtors-promotes a positive image of
the Department©€. The following activities are prohibited while in uniform:

Purchasing, using, selling, or distributing alcoholic bevetagessbeverages.
Fraternizing or being present at a bar or nightelab;nigh tclub.
Working a secondary jebsjob.
Gambling, purchase of lottery tickets, or visiting a easifio;casino.
Making threats of bodily hatmsharm.
Use of language or gestures that are inappropriate, insolent, violent, or profane in
Aatare;nature.
Fighting.;-ot
Engaging in any activity that is unbecoming of the Department©€ image.
i < s i sUniforms must be kept clean and_in presentable,
berviceabld condition.

4. Uniformed Personnel switk-shall wear the uniform assigned to them while on duty except in the

following circumstances:

a.  While participating in training that involves physical activity or firearms qualification,
personnel may wear clothing appropriate for participation as directed by the instructor or
training supervisor.;

b.  While participating in “In-Service” training, personnel must-may follow the Dress Code
for Non-Uniformed Personnel directive.;

c. While attending court or a professional meeting, personnel may wear business attire as
defined in the Seccretarial Directive for Dress Code for Non-Uniformed Personnel
divective,; or

d.  While serving on a special assighment, undercover, attending training, or attending a pre-
approved public or non-agency event.

5. ﬁ‘i’hcn} a_job post requires additional uniform accessories,A Wardens, Center Supetvisors, or
Administrators may authorize Uniformed Personnel to wear ammunition holders, holsters,
handcuff cases, and equipment holders on their belt as necessary.- These holders must be plain,
black in color, and contain no lettering or designs.

6. Division of Correction (ADC) personnel must-cannot NOF-carry, use, or possess personal security
equipment such as handcuff keys, handcuffs, or chemical agents while on duty. The Director of
the Division of Community Correction_ (ACC) may authorize exceptions to this prohibition_for
parole and probation staff. Such exceptions must be reported in writing to the Office of the
Secretary.]

o o TR

Q.
h.

B. [Uniform Specifications for Various Job Assignments

1._El addition to the requirements outlined in this policy, there may be specific uniform requirements
for different job assignments throughout the Department. Personnel assigned to positions identified
in this subsection must adhere to the specific requirements for their position in addition to the
oeneral requirements for Uniformed Personnel as outlined in this directive.

4:2. Correctional Officers assigned to both ADC and ACC, in addition to training staff assigned to ADC

,“ 7 el 4 1 OF5 < (£ Leth P < ] bRy L + ] Tpnt
will wear:Cotreettonal-Offteers—(forboth-prisonsand-ecommunttycorrection—eentersand-TFranin;
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a. A heather blue polo-style shirt affixed with an embroidered badge {centered on the left
breast), the BDepartment ©€-logo positioned on the fleft sleeve), and rank insignia
affixed at the point of each collar.;-and

b. Navy blue pants.

2.3. [Food service personnel in ADC facilities and ACC centers —will-wearwill wear:

a. A heather blue polo-style shirt affixed with an embroidered badge {centered on the left
breast), the BOE-Department logo positioned on the Iffeft sleeve), and rank insignia
affixed at the point of each eollar;collar.

b. Navy blue pants;-and.

c.[A chefs apron or a chef’s jacket if authorized)

A _chafo oo 1ol
—A-—chePsapronorachefsjacket
3:4. -Parole_ and Probation Officers and Agents/Probation-Officers and (Fraining personnel assigned to
the-Diviston-of-Community-CorteetionACC —withbwearwill wear:
a. A gray polo-style short-sleeve shirt affixed with an embroidered badge {centered on the
left breast) and the BOE-Department logo positioned on their fleft sleeve.);
b. Desert khaki pants.;-and
c.  ©OnlyPParole-or and PProbation AAgents will have rank insignia affixed on the point of
each collar.
4:5. Exceptions to the Standard Mn}@mfefm@
a. Division-of Community-Correetion/ACC Special Response Team (SRT):
i.  SRT o©fficers will be issued three (3) black shirts, three (3) black pants, a holster,
a duty belt, a handcuff case, a pepper spray case, a magazine case, and a belt
keeper.
ii. __The SRT may be authorized to wear plain clothes by the Division Director.
b. ACC Intensive Supetvision Program officers may be authotized to wear plain clothes or
a low-visibility uniform by the Division Director.
c. [Divisionof CotreetionDivision of Correction Hospital Cotrectional Officers]
i, [Correctional Officers assigned to Hospital Security are non-uniformed
Cortrectional Officers who must adhete to thu Secretatial Dlrecme on Drw@
CUdL for Non- L'nlfmmgd Pcrsonnd 5

eeée—fef—Nﬂﬂ-L—ﬁfEe-fmed—Peﬁeﬁ-ﬁel—thfeeﬁve with the exception of approved
footwear. These officers must not wear sandals of any kind while on duty.

ii. Hospital Ceorrectional Oefficers must wear an authorized badge while on duty
in the community performing Department©€ functions. This badge is intended
to provide rapid validation of the officer in emergencies, and to reassure the
public and hospital personnel who may notice that the officer is armed. The badge
must be worn on the belt with a plain black leather or nylon holder that attaches
to the waistband. It should be worn 4 to 6 inches to the right of center of the
individual’s trousers. In emergencies, it may be clipped to the left pocket of the
jacket to be cleatly visible.

d. Bivisienreof-CorrectionDivision of Correction Emergency Response Team (ERT):

i.  ERT members are authorized to wear a special uniform while performing ERT
duties. The standard correctional officer uniform will be worn while performing
regular duties.

ii.  This uniform consists of Woodland Battle Dress Uniform (BDU) pants and
matching BDU long sleeve shirts. A plain black and/or tan t-shirt may be worn
in the summer months in lieu of the long sleeve shirt.

iii. ~ The BDU shirt will be adorned with two shoulder patches, an ERT rocker patch,
and rank insignia (if worn), all in subdued black and green. ERT members will
wear rank insignia on the right collar and the ERT insignia on the left collar.

iv.  Black or tan combat boots and a black or olive drab (OD) green belt must
complete the uniform and are to be purchased by the officer.

v. A Woodland camouflage cap is optional.
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Diviston-of-CorteetionDivision of Correction K-9 Officers:

i.  K-9 O©fficers are authorized to wear a special uniform while performing K-9
OOfficer duties. The standard correctional officer uniform will be worn while
performing regular duties.

ii.  This uniform consists of OD green BDU pants with an OD green button-down
shirt.

iit——IK-9 OOfficers will also wear a subdued green Correctional Police badge
embroidered on the left breast, a subdued American Flag on the left sleeve, and
a subdued BOE-Department patch on the right sleeve.

i

iv.  An OD green flight jacket may be worn during cold weather.

v. A tactical long sleeve shirt and t-shirt in OD green may also be worn. The tactical
long sleeve shirt will be adorned with two shoulder patches, a badge patch, and
rank insignia (if worn) in subdued black and green.

vi.  Black or tan combat boots and an OD green or black belt must complete the
uniform and are to be purchased by the correctional officer.

vii. A Division black or OD green ball cap is optional.

([nternal Affair In\*esti(fatorszl
i. A heather blue polo-style shirt affixed with an embroidered badge {centered
across the left breast), “Internal Affairs” {centered across the right breast,y and
the BOE-Department logo {left sleeve).
i.  Desert khaki pants.
iii. ___Black boots.

g. Any other exceptions to the standard uniform may be authorized by the appropriate

Division Director or the Secretaty.

5:0. The following items are required as part of the-Department uniform, but not issued by the
POEDepartment. These items should-must be purchased by uniform &3crsonnc - pets :

a.

Black socks.:

ab. Black belt.
b-c. Black gloves (only to be worn when working outside).;
ed. White t-shirts, either long or short-sleeved (for c€orrectional o©fficers and food service

personnel).;

e-e. Dark gray or black t-shitts, either long or short-sleeved (for pParole and /Pprroebation

oOfficers or aAgents).;

e-f. Shoes

1. For-I'food service personnel and cotrectional officers_must wear- plain, round,
closed-toed black shoes, or boots with up to a two-inch heel. 5-No taps or tennis
shoes_are permitteds;

ii. For-Aall other Uniformed Personnel must wear —plain, round, closed-toed black
shoes, or boots with up to a two-inch heel. No taps;-, rennis shoes, | tennisshoes;
otsteel, or £Kevlar toed boots.

ihiil. Eixceptions for alternate footwear may be made through a Reasonable
Accommodation Request consistent with the provisions in the Secretarial
Directive on Americans with Disabilities Act.

f£——Hats (ball caps or toboggans) may be purchased by personnel if they are of the same type,

design, and plain solid color as agency issued items.

6——Division Directors witl-may authorize the issuance of any necessary equipment not referenced in
this directive.

~
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C.

Identification and Insignias

1. Identification

a.  The Cortrectional Officer and Food Service personnel nametag must be worn centered
above the right breast.

i

i,
iii.

[The nametag is one inch in height, blue with white letters, and includes two-initials
and-atwo initials and a last name}

Nametags will be ordered by respective Central Issuance Officer.

Uniformed Personnel are responsible for purchasing replacement nametags.

b. The photo identification issued by Central Human Resources must be worn on the
uniform while on duty and may not be worn while off duty.

i

iv.

The ID card should be clipped under the bottom button of the uniform shirt jthe
bottom-button-of-the-uniform-shirt-with the photo facing forward.

The ID card is not required for officers wearing a ballistic vest.

Uniformed Personnel must not wear the ID card with a lanyard or chain around
the neck.

Central Human Resources will issue photo identification labeled “certified law
enforcement” for any certified law enforcement officer who will be out of
uniform.

c. When worn by Uniformed Personnel, the law enforcement badge (shield) must be visible.

i

[Cortectiona_l PPolice OSfficers ]Will be issued a gold badge for embroidery on
their uniform shirt.

Probation and #Parole Officers and-or Agents may wear the badge (shield) on a
lanyard.

All certified law enforcement officers will be issued a gold shield.

Probation and #Parole Agents will be issued a silver shield upon promotion.

Probation and Parole Area Managers and Assistant Area Managers will be issued

2. Insignia

a silver shield upon promotion

a.  Rank insignia must be state-issued and made of metal.

b. The Unit Human Resources Manager or Area Office Purchasing Official is responsible
for ordering rank insignia. “Agent” insignia will be provided by the Deputy Director of
Parole and Probation Services upon a Parole//Probation Officer’s promotion to Agent.

c. Insignia designations are as follows::
Rank Color ERT Insignia
Corporal .
Food Production Manager T Silver Two small chevrons
Sergeant Silver Three small chevrons
Lieutenant . o . 5
Training Instructor (ADC) Silver One bar, %4 inch wide and % inch long
Captain o . 5
Training Supervisor (ADC) Silver ;I;IW}? lpzryallel }l: ars, 4 inch wide and %
Food Production Manager H chlong eac
Major Gold Small oak leaf
Parole & Probation Agent Silver “AGENT”
Field Training Officer Silver “FTO” in place of left insignia pin

3. Service Bars

a.  Service bars and stars may be worn in place of service pins at the o©fficer’s expense.
b. Service bars and stars will be silver in color on a background of navy blue or dark gray

material

(depending on the shirt color they are required to wearshirt-eolort).
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c. Service bars will be seven-sixteenths inches by one inch (7/16” by 1”) to be place one-
quartet inch (1/47) apart on the left shirt sleeve.

d. Service stars will be three-quatters of an inch (3/4”) from the tip of one point of the star
to the opposite tip and will be placed one-half inch (1/2”) apart. The single point of the
star will be pointed upwards.

e. Service stars are authorized forto be worn with long-sleeved uniforms only.

f. [The officer will wear one (1) bar for each year of service completed. When an officer is
eligible to wear more than four (4) bars, he-ot-shethey will omit the bars and use a five-
point star, denoting five (5) years of service. At no point should an officer have more
than four (4) bars on the slecve.]

g If bars are used in addition to service stars, thenbarsthey witb-must be sewn above the
stars.

4. Mourning Bands

a. _Upon such an occasion eliciting the use of mourning bands, notification regarding
permission to weat the bands will be sent to personnel by the Secretary, Division Director.
or a Division Deputy Director.

xb. Onapproptiate oceasions; Uniformed Personnel may place a black mourning band across

their badge and shield.(ifissued):

c. A mourning band is appropriate on the following occasions:

i.  [Following alineof dutythe death of a law enforcement officer, first responder,
or correctional officer,_or other Department emplovee, Uniformed Personnel
may wear a mourning band from the day of death until completion of the funeral.

ii. ~ The mourning band may also be worn each year on National Peace Officer’s
Memorial Day or for any other official memorial for fallen law enforcement
officers, correctional officers, or first responders.}

D. Issuance of Uniforms

1. -Divisten—oef-Community-CerteetonACC and ADC | AD( umformq will be 1ﬁsued through fh%&the
appropriate DlVlSlOnt Central Issuance Ofﬁcer

—Any other uru'form will be issued as instructed

by the Secretary or designee.
2. -Issuance officers are responsible for:
a. Issuing uniforms within their division, or as directed by the Division Biteetor;Director.
b. Maintaining an accurate record of uniforms issued to personnekpersonnel.
c. Maintaining an accurate record of uniforms left in stoek;stock.
d.  Removing all affixed logos and ensuring that unserviceable shitts are property disposed

e. Collecting and maintaining Uniform Receipt Statements (Attachment #4) upon issuing
uniforms.:and

f.  Ensuting pre-payment has been made prior to issuing additional uniforms.
3. Uniformed Personnel will be given a “Uniform Receipt Statement_(Attachment #4)* to sign at the
time of issuance which indicates that the employee:
a.  Has received all items as listed:listed.
Agrees to be responsible for the safekeeping of itemssitems.
grees to return all Department issued uniforms and equipment if employment is

terminated for any reasons.

stees 3

d. Agrees to pay for the replacement cost of any lost or destroyed items when such loss or
destruction is caused by the negligence, recklessness, purposeful conduct, or unlawful
conduct of the employee.
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E.

F.

G. Grooming Standards

4. -Uniformed Personnel will be issued thtee-three (33) pairs of uniform pants and threethree (33)
umform shlrts Shirts may be issued in either short or long sleeve, except in the following
a. Probanon and %PParole Ofofficers and AAgents will only be issued short sleeve uniform
tops.
b. H-Uniformed Personnel -that have anhas-an Offensive Tattoo_;-onlytongsleeveuniform
tops-will only be ﬁssued} only long sleeve uniform ffops).
c. Divisionof-Correction-Food Service personnel will be issued three (3) chef jackets or
aprons affixed with the Department logo in addition to the regular orrectional officer
uniform.

S saff Hoge;
exd. Officers issued a stab-resistant vest will be issued a navy blue over catrier.
£e. Parole and pr/Probation 0Officers and aAgents will also be issued one holstet, a duty
belt, and handcuff case, a pepper spray case, a magazine case, and a belt keeper.

5. Uniformed Personnel may purchase additional uniforms at their own expense. The ifssuance
0Officer must ensure that pre-payment is made to the appropriate DOE-Department financial
account before issuing additional uniforms.

6. After issuance, Uniformed Personnel are accountable for their uniforms and other agency property
issued to them. Personnel must keep their uniforms clean and setviceable. If a uniform or other
issued equipment is damaged, lost, or stolen, the personnel must promptly notify his or her
immediate supervisors and, as approptiate, submit a written incident report.

Replacement of Uniforms
1. An employee must have their DOEDepartment-issued photo identification badge to exchange

uniforms.
2. Unless otherwise authorized by this policy, Uniformed Personnel may exchange their uniform
pants and shirts every other year.

a. Additional exchanges may be approved by the Area Manager, Warden, Center Supervisor,
Administrator, Division D1rector Secretary, or designee with proper documentation.
Field Security [Field-S within the-Division-of-Correetionthe ADC may exchange
jackets after two (2) years if the jacket is no longer serviceable. For all other personnel,
jackets may be exchanged no sooner than five (5) years after issuance.

3. Routine exchanges must occur during the officer’s month of hire.
4. Additional exchanges may be authorized if:
a.  The uniform is confiscated due to an incident. A confiscation form must be submitted
before a replacement is allowed.
The funiform does not fit propetly.

c. The uniform was destroyed through no fault of the officer due to a natural dlsaster or
emergency.
d. _The uniform is not setviceable due to circumstances documented in an incident report

and approved by the appropriate supervisors.

Return of [( niformﬁ

1. _Old ubniforms are to be returned to the Central Issuance Officer upon issuance of new uniforms,
exchange of uniforms, and upon termination of employment (whether voluntary or involuntary).

1€ =14 £ < + ™ ] 4o s RN 157 1 1 1o red +] o f
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1. General Hair Standards
a.  Hair should be kept clean, neat, and styled to present a professional appearance.
b. Length:
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i Hair must be trimmed and propetly groomed so that it does not extend over the
tops of the ears or the collar.
ii.  Long hair must be arranged in a fashion so that the hait, including extensions,
does not extend over the collar or ears.
Color:
1 Hair colors must be in naturally occurring color tones.

Extreme colors such as green, purple, pink, etc., are prohibited.

i. Mohawks, ponytails, or similar styles are not [Ma-}}ﬁweé

ii.  Examples of permissible hairstyles are attached.

£e. Only full, removable wigs that are required for medical necessity, as documented by a

«+t

physician, are allowed. Wigs must follow general hair standards]

For Bivision—of-Correetion\ADC Uniformed Personnel and Division—of-Community
Correetion\CC Uniformed Personnel assigned to residential facilities, no hair style which
prevents a seal on the self-contained breathing apparatus (SCBA) or gas mask will be
allowed.

2. Facial Hair Standards

3.

a.

b.

ed. -

ehe.

Jewelry

a.

b.

C.

Facial hair must be kept clean, neat, and maintained to present a professional appearance.
Sideburns must be neatly trimmed, no wider than one inch (1), and the same width on
both sides. Sideburns must not extend beyond the bottom of the eatlobe.

c.__{H-A neatly ttimmed mustache, goatee, ot beard no longer than one-half inch (1/2”) may
be worn. Mustaches must not extend to the mouth or below the top of the upper @1 to
allow for proper use of a b(JBr\ if nccdcd 3 4

S1a

s dermies
tratatng: academtes:

2-A neatly trimmed beard is only allowed for uniformed staff in the Division—of
(:ﬁmfﬂtrﬁﬁ\‘—@ﬁffeeﬁﬁfr’\( C.

For Division—of-CorreetionACC Uniformed Personnel and Division—eof-Community
CotreetionADC Uniformed Personnel assigned to residential facilities, no facial hair

which prevents a seal on the self-contained-breathingapparatas{SCBAA) or gas mask will

be allowed and no neck hair is allowed. For example, no goatee extending past the chin is
permissible. A diagram of where the mask is placed on the face, and examples of
permissible and prohibited facial hair are attached.

Due to the inherent physical risk and potential for monetary loss, Uniformed Personnel
shall limit the type and amount of jewelry worn while in uniform.
Permissible-]jewelry permitted to be worn includes:
i A wedding ring and one other ring.;
ii.  [Al digital wristwatch, wis
eotreetionalfacilitiesexcept thqt a smartw atch ot ﬁtnes% rrlrl cer will not be worn

by correctional officers.;

iii.  Religious medallions may fonly bei worn underneath the-a shirt and setcannot
be visible in uniform.j;

iv.  Medical alert bracelets or tags {onty-if worn underneath the shirt and not visible
in um'forrn} :

ACC Uniformed Personnel only: Female
LeorreCUOnal ( )(—)fﬁcers a5 nd PProbation and PParole OffieersOfficers or
A#gents may wear one (1) pair of stud earrings or hoop earrings up to one-half
inch in M&mﬁe&f s

vi.  Secutity Personnel for the Division of Cortection may not wear earrings while on
duty or ﬁnqdﬁ inside-a facility.

Jewelry that is not permitted to be worniNen-permissiblejewelty includes:




29

i Neeklaces:Necklaces.
ii.  Tongue pieteings;piercings.

ili.  Facial piercings Hincluding, but not limited to, lips, nose, eyebrows, and cheeks).;

iv. Body piercings wwhieh-that are not covered by uniform or noticeable while in
uniform.;-afi

v.  Earrings other than those speclﬁcaﬂy allowed above.

d. NeteCovering visible body piercing jewelry with band-aids is not_permitted and not
considered in compliance e-with_this directive-this-poliey.
4. {fingernail{Fingersails
a.  All personnel wwitbmust keep their fingernails clean and neatly trimmed.
b._Fingernails must not extend more than one-eighth inch (1/8”) beyond the tip of the
finger.

bec. [Polished fingernails for female personnel should all be one color of non-decorative

fingernail polish. Male personnel are prohibited from wearing fingernail polish.

d. In addmon to rhe above requirements, fingernails must not be [dls_mw]thew-pﬁ—ve—to the

2 i soperations
5. Uniformed Personnel shall maintain good personal hygiene while on duty. This includes regular

bathing.

6._Makeup should be subtle, conservative, and not distracting in a correctional environment.

H. Enforcement of Standards

1. Supervisors shall enforce this directive. BOE-Department Training Academy personnel will enforce
this policy for -cadets and Uniformed Personnel while attending a training academy or class.

2. Personnel out of compliance with this directive are subject to progtessive discipline as outlined in
the Secretarial Directive on Employvee Conduct and Discipline. Disciplinaty action may be up to
and including termination of employment for repeated or egregious violations.

3. Units with SCBAs will keep an SCBA in their entrance areas. If there is a question about the ability
of a cCorrectional oOfficer to seal the mask, the entrance area officer will suspend entrance
procedures and notify a Lieutenant or above, who will give the officer a direct order to attempt to
seal the SCBA in the entrance building. If the officer is unable to do so, the supervisor will issue a
direct order to shave before entering the unit.

V=IVIMPLEMENTATION:

Distribution of new uniforms throughout the Ddepartment will be a gradual process. Uniformed
Personnel will continue using uniforms upon the effective date of this directive until issued the new
uniform.

VEV.ATTACHMENTS:

Attachment 1. Diagram of a Typical Full Face-Ppiece Respirator (SCBA)
Attachment 2. Diagram of Facial Hair

Attachment 3. Diagtam-ofFactal-Hair

Examples of Acceptable Hair Styles for Correctional Officers
Attachment 4. Uniform Issuanee-Receipt Statement Standatd-Form
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Attachment 1A

Diagram of a Typical Full Face-Piece Respirator (SCBA)

Facepiece

Eyepiece ——>»

Inhalation Valve \

Air Directing
Inlet

Air-Purifying Exhalation
Element Valve
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Diagram of Facial Hair

ACCEPTABLE: UNACCEPTABLE:

UNACCEPTABLE:

Attachment 2




Acceptable Hairstyles for Correctional Officers
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| Attachment 45

ARKANSAS DEPARTMENT OF CORRECTIONS
UNIFORM RECEIPT STATEMENT

Date: Ticket # Division: ADCD ACC |:| I.A|:|
Last name, First name: Job Title:
Personnel/AASIS number: Anniversary Date:
Unit/Center/Area Assignment:
Ttem Description Quantity | Item Price Net Total

By signing below, 1 agree that I have received and am responsible for the safekeeping of the items listed
| above. I agree to return all Department©€ issued uniforms and equipment when my employment is
terminated for any reason. Further, I agree to pay for the replacement costs of any lost or destroyed items
when such loss or destruction is caused by my negligence, recklessness, purposeful conduct, or unlawful
conduct. I understand that failure to safe_keep or return uniforms may result in disciplinary action.-ot-cost

£ Day-

Erﬁployee Signatufe: Total:
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OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV

SECRETARIAL DIRECTIVE

SUBJECT: Time Computation Review

NUMBER: 2022-13 SUPERSEDES: 2021-19

APPLICABILITY: All Department of Corrections Employees

REFERENCE: A.CA. §§ 12-27-113, 25-43-105, 25-43-108, 25-43-403

APPROVED: Original signature on file

PAGE: 1 of 2
EFFECTIVE DATE: 10/26/2022

I. POLICY:
As the executive head of the Arkansas Department of Corrections (Department), it is the responsibility of
the Secretary of Corrections (Secretary) to ensure that divisions within the Department comply with
applicable state laws and administrative rules regarding the time computation and release eligibility of
offenders sentenced to the Division of Cotrection (ADC) and offenders that are judicially or
administratively transferred to the Division of Community Correction (ACC). The Department will
maintain an independent review system for time computation and release eligibility, and review or revise

relevant operational policies regularly to ensure compliance with current state law and rules.

II. PROCEDURES:
A. DPolicy and Procedure Review

1.

The Director of the Sentencing Commission shall coordinate with the Department’s policy section
no less than annually to review policies and procedures related to time computation and release
eligibility.

The Director of the Sentencing Commission shall be given access to any staff or records necessary
to implement this Directive.

B. Offender Record Review

1.

The Director of the Sentencing Commission shall assign Commission staff to review time
computation at the point of commitment and prior to release of an offender. The results of the
review shall be retained in eOMIS as a part of the full and complete record of each offender,
pursuant to A.C.A. § 12-27-113.

Intake reviews of new sentences to the ADC will be conducted weekly as sentence components
are entered into eOMIS. After entering time into eOMIS, ADC Centralized Records staff shall
place a copy of the sentencing order for which time was entered into a folder in an electronic
document management system for review by the Sentencing Commission staff and scan a copy of
the order into the Department’s Electronic Offender Management Information System (eOMIYS).
The Sentencing Commission staff shall review new sentences in daily batches.
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3.

Reviews of new judicial transfer sentences shall be conducted weekly. At the beginning of each
week, the eOMIS Project Manager or their designee shall send a report to the Sentencing
Commission Director of offenders with new judicial transfer sentences.

Reviews of offender’s sentences will also be conducted prior to release from custody monthly.
At the beginning of each month, the eOMIS Project Manager or their designee shall send a
report of offenders who are scheduled to be released nine (9) months from the date of the report
to the Director of the Sentencing Commission. This report must include information regarding
any sentences to the ADC with consecutive sentences or special parole eligibility rules and all
other sentences to the ADC.

The Director of the Sentencing Commission is required to make the following notifications when
there are discrepancies in their review of sentencing records:

a. Any discrepancies in time computation that are discovered during intake review shall be
reported to the Department Chief of Staff, appropriate Division General Counsel, and
appropriate Division Records Administrator.

b. Any discrepancies in time computation that are discovered during release review shall be
reported to the Secretary of Corrections, the appropriate Division Director, Department
Chief of Staff, appropriate Division General Counsel, and the appropriate Division
Records Administrator.

c. Any discrepancies in time computation that result in a change to an offender’s parole
eligibility date shall be reported to the Chair of the Arkansas Parole Board or their designee
if the impacted offender is scheduled for a parole hearing or has previously appeared in
front of the Parole Board.

The Director of the Sentencing Commission shall implement a method for randomly selecting
which records will be reviewed. This methodology is subject to the review and approval of the
Secretary.

The Director of the Sentencing Commission shall provide a quartetly report on the results of their
review of time computation records to the Secretary of Corrections, the Board of Corrections, and
the Arkansas Sentencing Commission.

Division Directors shall thoroughly investigate discrepancies or ensure appropriate corrective
action if warranted.

C. Time Computation Review Committee

1.

3.

4.

After adjournment of each regular legislative session or relevant special session, the Director of
the Sentencing Commission will convene a committee to review administrative rules, operational
policies, and offender management system (eOMIS) programming.
This committee will be chaired by the Director of the Sentencing Commission in addition to at
least one (1) representative from each of the following:
a. The ADC, designated by the Division Director,
b. The ACC, designated by the Division Director, and
c. The Compliance Division of the Board of Corrections, designated by the Chair of the
Board of Corrections.
d. The Director of the Sentencing Commission may designate additional staff to serve as
representatives on the committee at their discretion.
The committee will, at 2 minimum:
a. Review and identify any necessary changes to administrative rules, operational policies, or
eOMIS programming, and
b. Review training materials for any necessary changes.
The Director of the Sentencing Commission shall provide a report to the Secretary on the findings
and recommendations of the Committee.
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APPROVED: Original signature on file  Original-Signatare-ontile——

EFFECTIVE DATE: 10/26/2022 +/+8/262+

. POLICY:

As the executive head of the Arkansas Department of Corrections (BOEDepartment), it is the
responsibility of the Secretary of Corrections (Secretary) to ensure that dBivisions within the Department
comply with applicable state laws and administrative rules regarding the time computation and release
eligibility of offenders sentenced to the Division of Correction (ADC) and offenders that are-e+ judicially
or administratively transferred to the Division of Community Correction (ACC). The sthatthe-Department
will maintain an independent audit-review system for time computation and release eligibility, and that
review or trevise relevant operational policies_regularly to ensure compliance with current state law and

H-—PROCEDURES:
IL_

A. Preeess-Policy and Procedure Review:
1. -The Director of the Sentencing Commission shall coordinate with apprepriate-diviston—statfthe

Department’s policy section te-pertodieallyno less than annually to review policies and procedures
related to time computation -and release eligibility.

+—The Director of the Sentencing Commission shall be given access to any staff or records necessary
to implement this Directive.
2.

B. Offender Record Review:
1. The Director of the Sentencing Commission shall assign Commission staff to audit-review time

computation at the point of commitment and prior to release of an offender. The results of the
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auditreview shall be retained in eOMIS as a part of the full and complete record of each offender,
pursuant to A.C.A. § 12-27-113.

2. Intake reviews of new sentences to the ADC will be conducted weekly as sentence components
are entered into eOMIS. After entering time into eOMIS, ADC Centralized Records staff shall
place a copy of the sentencing order for which time was entered into a folder in an electronic

document management syvstem for review by the Sentencing Commission staff and scan a copy of

the order into the Department’s Electronic Offender Management Information System (eOMIS).

The Sentencing Commission staff shall review new sentences in dailv batches.

2Z—Reviews of new judicial transfer sentences shalleuld be conducted in—weekly-batekes. —At the
beginning of each week, the eOMIS Project Manager or their designee switt-shall send a hst-report
to the Sentencing Comrmss1on Director of tﬁm&fes—aﬁd—feﬁéeﬁﬁoffenders with new ]ud1c1a

transfer sentences.

a—Reviews of offender’s sentences will also be conducted prior to release from custody_monthly.

#——At the beginning of each month, the eOMIS Project Manager or_their designee with-shallsend-a

Listto send the-Senteneing-Commisstona report Direetor-of inmates-offenders who are
scheduled to be released- nine (9) months from the date of the report to the Director of the

Sentencing Commissionsine-rmenthsin-thefutare. This list-report must include information
regarding anysheuld-be-brokeninto-twoseetions :

+—sSentences to the ADC with consecutive sentences or special parole eligibility rules and-
2 aAll other sentences to the ADC.

2-5. The Director of the Sentencing Commission is required to make the following notifications when
there are discrepancies in their review of sentencing records: Netifieation-of-diserepanetes:

a. Any discrepancies in time computation that are discovered duringas-part-of intake review
shall be immediately-reported to the-the Department Chief of Staff, appropriate Division
General Counsel, and appropriate Ddivision Rrecords Aadministrator.

b. Any discrepancies in time computation that are discovered during aspartefrelease review
shall be immediatel=reported to the Secretary of Corrections, the appropriate Division
Director, Department Chief of Staff, appropriate Division General Counsel, aand the
appropriate Ddivision Rrecords Aadministrator.

b—Any discrepancies in time computation that result in a change to an inmate’soffendet’s
parole eligibility date shall be immediatel—reported to the Chair of the Arkansas Parole

Board: or their designee —if the impacted inmateoffender is scheduled for a parole hearing
ot has previously appeared in front of thebeenseeaby the-Parole Board.
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c.

3—Seleetion—otreeords—tor—reviews—TheThe Director of the Sentencing Commission swi—shall
implement a method for randomly selecting which records will be_reviewed-audited. This proeess
methodology is subject to the review and approval of the Secretary.

6.

7. Reportsenresults:The Director of the Sentencing Commission shalls##H provide a quarterly report
on the results of their review of time computation recordsresults to the Secretary of Corrections,

the Board of Corrections, and the Arkansas Sentencing Commission.

3-8. Division Directors shall thoroughly investigate discrepancies ot ensutre appropriate corrective

action if warranted.

C. Time Computation Review Committee:
B—After adjournment of each regular legislative session or relevant special session, the Director of

the Sentencing Commission will convene a committee to review administrative rules, operational
policies, and offender management system (eOMIS) programming,.
1

+:2. This committee will be chaired by the Director of the Sentencing Commission in addition to at
least one (1) representative from each of the following;—at-a—taintmum;,—econtainrepresentatives

from:
a. Tthe Divisienof-Correetion{ADCADC, designated by the Division Director sef-the
ADG
b. Tthe eDivistonot-Community-Correeton{ACC), designated by the Division Director-ef
the-ACE, and

a—T'the Compliance Division of the Board of Corrections, designated by the Chair of the
Board of Corrections.
c.

d. The Director of the Sentencing Commission may designate additional staff to serve as

representatives on the committee at their discretion.
2.3. The committee will, at a2 minimum:
a. Review and identify any necessary changes to administrative rules, operational policies, or
eOMIS programming, and
b—Review training materials for any necessary changes.
b.

3—The Director of the Sentencing Commission shalls#H provide a report to the Secretary on the
findings and recommendations of the Committee.
4.
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OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV

SECRETARIAL DIRECTIVE

SUBJECT: Divisive Concepts in Department Operations, Policies, and Training Materials
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APPLICABILITY: All Department of Corrections Employees
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the Unlawful Propagation of Divisive Concept Training
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I.

II.

PAGE: 1 of 2

EFFECTIVE DATE: 11/2/2022

POLICY

As the executive head of the Arkansas Department of Corrections (Department), it is the responsibility of
the Secretary of Corrections (Sectretary) to administer the various rules, orders, or directives issued by the
Department. Consistent with state law, divisive concepts shall not be taught, instructed, or included in
training for any Department employee, contractor, staff member, or any other associates of the

Department.
PROCEDURES
A. General Procedures
1. All administrative rules, secretarial directives, administrative directives, facility or unit level policies,
operational policies, and any additional policies utilized to promote the operations of the
Department shall be reviewed annually to ensure the policies established by the Department are
in compliance with the requirements set forth in A.C.A. § 25-1-901 et seq.
2. Pursuant to A.C.A. § 25-1-901 and as used in this policy, the definitions of divisive concept, race
or sex scapegoating, and state entity can be found in Attachment #2.
3. All training materials, developed by the Department or a third-party, and utilized by the

Department for the advancement of employee performance through a Department training
academy shall be screened by the Central Human Resources Administrator or their designee.
Screening of training materials shall be conducted prior to their use during training courses to
ensure compliance with provisions established in applicable state law and this policy. Applicable
training at the unit or area office level will be reviewed by the Division Director or their designee.
a. Any training material that is found to be out of compliance with Department policy and
state law will be immediately removed from the training course offerings.
b. Pursuant to A.C.A. § 25-1-901, CLEST training materials are not subject to these
provisions.

https://DOC.Arkansas.gov/
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4. All third-party contractors shall be made aware of this policy and the prohibitions set out in state
law prior to approval of training and training materials. Third-party contractors will be required to
sign a Certification of Exclusion of Divisive Concepts form (Attachment #1) prior to the
beginning of any contracted agreement. A Department legal representative will also sign the
agreement to be retained with a copy of the original contract.

5. Department entities using or providing grant funding for programs, training, ot operational
activities must review this directive and certify that such state funding or assets will not be used to
promote divisive concepts.

B. Reporting and Documenting Findings

1. An internal review of policies, procedures, and training materials shall be conducted annually to
determine compliance with this directive. This review shall be conducted in conjunction with
annual policy reviews.

2. Annual written reports must be submitted to the Office of the Secretary no later than November
30th of each calendar year, unless an extension has been granted in writing by the Secretary.

3. The Office of the Secretary shall review and assess the findings of the review and submit a report
to the Department of Transformation and Shared Services (TSS) no later than December 31 of
each calendar year. Reporting by the Secretary will follow the format developed by TSS and shall
detail the Department’s findings regarding compliance with this directive and state law.

4. 'The Secretary or designee must retain all documentation related to the internal review and report
submitted to TSS and any documentation certifying that the Department is in compliance with
this policy and state law.

III. ATTACHMENTS
Attachment 1. Certification of Exclusion of Divisive Concepts
Attachment 2. A.C.A. § 25-1-901 Definitions

https://DOC.Arkansas.gov/
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Attachment 1

OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV

Exclusion of Divisive Concepts Agreement

I certify that I have received and read the Secretarial Directive on Divisive Concepts in Department
Operations, Policies, and Training Materials and Act 1100 of 2021 An Act to Probibit the Propagation of
Divisive Concepts; To Review State Entity Training Materials; And For Other Purposes, codified as A.C.A. §
25-1-901 et seq. I agree to comply with the terms and conditions outlined in the Department policy
and state law regarding the propagation of divisive concepts. I understand that my signature on this
certification is a binding agreement with the Department of Corrections to be in compliance with
Department policy and state law, and any violation of such may result in penalties being imposed
upon me.

Name Organization Date

Department Chief Legal Date
Counsel or Designee
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Attachment 2

A.C.A § 25-1-901. Deftinitions. [Effective January 1, 2022.]

)

2

(A) “Divisive concept” means the concept that:

(i) One race or sex is inherently superior to another race or sex;

(ii) The State of Arkansas or the United States is fundamentally racist or sexist;

(iii) An individual, by virtue of his or her race or sex, is inherently racist, sexist, or oppressive, whether

consciously or unconsciously;

(iv) An individual should be discriminated against or receive adverse treatment solely or partly because of his or

her race or sex;

(v) An individual's moral character is necessarily determined by his or her race or sex;

(vi) An individual, by virtue of his or her race or sex, bears responsibility for actions committed in the past by

other members of the same race or sex;

(vii) Any individual should feel discomfort, guilt, anguish, or any other form of psychological distress on account

of his or her race or sex; or

viii) Meritocracy or traits such as a hard work ethic are racist or sexist, or were created by a particular race to
3 > yap

oppress another race.

(B) The term “divisive concept” includes any other form of race or sex stereotyping or any other form of race or sex
scapegoating;

(A) “Race or sex scapegoating” means assigning fault, blame, or bias to a race or sex, or to members of a race or sex
because of their race or sex.
(B) “Race or sex scapegoating” encompasses any claim that, consciously or unconsciously, and by virtue of his or her race
or sex, members of any race are inherently racist or are inherently inclined to oppress others, or that members of a sex are
inherently sexist or inclined to oppress others;

(3) “Race or sex stereotyping” means ascribing character traits, values, moral and ethical codes, privileges, status, or beliefs to a race
of sex, or to an individual because of his or her race or sex;

O

(A) “State entity” means an instrumentality of state government, including:

(i) The Department of Agriculture;

(ii) The Department of Commerce;

(iii) The Department of Corrections;

(iv) The Department of Education;

(v) The Department of Energy and Environment;

(vi) The Department of Finance and Administration;
(vii) The Department of Health;

(viii) The Department of Human Services;

(ix) The Department of Inspector General;

(x) The Department of Labor and Licensing;

(xi) The Department of the Military;

(xii) The Department of Parks, Heritage, and Tourism;
(xiii) The Department of Public Safety;

(xiv) The Department of Transformation and Shared Services; and
(xv) The Department of Veterans Affairs.

(B) “State entity” does not include:

(i) Political subdivisions of the state;

(ii) Public schools;

(iii) Charter schools;

(iv) Institutions of higher education;

(v) The offices of constitutional officers; or

(vi) Law enforcement training certified by the Arkansas Commission on Law Enforcement Standards and

Training.
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I. EPOLICY
As the executive head of the Arkansas Department of Corrections (Department), it is the responsibility of
the Secretary of Corrections (Secretary) to administer the various rules, orders, or directives issued by the
Department. Consistent with state law, divisive concepts shall not be taught, instructed, or included in
training for any Department employee, contractor, staff member, or any other associates of the
Department.

II. H-PROCEDURES
A. General Procedures

1. All administrative rules, secretarial directives, administrative directives, facility or unit level policies,
operational policies;—, and any additional policies utilized to promote the operations of the
Department shall be reviewed annually to ensure the policies established by the Department are
in compliance with the requirements set forth in A.C.A. §-25-1-901 et seq.

2. Pursuant to A.C.A. §-25-1-901 and as used in this policy, the definitions of divisive concept, race
or sex scapegoating, and state entity can be found in Attachment #2.

3. All training materials, developed by the Department or a third-party, and utilized by the
Department for the advancement of employee performance through a Department training
academy shall be screened by the Central Human Resources Administrator or their designee.
Screening of training materials shall be conducted prior to their use during training courses to
ensure compliance with provisions established in applicable state law and this policy. Applicable
training at the unit or area office level will be reviewed by the Division Director or their designee.

a. Any training material that is found to be out of compliance with Department policy and
state law will be immediately removed from the training course offerings.

b. Pursuant to A.C.A._—§-25-1-901, CLEST training materials ae not subject to these
provisions.

https://DOC.Arkansas.gov/
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ot

1.
2.

All third-party contractors shall be made aware of this policy and the prohibitions set out in state
law prior to approval of training and training materials. Third-party contractors will be required to
sign a Certification of Exclusion of Divisive Concepts form (Attachment #1) prior to the
beginning of any contracted agreement. A Department legal representative will also sign the
agreement to be retained with a copy of the original contract.

Department entities using or providing grant funding for programs, training, or operational

activities must review this directive and certify that such state funding or assets will not be used to
promote divisive concepts.
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5.

B. Reporting and Documentinget Findings
+—Annual-An internal review of policies, -ard-procedures, and training materials shall be conducted

annually to determine compliance with this directive. This review shall —shall-be conducted in

conjunction with annual policy reviews. and-areportonthefindines—

2. Annualwrittenreportsmustshall Annual written reports must be submitted to the Office of the
Secretary no later than Beeember3++November 30th of each calendar year, unless an extension

has been granted in writing by the Secretary.
The Office of the Secretary shall review and assess the findings of the review and submit a report

to_the Department of Transformation and Shared Services (TSS) no later than December 31 of
each calendar year. Fhereport-mustReporting by the Secretary will follow the format developed
by TSS and shall detail the Department’s findings regarding #s-compliance with this directive and
state law.

The Secretary or their-desionee must retain all documentation related to the internal review and

report submitted to TSS and any documentation certifying that the Department is in compliance
with this policy and state law.

2

IT1. - ATTACHMENTS

Attachment 1. Certification of Exclusion of Divisive Concepts
Attachment 2. A.C.A. §-25-1-901 Definitions

https://DOC.Arkansas.gov/
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Attachment 1

OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV

Exclusion of Divisive Concepts Agreement

I certify that I have received and read the Secretarial Directive on Divisive Concepts in Department
Operations, Policies, and Training Materials and Act 1100 of 2021 An Act to Probibit the Propagation of
Divisive Concepts; To Review State Entity Training Materials; And For Other Purposes, codified as A.C.A. §
25-1-901 et seq. I agree to comply with the terms and conditions outlined in the Department policy
and state law regarding the propagation of divisive concepts. I understand that my signature on this
certification is a binding agreement with the Department of Corrections to be in compliance with
Department policy and state law, and any violation of such may result in penalties being imposed
upon me.

Name Organization Date

Department Chief Legal Date
Counsel or Designee
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Attachment 2

A.C.A §25-1-901. Definitions. [Effective January 1, 2022.]

)

2

(A) “Divisive concept” means the concept that:

(i) One race or sex is inherently superior to another race or sex;

(ii) The State of Arkansas or the United States is fundamentally racist or sexist;

(iii) An individual, by virtue of his or her race or sex, is inherently racist, sexist, or oppressive, whether
consciously or unconsciously;

(iv) An individual should be discriminated against or receive adverse treatment solely or partly because of his or
her race or sex;

(v) An individual's moral character is necessarily determined by his or her race or sex;

(vi) An individual, by virtue of his or her race or sex, bears responsibility for actions committed in the past by
other members of the same race or sex;

(vii) Any individual should feel discomfort, guilt, anguish, or any other form of psychological distress on account
of his or her race or sex; or

(viii) Meritocracy or traits such as a hard work ethic are racist or sexist, or were created by a particular race to
oppress another race.

(B) The term “divisive concept” includes any other form of race or sex stereotyping or any other form of race or sex
scapegoating;

(A) “Race or sex scapegoating” means assigning fault, blame, or bias to a race or sex, or to members of a race or sex
because of their race or sex.

(B) “Race or sex scapegoating” encompasses any claim that, consciously or unconsciously, and by virtue of his or her race
or sex, members of any race are inherently racist or are inherently inclined to oppress others, or that members of a sex are
inherently sexist or inclined to oppress others;

(3) “Race or sex stereotyping” means ascribing character traits, values, moral and ethical codes, privileges, status, or beliefs to a race
of sex, or to an individual because of his or her race or sex;

O

(A) “State entity” means an instrumentality of state government, including:

(i) The Department of Agriculture;

(ii) The Department of Commerce;

(iii) The Department of Corrections;

(iv) The Department of Education;

(v) The Department of Energy and Environment;

(vi) The Department of Finance and Administration;
(vii) The Department of Health;

(viii) The Department of Human Services;

(ix) The Department of Inspector General;

(x) The Department of Labor and Licensing;

(xi) The Department of the Military;

(xii) The Department of Parks, Heritage, and Tourism;
(xiii) The Department of Public Safety;

(xiv) The Department of Transformation and Shared Services; and
(xv) The Department of Veterans Affairs.

(B) “State entity” does not include:

(i) Political subdivisions of the state;

(ii) Public schools;

(iii) Charter schools;

(iv) Institutions of higher education;

(v) The offices of constitutional officers; or

(vi) Law enforcement training certified by the Arkansas Commission on Law Enforcement Standards and
Training.
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OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV

SECRETARIAL DIRECTIVE
SUBJECT: Access to Facilities by Attorneys

NUMBER: 2022-15 SUPERSEDES: NEW

APPLICABILITY: Attorneys and their Agents, Department staff, and residents of
Department facilities

REFERENCE: A.C.A. {§ 12-29-104, 25-43-103, 25-43-105, 25-43-108, 25-43-403; ACC AR 7.24
Resident Visitation; ADC AD 18-31 Inmate Visitation
PAGE: 1 of 4

APPROVED: Original signature on file EFFECTIVE DATE: 12/12/2022

I. POLICY:
As the executive head of the Arkansas Department of Corrections (Department), it is the responsibility of
the Secretary of Corrections (Secretaty) to administer the various rules, orders, or directives issued by the
Department. The purpose of this directive is to establish consistent procedures governing access to
Department facilities by attorneys and their agents for the purposes of conducting interviews, hearings, and
meetings with individuals they are documented as representing, consistent with Department policies.

Attorneys of Record and their Agents are subject to all other Departmental policies and regulations
¥ 8 J p p gu
governing the visitation of offenders that are not in direct conflict with the provisions outlined in this
policy. In a situation of conflict, this directive shall take precedent.

II. DEFINITIONS:

A. Attorneys of Record. For the purpose of this policy, Attorneys of Record are defined as members in
good standing with the Arkansas Bar or members in good standing with any other state or federal
jurisdiction who represent or are determining whether they are going to represent offenders
incarcerated in the Arkansas Department of Corrections.

B. Agents. Individuals who work on legal matters under the supervision of Attorneys of Record who
represent offenders incarcerated in the Arkansas Department of Corrections, including but not limited
to, law students, paralegals, legal assistants, investigators, social workers, and interpreters.

C. Fadility. For the purposes of this policy, Facility includes all secure correctional units and centers owned
or contracted for the purpose of housing offenders and residents in the custody of the Department.

D. Intake Period. The time following an offender’s initial reception or arrival to a facility or center through
their orientation phase.
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ITII. PROCEDURES:

A. Attorney of Record Visitation General Procedures

1.

Attorneys of Record must submit a letter on their firm or agency’s stationary indicating that they
are a licensed attorney representing the offender they are visiting or are in the process of
determining whether to represent the offender they are visiting. Attorneys of Record and their
Agents must appear on an offender’s visitation list pursuant to Department policy governing
visitation.

In addition to the certification letter, Attorneys of Record must submit a list of offenders whom
they represent annually following the anniversary of their first visit or whenever their client list
changes, whichever is sooner.

Attorneys of Record will be required to undergo one (1) criminal history background check per
year. The date and Facility the background check was conducted at must be noted in their visitation
file in ecOMIS and initialed by the employee who facilitated the check. Background checks may be
conducted at the first Facility visited, and each year subsequently after the first check.

a. Attorneys of Record will only be required to undergo a background check once a year for
access to all Facilities unless department staff determines an additional background check
is necessary if there is a reasonable suspicion, such as pending criminal charges,
professional conduct investigations, or other infractions warranting the need for an
additional check within the same year.

b. Background checks must be conducted if the most recent existing background check in
the Attorney of Record’s visitation file is older than one (1) year.

Visits between a licensed Attorney of Record representing the offender or the designated Agent
of an Attorney of Record will be permitted Monday through Friday between 8:00am and 4:30pm.
Arrangements for attorney and offender visitation must be made with the Warden, Center
Supervisor, or their designee at least twenty-four (24) hours prior to the anticipated visitation.
Offenders are not allowed any visitors during the Intake Period including Attorneys of Record and
Agents, unless authorized by the Division Director.

Agents Access to Facilities: Agents are permitted access to a Facility without the Attorney of
Record present, provided the following conditions are met:

a. The Agent works under the supervision and authorization of an Attorney of Record.

b. The Attorney of Record provides the Warden, Center Supervisor, or their designee with
a letter verifying the Agents identity and work status under their supervision at least three
(3) business days prior to the Agent’s initial visit. Letters requesting approval for Agent
visitation must be on the firm or agency’s stationary and include the Agents name, title,
and date of birth.

i Attorneys of Record are responsible for submitting a current written list of
Agents to the Warden or Center Supervisor every ninety (90) days or as soon as
possible should there be any changes to their Agent personnel.

c. Agents must be on the visitation list for offenders they are tasked with providing
professional services to.

i Agents are not permitted to provide professional setvices if they ate on the
visitation list of an offender for a personal relationship (either as a family member
or friend) and must follow general visitation policy guidelines for such offenders.

d. Agents will be required to undergo one (1) criminal history background check per year.
The date and Facility the background check was conducted at must be noted in their
visitation file in eOMIS and initialed by the employee who facilitated the check.
Background checks may be conducted at the first Facility they visit, and each year
subsequently after their first check.

1. Agents who have been convicted of or pleaded nolo contendere to felonies or
misdemeanors in federal or state courts, or who have pending criminal charges
may be denied access to Facilities by the Warden or Center Supervisor.
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8.

10.

Attorneys of Record and Agents visiting offenders must provide proper identification.
Identification requirements include:

a. For Attorneys of Record: Valid photo identification.

b. For Agents: Valid photo identification and name appearing on an Attorney of Records list

of approved agents.

All Facility personnel shall provide an Attorney of Record or Agent with their name, rank, and
personnel number upon request.
Attorneys of Record or Agents who are denied access to a Facility will be notified in writing by
the Warden or Center Supervisor of the reason(s) they are denied visitation. The Warden or Center
Supervisor must also notify their Division General Counsel of the denial as soon as possible. If an
Attorney of Record or Agent is determined to be ineligible for future visitation by Department
personnel, notification of the decision citing the reason(s) for ineligibility will be sent via mail or
email from the Warden or Center Supervisor to the Attorney of Record, and a copy will be sent
to the Department’s Legal Counsel, the appropriate Division Director, and Division Legal
Counsel.

B. Day of Visitation Procedures for Attorneys and their Agents

1.

2.

Attorneys of Record and Agents must adhere to the all Department visitation and dress code
policies to visit offenders inside a Facility.

Attorneys of Record and Agents are prohibited from wearing metal, including underwire in
undergarments, that may prevent clearing security devices such as metal detectors. Any metal
required for a visit with an offender must be placed in a basket to clear the x-ray machine in the
entry building.

Correctional staff may maintain visual observation and will provide as much privacy as possible to
ensure confidentiality during the offender’s visitation with their attorney.

Attorneys of Record and their Agent’s information will be entered into eOMIS to document visit
information on each visit, including identification information and any other relevant information
related to the visitation.

A private visitation area will be provided upon request to ensure privileged communication
between Attorneys of Record or Agents and their client. However, this area is subject to general
supervision to ensure the security and safety of the Facility and its operations.

Attorneys of Record and Agents are only permitted to bring physical documentation related to
their client’s case. If the visit necessitates additional material beyond what is permitted in
Department visitation policies, a request must be made in writing to the Division Director. Any
appeals to a denied request may be sent in writing to the Secretary via the Chief Legal Counsel.
Legal papers and documents provided to offenders by their Attorney of Record or Agents may be
retained by the offender only if permitted pursuant to Department policy.

a.  Legal papers and documents are subject to inspection for contraband following the visit.
Sealed envelopes will be opened for inspection in the presence of facility staff. However,
their contents will not be read or copied by Facility staff.

b. Personal letters must be delivered through the normal offender mail process and shall not
be delivered through Attorneys of Record or their Agents during a visit. Violations of this
provision may result in termination of visitation rights to any Facility for a one (1) year
period and notification to the relevant authorities.

Electronic devices such as cell phones, tablets, or laptops are not permitted inside any Department
facility unless authorized in writing by Division Director or their designee. The Department may
provide equipment to play videos, or otherwise display material, upon request. The Department
bears no responsibility for lost or stolen items.



50

Video Visitation.

1.

2.

3.

Video visitation may be utilized by Attorneys of Record and Agents for visits with offenders when
in person visitation is not possible.

Attorneys of Record and Agents must adhere to the applicable provisions in this directive for video
visitation including the scheduling and registration requirements.

Video visitation may be subject to monitoring or recording for Facility security purposes.

Complaints and Exceptions

1.

Attorneys of Record who have complaints about access to Facilities can contact the appropriate
Division Director. If the matter is not resolved to their satisfaction, Attorneys of Record can make
an appeal to the Secretary.

Attorneys of Record that are not on an offender’s visitation list at the time of their visit may be
granted an exception by the Warden or Center Supervisor to visit with their client so long as they
provide an engagement letter on their firm or agency’s letterhead explaining that they are the
offenders designated representative.

Exceptions to these provisions may only be granted by the Secretary or the Division Director and
will be documented in writing.

Emergency Cancellation

1.

If an emergency exists within the Facility, the Warden or Center Supervisor may suspend visitation
by Attorneys of Record and their Agents at their discretion until the Facility is determined to be
safe and secure.

Visitation to Facilities may be suspended across a division at the discretion of the appropriate
Division Director or across all Department Facilities by the Secretary if emergency circumstances
arise that may warrant the need for such a suspension of visitation.

Contact Information

1.

General issues or inquiries may be directed to the Department’s Chief Legal Counsel at Office of
the Secretary at the following:

Phone: (501) 682-3309
Address: 1302 Pike Avenue, North Little Rock, AR, 72114
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OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV

SECRETARIAL DIRECTIVE

SUBJECT: Code of Ethics SUPERSEDES: SD 19-06, ADC AD
19-17, ACC AD 18-23, APB AD 19-02
NUMBER: 2022-16

APPLICABILITY: All Employees of the Arkansas Department of Corrections

REFERENCE: A.CA. §§ 12-27-105, 12-27-123, 21-1-601 et seq., 25-1-123, 25-1-124, 25-43-103, 25-43-
105, 25-43-108, 25-43-403; Governor’s Executive Order 04-04; OPM Policy #14 Anti-Fraud and Code of
Ethics; AR 107 Conflicts of Interest, AR 225 Employee Conduct Standards, AR 210 Relationships and
Transactions with Inmates; SD on Employment, SD on Employee Conduct Standards; Department of
Cortrections Employee Handbook; Arkansas Financial Management Guide R1-19-4-505

PAGE: 1 of 3

APPROVED: Original signature on file EFFECTIVE DATE: 12/16/2022

I. POLICY:

As the executive head of the Arkansas Department of Corrections (Department), it is the responsibility of
the Secretary to administer the various rules, orders, or directives issued by the Department. It is also the
responsibility of the Secretary to exercise direct supervision and control over the various employees of the
Department. This policy is consistent with Department policies governing employee conduct and discipline
in addition to various Arkansas state laws and guidelines. This policy does not create a contract of
employment or any legally enforceable interest, nor does it limit the Secretary’s authority to establish or
revise Department policies or affect their right to terminate employment pursuant to the at-will
employment doctrine. The purpose of this policy is to implement mandated systems and procedures that
promote the Department’s Code of Ethics and pledge to provide honesty, ethical behavior, and integrity
in public service.

II. DEFINITIONS:
A. Fraud. For the purpose of this policy and as used within its supporting documents, Fraud refers to the

deliberate misuse or misapplication of state resources or assets for personal gain.

B. Supervisory Fiduciary Responsibility. For the purposes of this policy, employees with supervisory
fiduciary responsibility include the Secretary, Chief of Staff, Division Directors, Deputy Directors,
Chief Fiscal Officer.

ITII. PROCEDURES:
A. Code of Ethics
1. The Code of Ethics and Rules of Conduct represent the Department’s commitment to the culture
of ethical and efficient service to the citizens of the State of Arkansas and the expected behavior
of employees.

https://DOC.Arkansas.gov/
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2.

The Code of Ethics will be used as a guiding document when considering conduct violations as
outlined in the Secretarial Directive on Employee Conduct. A copy of the Code of Ethics will be
distributed to employees upon the issuance of this policy. All employees must read, sign, and
familiarize themselves with the Code of Ethics (Attachment #1).

All employees must sign the Code of Ethics Policy Affirmation form (Attachment #2) to
acknowledge they understand the standards and policies set forth by the Department and to ensure
that they adhere to Arkansas state law in their role as public employees. The original signed form
will be maintained in each employee’s personnel file by Human Resources.

During an annual performance review, or at the time of promotion, employees must reaffirm that
they have been made aware of the Code of Ethics by re-signing a Code of Ethics Policy
Affirmation form (Attachment #2). This statement shall be included with the performance
evaluation or hire packet that is sent to Human Resources upon completion of the review or
promotion. Employees that do not receive annual performance evaluations will reaffirm they have
been made aware of the Code of Ethics on or about January 3rd each yeat by signing the Code of
Ethics Policy Affirmation form (Attachment #2) and forwarding it to Human Resources.

B. Background Checks

1.

All applicants will undergo an Arkansas Crime Information Center and National Crime
Information Center criminal background check prior to any offer of employment. Any individual
hired into a security or CLEST-certified position must be free of any felony convictions.
Additionally, applicants must have a record free of any misdemeanor convictions that revoke their
ability to possess a firearm. Individuals with a felony record may be hired in non-security and non-
CLEST positions only with approval from the Secretary or the appropriate Division Director.
Applicants and employees who appear on certain criminal database lists (such as child
maltreatment) will be denied any offer of employment or terminated effective immediately due to
their inability to work for a law enforcement agency.

C. Reporting and Investigations of Fraud

1.

The Department is committed to a thorough investigation of occurrences of alleged ethical
violations, Fraud, waste, and abuse. In accordance with Governor’s Executive Order 04-04, the
Office of Internal Audit (OIA) through the Department of Inspector General will be available to
assist agency management by coordinating an objective investigation and recommending controls
to prevent or detect future occurrences of Fraud.

The OIA is authorized to request assistance from Department employees that have the experience
required to assist or perform such investigations. Investigations will be conducted in a confidential
manner.

If an investigation indicates that a loss of state funds has occurred, then the amount of loss shall
be reported to Arkansas Legislative Audit in accordance with R1-19-4-2004 of the Arkansas
Financial Management Guide. In addition, any loss of state funds involving criminal activity shall
be reported to the Arkansas State Police for a criminal investigation.

In accordance with A.C.A. § 25-1-124, an employee of the Department with Supervisory Fiduciary
Responsibility over all fiscal matters shall report a loss of public funds to Arkansas Legislative
Audit, including without limitation, any apparent unauthorized disbursement of public funds, or
any apparent theft or misappropriation of public funds or public property within five (5) business
days of the date that the employee learns of the loss of public funds. As stated in
A.C.A. § 25-1-124, an employee with Supervisory Fiduciary Responsibility over all fiscal matters
who purposely fails to report the loss of funds within the five (5) business days to Arkansas
Legislative Audit may be found guilty of a Class A misdemeanor.

https://DOC.Arkansas.gov/
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5.

Department employees shall be protected against any form of retaliation, including discharge, for
reporting in good faith occurrences of ethical violations, Fraud, waste, and abuse of government
resources as stated in the Arkansas Whistleblower Act (A.C.A. § 21-1-601 et seq.)

Department employees have a responsibility to report any occurrences of ethical violations, Fraud,
waste, or abuse. Allegations of ethical violations or fraud may be reported to the Arkansas State
Employees’ Fraud, Waste, and Abuse Report Center (1-800-952-8248), the Office of Internal
Audit by telephone (501-682-0370), or to a supervisor in their chain of command. Employees can
also report ethical violations, Fraud, waste, or abuse by completing a Complaint Form (Attachment
#3). Complaint Forms can be emailed or mailed directly to the Internal Audit Section at the
following addresses:

Email: fraud@dfa.arkansas.gov
Mailing Address:

Department of Inspector General
Internal Audit Section

323 Center Street, Suite 1200
Little Rock, AR 72201

All reports made to the OIA should also be made to the Board of Corrections Compliance
Division by calling 870-267-6752 ot by mailing copies of the Complaint Form (Attachment #3)
to:

Mailing Address:
Arkansas Board of Corrections

Compliance Division
P.O. Box 20550
White Hall, AR 71612

D. Evaluation of Anti-Fraud Processes and Controls

1.

In accordance with state regulations outlined in section R1-19-4-505 of the Arkansas Financial
Management Guide, the Department will facilitate the reduction of Fraud by identifying Fraud
risks, mitigating Fraud risks, and implementing preventive and detective internal controls.

The identification of Fraud risks will be conducted through a department-wide Fraud risk
assessment conducted every two (2) years as required by state policy. The Secretary and Division
Directors will implement appropriate internal controls to reduce Fraud risks.

Each governing board or commission within the Department shall review portions of the
controlled self-assessment pertaining to their operations prior to submission.

IV. ATTACHMENTS:

Attachment 1. Code of Ethics
Attachment 2. Code of Ethics Policy Affirmation
Attachment 3. Complaint Form

https://DOC.Arkansas.gov/
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Attachment 1

OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV

Arkansas Department of Corrections

Code of Ethics

The Arkansas Department of Corrections (Department) Code of Ethics is the written document that
outlines the expectations for employees’ behavior and conduct designed to promote a culture of honor,
integrity, ethical, and efficiency in the public service provided by the Department to the citizens of
Arkansas. The Code of Ethics will be used in conjunction with other Department policies as a guiding
document when considering employee behavior, employee conduct, conduct violations, and other actions
or behaviors.

D

2)

3)

4)

Code of Ethics

Department employees must comply with all applicable state and federal laws, policies, and procedures
including Administrative Rules, Memorandums, and Directives. The Department will not condone
employee conduct that violates state or federal law, policies, or procedures including activities or
involvement in unethical, illegal, and fraudulent business relationships. This includes receiving
payments for illegal acts, indirect contributions, kickbacks, rebates, or bribery. Employees also must
refrain from any activity that may compromise their ability to work as a law enforcement agency.
Questions should be directed to an employee’s immediate supervisor for guidance if they are uncertain
about the application or interpretation of any legal or procedural requirement.

General Employee Conduct

The Department expects employees to conduct themselves in a professional manner and in accordance
with established Department policies. All employees are expected to read, be knowledgeable of, and
abide by these policies. Disciplinary procedures for non-adherence to these requirements are outlined
in Administrative Rule 225, the Secretarial Directive on Employee Conduct Standards and Discipline,
and the Department Employee Handbook.

Conduct Toward All Persons

The Department subscribes to a policy of professionalism and fairness in the provision of services and
the discharge of authorized duties. The Department will not condone any employee conduct that
violates or has the appearance of violating state and federal law, including any applicable ethical rules.

Possession and Use of Drugs

A. Employees must not possess or use any controlled substance in violation of state or federal law or
Department policy. Employees taking prescription drugs must notify their immediate supervisor
of any physical or pharmacological condition that causes physical or cognitive impairment that
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5)

6)

7)

8)

9)

10)

11)

Attachment 1

could affect their ability to perform the essential functions of their duties safely. Impairment is
considered to be a condition that can affect judgment, reaction time, or motor skills, as it may
affect the ability to perform certain duties safely and proficiently or to operate a motor vehicle
safely.

B. Ininstances where an employee or medical professional indicates that a prescribed medication may
affect judgment or reaction time, authorization to perform certain essential duties or operate a
motor vehicle will be suspended. Authorization will be reinstated upon the cessation of the effects
of the medication. An employee may be required to take sick leave if a medication they are taking
prevents them from performing their job duties.

Use of Alcohol While on the Job

Employees must not perform their duties while under the influence of alcohol, nor may employees
consume alcohol during work hours on or off state owned, operated, or leased property, including
while at lunch and during break periods.

Insubordination
Employees must obey all applicable laws, Department rules, policies, and court orders, and follow all
reasonable instructions issued by a supervisor or superior to ensure they are performing their duties.

Truthfulness

Employees responding to various persons involved in Department investigations or other internal and
external administrative processes must cooperate fully and truthfully. Any testimony or reports
submitted by an employee must be truthful, complete, timely, and in accordance with established
Department procedures. Employees shall not knowingly enter or cause to be information to be entered
inaccurately, falsely, or impropetly, nor shall they improperly alter or intentionally omit pertinent
information on any document prepared or statements provided in the performance of their job duties.

Abuse of Process and Retaliation

Employees shall not knowingly make false accusations of misconduct or initiate any action against
other employees, agents, or offenders in retaliation for their filing of a lawsuit, grievance, report (to
include a report filed on alleged infractions), cooperation with an investigation, or for any other
purpose.

Gathering and Processing Property and Evidence

Employees must not convert evidence or property to their own use or manufacture, conceal, falsify,
destroy, remove, tamper with, or withhold any property or evidence. Property or evidence that has
been discovered, gathered, or received in connection with an employee’s job responsibilities will be
processed in accordance with established Department procedures.

Discriminatory Behavior Prohibited

The Department does not condone, permit, or tolerate the discrimination on any basis of persons
including, but not limited to, other employees, applicants, victims, offenders, or members of the public.
An employee of the Department who knowingly permits, engages in, or incites such discrimination,
interferes with an investigation of discrimination, or retaliates against anyone who has filed a complaint
will be subject to disciplinary action including, but not limited to, termination of employment.

Abusive or Intimidating Behavior and Harassment

Abusive behavior towards other persons is prohibited. Abusive behavior may include fighting, assault,
battery, threats, abusive language, intimidation, sexual misconduct, sexual abuse, sexual harassment,
non-sexual harassment, reckless or disorderly conduct, or any other conduct that places employees,
offenders, or others in fear of harm. Employees cannot bargain with offenders or other employees
for sexual favors, nor make or infer job benefits or any other type of advantages contingent upon
acceptance of such an offer. Employees must not act in a way that creates or contributes to an
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12)

13)

14)

15)

16)

Attachment 1

intimidating, hostile, or offensive work environment. Employees must refrain from behaviors or
speech that a reasonable person would consider to be unwelcome or offensive.

Firearms and Other Weapons

The unauthorized possession of firearms, explosives, or other weapons during work hours is
prohibited. This applies to employees and agents.

Contraband
Employees must not introduce or attempt to introduce any illegal or unauthorized item (for example,
cell phones or other communication devices or their components, tobacco products, drugs, weapons,
etc.) into correctional facilities or other restricted areas owned, operated, or contracted by the
Department.

Cooperation with Public Officials and Agencies
Employees shall cooperate fully with other public officials and agencies in the discharge of their

authorized duties.

Relationships with Clients, Suppliers, and Co-Workers

A. Employees must adhere to A.C.A. § 19-11-705 in their relationships with Department clients and
suppliers to avoid any conflict of interest. In addition, any employee who has or obtains any
benefit from a state contract with a business in which the employee has a financial interest shall
make a disclosure to the Secretary or Division Director and the Secretary of the Department of
Transformation and Shared Services in accordance with A.C.A. § 19-11-706 and guidance for
applicable Governor’s Executive Order 98-04.

B. Employees shall not engage in sexual or intimate contact during assigned work hours or while on
state premises or in state vehicles.

C. Intimate personal relationships and business relationships between supervisors and subordinates
are prohibited. Personal relationships may include dating, cohabitation, touching, requiring
sexual performance for sexual gratification (even if it does not involve touching), and sexual
relationship. Business relationships may include loaning or borrowing money and business
partnerships.

D. For the purposes of this policy, an employee’s supervisor is another Department employee with
the authority to hire, fire, promote, demote, suspend, or otherwise change the employee’s status
or whose related suggestions are given particular weight.

Relationships with Offenders

A. Employees shall not enter into or continue relationships or dealings with person(s) whom the
employee knows or should know are in the custody or supervision of the Department, apart from
the associations or dealings necessary to perform their official duties or when family relationships
make such associations or dealings unavoidable. Prohibited relationships include, but are not
limited to, business relationships, partnerships, loaning money, romantic relationships, and legal
or financial transactions of any sott.

B. If prior to beginning their role as a department employee a person has a relationship or association
with a person who is under or comes into the custody or supervision of the Department, the
employee must disclose this information to their supervisor immediately to ensute the integrity of
Department operations. Employees will not face disciplinary action should they make this
disclosure.

C. Employees shall not contact or correspond with any family member or associate of an offender,
or with any person on an offender’s approved visitation or correspondence list(s) on behalf of or
regarding the offender, unless the employee is assigned duties require such contact or
correspondence, or permission has been granted by the appropriate employee’s supervisor.
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D. Association between employees and offenders or any member of their family in normal community
activities involving groups such as churches, PTA groups, charitable groups, etc., is authorized so
long as this associated is limited to such activities.

E. Unless their assigned duties require it or permission has been granted by their supetvisor,
employees shall not deliberately contact or correspond with ex-offenders (inmates, residents,
parolees, or probationers) regarding that offendet’s incarceration or supervision

F. If an employee is contacted in any form by an ex-offender or any member of their family, they
shall immediately report this contact to their supervisor.

17) Conflicts of Interest

A. Public employment is a public trust. The Department expects employees to perform their duties
in an ethical manner and in accordance with state law to promote the best interests of the
Department and the state of Arkansas. Employees must not use their position as a state employee
or knowledge gained from their position for private or personal gain or advantage. A.C.A. § 21-8-
304 lists activities that are ethically prohibited activities for public officials and state employees. If
an employee becomes involved in a situation that could be considered a prohibited activity, they
should immediately communicate all the facts to their immediate supervisor. Department
employees are prohibited from using their role and state employment status to solicit financial or
material support for the benefit of any individual, group, association, or organization. Employees
are also prohibited from facilitating the solicitation of financial or material support from a
contractor involved in business with the Department for the benefit of any individual, group,
association, or organization

B. Employees have a professional responsibility for the Department’s good public relations and
therefore shall avoid acquiring any business interest, engaging in secondary employment, or
participating in any activity outside of their role with Department that would conflict with their
official duties. Pursuant to state law, Department employees are prohibited from holding
secondary employment unless is has been approved following the procedures outlined in the
Secretarial Directive on Secondary Employment.

18) Partisan Political Activity

Employees are encouraged to participate in election processes on their own time. Annual,
Compensatory, or Holiday Leave may be taken for this purpose. However, an employee shall not
endorse candidates in his or her official capacity as a state employee or engage in partisan political
activity during the hours they are performing work for the State of Arkansas. Political banners, posters,
literature, or any other political materials shall not be displayed on state owned, operated, or leased
property. Employees must not use Department identification, stationery, supplies, and equipment for
political matters.

19) Professionalism
A. While on the job, employees shall demonstrate professionalism as follows:

1. Courteous, Patient, and Respectful Attitudes. Employees shall be courteous, patient, and
respectful when dealing with other employees, offenders, victims, and the public. An
employee shall be tactful in the performance of their duties, control their temper, exercise
patience and discretion, and not become involved in arguments even in the face of
provocation.

2. State Property. Employees must use state property for state business only. Employees must
accept responsibility for the proper care, accountability, and maintenance of state property.
Employees must not misuse, abuse, or allow misuse or abuse of state property.

3. Inappropriate Language and Gestures. Employees shall not use violent, profane, or insolent
language or gestures while performing job duties.

4. Inappropriate Actions. Employees shall not engage in horseplay, fighting, practical jokes, or
any other conduct that endangers the safety or affects the good order of the Department.
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20) Private Conduct

21)

A. Employees may be disciplined for detrimental private conduct. Since the conduct of a Department

employee, on or off duty, may reflect upon the Department as a criminal justice agency, employees
shall conduct themself in a manner that does not impair the operation or integrity of the
Department or cause the public to lose confidence in it. Private conduct unbecoming of an
employee includes, but is not limited to, conduct which damages the image of the Department,
reflects discredit upon the character of the employee as a member of the Department, and conduct
that may impair the Department’s operations.

Employees shall obey all federal, state, and local laws and regulations. Accordingly, if an employee
is arrested, cited, or detained for a violation of law, they shall immediately report the occurrence
to their immediate supetrvisor. A conviction or admission of any violation that interferes with or
impairs an employee’s duties, public trust, or the operations of the Department shall be considered
evidence of a violation of this policy. Lack of a criminal complaint, charge, disposition, or acquittal
of a violation of law does not preclude internal administrative investigation and disciplinary action.
Employees shall not commit acts which they know or should know constitutes a violation of any
written or verbal Department rule, regulation, policy, procedure, directive, or memorandum. The
Department will not condone employee conduct that violates or has the appearance of violating
any law or ethical provisions including, but not limited to, improper solicitation, receiving
payments for illegal acts, indirect contributions, rebates, or bribery, etc.

Gifts, Entertainment, Favors, and Gratuities

Employees are prohibited from accepting entertainment, gifts, personal favors, or preferential
treatment that could be reasonably assumed to be an attempt to influence their business decisions
and performance of their job functions as defined by state law and regulations. Specific state
procurement law addressing gratuities for state employees can be found in A.C.A. § 19-11-707.

22) Kickbacks and Prohibited Commissions

Employees shall not receive kickbacks, prohibited commissions, or other prohibited payments from
third parties. Violations of this rule will result in imposition of the penalties provided by law and by
the Secretarial Directive governing Employee Conduct Standards and Discipline. Specific procurement
law addressing kickbacks and commissions can be found in A.C.A. § 19-11-707 and 19-11-708.

23) Department Funds, Records, Communications, and Other Assets

A. Employees who have access to Department funds in any form must follow the procedures for

recording, handling, and protecting money as detailed in agency procedures, administrative
regulations, directives, and the Arkansas Financial Management Guide. Personal use of
Department funds or assets is strictly prohibited and may result in disciplinary action and criminal
prosecution. If an employee has knowledge of fraud or waste of public assets, they must notify
their immediate supetvisot.
Record keeping must adhere to state law and any applicable Department policy. All the
Department’s books and records must reflect accurate and timely recording of all business
transactions, including assets, liabilities, receipts, and disbursements. Employees responsible for
the Departments financial reporting must provide full disclosure of assets, liabilities, receipts and
disbursements and exercise diligence in enforcing and achieving these requirements.
1. Employees shall not make or engage in any false record or communication whether internal
or external, including, but is not limited to:
a. False expense, attendance, production, financial, or similar reports and statements.
b. False advertising, deceptive marketing practices, or other misleading representations.
2. Full disclosure of the Department’s assets, liabilities, receipts, and disbursements shall be
made available upon request.
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24) Communicating With Outside People and Organizations

A. Employees must separate their personal roles from their official positions when communicating
on matters not involving the business of the Department. Employees are prohibited from using
their position or affiliation with the Department when communicating regarding matters not
involving official Department business.

B. When communicating publicly on matters that involve Department business, employees shall not
speak for the Department on any topic, unless the Secretary, Division Director, or their designees
have authorized the views and the public expression of those views.

C. When engaging with any other individual outside the Department, including public officials,
employees must take care not to compromise the integrity or damage the reputation of the
Department or any other State government entity.

25) Prompt Communications
In all matters relevant to an employee’s official job duties such as dealings with offenders, customers,
suppliers, government authorities, or the public, employees must make every effort to achieve
complete, accurate, and timely communications by responding promptly and courteously to all proper
requests for information as well as to complaints.

26) Privacy and Confidentiality

A. Department employees are responsible for safeguarding personal information to ensure the
confidentiality of the information. An employee shall not intentionally or unintentionally disclose
to any unauthorized person any information declared by law, policy, rule, or regulation to be
confidential or privileged, or use such information for personal gain or benefit. When handling
sensitive information such as financial or personal information about offenders, individuals, or
groups with whom the Department has encounters, employees shall observe the following
principles:

1. Collect, use, and retain only the personal information necessary for conducing Department
business. Whenever possible, obtain any relevant information directly from the person
concerned. Use only reputable and reliable sources to supplement this information.

2. Retain information only for as long as necessary as required by law or Department policy.
Protect the physical security of the information.

3. Limit internal access to personal information to those with a legitimate business reason to
have the information. Use personal information only for the legitimate business purpose for
which obtained. The release of any information to persons not involved with the stated
business purpose should only be made when authorized by management, Department policy
or in response to other requests consistent with state or federal law.

4. Access to offender information and other data through the Electronic Offender Management
Information System (eOMIS) is permitted for criminal justice purposes only. All information
is to be treated as confidential unless disclosure is specifically authorized by state law or
Department policy. eOMIS usage is subject to monitoring, recording, and auditing.
Unauthorized access, misuse, or disclosure of data is a violation of state law and Department
policy and may result in disciplinary action and prosecution. Sharing of passwords or leaving
a login session unattended may allow access to confidential data and is a violation of an
employee’s agreement to maintain the confidentiality of eOMIS data.

27) Citizen Complaints and Requests for Information
Employees shall courteously and promptly accept and record in writing any request for information

about or citizen complaint against the Department or a Department employee. An employee may
attempt to resolve a complaint but shall never attempt to dissuade any citizen from lodging a complaint
and shall immediately inform their supervisor of any complaint. All requests for information shall be
handled pursuant to Department policies and procedures outlining such issues.
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28) Reporting Suspected Fraud

A. Employees have a responsibility to report occurrences of ethical violations, fraud, waste, or abuse
of Department resources. Employees shall be protected against any form of retaliation, including
discharge, for good faith reporting of occurrences of ethical violations, fraud, waste, or abuse of
Department resources as stated in the Arkansas Whistleblower Act, codified as
A.C.A. § 21-1-601 et seq. Investigations to substantiate reported allegations will be conducted in a
confidential manner by the Office of Internal Audit.

B. Allegations of ethical violations or fraud may be reported to the Arkansas State Fraud, Waste, and
Abuse Report Center (1-800-952-8248) or to the Office of Internal Audit by telephone (501-682-
0370). An employee may also choose to report fraud, waste, or abuse by completing an online
complaint form found at www.ig.arkansas.gcov/internal-audit/what-is-fraud-waste-and-abuse/.
Complaint forms completed online will be submitted directly to the Office of Internal Audit fraud
email at OIA.fraud@arkansas.cov. A printable complaint form can also be found at
www.ig.arkansas.gov/internal-audit/anti-fraud-program-elements/model-anti-fraud-code or
attached to this directive (Attachment #3) and emailed to OIA.fraud@arkansas.gov or mailed to
the mailing address found at www.ig.arkansas.gov/internal-audit.

C. Employees with supervisory fiduciary responsibility over all fiscal matters shall report any loss of
public funds that amounts to one thousand dollars ($1,000) or more in one (1) calendar year to
Arkansas Legislative Audit within five (5) business days of the date that the employee learns of the
loss of funds in accordance with A.C.A. § 25-1-124. This includes any apparent unauthorized
disbursement of public funds or an apparent theft or misappropriation of public funds. In
accordance with A.C.A. § 25-1-124, any employee with supervisory fiduciary responsibility over all
fiscal matters who purposely fails to report the loss of funds within the five (5) business days to
Arkansas Legislative Audit may be guilty of a Class A misdemeanor. Department employees with
supervisory fiduciary responsibility include the Secretary, Chief of Staff, Division Directors,
Deputy Directors, and Chief Fiscal Officer, or other positions equivalent to those officers.
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OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV

ARKANSAS DEPARTMENT OF CORRECTIONS
CODE OF ETHICS POLICY AFFIRMATION

I understand it is my responsibility to read this policy thoroughly and ask questions of my
supervisor if I do not understand it.

I understand that my signature on this document indicates that I have read and fully understand
the prohibited activities and my professional ethical conduct responsibilities as an employee of the
Arkansas Department of Corrections as described herein.

I understand that this acknowledgement will be placed in my personnel file.

Print Name Assigned Work Location

Signature Date
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Department of Inspector General
Office of Internal Audit

Complaint Form

Fraud, Waste, and Abuse Reporting Form

Report improper use and mismanagement of state resources within the Executive Branch of Arkansas State
Government.

Anonymous Reporting

This office accepts anonymous complaints when requested; however, additional informational may be needed for
clarification. Although it is not a reguirement when submitting a complaint, we ask that you provide a way to contact
you.

Are you reporting anonymously? (Required) O Yes O No

Whistle-Blower Act

The Arkansas Whistle-Blower Act prohibits a public employer from taking adverse action against a public employee
who communicates in good faith to an appropriate authority the existence of waste of public funds, property, or
manpower or a violation of law; participates, or gives information, in an investigation, hearing, court proceeding,
legislative inquiry, or administrative review; or objects to carrying out a directive the public employee reasonably
believes violates the law. For more information consuit Ark. Code Ann. §§ 21-1-601 to 21-1-610.

Complainant Information (Optional)  Your Personal Data

Your Name
First Last
Your Phone Your Email
Your Address
Street Address
Address Line 2
City State / Province / Region
ZIP / Postal Code Country

Updated March 14, 2022

Complaint Form Page 1 of 3
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Department of Inspector General
Office of Internal Audit

Complaint Form

Employment Information

Are you an employee of a state agency, department, board, or commission? (Required) O Yes O No

If yes, list the name of the state agency, department, board, or commission of which you are employed.

Complaint Details

PLEASE DO NOT PROVIDE ANY DATES OF BIRTH, SOCIAL SECURITY NUMBERS, DRIVER'S LICENSES, MEDICAL RECORDS,
CREDIT CARD INFORMATION, OR PASSPORT INFORMATION

Name of the state agency, department, board, or commission involved.

State Employee(s) or Individual(s) involved.

First

Position Title of Employee or Individual involved.

Details of Complaint
Details of facts relevant to the allegation. Please provide as much detail as possible including who, what, when, where, why, and how.

Updaatead viarch 14, ZUZZ Lompiaint Form Fage 2ot 5
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Department of Inspector General
Office of Internal Audit

Complaint Form

Please provide any relevant documents regarding this allegation with this complaint form.

If there are relevant documents that you do not have access to, please describe those documents and how they
can be obtained by Internal Audit.

Has this complaint been filed with any other agency? (Required) () Yes (O No (O Unknown

If yes, what agency?

Is there any civil, criminal, or administrative proceeding pending in this matter? (Required)
OvYes (Ono (O Unknown

If yes, please explain.

In case of referral to another agency, should your name and contact information be removed? (Required)
O Yes (O no (O oOther

If other, please explain.

Important
By submitting this form, you are confirming that the information provided is true and accurate to the best of your knowledge.

Email to: OlA fraud@arkansas.gov -OR-
Mail to: 323 Center Street, Suite 1200 » Little Rock, AR « 72120

Updated March 14, 2022 Complaint Form Page 3 of 3



OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV

_SECRETARIAL DIRECTIVE

SUBJECT: i Code of Fthics Peli SUPERSEDES: SD 19-06, ADC AD

19-17, ACC AD -18-23, —APB AD 19-
02

NUMBER: 2022-16

APPLICABILITY: All Emplovees of the Arkansas Department of Cotrections

REFERENCE: A.C.A. §§ 12-27-105, 12-27-123, 21-1-601 et seq., 25-1-123, 25-1-124, 25-43-103, 25-43-
105, 25-43-108, 25-43-403; Governor’s Executive Order 04-04; OPM Policy #14 Anti-Fraud and Code of
Ethics; AR 107 Conflicts of Interest, AR 225 Employee Conduct Standards, AR 210 Relationships and
Transactions with Inmates; SD on Employment, SD on Emplovee Conduct Standards; Department of
Corrections Employee Handbook; Arkansas Financial Management Guide R1-19-4-505
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I. POLICY:
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As the executive head of the Arkansas Department of Corrections (Department©E?), it is the responsibility
of -the Secretary-ef-Cotrectons{Seeretars) to admlnlster the Varlous rules, otders, or directives 1ssued by

he DepartmentDepartmentOEC.
behav}e{—w%h&b&heﬁ%—fkaﬂ%s—Depﬁf&ﬁe&t—ef—@eﬁee&eﬂs— It is also the re%pomlbllm of the Sccretarv to

exercise direct supervision and control over the various emplovees of the Department. ~This policy is
consistent with Department©€ policies governing employee conduct and discipline aad-in addition to alt

various Arkansas state laws and guidelinesguidelines. This policy- does not create a contract of employment
or_any legally enforceable interest, nor does it—et limit the Secretary’s authority to
establish or revise Department©O€ policies or affect theirhi

to the at-will employment doctrine. The purpose of this policy is to implement mandated systems and
procedures that promote the Department’s Code of Ethics and pledge to provide honesty, ethical behavior,
and integrity in public setvice.

right to terminate emplo

yment pursuant

P11, H-DEFINITIONS::

A. Fraud.; For the purpose of this policy and #as used within in—this-peter-itsas supporting documents,
Fraud refers to the deliberate misuse or misapplication of state resoutces or assets for personal gain.
B. Supervisory Fiduciary Responsibility. For the purposes of this policy, employees with supervisory

fiduciary responsibility include the Secretary, Chief of Staff, Division Directors, Deputy Directors,
Chief Fiscal Officer.

E—IV--PROCEDURES::

1.
A, Code of FthicsA- Codeoftithic
1. —The BOE—Code of Ethics and Rules of Conduct represent the BOEsDepartment’s

commitment to fhe—ea}fufe—e#efhmd—aﬁd—eﬁﬁe&mﬂﬁm—eﬁseﬁmes;ﬁw—eeé&e%ﬁs

N +la +ad bal 1 £DOC
1

employees;sprovidingservieeand-suppotts-the culture

aeseres—tm peeteapenavior

of ethical and efficient service provided-te-to the citizens of the State of Arkansas and the expected
behavior of employees.

b 1ot 1 eatiien cbhaloce o ot Tl wiginnl of 1 £ tha C
Stgin-aateranaretarntne1astpa; tO—EREH—S ut}bl\‘ e ofighiarsignea page rromtne Soac ot

e~ EVEPEPN DO a N

Re%eafeeﬁ—Emplevee%shaﬂ—b&ﬁteﬂéed—a—eeprfe&fheHeeﬁfé&The Code of FEthics wlll be used
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as a guiding document when considering conduct violations as outlined in the Secretarial Directive
on Employee Conduct. A copy of the Code of Fthics will be distributed to emplovees upon the
issuance of this policy. All emplovees must read, sign, and familiarize themselves with the Code of
Ethics (Attachment #1).

+—All employees must sign the Code of Fthics Policy Affirmation form (Attachment #2) to

acknowledge they understand the standards and policies set forth by the Department and to ensure
that they adhere to Arkansas state law in their role as public employees. The original signed form

will be maintained in each employee’s personnel file by Human Resources.

3

B—During an annual performance review, or at the time of promotion, emplovees must reaffirm that
they have been made aware of the Code of Fthics by re-signing a Code of FEthics Policy
Affirmation form (Attachment #2)E tes . _This
statement shall be included with the performance evaluation or hire packet that is sent to Human
Resources upon completion of the review or promotion. Employees that do not receive annual
performance evaluations will reaffirm they have been made aware of the Code of Ethics on or
about January 3rd each year by signing the Code of Ethics Policy Affirmation form (Attachment
#2) and forwarding it to Human Resources. 2 New — implovees. Durine—inital

famtotl = fad Human-Reso +aff chall
frefntattof-anatranin: paesss =5 Star—Snarr

H R + £o+
rH R eSontees tratifig ror New

——B. —Background Checks

1. Prior—to—extendine—job—otte o—apphea 3 3 S SE tHe B

ebtainedAll applicants will undergo an Arkansas Crime Information Center and National Crime
Information Center criminal background check prior to any offer of emplovment. Any individual
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h1red into a secunt) or CLLEST- certlﬁed pogmon must be free of an; felony convictions. -Geﬂefﬂ-l

positonsbefreeofafelonyreeord: Additionally, applicants must have a record free of any
misdemeanor convictions that revoke their ability to possess a firearm. Individuals with a felony

record may be hired in non-security and non-CLEST positions only atthe-diseretionwith approval
of—from the_Seeretary—etSecretary or the appropriate DdiBivision —Division—er—Ageney
DédDBirector.

+—Applicants _and employvees who appear on certain criminal database lists (such as child
maltreatment) will be denied any offer of employment or terminated effective immediatelv due to

their inability to work for a law enforcement agency. -
2.

Reporting and Investigations of Fraud

682-9%#9)—The Degartment is commltted to a thorough investigation of occurrences of alleged
ethical violations, Fraud, waste, and abuse. In accordance with Governot’s Executive Order 04-

04, the Office of Internal Audit (OIA) through the Department of Inspector General will be
available to assist agencv management by coordinating an objective investigation and
recommending controls to prevent or detect future occurrences of Fraud.

2. The OIA is authorized to request assistance from Department employees that have the experience
required to assist or perform such investigations. Investigations will be conducted in a confidential

manner.

3. If an investigations indicates that a loss of state funds has occurred, then the amount of loss shall
be reported to Arkansas Legislative Audit in accordance with R1-19-4-2004 of the Arkansas
Financial Management Guide. In addition, any loss of state funds involving criminal activity shall
be reported to the Arkansas State Police for a criminal [investigation]

4. Inaccordance with A.C.A. § 25-1-124, an employee of the Department with Supervisory Fiduciary
Responsibility over all fiscal matters shall report a loss of public funds to Arkansas Legislative
Audit, including without limitation, any apparent unauthorized disbursement of public funds, or
any apparent theft or misappropriation of public funds or public property within five (5) business
days of the date that the employee learns of thf: loe% of pubhc funds. As stated in

Who purposely fails to report the loss of funds within the five (5) business days to Arkansas
Legislative Audit may be found guilty of a Class A misdemeanor.
5. Department employees shall be protected against any form of retaliation, including discharge, for

reporting in good faith occurrences of ethical violations, Fraud, waste, and abuse of government
resources as stated in the Arkansas Whistleblower Act (A.C.A. § 21-1-601 et seq.)

+—Department emplovees have a responsibility to report any occurrences of ethical violations, Fraud
waste, ot abuse. Allegations of ethical violations or fraud may be reported to the Arkansas State
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Employees’ Fraud, Waste, and Abuse Report Center (1-800-952-8248), the BEA-Office of Internal

Audit by telephone (501-682-0370), or to a supervisor in their chain of command. Employees can

also —An—employee—may—also—ehoose—te—report ethical violations, Ffraud, waste, or abuse by
completing a Complaint Formyneladed-as (Attachment #3B)-to-thispelier. Complaint Fforms
can be emailed or mailed directly to the Internal Audit Section at the following addresses:

Email: fraud@dfa.arkansas.gov
Mailing Address:

Department £ Hinanee ane
Administratioof Inspector General
O f—Aecounting/Internal

Audit Section

323 Center 4545—\Wes+—7#—Street,
SuiteReem 1200245

Little Rock, AR 72201

2—All reports made to the OIA should also be made to the Board of Corrections Compliance
Division by calling 870-267-6752 ot by mailing copies of the Complaint Form (Attachment #3)

to:
7.

Mailing Address:

Arkansas Board of Corrections
Compliance Division

P.O. Box 20550

White Hall, AR 71612

5.—Evaluation of Anti-Fraud Processes and Controls

1. _+—1Inaccordance with state regulations outlined in section R1-19-4-505 of the Arkansas Financial
Management Guide—ea—tnternal-Controland Hthies Requirements, the DepartmentO€ will
facilitate the reduction of reduee-Ffraud eppettanitesby ff—l—b—ldenuf}nng Ifraud risks;#2), mitigating
I'fraud risks, and 3y-implementing preventive and detective internal controls.

2. [The identification of Ffraud risks will be conducted through a department-wide Ffraud risk
assessment conducted every two (2) years as required by state policy. POE-The Secretary and
Division Directors Administration—will implement appropriate internal controls and—ehange

businessproeessesswhenfeasible-to reduce Ffraud risks.
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+—LEach governing board or commission within the Department shall review portions of the
controlled self-assessment pertaining to their operations prior to submission. |

ATTACHMENTS:VEATTACHMENTS:
V.

——Attachment 1.5-DO€ Code of Ethics
Attachment 2. Code of Fthics Policy Affirmation

——Attachment 3.2H- Complaint Form
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OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV
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Arkansas Department of Corrections

Code of Ethics

The Arkansas Department of Corrections (Department©€) Code of Ethics {Cede)is the written document
that sappetts-outlines the expectations iensheld-for employees” behavior and conduct designed to promote

a culture of honor,and integrity. ethlcal and efﬁclencx in the pubhc service provlded by the Diﬁ—éepartment
to the citizens of Arkansas.

#The Code of Ethics will be used in con]unctlon with other Depqrtment policies as a guiding document
when considering employvee behavior, employee conduct, conduct violations, and other actions or
behaviors.thatperformtheseserviees:

1) DOE-—Code of Ethics

Department©€ employees must comply with all applicable state and federal laws, ;-policies, and
procedures including Administrative Regulations—Rules \Iemorandums —and Directives. The
De pqrtment% will not condone employee conduct

Holatingthedaw—orpoliey-hat violates state or federal law, policies, or fﬁe}uehﬁeprocedures including
activities or involvement inef employeeswheo-achieveresultsthrough unethical, illegal, and fraudulent
business relationships. —This includes receiving payments for 1llegal acts, indirect contributions,
kickbacks, rebates, or bribery. An—employeliemployees also must refrain from any activity that may
compromise their ability to work as a law enforcement agency. Questions should be directed to an
emplovyee’s ask-thei-immediate supervisor for guidance if they are uncertain about the application or
interpretation of any legal or procedural requirement.

2) General Employee Conduct
The DepartmentOE€ expects employees to conduct themselves in a professional manner and in
accordance with established-Administeative Ruteegulatonsand Direetves_ Department policies. -All
employees are expected to read, be knowledgeable of, and abide by these policies. —Disciplinary
procedures for non-adherence to these requirements are explained—outlined in Administrative
Rulcegudation 225, —and-the_—applieable-Secretarial Directive on Employee Conduct Standards_and
Discipline, and -as-wellas-the Department ©&-Employee Handbook.

3) Conduct Toward All Persons
The Department subscribes to a policy of professionalism and fairness in the provision of services and
the discharge of authorized duties-An-emploveeshall-respeetand-protecttheeivil-andlesal-richtsof
allpersons—Hmploveesmustcomplywith-all applieabledawsand reeulations. The Department will not

condone any emplovee conduct that violates or has the appearance of violating state and federal law.
Thic

including any applicable ethical rules. Fhis—inclades—recetvine—paymentsfor—illeealacts—indireet
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of any physical or pharmacological condition that causes physical or cognitive impairment that
could affect their ability to perform the essential functions of their duties safely. Impairment is
considered to be a condition that can affect judgment, reaction time, or motor skills, as it may
affect the ability to perform certain duties safely and proficiently or to operate a motor vehicle

safely.

B. Ininstances where an employee or medical professional indicates that a prescribed medication may
affect judgment or reaction time, authotization to perform certain essential duties or operate a
motor vehicle will be suspended. Authorization will be reinstated upon the cessation of the effects
of the medication. An emplovee may be required to take sick leave if a medication they are taking
prevents them from performing their job duties.

5) Use of Alcohol While on the Job
Employees must not perform their duties while under the influence of alcohol, nor may employees
consume alcohol during work hours on or off state owned, operated, or leased property, including
while at lunch and during break periods.

6) Insubordination
Employees must obey all applicable laws, Department rules, policies, and court orders, and follow all

reasonable instructions issued by a supervisor or superior to ensure they are performing their duties.

7) Truthfulness
Employees responding to various persons involved in Department investigations or other internal and
external administrative processes must cooperate fully and truthfully. Any testimony or reports
submitted by an employee must be truthful, complete, timely, and in accordance with established
Department procedures. Emplovees shall not knowingly enter or cause to be information to be entered
inaccurately, falsely, or improperly, nor shall they improperly alter or intentionally omit pertinent
information on anv document prepared or statements provided in the performance of their job duties.

8) Abuse of Process and Retaliation
Emplovees shall not knowingly make false accusations of misconduct or initiate any action against
other emplovees, agents, or offenders in retaliation for their filing of a lawsuit, grievance, report (to
include a report filed on alleged infractions), cooperation with an investigation, or for any other
purpose.

9) Gathering and Processing Property and Evidence
An-Femployees must not convert evidence or property to their own use or manufacture, conceal
falsify, destroy, remove, tamper with, or withhold any property or evidence. Property or evidence that
has been discovered, gathered, or received in connection with an employee’s job responsibilities will

be processed in accordance with established Department procedures.

10) Discriminatory Behavior Prohibited

The Department does not condone, permit, or tolerate the discrimination on any basis of persons
including, but not limited to, other employees, applicants, victims, offenders, or members of the public.
An employee of the Department who kknowinglv permits, engages in, or incites such discrimination,
interferes with an investigation of discrimination, or retaliates against anyone who has filed a complaint
will be subject to disciplinary action including, but not limited to, termination of employment.

11) Abusive or Intimidating Behavior and Harassment
Abusive behavior towards other persons is prohibited. Abusive behavior may include fighting, assault,
battery, threats, abusive language, intimidation, sexual misconduct, sexual abuse, sexual harassment,
non-sexual harassment, reckless or disorderly conduct, or any other conduct that places employees,
offenders, or others in fear of harm. Employvees cannot bargain with offenders or other employees
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for sexual favors, nor make or infer job benefits or anv other type of advantages contingent upon
acceptance of such an offer. Employees must not act in a way that creates or contributes to an
intimidating, hostile, or offensive work environment. Employees must refrain from behaviors or
speech that a reasonable person would consider to be unwelcome or offensive.

12) Firearms and Other Weapons

e _unauthorize ossession o carms, explosives, or other weapons during work hours is
Th thorized p it f firear plosi th D duri k_h i

prohibited. This applies to emplovees and agents.

13) Contraband
Employees must not introduce or attempt to introduce any illegal or unauthorized item (for example
cell phones or other communication devices or their components, tobacco products, drugs, weapons,
etc.) into correctional facilities or other restricted areas owned, operated, or contracted by the
Department.

14) Cooperation with Public Officials and Agencies

Employees shall cooperate fully with other public officials and agencies in the discharge of their
authorized duties.

3 thical defi ]
fraf-etnicar-manner-aerneaastne-aceept

15) Relationships with Clients, Suppliers, and Co-Workers
WithPrefessional-Clieatsand-Suppliers—Employees must adhere to A.C.A. § 19-11-705 in their

relationships with Department©€ clients and suppliers to avoid any conflict of interest. In addition,

any employee who has or obtains any benefit from a state contract with a business in which the
employee has a financial interest shall make a disclosure to_the Secretary or Division Director and the

Direetor-Sccretary of the Department-of Hinaneeand-Administration{Department of FA)



75

Transformation and Shared Services in accordance with A.C.A. § 19-11-706 and guidance theRates
and-Regulations-for applicable Governor’s Executive Order 98-04.
A

A—-ALEsa-employees shall not engage in sexual or intimate contact during assigned work hours or
while on statePO€ premises or in BOE-state vehicles.

C. _Intimate personal relationships and business relationships between supervisors and subordinates

are prohibited. -Personal relationships isekading-mav include dating, cohabitation, touching,
requiring sexual performance for sexual gratification (even if it does not involve touching), and
sexual relationship. Business relationships_may include loaning and-or borrowing money and
business partnerships.

D. For the purposes of this policy, an employee’s supervisor is another Department employee with
the authority to hire, fire, promote, demote, suspend, or otherwise change the employee’s status

or whose related suggestions are given particular weight.

16) Relationships with Offenders
A. AFEsa-employees shall not enter into f t continue asseetationsrelationships or dealings with
person(s) whom the employee knows or should know are in the custody or supervision of the
Department, apart from the associations or dealings necessary to perform their official duties or
when family relationships make such associations or dealings unavoidable. Prohibited relationships
include, but are not limited to, business relationships, partnerships, loaning money, romantic

relationships, and legal or financial transactions of any sort. eurrentinmates—eurrent-offenders
] ol et . 4 iminalbehavior with—the exception—of
whaer—parote—SupPervision: f—anyrofhe—engagea—t—erints >

asseeintions—or-dealines—necessaryto-perform-official dutiesor

i

B. If prior to beginning their role as a department emplovee a person -esmaplevee-has a relationship or
association with a person who is under or comes into the custodv or supervision of the
Department, the employee must disclose this information to their supervisor immediately to
ensure the integrity of Department operations. Employees will not face disciplinary action should
they make this disclosure.

C. Employees shall not contact or correspond with any family member or associate of an offender,
or with any person on an offender’s approved visitation or correspondence list(s) on behalf of or
regarding the offender, unless the employee is assigned duties require such contact or
cotrespondence, or permission has been granted by the appropriate emplovee’s supervisor.

D. Association between emplovees and offenders or any member of their family in normal community
activities involving groups such as churches, PT'A groups, charitable groups, etc., is authorized so

long as this associated is limited to such activities.

E. Unless their assigned duties require it or permission has been granted by their supervisor
emplovees shall not deliberately contact or eetrespendecorrespond with ex-offenders (inmates

residents, parolees, or probationers) regarding that offender

’s incarceration or supervision

F. 1f an employee is contacted in any form by an ex-offender or any member of their family, they

shall immediately report this contact to their supervisor.

17) Conflicts of Interest
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A. Public employment is a public trust. The Department expects emplovees to perform their duties
in an ethical manner and in accordance with state law to promote the best interests of the
Department and the state of Arkansas. Employees must not use their position as a state employee

or knowledge gained from their position for private or personal gain or advantage. A.C.A. § 21-8-

304 lists activities that are ethically prohibited activities for public officials and state employees. If
an emplovee becomes involved in a situation that could be considered a prohibited activity, they
should immediatelv communicate all the facts to their immediate supetvisor. Department
emplovees are prohibited from using their role and state employment status to solicit financial or
material support for the benefit of any individual, group, association, or organization. Employees
are also prohibited from facilitating the solicitation of financial or material support from a
contractor involved in business with the Department for the benefit of any individual, group
association, or organization

B. Employees have a professional responsibility for the Department’s good public relations and
therefore shall avoid acquiring any business interest, engaging in secondary employment, or
participating in any activity outside of their role with Department that would conflict with their
official duties. Pursuant to state law, Department employees are prohibited from holding

secondary employment unless is has been approved following the procedures outlined in the
Secretarial Directive on Secondary Employment.

18) Partisan Political Activity

Employees are encouraged to participate in election processes on their own time. Annual
Compensatory, or Holiday Leave may be taken for this purpose. However, an employee shall not
endorse candidates in his or her official capacity as a state employee or engage in partisan political
activity during the hours they are performing work for the State of Arkansas. Political banners, posters
literature, or any other political materials shall not be displayed on state owned, operated, or leased
property. Emplovees must not use Department identification, stationery, supplies, and equipment for
political matters.

19) Professionalism

A. While on the job, employees shall demonstrate professionalism as follows:

1. Courteous, Patient, and Respectful Attitudes. Emplovees shall be courteous, patient, and
respectful when dealing with other employvees, offenders, victims, and the public. An
emplovee shall be tactful in the performance of their duties, control their temper, exercise
patience and discretion, and not become involved in arguments even in the face of
provocation.

2. State Property. Employees must use state property for state business only. Employees must

accept responsibility for the proper care, accountability, and maintenance of state property.
Emplovees must not misuse, abuse, or allow misuse or abuse of state property.

3. Inappropriate Language and Gestures. Emplovees shall not use violent, profane, or insolent
language or gestures while performing job duties.

4. Inappropriate Actions. Emplovees shall not engage in horseplay, fighting, practical jokes, or
any other conduct that endangers the safety or affects the good order of the Department.

20) Private Conduct

A. Employees may be disciplined for detrimental private conduct. Since the conduct of a Department
emplovee, on or off duty, may reflect upon the Department as a criminal justice agency, employees
shall conduct themself in a manner that does not impair the operation or integrity of the
Department or cause the public to lose confidence in it. Private conduct unbecoming of an
emplovee includes, but is not limited to, conduct which damages the image of the Department.
reflects discredit upon the character of the employee as a member of the Department, and conduct
that may impair the Department’s operations.

B. Employees shall obey all federal, state, and local laws and regulations. Accordingly, if an employee
is arrested, cited, or detained for a violation of law, they shall immediately report the occurrence
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to their immediate supetvisor. A conviction or admission of any violation that interferes with or
impairs an emplovee’s duties, public trust, or the operations of the Department shall be considered

evidence of a violation of this policy. Lack of a criminal complaint, charge, disposition, or acquittal
of a violation of law does not preclude internal administrative investigation and disciplinary action.
Employees shall not commit acts which they know or should know constitutes a violation of any
written or verbal Department rule, regulation, policy, procedure, directive, or memorandum. The
Department will not condone employee conduct that violates or has the appearance of violating
any law or ethical provisions including, but not limited to, improper solicitation, receiving
payments for illegal acts, indirect contributions, rebates, or bribery, etc.

2

21) Gifts, Entertainment, Favors, and Gratuities
Employees mustaotare prohibited from accepting entertainment, gifts, personal favors, or
preferential treatment that could_be reasonably assumed to be an attempt to influence their business
decisions and petforsine-performance of their job functions as defined by state law and regulations.
Specific state procurement law addressing gratuities_for state employees can be found is-eedified in

A.CA. {§19-11- 707%&%&%%%%%@&%%%%

22) Kickbacks and Prohibited Commissions

DOE-Eemployees shall not receive kickbacks, prohibited commissions, or other prohibited payments
from third parties. Violations of this rule will result in imposition of the penalties provided by law and
by BOCregulationRuleandthe Secretarial dDirective governing eEmployee eConduct Sstandards and
Discipline. -Specific procurement law addressing kickbacks and commissions can be foundis-eodified
in A.C.A. §§—19 11- 707 and 19-11-708. m&%ﬁéee%%%&ﬁehe—?fe&e%ﬂal—kﬂw—aﬂﬁege&&m

23) Osganizatien-Department Funds, Records, Communications, and Other Assets
A._Employees who have access to Department©€ funds in any form must follow the preseribed
procedures for recording, handling, and protecting money as detailed in agency procedures,

administrative  regulations,  /directives, and the Department—of—Finance—and
Aéﬂ‘ﬁﬁ-l‘rﬁf&ﬁ@ﬁB%f\fk’mbab Financial Management Gulde Pcrsom] use of Dcpartment funds

efher—e%plaﬂﬂf@ﬁLﬁcmfeﬂa«ls Ifan employee has knowledge of fraud or waste of public assets, they
must —employeeshould-advise-notify their immediate supervisor. Pessonal-use-of DOCHundsor
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ebligations—Record keeping must adhere to state law and any applicable Department policy.
DBOEsAll the Department’s books and records must reflect accurate and timely recording of all

business transactions, including assets, liabilities, receipts, and disbursements. Employees
responsible for BOEs-the Departments financial reporting must provide full disclosure of assets,
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liabilities, receipts and disbursements and exercise diligence in enforcing and achieving these
requirements.
1. Employees shall not make or engage in any false record or communication whether internal
or external, including, but is not limited to:inehading-butnotlimited+tos
a—~False expense, attendance, production, financial, or similar reports and statements.
a

O-—False advertising, deceptive marketing practices, or other misleading representations.

Lall a ] ¢ 1 1y £all} 3 £ Yo Full

| 1
anet Stas-Stamrteneetaccutate ana tinery recotatsy;

disclosure of the Department’s e33O s-assets, liabilities, receipts, and disbursements shall
be made_available upon request.

O HSHIESSHanSactons—r

24) DesalingCommunicating With Outside People and Organizations
A. Employees must separate their personal roles from their BOE—official positions when
communicating on matters not involving BOE-the business_of the Department. -Employees must
aetusearc prohibited from using their position or affiliation with the BOE-Department when
commumcanng regarding matters not 1nvolv1ng D@(—ofﬁcml Department busmess
B. & r 5 : Fsapphes— < ' =
1 Lieianl

When communicating pubhcl; on matters that 1nvolve boc
Dcpqrtmcnt buslness &ﬁ—employee% shall not speak for BOEthe Dcpqrtmcnt on any top1c trﬁ-}ese

5 i : unlcss the Secretary. Dlvm(m Director
or thclr designees have authorized the views and the public expression of those views.

C. -When dealing—withengaging with any other individual outside the Department, including public
officials, employees must take care not to compromise the integrity or damage the reputation of

DOCthe Department or any other State government entity.

25) Prompt Communications
In all matters relevant to an emplovee’s official job duties such as dealings with offenders, customers,

suppliers, government authorities, or the public, employees must make every effort to achieve
complete, accurate, and timely communications by responding promptly and courteously to all proper

requests for information as well as to complaints.

26) Privacy and Confidentiality

A. Department emplovees are responsible for safeguarding personal information to ensure the
confidentiality of the information. An employee shall not intentionally or unintentionally disclose
to any unauthorized person any information declared by law, policy, rule, or regulation to be
confidential or privileged, or use such information for personal gain or benefit. When handling
sensitive information such as financial or personal information about offenders, individuals, or
groups with whom the Department has encounters, emplovees shall observe the following
principles:
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1. Collect, use, and retain only the personal information necessary for conducing Department
business. Whenever possible, obtain any relevant information directly from the person
concerned. Use only reputable and reliable sources to supplement this information.

2. Retain information only for as long as necessary as required by law or Department policy.
Protect the physical security of the information.

3. Limit internal access to personal information to those with a legitimate business reason to
have the information. Use personal information only for the legitimate business purpose for
which obtained. The release of any information to persons not involved with the stated
business purpose should only be made when authorized by management, Department policy
or in response to other requests consistent with state or federal law.

4. Access to offender information and other data through the Electronlc Offender N NIanagement
Infe Sys OMIS) i d fe 1 I\ f

is to be treated as confidential unless disclosure is speclﬁcally authorized by state law or
Department policy. eOMIS usage is subject to monitoring, recording, and auditing.
Unauthorized access, misuse, or disclosure of data is a violation of state law and Department
policy and may result in disciplinary action and prosecution. Sharing of passwords or leaving
a login session unattended may allow access to confidential data and is a violation of an
emplovee’s agreement to maintain the confidentiality of cOMIS data.

27) Citizen Complaints and Requests for Information
Employees shall courteously and promptly accept and record in writing any request for information
about or citizen complaint against the Department or a Department employee. An employee may
attempt to resolve a complaint but shall never attempt to dissuade any citizen from lodging a complaint
and shall immediately inform their supervisor of any complaint. All requests for information shall be
handled pursuant to Department policies and procedures outlining such issues.
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28) Reporting Suspected Fraud

A. Employees have a responsibility to report occurrences of ethical violations, fraud, waste, or abuse
of Department resources. Emplovees shall be protected against any form of retaliation, including

discharge, for good faith reporting of occurrences of ethical violations, fraud, waste, or abuse of
Depfartment _resources as stated in the Arkansas Whistleblower Act, codified as

A.C.A. §21-1-601 et -seq. Investigations to substantiate reported allegations will be conducted in
a confidential manner by the Office of Internal Audit.
B. Allegations of ethical violations or fraud may be reported to the Arkansas State Fraud, Waste, and
Abuse Report Center (1-800-952-8248) or to the Office of Internal Audit by telephone (501-682-
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0370).  An employee may also choose to report fraud, waste, or abuse by completing an online
complaint form found at www.ig.arkansas.gov/internal-audit/what-is-fraud-waste-and-abuse/.

Complaint forms completed online will be submitted directly to the Office of Internal Audit fraud

emall at _OTA.fraud@arkansas.gov. A rintable complaint form can al%o be found at

C. Employees with supervisory fiduciary responsibility over all fiscal matters shall report any loss of
public funds that amounts to one thousand dollars ($1,000) or mote in one (1) calendar vear to

Arkansas [egi slatlve Audit Wlthln five (5) business days of the date that the emplovee learns of the

disbursement of public funds or an apparent theft or misappropriation of public funds. In
accordance with A.C.A. § 25-1-124, any employee with supervisory fiduciary responsibility over all

fiscal matters who purposely fails to report the loss of funds within the five (5) business days to
Arkansas [egislative Audit may be guilty of a Class A misdemeanor. Department employees with
supervisory fiduciary responsibility include the Secretary, Chief of Staff, Division Directors,
Deputy Dlrectorq, and Chief Fl%cal Ofﬁcer, or other positions egulva_lent to those officers.

AR 72901
- T

T ieela R 1
e IOERS 7 x

Lande T A AN
t;uuu\. TafasS—ri-accoraancewitn—x



http://www.ig.arkansas.gov/internal-audit/what-is-fraud-waste-and-abuse/
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OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV

ARKANSAS DEPARTMENT OF CORRECTIONS
CODE OF ETHICS POLICY AFFIRMATION

I understand it is my responsibility to read this policy thoroughly and ask questions of my
supervisor if I do not understand it.

I understand that my signature on this document indicates that I have read and fully understand
the prohibited activities and my professional ethical conduct responsibilities as an employee of the

Arkansas Department of Corrections as described herein.

T understand that this acknowledgement will be placed in my personnel file.

Print Name Assigned Work Location

Signature Date
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OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV
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Department of Inspector Genera
Office of Internal Audit S

Complaint Form

Fraud, Waste, and Abuse Reporting Form

Report improper use and mismanagement of state resources within the Executive Branch of Arkansas State
Government.

Anonymous Reporting

This office accepts anonymous caomplaints when requested; however, additional informational may be needed for
clarification. Although it is not a reguirement when submitting a complaint, we ask that you provide a way to contact
Yol

Are you reporting anonymously? (Reguired) O Yes O No

Whistle-Blower Act

The Arkansas Whistle-Blower Act prohibits a public employer from taking adverse action against a public employee
who communicates in good faith to an appropriate authority the existence of waste of public funds, property, or
manpower ar a violation of law; participates, or gives information, in an investigation, hearing, court proceeding,
legislative inquiry, or administrative review; or objects to carrying out a directive the public employee reasonably
believes violates the law. For more information consult Ark. Code Ann. §5 21-1-601 to 21-1-610.

Complainant Information (Optional)  vour Personzl Dats

Your Name

| | |
First Last

Your Phone Your Email

| | |
Your Address

| |
Street Address

| |
Addrezs Line 2

| | |
City State [ Province / Region

| |

ZIP / Postal Code Country

[ ted March 14, 2022 Complaint Form Page 1 of 3
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Department of Inspector Genera
Office of Internal Audit

Complaint Form

Employment Information

Are you an employee of a state agency, department, board, or commission? (Reguired) O Yes O Mo

If yes, list the name of the state agency, department, board, or commission of which you are employed.

Complaint Details

PLEASE DO NOT PROVIDE ANY DATES OF BIRTH, 30CIAL SECURITY NUMBERS, DRIVER'S LICENSES, MEDICAL RECORDS,
CREDIT CARD INFORMATION, OR PASSPORT INFORMATION

Mame of the state agency, department, board, or commission involved.

State Employee(s) or Individual(s) involved.

First Last

Pozition Titde of Employes or Individual inealved.
Details of Complaint

Details of facts relevant to the zllegation. Pleass provide 33 much detail as possible including whao, what, when, where, why, and how.

Updated March 15, 2022 COmpIint Form Page 2 of 3
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Department of Inspector Genera
Office of Internal Audit

Complaint Form

Please provide any relevant documents regarding this allegation with this complaint form.

If there are relevant documents that you do not have access to, please describe those documents and how they
can be obtained by Internal Audit.

Has this complaint been filed with any other agency? (Reguired) O Yes O No O Unknown

If yes, what agency?

Is there any civil, criminal, or administrative proceeding pending in this matter? (Required)
OYes (Onoe () unknown

If yes, please explain.

In case of referral to another agency, should your name and contact information be removed? [Reguired)
() Yes (O Mo () Other

If other, please explain.

Important
By submitting this form, you are confirming that the information provided is true and acourate to the best of your knowledge.

Ernail to: QLA fraud @arkansas.gov -OR-
Mzil to: 323 Center Street, Juite 1200 = Little Rock, AR = 72120

Com

=]

zint Form Page 3 of 3
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For IA use only

RECEIVED:

DATE

TIME

COMPLAINANT: (Optional)

NAME

DETAILS OF SUBJECT:

ADDRESS

HOME TELEPHONE #

EMPLOYMENT

WORK TELEPHONE #

DETAILS OF COMPLAINT:

RECEIVED BY:
For IA use onlv

For IA use only

ACTION TAKEN:
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OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV

SECRETARIAL DIRECTIVE
SUBJECT: Employee Conduct Standards and Discipline

NUMBER: 2022-17 SUPERSEDES: SD 2020-09

APPLICABILITY: All Department of Corrections employees

REFERENCE: A.C.A. {§ 25-43-103, 25-43-105, 25-43-108, 25-43-403; SD on Code of Ethics,
SD on Employment

PAGE: 1 of 5

APPROVED: Original signature on file EFFECTIVE DATE: 12/16/2022

POLICY:

As the executive head of the Arkansas Department of Corrections (Department), it is the responsibility of
the Secretary of Corrections (Secretary) to administer the various rules, orders, or directives issued by the
Department. This directive is consistent with Department policies governing employee conduct and
discipline in addition to all Arkansas state laws, rules, and policies. The purpose of this policy is to establish
consistent employee Conduct Standards and disciplinary procedutes throughout the Department. The
Conduct Standards are intended to identify common problems associated with employee conduct and are
intended as a guide for actions the Department considers to constitute a conduct violation. Specific
violations listed in this directive are not intended to be a comprehensive list. This policy does not create a
contract of employment or any legally enforceable interest, nor does it limit the Secretary’s authority to
establish or revise Department policies or affect their right to terminate employment pursuant to the at-
will employment doctrine.

II. DEFINITIONS:

A. Conduct Standards. Standards of acceptable behavior for Department employees while on or off duty,
including by not limited to those found in this Secretarial Directive.

B. Contraband. Under this Secretarial Directive, Contraband is defined as any article or item that is
prohibited by law, rule, or Department policy.

C. Decision-Making Supervisor. An individual over the daily operations and decision-making processes
of any Department owned or operated Entity including the Secretary, Chief of Staff, Division
Directors, Deputy Directors, Superintendents, Wardens, Center Supervisors, Superintendents, Area
Managers, Assistant Area Managers, Administrators, or their designee.

D. Disciplinary Probation. A period of time for the Department to evaluate and help employees correct
negative behavior and achieve success. The length of the probation period is determined by the
disciplinaty violation.

E. Entity. Any office, unit, center, or facility operated by the Department to include programs, farm and
industry facilities, construction sites, administrative offices, area offices, jails, work release centers, pre-
release centers, and private prisons operated on behalf of the Department

https://DOC.Arkansas.gov/
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F.

Initial Probation. A (1) one-year probationary period from the date of initial hire with the Department.
This probationary period is established as a time for the Department and its divisions to evaluate and
help employees adjust to their new positions.

Multiple Violations. Two or more conduct violations by an employee that are active at the same time
but resulted from separate incidents.

Offender. Individuals under the custody or supervision of a division of the Department including, but
not limited to, inmates of a correctional facility, residents of a community correction center, residents
of a reentry center, parolees, and probationets.

Personnel File. The official record of employment of all Department staff maintained by the Central
Human Resources office.

Supervisor’s File. A record of an employee’s performance, including any counseling, verbal warnings,
or other disciplinary measures taken, which is maintained by an employee’s supervisor. The
Supervisor’s File is not the same as a Personnel File and may contain additional performance and
disciplinary records.

III. PROCEDURES:
A. General Procedures

B.

1. The Central Human Resources Office or Local Human Resource Offices will make this Secretarial
Directive available to all employees. Policy distribution will be documented by the employee by
signing an Acknowledgment of Receipt of Policy form (Attachment #2) or by signing a virtual
acknowledgement through EASE. The signed acknowledgement will be placed in the employee’s
Personnel File. All employees shall be notified of any changes made to this policy.

2. This Secretarial Directive may be used as a reference for all Department policy violations in
conjunction with the Secretarial Directive on Code of Ethics, the Secretarial Directive on
Employment, and any other policies that outline expectations of employees.

Responsibilities

1. Employees ate responsible for being knowledgeable of Department policies outlining Conduct
Standards and will be held accountable for violations of those policies pursuant to this directive.
Employees can seck clarification of the standards with their supervisor or human resources
manager if they are unsure of whether specific conduct may result in a violation.

2. Employees may be required to participate in administrative investigations into conduct violations.
It is their responsibility to do so in good faith. Employees should report suspected violations to
their supervisors.

3. Related to this policy, employees that are Decision-Making Supervisors have the responsibility to
those under their supervision to:

a. promptly provide their staff with any changes to this policy;

b. promote and enforce a work environment that is consistent with the Conduct
Standards; and

c. administer disciplinary actions for violations of Conduct Standards in a consistent
and objective manner.

C. Disciplinary Action, Violations, and Prohibited Conduct

1. Progressive discipline is intended to impose discipline at the level that is appropriate for the offense
and progress through the disciplinary grid when further violations of the applicable Conduct
Standards are committed. Progressive discipline also recognizes that some violations of the
Conduct Standards are so serious that the level of discipline imposed may exceed the level
recommended on the disciplinary grid. The frequency and proximity of violations to previous
violations can be grounds to increase the penalty imposed.

2. Progressive disciplinary action will be taken where appropriate, and the Secretary and Division
Directors may intervene in conduct violation situations when warranted. Progressive disciplinary
action may not be taken when a conduct violation adversely affects the security and good order of
Department operations.

https://DOC.Arkansas.gov/
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The Conduct Standards should be applied consistently. This goal is accomplished with a fair and
thorough investigation prior to the imposition of disciplinary action. The consistency being sought
does not require management or Decision-Making Supervisors to administer the exact disciplinary
guidelines indicated in the Conduct Standards in every case. Some circumstances, facts, and details
of a disciplinary violation may cause disciplinary action to deviate from the recommended
standards. However, the Department will promote consistency in disciplining employees for
similar violations whenever possible.

Cortrective counseling is an option and should be considered prior to any disciplinary action as well
as between various steps of progressive discipline. Corrective counseling is a tool used to
communicate and define expectations to an employee. Corrective counseling is not discipline,
however, it should be documented and placed in the Supervisot’s File for the counseled employee.
Employees may be given opportunity to alter negative behavior using constructive corrective
action in a reasonable manner within the scope of the provisions outlined in this policy.

All employees of the Department are expected to abide by the Employee Conduct Standards Table
(Attachment #3) which are established as guidelines to give a measure of consistency in the
administering of discipline with the Department. Other Conduct Standards may be subsequently
adopted by the Department. Following each standard are examples of conduct which violate the
standard and the disciplinary action which should follow for a typical occurrence.

The Employee Conduct Standards Table (Attachment #3) is intended to be a guide for such
actions the Department considers unacceptable but are not intended as an inclusive list.
Violations of this Secretarial Directive in addition to any of the policies set forth by the Department
may result in conduct violations and Disciplinary Action. Employees are responsible for being
knowledgeable about Department policy. Employees must seek clarification from their supervisor
if they are unsure or do not understand any of the policies maintained by the Department.

D. Penalties

1.

Penalties for violation of Conduct Standards shall be administered by supervisors in a consistent,
objective, good faith, and non-discriminatory manner. Decision-Making Supervisors are expected
to use good judgment in determining the seriousness of violations and the disciplinary penalties.
Supervisors must document facts in each case and make sure the penalty is appropriate. All
citcumstances must be considered before taking final action.
The penalty imposed for violating a rule or policy must take into consideration all relevant
circumstances. All relevant circumstances taken into consideration when determining a penalty
must be clearly stated and well documented. An employee may be disciplined for violating more
than one rule or policy arising out of the same incident. In all cases, any mitigating and aggravating
circumstances, including Multiple Violations, must be considered in determining the appropriate
level of discipline.
The following penalties are not intended to be a comprehensive list, as some Conduct Standards
violation penalties may be imposed at the discretion of an employee’s Decision-Making Supervisor
based on circumstantial details. These penalties are meant to serve as a general guide to common
disciplinary actions an employee may face when they are found to be in violation of a Conduct
Standard:
a.  Verbal Warning. A verbal warning is a notice to inform an employee that they have violated a
conduct standard. Verbal warnings may be used as the basis for future Disciplinary Action.
i, Documentation of the verbal warning will be placed in the employee’s
Supervisor File. A copy of the documentation will not be placed in the
employee’s Personnel File.

ii.  An employee shall not be placed on Disciplinary Probation as a result of a
verbal warning.
fii.  Upon the employee’s written request and the supervisor’s approval,

documentation of a verbal warning may be removed from the employee’s
Supervisor’s File after one (1) year from the date of the warning provided
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that no other incidents have occurred.

iv.  When an employee is reassigned to a different supervisor, the Supervisor’s
File will be forwarded to their new supervisor.

b. Written Warning. The written notification of a disciplinary violation will include the
violation and date the incident occurred. An employee receiving a written warning is
automatically subject to a minimum six (6) month Disciplinary Probation period which may
be longer depending on the nature of the violation and its impact on Department
operations. If a subsequent written warning is received within a one (1) year period from the
initial written warning, a minimum nine (9) month disciplinary Probation period will be imposed.
A copy of the written warning will be placed in the employee’s Personnel File.

c. Suspension. A suspension is used for major violations of Conduct Standards, repeated
violations of Conduct Standards, or when it is determined that the violation, its impact on
the operations of the Department, or the citcumstances surrounding the incident warrants
the immediate removal of an employee for a specified period. Suspensions are accompanied
by an automatic twelve (12) month probationary period. A copy of the suspension
document will be placed in the employee’s personnel file.

i. A recommendation to suspend an employee may be made by the immediate
supervisor after a thorough and documented review of the situation, but the
final decision to suspend must be made by the appropriate Decision-Making
Supervisor. The dates of Suspension are to be scheduled soon as possible
following the imposition of the penalty. Suspension shall be without pay for
a minimum of (1) one working day but not to exceed (10) ten working days
(80 hours).

il.  Pursuant to the Arkansas Vehicle Safety Policy, in cases where an employee’s
driver’s license is suspended, suspension from their duties may be up to
fifteen (15) working days (120 hours). For timekeeping and payroll purposes,
the number of hours worked plus the hours of a suspension will not exceed
the number of the employee’s regularly scheduled work period.

d. Demotion. An action to be imposed against an employee for a serious violation that reduces
their rank, position, or job title. An employee must be qualified for the position to which
demoted. Demotion is accompanied by an automatic twelve (12) month Disciplinary
Probation period. A copy of the demotion document will be placed in the employee’s
Personnel File. A demotion may be imposed in conjunction with a suspension.

1. A recommendation to demote an employee may be made by their immediate
supervisor after a thorough and documented review of the situation, but the
final decision to demote must be made by the appropriate Decision-Making
Supervisor and reviewed by the Human Resource Administrator to ensure an
appropriate position placement.

ii.  Re-assignment may occur for non-disciplinary reasons. If re-assignment does
not result in a loss of pay, the re-assignment does not constitute a disciplinary
action.

e. Termination. Termination is an action to be used for major violations of a Conduct Standard
affecting the security and good order of Department operations or when the accumulation
of violations has exhausted every other available disciplinary action.

i. A recommendation to terminate an employee may be made by their
immediate supervisor after a thorough and documented review of the
situation, but the final decision to terminate must be madeby the appropriate
Decision-Making Supervisor.

4. A more severe disciplinary action should be taken if an equal or more substantial violation occurs within
(6) six months from the date of the initial verbal or written warning.

5. A more severe disciplinary action should be taken if an equal or more substantial violation occurs within
(12) twelve months of the date of suspension or demotion.
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E. Documentation.

1.

Supervisors are responsible for documenting each disciplinary action taken. The Acknowledgement
of Disciplinary Action Form (Attachment #1) must be completed by the supervisor and employee
charged with the conduct violation.
Supervisors are responsible for forwarding the Acknowledgement of Disciplinary Action form
(Attachment #1) and any supporting documentation to the appropriate Human Resources
Administrator and Central Office Human Resources.
After the Disciplinary Probation period has expired, disciplinary action should not be used as a
consideration for further progressive discipline. However, documentation regarding an incident
will remain in an employee’s Personnel File unless ordered to be removed pursuant to the
employee grievance process or as a result of an internal investigation concluding that the violation
never occurred.
Documentation should include detailed descriptions of factual statements. Documentation shall
include the following information at a minimum:
a. Standards which have been violated;
Disciplinary Action taken;
c. Assistance or advice given to the employee to bring conduct into acceptable
standards;
. Consequences if standards are not followed in the future; and
e. Acknowledgment of Disciplinary Action (Attachment #1) signed by the supervisor,
employee, and a witness (if applicable).

i If the employee refuses to sign the Acknowledgment of Disciplinary Action
form (Attachment #1), a third party shall witness the refusal by signing the
appropriate place.

ii. A copy of the documentation of all disciplinary actions shall be placed in the
Supervisor’s File.

ii. A copy of the documentation shall be placed in the employee’s Personnel
File, except for documentation of verbal warnings which will only be placed
in the Supervisor’s File.
5. If authorized in writing by the Secretary, disciplinary records of senior executive employees
(assistant director and above) may be retained outside of Central Human Resources.

F. DProbationary Period.

1.

All disciplinary actions, except a verbal warning, are accompanied by an automatic Disciplinary
Probation Period. A Disciplinary Probation Period will commence on the day an employee receives
official notification of disciplinary action. Official notification should be hand-delivered or mailed
to the employee.

Employees are automatically subject to an Initial Probation period during their first year of
employment or six (6) months following a promotion. This Initial Probation period may be
extended by the appropriate Decision-Making Supervisor in lieu of disciplinary action with written
notification.

Employees who are disciplined during the Initial Probation period who then do not show
improvement may be terminated.

IV. ATTACHMENTS:

Attachment 1. Acknowledgement of Disciplinary Action Form
Attachment 2. Acknowledgement of Receipt of Policy
Attachment 3. Employee Conduct Standards Table
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Attachment 1

OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV

Acknowledgment of Disciplinary Action

I have reviewed the Employee Conduct Standards with (employee). They are
aware of the conduct violation, disciplinary action to be imposed, and potential consequences if the
action is repeated.

Supervisor Name Supervisor Signature Date

This is to certify that the attached letter, which is being placed in my Personnel File, has been
discussed with me. I have been given a copy of the attached letter. I have been notified that
providing my signature does not necessarily indicate my agreement with the attached letter.

Employee Name Employee Signature Date

Employee refused to sign |:|

Witness Date

NOTE: THIS FORM SHOULD BE COMPLETED FOR ANY LETTER OR FORMAL
DISCIPLINARY ACTION. BOTH SHOULD BE PLACED IN THE EMPLOYEES
PERSONNEL FILE.
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OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV

Acknowledgement of Receipt of Policy

I have been provided a copy (digital or physical) of the Department of Corrections Employee Conduct
Standards and Discipline policy. I understand that it is my responsibility to understand and read this
policy. My signature below indicates that I acknowledge receipt of the policy and that I have read and
understand the information it outlines regarding Conduct Standards and discipline.

Employee Signature AASIS # Date
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Employee Conduct Standards and Prohibited Conduct Table

The following standards are guidelines created to give a measure of consistency in the administration of discipline throughout the Department of Corrections (Department). The
standards listed below are not an exhaustive list of prohibited conduct. The Department may adopt and enforce additional standards.

Each conduct standard is labeled numerically and in bold text. Below each standard is a list of conduct which violates the standard, as well as the disciplinary action which should
result from a typical occurrence of the conduct violating the standard. Instances which are less or more serious than a typical occurrence of prohibited conduct may be subject to
departures from the presumptive disciplinary actions for a prohibited conduct.

The list of prohibited conduct is intended only as a guide in determining which actions the Department considers unacceptable. Nothing in this list creates any legally enforceable
interest or limits the authority of the Secretary or Division Directors to terminate any employee at will.

To determine the presumptive appropriate disciplinary action for a specific prohibited action, locate the conduct on the chart. There are four (4) progressive levels of discipline
located to the right of the chart. An X in the column for a level of discipline indicates that the particular level of discipline is recommended for the listed conduct.

Occasionally, an X will be followed by an asterisk (*), which indicates that further guidance regarding that level of discipline should be located in the table cell detailing the
prohibited conduct. Supervisors should consider this guidance prior to finalizing any disciplinary decisions.

~ =)
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1. Employees shall conduct themselves in a professional manner. Employees shall be patient, courteous, and respectful.
a. Loitering, visiting, or excessive personal use of the telephone. X X X
b. Disruptive horseplay or practical jokes, not resulting in injury or property damage. X X X X
c. Disruptive horseplay or practical jokes resulting in injury or property damage. X X X
*Employee may be required to reimburse the Department for injury or property damage
d. Use of language or gestures that are inappropriate, insolent, violent, or profane in nature while on duty, in uniform that X X X
depicts a Department logo, or on Department property.
e. Unnecessaty or excessive use of force against a member of the public or another employee. X X
f. Introduction or possession of contraband in any amount within a secured perimeter or a security post of a Department X
entity.
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Unauthorized possession of a cell phone ot its components within a secured perimeter or a secutity post of a
Department entity. X* X
*Suspension may only be utilized when the employee did not possess the phone for purposes of illicit behavior.

Bribery X

s

Failure to report an offer of a bribe or gratuity from offenders or anybody working on behalf of an offender. X

Careless or unsafe handling of vehicular equipment.
*Employee may be required to reimburse the Department for injuries or property damage.

!
>
M

Careless or unsafe handling of a firearm.
*Employee may be required to reimburse the Department for injuries or property damage.

Unauthorized possession of firearms, explosives, or other weapons during work hours. X

Sexual conduct with staff, offenders, or the public while on duty, within the secured perimeter of a Department entity, in
Department office buildings, or in state vehicles.

Refusal to submit to a polygraph or voice stress analysis when required by Department policy.

Violation of established uniform dress codes.
*Employee may be sent home to change attire or appearance.

M
ST I I B Il B

Willful destruction of evidence of an employee by converting such evidence to his or her own use, manufacturing,
concealing, falsifying, destroying, removing, tampering with, or withholding any property or evidence.

>

Violation of Department or Division level published policies other than those for which appropriate discipline levels are
prescribed in this document. X* X* X* X*
*Severity of discipline depends on severity of the policy violation and the effect on the Department.

Accepting any gifts, compensation, donations, etc. for services rendered by employees or inmates other than those that
may be acceptable under law or policy.

Association or membership in a security threat group, including but not limited to, the Bloods, Crips, Mexican Mafia,
and Ku Klux Klan.

Purchase of lottery tickets, gambling, or visiting a casino restaurant or store while in uniform or on duty. For the
purposes of this standard, uniform includes any clothing or personal item with a logo representing the Department or X X X
any of its divisions.

Failure to notify supervisor and Human Resources of any changes in telephone or address within 72 hours of the change. X X X X

Engaging in behavior that prohibits an employee from maintaining a required professional certification. X X

Employees shall always conduct themselves in a manner that reflects favorably on the Department of Corrections, both on and off the job.
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a. Conduct unbecoming of a public employee- conduct which damages the Department image as a government, law
enforcement, and criminal justice agency, reflects discredit on the character of the employee or the Department, or X X X
impairs Department operations.
3. Employees shall not engage in inappropriate use of social media, including inappropriate use which occurs outside of work.
ploy gag pprop » g Inapprop
Employees will be held accountable for content appearing on their social networking sites, whether posted by the employee or not.
a. Posting content that is inconsistent with Department policy. X X X
b. Posting confidential information or information restricted by state law or rule, Department policy, or Division policy. X X X
C. Cyberbullying — using information and communication technologies to support deliberate and hostile behavior by an X X X
individual or group with the intention of harming another person.
d. Posting information or pictures on social media which actually or potentially compromise staff, compromise public X X X
safety, undermine operations, or cause disruptions in the workplace.
€. Posting, transmitting, or disseminating unauthorized information (such as texts, pictures, files, video, audio, etc.) to the
internet or any other public or private forum in a matter that discredits or reflects unfavorably on the Department as a X X X
whole.
£ Creating an unauthorized site or platform that appears to be an official Department site or platform. X X X
g. Posting images of logos, emblems, badges, and patches which specifically identify the Department in a manner that X X X
would lead a viewer to believe that the site or platform is sanctioned by the Department.
4.
Employees shall not violate Arkansas state law prohibiting nepotism.
State law prohibits relatives of employees from being placed within the same line of supervision whereby one relative is in a supervisory position over the
other or is able to hire, fire, make pay adjustment, or other personnel actions. For purposes of this policy, relative is defined as family members such as
husband, wife, mother, father, stepmother, stepfather, mother-in-law, father-in-law, brother, sister, stepbrother, stepsister, half-brother, half-sister,
brother-in-law, sister-in-law, daughter, son, stepson, stepdaughter, daughter-in-law, son-in-law, uncle, aunt, first cousin, nephew, or niece.
a. Employee's failure to report their relationships violating the nepotism policy. * X
*This conduct may result in demotion, reassignment, or both, which may result in loss of pay or grade
b. Supetvisot's failure to take direct action after an employee's report of relationships violating the nepotism policy. X X
’ Employees shall not engage in activity which compromises professional relationships and causes a disruption to the work environment.
a. Sexual or personal relationships between a supervisor and a subordinate. X X
b.

Employment relationships between a supervisor and a subordinate outside of Department employment in which the
subordinate is hired by the Department supervisor in a non-Department job, such as a contractor.
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. Participating in hiring or promotional decisions with any applicant or employee with whom there exists an intimate X X

relationship.
d. Any business enterprise, partnership, or joint venture between a supervisor or subordinate.

*This conduct may result in demotion, reassignment, or both, which may result in loss of pay or grade.
e. Engaging in any activity with another employee which compromises professional relationships.

*This conduct may result in demotion, reassignment, or both, which may result in loss of pay or grade.
6. Employees shall: (1) report immediately to their supervisor when unable to be at work or training, (2) get approval prior to being away from duty station,

and (3) strictly observe working hours and lunch periods.
For purposes of this policy, each action is considered an independent violation. A physician's statement to verify illness may be required by a supetvisor
at any time, subject to applicable laws.
a. Unauthorized absence from work, training, or physical assessment. X X X
b. Verified misuse of sick leave. X X X
C. Failure to adhere to work hours or lunch periods. X X X X
d. Failure to provide a medical provider's statement when requested. X X X
e. Failure to call or report to supervisor for three (3) consecutive working days. X
f. Failure to log or clock in or out as directed. X X X X
8. Clocking in or out for another employee. X
h. Abandonment of post or job. X
7o
Employees shall perform job duties at a level commensurate with job specifications, petformance standards, and other duties as assigned.

a. Unsatisfactory work performance.

*This conduct may result in demotion, reassignment, or both, which may result in loss of pay or grade.
b. Unsatisfactory work performance resulting in injury, property damage, or both.

*Employee may be required to reimburse the Department for injuries and property damage. X X* X

*This conduct may result in demotion, reassignment, or both, which may result in loss of pay or grade.
c. Inadequate work performance

*This violation may warrant a greater disciplinary action based on the impact the violation or error has to Department X X X X

operations.
8. Employees shall abide by the Department's Code of Ethics policy that governs employee ethics, solicitation, and anti-fraud practices. Violations of these

standards may be in violation of state law and subject to prosecution.

a. Selling to or solicitation of employees during work time without authorization of the Secretary or Division Director. X X X X
b. Selling to or solicitation of offenders. X X
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C. Violation of public employee ethical standards set forth in the Code of Ethics policy. X X X X
d. Posting personal items, altering, or removing business notices on Department property without authorization of the X X X X
Secretary or Division Director.
9.
Employees shall come to the assistance of another employee or offender, including but not limited to aiding a person who is being physically assaulted
or when force is being used in a manner inconsistent with Department or Division Policy.
a. Failure to respond or assist in situations resulting in or likely to result in physical injury or property damage. N X
*Employee may be required to reimburse the Department for injuries or property damage
10. Employees shall abide by Department and Division Drug Free Workplace Policies. All positions at the Department of Corrections are designated as
security sensitive positions.
a. Purchase, use, sale of, or distribution of alcoholic beverages while in uniform or on duty. For the purposes of this
standard, ur}iform includes any clothing or p.ersonal iFem with a logo rgpresenting Fhe Depattment or any of its divisions. X X X
*This violation may warrant a greater disciplinary action based on the impact the violation or error has to Department
operations.
b. Reporting to or on duty with an alcohol level at or above .02 but less than .04.
*Suspension must be accompanied by a referral to the Employee Assistance Program
Reporting to or on duty with an alcohol level at or above .04. X
d. Possession (in any amount), use, sale of, or distribution of any illegal drug or drug paraphernalia. X
€. Refusing to provide a urine specimen when required, proving an adulterated specimen, ot providing or attempting to X
provide another person's urine.
f. A positive result in a specimen provided by the employee used to identify illegal drug use or unauthorized prescription X
drug use as determined by the Department's toxicologist.
1. Employees shall be law-abiding citizens.
Progression of discipline for conduct with multiple discipline options will depend on the extent of the adverse impact on the Department, offenders, or
other employees.
A conviction, plea of guilty, or plea of nolo contendere to a felony. X
b. A conviction, plea of guilty, or plea of nolo contendere to a Class A misdemeanor or any misdemeanor violations of the
Omnibus DWI Act. X* X
*This conduct may result in demotion, reassignment, or both, which may result in loss of pay or grade.
. A conviction, plea of guilty, or plea of nolo contendere to a misdemeanor that is not a Class A misdemeanor or a
violation of the Omnibus DWI Act, including unclassified misdemeanors. X X* X

*This conduct may result in demotion, reassignment, or both, which may result in loss of pay or grade.
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d. Failure to report incidents of arrest on felony charges, filing of felony information, issuance of a felony warrant, or X X X
indictment on a felony.
e. Failure to report moving traffic violations in a state or personal vehicle. X X * X
*This conduct may result in demotion, reassignment, or both, which may result in loss of pay or grade.
f. Failure to maintain the ability to carry a weapon or drive a state vehicle in positions that are required to do so. N X
*This conduct may result in demotion, reassignment, or both, which may result in loss of pay or grade.
& Unauthorized use of authority, identification, or emergency equipment. X X
Employee arrest for a charge that impairs their ability to perform their job duties. X
12.
Employees shall maintain a courteous and respectful demeanor in communicating with co-workers, subordinates, offenders, and members of the public.
Level of discipline will depend on the extent of the adverse impact on the Department, offenders, or other employees.
a. Discourteous treatment of others. X X X X
Presumptuous and insulting manner of speech which is rude and disrespectful to employees or members of the public. X X X
13. Employees shall not engage in harassment or discriminatory conduct based on a person's race, color, sex, religion, national origin, age, disability, or any
other protected class.
The Department has a zero-tolerance policy for all forms of sexual abuse or sexual harassment.
Harassment. X X
b. Discrimination. X
c. Retaliation against employees or offenders who have filed lawsuits or grievances or who have otherwise engaged in X X
protected activity.
14.
Employees shall always remain alert and vigilant while at work.
For purposes of this policy, sleeping while on duty may be substantiated by firsthand witness testimony or circumstantial evidence which shows that the
employee's actions were so significantly failing to meet standards of being alert that there can be no substantive difference between the alleged behavior
of one who would be found asleep under the same circumstances.
a. Sleeping while on duty not resulting in escape, injuty, or property damage. X X
b. Sleeping while on duty resulting in escape, injury, or property damage. X
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c. .
Inattentiveness on duty. X X X X
*Level of discipline will depend on the extent of the adverse impact on the Department, offenders, or other employees.
d. Failure to inform supervisor when taking medications which may impair performance. X X X
15. Employees shall exercise reasonable and responsible care of Department equipment, materials, property, and facilities. Employees shall not be in the
possession Department property without approval from their supervisor.
a. Unauthorized possession, misuse, ot abuse of equipment, vehicles, materials, property, or facilities. X X X
*Employees may be required to reimburse the Department for damage or loss.
b. Unauthorized entry into state property, including unauthorized entry outside of assigned work hours. X X X
c. Unauthorized entry into restricted areas. X X
16. Employees shall report any injuries of employees or offenders according to Department and Divisional policies.
a. Failure or delay in reporting injuries of employees or injuries or illness of offenders. X X X X
b. Failure to report a known or suspected PREA incident. X X
17. : - N : : .
Employees shall perform work assignments within the scope of their assigned roles and follow requests and instructions by supervisors.
a. Failure to perform or carry out work related instructions when such instructions are reasonable, within the employee's
abilig to pe?:form, and would not pose a sgfefy or We.lfare hazard to th.e employee. o N X N N
*This violation may warrant a greater disciplinary action based on the impact the violation or error has to Department
operations.
b. Insubordination - deliberate refusal to carry out reasonable work requests or instructions. X X
18. Employees shall give clear, complete, and accurate information in completing applications, work records, verbal statements, written statements, inmate
records, investigations, and claims for reimbursement.
For purposes of this policy, intentional omission of significant information done with the intent to falsify or deceive is considered falsification.
a. . . L . . L
Falsification of work records, employment applications and supporting documentation, or other forms or applications. X
b. Falsification of written or verbal statements. X
. Fraudulent claims for reimbursements or benefits.
*Written warnings, suspension, or demotion can only be considered when the employee has admitted to previously X* X* X
falsified information to assist officials engaged in an ongoing investigation.
19. Employees shall respect state property and the property of others. Employees shall handle all Department funds as required by the Department and
State accounting and applicable budgetary procedures.
a.

Mishandling of Department funds or assets.

X

X

X
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b. . . ‘
Theft of property or mishandling of Department funds or assets for personal gain. X
20. Employees shall observe rules and regulations regarding confidential information in Department records. Employees shall not use records and other
confidential information for purposes other than to conduct Department business.
Unauthorized disclosure of ACIC, NCIC, Justice Exchange, eOMIS, and other information may be a criminal offense and subject to prosecution.
a. Unauthorized access, release, or disclosure of information, records, or documents- including but not limited to human
resource records, offender records, facility or center security information, recordings, emails, and photographs. X* X* Xk
*Severity of disciplinary action depends on the severity of the policy violation and its effect on Department operations.
b. Misuse, mishandling, or unauthorized use of information, records, or documents such as that information contained in,
but not limited to, eOMIS, ACIC, NCIC, and Justice Exchange. X X X
*Severity of disciplinary action depends on the severity of the policy violation and its effect on Department operations.
21.
Employees shall always maintain a courteous and professional demeanor in their associations with offenders, their families, and friends. Employees
shall abide by the Department's regulations concerning appropriate relationships between employees and offenders, their families, and friends.
Unavoidable relationships due to marriage, family relationships, etc. should be reported to a supervisor immediately.
a. Engaging in gambling with an offender. X
b. Soliciting or accepting a bribe from an offender. X
Verbal abuse of an offender, their family, or friends. X X X
d. Unnecessaty or excessive force against an offender, their family, or friends. X X X
*Disciplinary action may escalate if injury is involved.
e. Physical abuse used to punish or harass an offender, their family, or friends. X
f. Engaging in sexual contact of any type with an offender, their family, or friends. Sexual conduct includes, but is not
limited to kissing, sexual intercourse, etc. X
*Engaging in sexual conduct with an offender, their family, or friends may be a criminal offense and subject to
prosecution in addition to the conduct being a violation of this directive.
£. Entering into a private business relationship or partnership involving financial transactions with an offender, their family, X X
or friends, unless the employee is related to the individual with whom the business relationship is entered.
h. Development of a non-professional relationship with offenders, their family, or friends, including but not limited to X
sexual relationships, personal letters, phone calls, social media communications, and visiting.
i Failure to report the incarceration of an immediate or distant family member, friend, or acquaintance after initial X X X
employment.
j- Trafficking or unauthorized trading with an offender, their families, or friends. X
k. Failure to report criminal activity involving an offender outside of work. X X X
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ATTACHMENT #3
1. Employee's failure to report an existing relationship with an offender, whether or not that offender is in custody at the
time of their initial employment or is remanded to Department custody during any point of their employment. X* X
*This conduct may result in demotion, reassignment, or both, which may result in loss of pay or grade.
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OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV

SECRETARIAL DIRECTIVE
SUBJECT: Employee Conduct Standards and Discipline

SUPERSEDES: SD 2020-09

NUMBER: 2022-17

APPLICABILITY: All Atkansas-Department of Corrections employees

REFERENCE: A.C.A. §§ 25-43-103, 25-43-105, 25-43-108, 25-43-403; ;-SD 26222Xon Code of Ethics,
SD on Employment

PAGE: 1 of 5

APPROVED: Original signature on file
EFFECTIVE DATE: 12/16/2022

FRPOHICY

As the executive head of the Arkansas Department of Corrections (Department), it is the responsibility of
the Secretary of Corrections (the-Secretary) to administer the various rules, orders, or directives issued by
the Department. This directive is consistent with Department policies governing employee conduct and

dlsclphne in addition to all Arkansas state laws, rules, qnd D()hClCS—ﬂﬁd—@tﬁéehﬂe% :Ph&s—pﬂ-hev—éees—ﬁ(—)f

The purpose of this policy is to establish consistent employee Ceonduct Sstandards and disciplinaty
procedures throughout the Department. The Ceonduct Sstandards are intended to identify common

problems associated with employee conduct qnd—Pﬁegﬁesswe—éseiphﬂafv—aeﬁeﬁ%H—be—mkeﬁ—whefe

subsequentdocuments are intended as a guide for actions the Departrnent considers to constitute a conduct
violation. Specific Fhementioned-violations listed in this directive are not intended to be a comprehensive

list. This policy does not create a contract of employment or any legally enforceable interest, nor does it
limit the Secretary’s authority to establish or revise Department policies or affect their right to terminate
employment pursuant to the at-will employment doctrine.

II. H-DEFINITIONS:
A. Conduct Standards. Standards of acceptable behavior for Department employees while on or off duty,
including by not limited to those found in this Secretarial Directive.

https://DOC.Arkansas.gov
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B. Contraband. Under this Secretarial Directive, Contraband is defined as pessessien—ef-any article or
item that is prohibited by law, fegu&aﬂeﬁrule or Department pohcy @eﬁffabaﬁd—th&t—rs—bfeﬁeht—rﬁte

%Decmon Making Superwsor An individual over the daily operatlons and dec1s1on makmg processes
of any Department owned or operated Lentity including the Secretary, Chief of Staff, Division
Directors, Deputy Directors, Superintendents, Wardens, Center Supervisors, Superintendents, Area
Managers, Ass1stant Area Managers ef—Admmlstrators or their des1gnee

B-C. otiot it job-tithe

ED. Disciplinat_y Probatlon %s—pfeb&ﬁeﬁaﬁ—/\ perlod ﬁ—est&bhsheel—&s—aof time for the
Department to evaluate and help employees correct negative behavior and achieve success. The length

| of the probation period is determined bysubjeette the disciplinary violation.

ELE. Entity. Any office, unit, center, or facility operated by the Department to include programs,
farm and industry facilities, construction sites, administrative offices, area offices, jails, work release
centers, pre-release centers, and private prisons operated on behalf of the Department

| G:L. Initial Probation. tnitalemploymentineladesaA (1) one-year probationary period upea-from

the date of initial hire with the Department. This probationary period is established as a time for the

Departrnent and its %dDwmons to evaluate and help employees ad]ust to their new positions. A—six-

HG. Multiple Violations. Two or more conduct violations by an employee that are active at the
same time but resulted from separate incidents.

+£-H. Offender. Individuals under the custody or supervision of a division of the Department ef-Cetrections
including, but not limited to, resideats—inmates of a correctional facility, residents of a community
correction center, residents of a reentry center, parolees, and probationers.

J-L._Personnel File. The official record of employment of all Department staff maintained by the Central
Human Resources ofﬁce

Dy PR
Is— I TOgressive

+=]. Supervisor’s File. A record of an employee’s performance, including any counseling, verbal warnings,
or other disciplinary measures taken, which is maintained by an employee’s supervisor. The
Supervisor’s File is not the same as a Personnel File and may contain additional performance and
disciplinary records.

III. HI. PROCEDURES:
A. General Procedures:

1. The Central Human Resources Office or Local Human Resource Offices will make available-the
appropriateAdministrative Ruleand-this Secretarial Directive available to all employees. Policy
distribution will be documented by the employee by signing an Aacknowledgment of Rreceipt for
thepelieyof Policy form (Attachment #2) or by signing a virtual acknowledgement through EASE.
The reeeipt—signed acknowledgement will be placed in the employee’s Ppersonnel Ffile. All
employees shall be notified andreceivesubsequentnotiee-of any -changes made to this policy.

2. _This Secretarial Directive may be used #-as a reference forte all Department policy violations in
conjunction with the Secretarial Directive on Code of Ethics, the Secretarial Directive on-and-Asnti-

Hraund Employment, and any other policies that outline expectations of emplovees. Siree-both

https://DOC.Arkansas.gov
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4 4 1]y 1 4 1 A Dicrcian

s—f&ﬁdﬁf&s—set—feﬁh—b&fhﬁ—pemﬂd—rﬁ—hmplm ces are responslble for bem; kn()wledgeable of

Department policies outlining Conduct Standards and will be held accountable for violations of
those policies pursuant to this directivesubsequent-documents. Employees can seek clarification
of the standards with their supervisor or hHuman rResources manager if they are unsure of
whether theispecific conduct may result in a violation.

2. Employees may be required to participate in administrative investigations into conduct
violationsvielations—of—conduet—standards. It is their responsibility to do so in good faith.
Employees should -and-report suspected violations to their supervisors.

3. Related to this policy, eEmployees that are Decision-Making Supervisors —+eles—have the
responsibility to those under their supervision to;

3:a. promptly provlde their staff with any changes to this pohcy,

mﬁﬁfﬁmmg—&ﬁd—meﬂ&efmg—ehefwafe&%e#supeﬁasﬁﬁe—eﬁfeeeepromote and
enforce -and-promote-a work environment that is consistent with the Ceonduct
Sstandards; and-

b.
. &

eaforeeadminister disciplinary actions for violations of Ceonduct Sstandards—ane

administer-diseipline in a consistent and objective manner.
4

C. General-Disciplinary Action, Violations, and Prohibited Conduct:

1. Progressive dBiscipline is intended to impose discipline at the level that is appropriate for the
offense and progress through the disciplinary grid when further violations of the applicable
Standards-of Employee-ConduetConduct Standards are committed. Progressive dBiscipline also
recognizes that some violations of the Standards-efHmpleyee-Conduct Standards are so serious
that the level of discipline imposedmay exceed the level recommended on the disciplinary grid. The
frequency and proximity of violations to previous violations can be grounds to increase the penalty

imposed-enanemployee.

2. Progressive disciplinary action will be taken where appropriate, and the Secretary and Division

Directors may intervene in conduct violation situations when warranted. Progressive disciplinary

action may not be taken when a conduct violation advetsely affects the security and good order of
Department operations.

2.3, ConsisteneyintheappleatonoftheThe StandardsefEmpleyee-Conduct Standards should be

applied consistentlvisagoalsoughtbythe Department throughconduetiolationproecedures. This
goal is accomplished threueh—the—use—efwith a fair and thorough investigation prior to_the

imposition thetimpeositen—of disciplinary action. The consistency being sought does not require
management or Decision-Making Supervisors to administer the exact disciplinary guidelines
indicated in the Standards—efEmployee-Conduct Standards in every case. Some circumstances,
facts, and details of a disciplinary violation may cause disciplinary action to deviate from the
recommended standards. However, the Department will promote consistency in disciplining
employees i-for similar violations whenever possible.

4. _Corrective cEounseling is an option and should be considered prior to any disciplinary action as
svellaswell as between various steps of progressive discipline. Corrective cCounseling is a tool used
to communicate and ;-define expectations_to an emplovee. Correctivesand-provideanoppottanity
fe%whteve—s&eeess—@effeeﬂve counseling is not discipline ; however, it should be documented and
placed in the Ssupervlsor s I'file for the counseled employee. Fe-the-extentthatisreasonableand

7s-Lemployees may be given opportunity to alter

https://DOC.Arkansas.cov
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negative behavior using constructive corrective action_in a reasonable manner within the scope of
the provisions outlined in this policy.

5. All emplovees of the Department are expected to abide by the Emplovee Conduct Standards Table
(Attachment #3) which are established as guidelines to give a measure of consistency in the

administering of discipline with the Department. Other Conduct Standards may be subsequently

adopted by the Department. Following each standard are examples of conduct which violate the
standard and the disciplinary action which should follow for a typical occurrence.

6. The Employee Conduct Standards Table (Attachment #3) is intended to be a guide for such
actions the Department considers unacceptable but are not intended as an inclusive list.

7. Violations of this Secretarial Directive in addition to any of the policies set forth by the Department
may result in conduct violations and Disciplinary Action. Employees are responsible for being

knowledgeable about Department policy. Employees must seek clarification from their supervisor

if they are unsure or do not understand any of the policies maintained by the Department.

3:

D. Penalties:

1. Penalties for violation of Conduct Sstandards shall be administered by supervisors in a consistent,
objective, good faith, and non-discriminatory manner. Decision-Making Supervisors are expected
to use good judgment in determining the seriousness of violations and the disciplinary penalties.

| Supervisors must document facts deeumentfacts—in each case and make sure the penalty is

appropriate. All circumstances must be considered before taking final action.

| 2. The penalty imposed for violating a rule or policy must take into consideration all relevant
circumstances. All relevant circumstances taken into consideration when determining a penalty
must be clearly stated and well documented. An employee may be disciplined for violating more
than one rule or policy arising out of the same incident. In all cases, any mitigating and ageravating
eirenmstageesagoravating  circumstances, slong—with—the—relationship—efincluding Msaultiple
eViolationstfenses, must be considered in determining thedeterminingthe appropriate level of
discipline.

3. _The following penalties are not intended to be a comprehensive list, as some Ceonduct Standards
violation penalties may be imposed at the discretion of an employee’s Decision-Making Supervisor
based on circumstantial details. These penalties are meant to serve as a general guide to common
disciplinary actions an employee may face when they are found to be in violation of a Ceonduct
Sstandard:

3—
a.  Verbal Warning. A verbal warning is a notice to inform an employee that they have violated a

conduct standard Verbal wammos may be used as the basis for future Dlsclphnary Actlon A

i, Documentation of the v¥erbal wWarning will be placed in the employee’s
Supervisor File. A copy of the documentation will not be placed in the
employee’s Personnel File.

ii.  An employee shall not be placed on Disciplinary Probation as a result of a
v¥erbal wiWarning.

fii.  Upon the employee’s written request and the supervisor’s approval,
documentation of a v¥erbal wi¥arning may be removed from the employee’s
Supervisor’s File after £5-one (lyear) vear from the date of the warning 5
providedding that no other incidents have occurred.
iv.  When an employee is reassigned to a different supervisor, the Supervisor’s
File will be forwarded to their new supervisor.
b. Written Warning. The written notification of a disciplinary violation will include the

violation and date the incident occurred. fﬁﬁ%t—mfe%ﬁ&he—emp}eyee—fh&t—a—wehﬁeﬂ—ef—&

action—An employee receiving a erltten wiWarning is automatically subject to a minimum
stx{six (66) month Disciplinary Probation period which may be longer depending on the
https://DOC.Arkansas.gov
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4.

nature of the violation and its impact on Department operations. If a subsequent written

warning is received within a one (1) vear period from the initial written warning, a minimum nine

(9) month disciplinary Probation period will be imposed. A copy of the w'Written w¥arning
will be placed in the employee’s Personnel File:
Suspen51on A—moere—severe—diseiplinaryaection—shouldbe—taken i an—equalor—more
L o on A
ssuspension is used for major violations of Conduct Standards, repeated violations of
Conduct Standards, or when it is determined that the violation, its impact on the operations
of the Department, or the circumstances surrounding the incident warrants the immediate
removal of an employee for a specified period. Suspensions are accompanied by an
automatic twelve (12) month probationary period. A copy of the suspensionsuspensien
document will be placed in theempleyee’sthe emplovee’s -personnel file.

i A recommendation to suspend an employee may be made by the immediate
supervisor after a thorough and documented review of the situation, but the
final decision to suspend must be made by the appropriate Decision-Making
Supervisor. The dates of Ssuspension are to be scheduled soon as possible
following the imposition of the penalty. Suspension shall be without pay for
a minimum of (1) one working day but not to exceed (10) ten working days
(80 hours).

ii.  Pursuant to the Arkansas Vehicle Safety Policy, itn cases where an employee’s
driver’s license is suspended, the-sSuspension from their duties estld-may be
up to fifteen (15) working days-e+ (120 hours). For timekeeping and payroll
purposes, the number of hours worked plus the hours of a sSuspension will
not exceed the number of the employee’s regularly scheduled work period.

Demotion. An action to be imposed against an employee for a serious violation that reduces
their rank, position, or job title. An employee FRUSEIUSt be Jee—quahﬁed for the position
to Wthh demoted

is accompanied by an automatic twelve (12) month Disciplinary Probation penod A copy
of the dPemotion document will be placed in the employee’s Personnel File. A
dBemotion may be imposed in conjunction with a sSuspension.

1. A recommendation to demote an employee may be made by their immediate
supervisor after a thorough and documented review of the situation, but the
tinal decision to demote must be made by the appropriate Decision-Making
Supervisor and reviewed by the Human Resource Administrator to ensure an
appropriate position placement.

ii.  Re-assignment may occur for non-disciplinary reasons. If re-assignment does
not result in a loss of pay, the re-assignment does not constitute a
dBisciplinary aAction.
Termination. Termination is an action to be used for major violations of a Ceonduct
Sstandard affecting the security and good order of Department operations or when the
accumulation of violations has exhausted_every other available dBisciplinary aAction-es
penaltiesup-to-diseharge..

L. A recommendation to terminate an employee may be made by their
immediate supervisor after a thorough and documented review of the
situation, but the final decision to terminate must be madeby the appropriate
Decision-Making Supervisor.

A more severe dBisciplinary aAction should be tqken 1f an equal or more substantial violation occurs

within (6

six months from the date of the initial dis verbal or written warning.

£5. A more severe disciplinary action should be taken if an equal or more substantial violation occurs within

(12) twelve months of the date of suspension or demotion.

E. Documentation.

https://DOC.Arkansas.gov
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1. Supervisors are responsible for documenting each dBisciplinary aAction taken. The
Acknowledgement of Disciplinary Action Form (Attachment #1) must be completed by the
supervisor and emplovee charged with the conduct violation.

2. Supervisors are responsible for and-forwarding the Acknowledgement of Disciplinary Action form
(Attachment #1) and any supporting documentation to the appropriate Human Resources
Aadministrator and Central Office Human Resources. Deeumentedinformation

+:3. regarding-After the Disciplinary Probation period has expired, dBisciplinary aAction should not
be used as a consideration for further pProgressive dBiscipline. —e+—etheremployeeactons:
However, documentation regarding an incidentthe—nfermation will remain in an employee’s
Personnel File; unless ordered to be removed pursuant to the employee grievance process or as a
result of an internal investigation concluding that the violation never occurred.

2:4. Documentation should—be—speeifie—and include detailed_descriptions of factual statements.
Documentation shall include the following information at a minimum:

a—Standards which have been violated;

a.

b—Disciplinary Action taken;

b.

e—Assistance orand/er advice given to the employee to bring conduct into acceptable
standards;

c

d—Consequences if standards are not followed_in the future; and

d.

e. Acknowledgment of Disciplinary Action (Attachment #1) signed by beth—the
supervisor, employee, and a witness (if applicable).

1. If the employee refuses to sign the Acknowledgment of DDisciplinary
A#Action form (Attachment #1), a third party shall witness the refusal by
signing the appropriate place.

ii. A copy of the documentation of all dBisciplinary aActions shall be placed in
the Supervisor’s File.

iii. A copy of the documentation shall be placed in the employee’s Personnel
File, except for documentation of vMerbal wWarnings which will only be
placed in the Supervisor’s File.

5. If authorized in writing by the Secretary, disciplinary records of senior executive employees

assistant director and above) may be retained outside of Central Human Resources.

i
F. Probationary Period.

1. All dBisciplinary aActions, except a v¥erbal wiWarning, are accompanied by an automatic
Dédisciplinary Pprobation Pperiod. A Disciplinary Probation Period will commence on the day an
employee receives official notification of dBisciplinary aAction. Official notification should be
hand-delivered or mailed to the employee-by—eertified-matwithretarnreceiptrequested.

2. Employees are automatically subject to an linitial Pprobationasy period during their first year of
employment or wthin-six (6) months followinget a promotion. Heweverintienottermination;
wwith—weittennotiffeation;thisThis linitial Pprobation periodrasy—period may be extended by the
appropriate Decision-Making Supervisor_in lieu of disciplinary action with written notification.

3. Employees who are disciplined during the linitial Pprobationass period who then subseguenth-do
not show e&ﬁﬁ(—){—ad-y&%t— mprovement rnay be terrmnated qzhe—fe&%ﬁﬂ—*ﬁ*‘eﬁ—fﬁ-ﬁthe—tefﬁ’ﬁﬂ&&ﬁﬁ

https://DOC.Arkansas.gov
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IV. IV ATTACHMENTS:

Attachment #1. Acknowledgement of Disciplinary Action Form

Attachment #2. Acknowledgement of Receipt of Employee-ConduetStandardsPolicy
Attachment #3. Employee Conduct Standards_ Table

https://DOC.Arkansas.cov
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ATFACHMENT Attachment #12

OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV

AcknowledgmentCKNOWEEDGEMENT of
Disciplinary ActionOF DISCIPEINARYACTIONS

I have reviewed the Employee Conduct Standards with (employee). They are

aware of the conduct violation, disciplinary action to be imposed, and potential consequences if the
action is repeated.

Supervisor Name Supervisor Signature Date

This is to certify that the attached letter, which is being placed in my Personnel File, has been
discussed with me. I have been given a copy of the attached letter. I have been notified that
providing my signature does not necessarily indicate my agreement with the attached letter.

Employee Name Employee Signature Date

Employee refused to sign |:|

Witness Date
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NOTE: THIS FORM SHOULD BE COMPLETED FOR ANY LETTER OR FORMAL
DISCIPLINARY ACTION. BOTH SHOULD BE PLACED IN THE EMPLOYEES
PERSONNEL FILE.
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ATTACHMENT #22

OFFICE OF THE SECRETARY

1302 Pike Avenue, Suite C
North Little Rock, Arkansas 72114
Phone: (501) 682-3309 | Fax: (501) 534-3958

DOC.ARKANSAS.GOV

Acknowledgement of Receipt of Policy

I have been provided a copy (digital or physical) of the Department of Corrections Employee Conduct
Standards and Discipline policy. I understand that it is my responsibility to understand and read this

policy. My signature below indicates that I acknowledge receipt of the policy and that I have read and
understand the information it outlines regarding Conduct Standards and discipline.

Employee Signature AASIS # Date
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Employee Conduct Standards and Prohibited Conduct Table

The following standards are guidelines created to give a measure of consistency in the administration of discipline throughout the Department of Corrections (Department). The

standards listed below are not an exhaustive list of prohibited conduct. The Department may adopt and enforce additional standards.

Each conduct standard is labeled numerically and in bold text. Below each standard is a list of conduct which violates the standard, as well as the disciplinary action which should

result from a typical occurrence of the conduct violating the standard. Instances which are less or more serious than a typical occurrence of prohibited conduct may be subject to
departures from the presumptive disciplinary actions for a prohibited conduct.

The list of prohibited conduct is intended only as a guide in determining which actions the Department considers unacceptable. Nothing in this list creates any legally enforceable

interest or limits the authority of the Secretary or Division Directors to terminate any employee at will.

To determine the presumptive appropriate disciplinary action for a specific prohibited action, locate the conduct on the chart. There are four (4) progressive levels of discipline

located to the right of the chart. An X in the column for a level of discipline indicates that the particular level of discipline is recommended for the listed conduct.

Occasionally, an X will be followed by an asterisk (*), which indicates that further guidance regarding that level of discipline should be located in the table cell detailing the

prohibited conduct. Supervisors should consider this guidance prior to finalizing any disciplinary decisions.

g < g
~ o ol .© p=!
ibited C 2 £ g8 g
Standards & Prohibited Conduct B = g g ¢
- F Z 3 8
n H

1. Employees shall conduct themselves in a professional manner. Employees shall be patient, courteous, and respectful.
a. Loitering, visiting, or excessive personal use of the telephone. X X X X
b. Disruptive horseplay or practical jokes, not resulting in injury or property damage. X X X X

c. Disruptive horseplay or practical jokes resulting in injury or property damage.
. . : - X X X
Employee may be required to reimburse the Department for injury or property damage

d. Use of language or gestures that are inapproptiate, insolent, violent, or profane in nature while on duty, in uniform that X X X
depicts a Department logo, or on Department property. - - -
€. Unnecessary or excessive use of force against a member of the public or another employee. X X
f. Introduction or possession of contraband in any amount within a secured perimeter or a security post of a Department X
entity. -
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g Unauthorized possession of a cell phone or its components within a secured perimeter or a secutity post of a
Department entity. X* X
*Suspension may only be utilized when the employee did not possess the phone for purposes of illicit behavior.
h. Bribery X
i Failure to report an offer of a bribe or gratuity from offenders or anybody working on behalf of an offender. X X
e Careless or unsafe handling of vehicular equipment. X X X
*Employee may be required to reimburse the Department for injuries or property damage. - - -
k. Careless or unsafe handling of a firearm. X X X
*Employee may be required to reimburse the Department for injuries or property damage. - - -
L Unauthorized possession of firearms, explosives, or other weapons during work hours. X X
m. Sexual conduct with staff, offenders, or the public while on duty, within the secured perimeter of a Department entity, in X X
Department office buildings, or in state vehicles. - -
n. Refusal to submit to a polygraph or voice stress analysis when required by Department policy. X
0. Violation of established uniform dress codes.
* : X X X X
Employee may be sent home to change attire or appearance.
p- Willful destruction of evidence of an employee by converting such evidence to his or her own use, manufacturing, X
concealing, falsifying, destroying, removing, tampering with, or withholding any property or evidence. -
9. Violation of Department or Division level published policies other than those for which appropriate discipline levels are
prescribed in this document. X* X* X* X*
*Severity of discipline depends on severity of the policy violation and the effect on the Department.
t. Accepting any gifts, compensation, donations, etc. for services rendered by employees or inmates other than those that X X X
may be acceptable under law or policy. - - -
S. Association or membership in a secutity threat group, including but not limited to, the Bloods, Crips, Mexican Mafia, X
and Ku Klux Klan. =
t Purchase of lottery tickets, eambling, or visiting a casino restaurant or store while in uniform or on duty. For the
purposes of this standard, uniform includes any clothing or personal item with a logo representing the Department or X X X
any of its divisions.
u. oo . . . . .
Failure to notify supervisor and Human Resources of any changes in telephone or address within 72 hours of the change. X X X X
V. o ) o o ) ) ) ) . .
Engaging in behavior that prohibits an employee from maintaining a required professional certification. X X
2. Employees shall always conduct themselves in a manner that reflects favorably on the Department of Corrections, both on and off the job.
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a. Conduct unbecoming of a public emplovee- conduct which damages the Department image as a government, law
enforcement, and criminal justice agency, reflects discredit on the character of the employee or the Department, or X X X
impairs Department operations.
3. Employees shall not engage in inappropriate use of social media, including inappropriate use which occurs outside of work.
Employees will be held accountable for content appearing on their social networking sites, whether posted by the employee or not.
a. Posting content that is inconsistent with Department policy. X X X
b. Posting confidential information or information restricted by state law or rule, Department policy, or Division policy. X X X
C. Cyberbullying — using information and communication technologies to support deliberate and hostile behavior by an X X X
individual or group with the intention of harming another person. - - -
d. Posting information or pictures on social media which actually or potentially compromise staff, compromise public X X X
safety, undermine operations, or cause disruptions in the workplace. - - -
€. Posting, transmitting, or disseminating unauthorized information (such as texts, pictures, files, video, audio, etc.) to the
internet ot any other public or private forum in a matter that discredits or reflects unfavorably on the Department as a X X X
whole.
f. Creating an unauthorized site or platform that appears to be an official Department site or platform. X X X
g Posting images of logos, emblems, badges, and patches which specifically identify the Department in a manner that X X X
would lead a viewer to believe that the site or platform is sanctioned by the Department. = = =
4.
Employees shall not violate Arkansas state law prohibiting nepotism.
State law prohibits relatives of employees from being placed within the same line of supervision whereby one relative is in a supervisory position over the
other or is able to hire, fire, make pay adjustment, or other personnel actions. For purposes of this policy, relative is defined as family members such as
husband, wife, mother, father, stepmother, stepfather, mother-in-law, father-in-law, brother, sister, stepbrother, stepsister, half-brother, half-sister,
brother-in-law, sister-in-law, daughter, son, stepson, stepdaughter, daughter-in-law, son-in-law, uncle, aunt, first cousin, nephew, or niece.
a. Emplovee's failure to report their relationships violating the nepotism policv. “
[ . . N . - . X* X
This conduct may result in demotion, reassignment, or both, which may result in loss of pay or grade
b. Supervisot's failure to take direct action after an employee's report of relationships violating the nepotism policy. X X
Employees shall not engage in activity which compromises professional relationships and causes a disruption to the work environment.
a. Sexual or personal relationships between a supervisor and a subordinate. X X
b. Employment relationships between a supervisor and a subordinate outside of Department employment in which the X X
subordinate is hired by the Department supervisor in a non-Department job, such as a contractor. - -
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€. Participating in hiring or promotional decisions with any applicant or employee with whom there exists an intimate X X
relationship. o o
d. Any business enterprise, partnership, or joint venture between a supervisor or subordinate. “
This conduct may result in demotion, reassignment, or both, which may result in loss of pay or grade.
€. Engaging in any activity with another employee which compromises professional relationships. * X
*This conduct may result in demotion, reassignment, or both, which may result in loss of pay or grade. -

6. Employees shall: (1) report immediately to their supervisor when unable to be at work or training, (2) get approval prior to being away from duty station,
and (3) strictly observe working hours and lunch periods.

For purposes of this policy, each action is considered an independent violation. A physician's statement to veri
at any time, subject to applicable laws.

illness may be required by a supetvisor

a. Unauthorized absence from work, training, or physical assessment. X X X
b. Verified misuse of sick leave. X X X
C. Failure to adhere to work hours or lunch periods. X X X X
d. Failure to provide a medical provider's statement when requested. X X X
€. Failure to call or report to supervisor for three (3) consecutive working days. X
f. Failure to log or clock in or out as directed. X X X X
g. Clocking in ot out for another employee. X
h. Abandonment of post ot job. X
Employees shall perform job duties at a level commensurate with job specifications, petformance standards, and other duties as assigned.
a. Unsatisfactory work performance. B - B
— * ) . . . . X X X X
This conduct may result in demotion, reassignment, or both, which may result in loss of pay or grade.
b. Unsatisfactory work performance resulting in injury, property damage, or both.
*Employee may be required to reimburse the Department for injuries and property damage. X X* X
*This conduct may result in demotion, reassighment, or both, which may result in loss of pay or grade.
C. Inadequate work performance
*This violation may warrant a greater disciplinary action based on the impact the violation or error has to Department X X X X
operations.
8. Employees shall abide by the Department's Code of Ethics policy that governs employee ethics, solicitation, and anti-fraud practices. Violations of these
standards may be in violation of state law and subject to prosecution.
a. Selling to ot solicitation of employees during work time without authorization of the Secretary or Division Directot. X X X X
b. Selling to or solicitation of offenders. X X
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C. Violation of public employee ethical standards set forth in the Code of Ethics policy. X X X X
d. Posting personal items, altering, or removing business notices on Department property without authorization of the X X X X
Secretary or Division Director. - - - -
Employees shall come to the assistance of another employee or offender, including but not limited to aiding a person who is being physically assaulted
or when force is being used in a manner inconsistent with Department or Division Policy.
a. Failure to respond or assist in situations resulting in or likely to result in physical injury or property damage. <+ X
*Employee may be required to reimburse the Department for injuries or property damage -
10. Employees shall abide by Department and Division Drug Free Workplace Policies. All positions at the Department of Corrections are designated as
security sensitive positions.
. Purchase, use, sale of, or distribution of alcoholic beverages while in uniform or on duty. For the purposes of this
standard, uniform includes any clothing or personal item with a logo representing the Department or any of its divisions. N N N
*This violation may warrant a greater disciplinary action based on the impact the violation or error has to Department - - -
operations.
b. Reporting to or on duty with an alcohol level at or above .02 but less than .04. N X
*Suspension must be accompanied by a referral to the Employee Assistance Program -
C. Reporting to or on duty with an alcohol level at or above .04. X
d. Possession (in any amount), use, sale of, or distribution of any illegal drug or drug paraphernalia. X
€. Refusing to provide a urine specimen when required, proving an adulterated specimen, ot providing or attempting to X
provide another person's urine. -
f A positive result in a specimen provided by the employee used to identify illegal drug use or unauthorized prescription X
drug use as determined by the Department's toxicologist. -
1. Employees shall be law-abiding citizens.
Progression of discipline for conduct with multiple discipline options will depend on the extent of the adverse impact on the Department, offenders, or
other employees.
a. A conviction, plea of guilty, or plea of nolo contendere to a felony. X
b. A conviction, plea of guilty, or plea of nolo contendere to a Class A misdemeanor or any misdemeanor violations of the
Omnibus DWIT Act. X* X
*This conduct may result in demotion, reassignment, or both, which may result in loss of pay or grade.
C. A conviction, plea of guilty, or plea of nolo contendere to a misdemeanor that is not a Class A misdemeanor or a
violation of the Omnibus DWT Act, including unclassified misdemeanors. X X* X

*This conduct may result in demotion, reassighment, or both, which may result in loss of pay or grade.
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d. Failure to report incidents of arrest on felony charges, filing of felony information, issuance of a felony warrant, or X X X
indictment on a felony. - - -

€. Failure to report moving traffic violations in a state or personal vehicle. “

This conduct may result in demotion, reassignment, or both, which may result in loss of pay or grade.

f. Failure to maintain the ability to carry a weapon or drive a state vehicle in positions that are required to do so. <+ X
*This conduct may result in demotion, reassignment, or both, which may result in loss of pay or grade. -
Unauthorized use of authority, identification, or emergency equipment. X X
Employee arrest for a charge that impairs their ability to perform their job duties. X

12.
Employees shall maintain a courteous and respectful demeanor in communicating with co-workers, subordinates, offenders, and members of the public.
Level of discipline will depend on the extent of the adverse impact on the Department, offenders, or other employees.

a. Discourteous treatment of others. X X X X

Presumptuous and insulting manner of speech which is rude and disrespectful to employees or members of the public. X X X

13. Employees shall not engage in harassment or discriminatory conduct based on a person's race, color, sex, religion, national origin, age, disability, or any
other protected class.
The Department has a zero-tolerance policy for all forms of sexual abuse or sexual harassment.

a. Harassment. X X
b. Discrimination. X
C. Retaliation against employees or offenders who have filed lawsuits or grievances or who have otherwise engaged in X X
protected activity. - -

14.

Employees shall always remain alert and vigilant while at work.
For purposes of this policy, sleeping while on duty may be substantiated by firsthand witness testimony or circumstantial evidence which shows that the
employee's actions were so significantly failing to meet standards of being alert that there can be no substantive difference between the alleged behavior
of one who would be found asleep under the same circumstances.

a. Sleeping while on duty not resulting in escape, injuty, or property damage. X X
b. Sleeping while on duty resulting in escape, injury, or property damage. X
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c. .
Inattentiveness on duty. B B B
: r— . X | X X X
Level of discipline will depend on the extent of the adverse impact on the Department, offenders, or other employees.
d. Failure to inform supervisor when taking medications which may impair performance. X X X
15. Employees shall exercise reasonable and responsible care of Department equipment, materials, property, and facilities. Employees shall not be in the
possession Department property without approval from their supervisor.
a. Unauthorized possession, misuse, or abuse of equipment, vehicles, materials, property, or facilities. X X X
*Employees may be required to reimburse the Department for damage or loss. - - -
b. Unauthorized entry into state property, including unauthorized entry outside of assigned work hours. X X X
c. Unauthorized entry into restricted areas. X X
l6. Employees shall report any injuries of employees or offenders according to Department and Divisional policies.
a. Failure or delay in reporting injuries of employees or injuries or illness of offenders. X X X X
b. Failure to report a known or suspected PREA incident. X X
17. . L . . . . .
Employees shall perform work assignments within the scope of their assigned roles and follow requests and instructions by supetvisors.
. Failure to perform or carry out work related instructions when such instructions are reasonable, within the emplovee's
ability to perform, and would not pose a safety or welfare hazard to the employee. N N N N
*This violation may warrant a greater disciplinary action based on the impact the violation or error has to Department —
operations.
b. Insubordination - deliberate refusal to carry out reasonable work requests or instructions. X X
18. Employees shall give clear, complete, and accurate information in completing applications, work records, verbal statements, written statements, inmate
records, investigations, and claims for reimbursement.
For purposes of this policy, intentional omission of significant information done with the intent to falsify or deceive is considered falsification.
Falsification of work records, employment applications and supporting documentation, or other forms or applications. X
b. Falsification of written or verbal statements. X
C. Fraudulent claims for reimbursements or benefits.
*Written warnings, suspension, or demotion can only be considered when the emplovee has admitted to previously Xk X* X
falsified information to assist officials engaged in an ongoing investigation.
19. Emplovees shall respect state property and the property of others. Employvees shall handle all Department funds as required by the Department and
State accounting and applicable budgetary procedures.
a.

Mishandling of Department funds or assets.

X

X

X
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Theft of property or mishandling of Department funds or assets for personal gain.

X

20. Employees shall observe rules and regulations regarding confidential information in Department records. Employees shall not use records and other
confidential information for purposes other than to conduct Department business.
Unauthorized disclosure of ACIC, NCIC, Justice Exchange, eOMIS, and other information may be a criminal offense and subject to prosecution.
a. Unauthorized access, release, or disclosure of information, records, or documents- including but not limited to human
resource records, offender records, facility or center security information, recordings, emails, and photographs. Xk X* X*
*Severity of disciplinary action depends on the severity of the policy violation and its effect on Department operations.
b. Misuse, mishandling, or unauthorized use of information, records, or documents such as that information contained in,
but not limited to, eOMIS, ACIC, NCIC, and Justice Exchange. Xk Xk Xk
*Severity of disciplinary action depends on the severity of the policy violation and its effect on Department operations.
21.
Employees shall always maintain a courteous and professional demeanor in their associations with offenders, their families, and friends. Employees
shall abide by the Department's regulations concerning appropriate relationships between employees and offenders, their families, and friends.
Unavoidable relationships due to marriage, family relationships, etc. should be reported to a supervisor immediately.
a. Engaging in gambling with an offender. X
b. Soliciting or accepting a bribe from an offender. X
C. Verbal abuse of an offender, their family, or friends. X X X X
d. Unnecessary or excessive force against an offender, their family, or friends. X X X
*Disciplinary action may escalate if injury is involved. - - -
€. Physical abuse used to punish or harass an offender, their family, or friends. X
£ Engaging in sexual contact of any type with an offender, their family, or friends. Sexual conduct includes, but is not
limited to kissing, sexual intercourse, etc. X
*Engaging in sexual conduct with an offender, their family, or friends may be a criminal offense and subject to -
prosecution in addition to the conduct being a violation of this directive.
g. Entering into a private business relationship or partnership involving financial transactions with an offender, their family X X
or friends, unless the employee is related to the individual with whom the business relationship is entered. - -
h. Development of a non-professional relationship with offenders, their family, or friends, including but not limited to X
sexual relationships, personal letters, phone calls, social media communications, and visiting. -
i Failure to report the incarceration of an immediate or distant family member, friend, or acquaintance after initial X X X X
employment. - - - -
Trafficking or unauthorized trading with an offender, their families, or friends. X
k. Failure to report criminal activity involving an offender outside of work. X X X X
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L Emplovee's failure to report an existing relationship with an offender, whether or not that offender is in custody at the
time of their initial employment or is remanded to Department custody during any point of their employment. X*
*This conduct may result in demotion, reassighment, or both, which may result in loss of pay or grade.

(o
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ARKANSAS DEPARTMENT OF CORRECTIONS
Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

ADMINISTRATIVE DIRECTIVE

SUBJECT: Tuberculosis Screening for Employees

NUMBER: 2022-20 SUPERSEDES: 2021-05

APPLICABILITY: All ADC Employees PAGE: 1 of 2

REFERENCE: Ark. Code Ann § 20-7-101, Health Service OPP 302, SD Employment;

Arkansas State Board of Health

APPROVED: Original Signed by Dexter Payne EFFECTIVE DATE: 10/10/2022

I. POLICY:

It shall be the policy of the Arkansas Division of Correction (ADC) to adhere to regulations
of the Arkansas Department of Health (ADH), which requires annual documented
tuberculosis screening of persons who come in contact with detainees and/or inmates for the
protection of inmates, staff, and the public.

II. DEFINITIONS:

1.

ADC Tuberculosis (TB) Coordinator. An employee charged with the responsibility of
coordinating prevention, screening, treatment, tracking and facilitating education
regarding tuberculosis.

Baseline Tuberculosis Test. Confirmed negative PPD skin test.

Certificate of Health. A certificate issued by the ADH documenting that the holder has
been tested and is compliant with treatment procedures, if indicated. The ADH requires
that this certificate be issued by private physicians who test for tuberculosis. The
certificates are available upon request to any licensed physician in the state of Arkansas
from their local County Health Unit.

Employee. Any ADC employee, or member of a contractor’s staff who is assigned to work
at a facility of the ADC. Persons working or volunteering where inmates are present may
also be considered an employee for the purposes of this directive.

. TB Screening. The process of interviewing an individual for current symptoms of TB.

The interview shall consist of screening for current symptoms including cough,
unexplained weight loss, and night sweats.

TB Skin Test. A test used to detect the presence of Mycobacterium tuberculosis, the
bacterium that causes tuberculosis (TB).

WWW.DOC.ARKANSAS.GOV
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7. TB Testing. The process of injecting 0.1 ml of Purified Protein Derivative (PPD) into the
skin of the forearm (reaction to the PPD should be read in 48 to 72 hours).

III. PROCEDURE:

1. Individuals accepted for employment as correctional officers will be tested for TB during
their first week at the Training Academy.

2. Individuals accepted for employment as non-security staff are required to have a
documented PPD prior to hire. The PPD should be dated within the last 24 months of hire.
The Employee Screening of Tuberculin Status Form will be forwarded to the ADC
Tuberculosis (TB) Coordinator for review. If the individual reports a history of a previous
positive TB skin test, the individual will complete the Employee Screening of Tuberculin
Status Form and the information will be verified with the ADH.

3. Current employees with either a Baseline Tuberculosis Test or past positive test must be
screened for TB and provided the TB Education Form (attachment 2) annually during the
month of November. The ADC TB Coordinator will review the screenings and may refer
the employee to their County Health Unit or primary care provider for further examination,
if indicated.

4. The ADC TB Coordinator will compile the annual TB report during the month of December.
During the annual compilation, all information is entered and maintained in a master
spreadsheet and all employee screening forms/TB skin test results are sent to Human
Resources and are placed in the employee’s individual health file.

5. Any individual absent on the days that screening takes place will be required to complete
and submit their screening form within two (2) business days upon return.

6. Scheduling of the screening offered at the facilities will be coordinated by the Unit Human
Resources Office, and the Warden, or their designees, as appropriate.

7. Any employee who tests positive for the first time must obtain a Certificate of Health from
the County Health Unit.

8. Any employee referred to their local County Health Unit for further evaluation will be
required to present a Certificate of Health or release from their provider.

9. Failure to comply with this directive may result in implementation of progressive discipline
up to, and including termination, and/or placing the employee on leave until a Certificate
of Health or release from their provider is obtained.

10. Tuberculosis Screening requirements are included in the Employee Handbook.
IV. ATTACHMENT

I. Employee Screening of Tuberculin Status

II. Tuberculosis Education Form
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ARKANSAS DEPARTMENT OF CORRECTIONS

Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

Attachment [
EMPLOYEE SCREENING OF TUBERCULIN STATUS

Unit: Date:
Employee Name: Employee AASIS #:
IN THE PAST YEAR HAVE YOU EXPERIENCED: YES NO

e  WEIGHT LOSS OF 10LBS OR GREATER WITHOUT TRYING

e FEVER WITHOUT KNOWN INFECTION

e NIGHT SWEATS

e COUGH/CHEST PAIN FOR GREATER THAN 3 WEEKS

e COUGHING UP BLOODY SPUTUM OF MUCOUS

e CHILLS

e LOSS OF APPETITE

e EASILY FATIGUED

My signature below acknowledges that I received informative education about TB (attachment 2)

Staff Signature: Date:

Authorized Medical Staff only below this line

Nurse verified employee has: ~ Baseline : [ ] Past Positive: []

Last PPD Date: Results: mm

Reviewed with no recommendations. |:|

Reviewed with recommendations. I:l

Staff completing form (printed name): Title:

Signature: Date:
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Tuberculosis Education 4

Tuberculosis (TB) is a serious disease that usually affects the lungs, but can sometimes affect other

parts of the body such as the kidney, spine, and brain. TB can cause a person to become very sick or

even death if not treated with proper medicine.

How is TB spread

TB is spread through the air from one person to another. TB germs are passed through the air when some-

one who is sick with TB disease coughs, speaks, laughs, sings, or sneezes. If you breathe in air that has TB

germs, you may get a TB infection. A TB infection does not mean you have TB. It means you have dormant

TB germs in your body. These dormant germs will not make you sick and cannot be passed to another per-

son. If dormant germs become active and multiply, you could get sick with TB disease. This usually only

happens if your body’s immune system becomes compromised in some way.

You cannot get TB germs from: Myths about TB

14
14
.
.
.

Sharing food or drinks ¢ TBis Genetic | TB is hereditary | TB is Incurable

Kissin
& ¢ All TB patients are infectious | TB can be prevented
Shaking someone’s hand

Touching bed linens or toilet seats ¢ Smokingis the leading cause of TB

Sharing toothbrushes

You have a higher chance of getting TB disease if you:

¢

¢

*

Are HIV positive
Have been infected with the TB germ in the last 2 years

Have other health problems or other diseases (silicosis, diabetes, head and neck cancer, severe kidney
disease) that weaken the immune system

Abuse alcohol or inject illegal drugs

Were not treated correctly for TB in the past.




129

et

Tuberculosis Education Continued

Signs & Symptoms of TB Disease

¢ Bad cough lasting two (2) or more weeks unrelated to a cold/allergies
¢ Chest Pain

¢ Coughing up blood or sputum

+ Feeling weak or very tired

¢ Losing weight without trying

¢ Loss of appetite

¢ Fever, Chills or sweating a night

What to do if you have been exposed to TB

If you think you have been exposed to someone with TB disease, you should contact your doctor
or local health department about getting a TB skin test or a special TB blood test. Be sure to tell
the doctor or nurse when you spent time with the person who has TB disease.

As a Correctional Officer:

You are in direct contact with the vast population of inmates in the custody of ADC. If you notice
an inmate under your supervision with any of the symptoms listed previously. Report them to

your supervisor and ask that they be seen as soon as possible by Infirmary staff.
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ARKANSAS DEPARTMENT OF CORRECTIONS

Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

ADMINISTRATIVE DIRECTIVE

SUBJECT: -Tuberculosis Screening for Employees

NUMBER:_—2621-052022-—
SUPERSEDES: 2021-0543-5%

APPLICABILITY: All ADC Employees PAGE: 1 of 2

REFERENCE: Ark. Code Ann § 20-7-101, Health Service OPP 302, SD Employment;

Arkansas State Board of Health PAGE:1of2
Health-Service ORP 302

APPROVED: Oricinal Siened by DexterPayne

EFFECTIVE DATE:-648/2021

I

I1.

POLICY:

It shall be the policy of the Arkansas Division of Correction (ADC) to adhere to regulations
of the Arkansas Department of Health (ADH), which requires annual documented
tuberculosis screening of persons who come inte contact with detainees and/or inmates for
the protection of inmates, staff, and the general-public.

DEFINITIONS:

1. ADC Tuberculosis (TB) Coordinator. An employee charged with the responsibility of
coordinating prevention, screening, treatment, tracking and facilitating education regarding
tuberculosis.

—2. Tuberculosis (TB) Testing. -The process of injecting 0.1 ml of Purified Protein Derivative
(PPD) into the skin of the forearm-and-the (reaction to the PPD should be read in 48 to 72
hours).

32. -Tuberculosis Screening. The process of interviewing an individual for current symptoms
of TB. The interview shall consist of screening for current symptoms including cough,
unexplained weight loss, and night sweats.

43. Tuberculosis Skin Test. A test used to detect the presence of Mycobacterium tuberculosis,

the bacterium that causes tuberculosis (TB).

543. Certificate of Health. A certificate issued by the ADH documenting that the holder has
been tested and is compliant with treatment procedures, if indicated. The ADH requires
that this certificate be issued by private physicians who test for tuberculosis. The
certificates are available upon request to any licensed physician in the state of Arkansas
from their local County Health Unit.
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6. Employee. Any ADC employee, or member of a contractor’s staff who is assigned to work
at a facility of the ADC. Persons working or volunteering where inmates are present may
also be considered an employee for the purposes of this directive.

7. Baseline Tuberculosis Test. Confirmed negative PPD skin test.

III. PROCEDURE:

1. Individuals accepted for employment as correctional officers will be tested for TB during
their first week at the Training Academy.

2. Individuals accepted for employment as non-security staff are required to have a
documented PPD prior to h1re The PPD should be dated within the last 24 months of hire.

EmpleyeeSeree&mgef#&bereu%n%St&tas—Femﬁ%t&ehmeﬂt—k} The Employee Screemng
of Tuberculin Status Form will be forwarded to the ADC Tuberculosis (TB)

CoordinatorDisease ntervention-Speeialist Unit Infeetion-Control Nurse for review. If the
individual is-believed-to-bereports a history of-being a previous -past-positive TB skin test,
the individual will complete the Employee Screening of Tuberculin Status Form and the
information will be verified with the ADH.

3. Current employees with either a Baseline Tuberculosis Test or past positive test must be
screened for TB and provided the ADH TB Fact Sheet (attachment 2)-FB—eduecation
annually_during the month of November.- Sereenings-wil-be-scheduled-at-theirunit—The
ADC TB Coordinator UnitInfeetion-Control Nurse-will review the screenings and may
refer the employee to their County Health Unit or primary care provider for further
examination, if indicated.

4. The ADC TB Coordinator will compile the annual TB report during the month of December.
During the annual compilation, all information is entered and maintained in a master
spreadsheet and all employee screening forms/TB skin test results are sent to Human
Resources and are placed in the employee’s individual health file.

54. -Any individual absent on the days that screening takes place will be required to complete and
submit their screening form within two (2) business days upon return.

5. Scheduling of the screening offered at the facilities will be coordinated by the Unit Human
Resources Office, ealth-ServieesAdministrator and the Warden, or their designees, as
appropriate.

6. Any employee who- tests positive for the first time must obtain a Certificate of Health from
the County Health Unit.

7. Any employee referred to their local County Health Unit for further evaluation will be
required to present a Certificate of Health or release from their provider.
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8. Failure to comply with this directive may result in implementation of progressive discipline
up to, and including termination, and/or placing the employee on leave until a Certificate of
Health or release from their provider is obtained.

9. Tuberculosis Screening requirements are included in the Employee Handbook.

IV.ATTACHMENT

_1. Employee Screening of Tuberculin Status
2. ADH Tubereulosis Fact-SheetTuberculosis Information Form
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ARKANSAS DEPARTMENT OF CORRECTIONS
Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

EMPLOYEE SCREENING OF TUBERCULIN STATUS

-U
Unit: Date:
Employee Name: Employee AASIS #:
IN THE PAST YEAR HAVE YOU EXPERIENCED: YES NO

e  WEIGHT LOSS OF 10LBS OR GREATER WITHOUT TRYING

e FEVER WITHOUT KNOWN INFECTION

e NIGHT SWEATS

e COUGH/CHEST PAIN FOR GREATER THAN 3 WEEKS

e COUGHING UP BLOODY SPUTUM OF MUCOUS

e CHILLS

e LOSS OF APPETITE

e EASILY FATIGUED

My smnature below acknowledges that 1 recelved mformatlve educatlon about TBMs-sisnaturebelow
acknow 3 £ £ Bea 3 m (attachment 2)—(add-thisto

Staff Signature: Date:

Authorized Medical Staff only below this line

Nurse verified employee has:  Baseline : ] [ ] Past A ltive: ]

Last PPD Date: Results: mm

Reviewed with no recommendations. |:|

Reviewed with recommendations. I:l
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Staff completing form (printed name): Title:

Signature: Date:
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ARKANSAS DEPARTMENT OF CORRECTIONS
Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

ADMINISTRATIVE DIRECTIVE

SUBJECT: Forced Cell Movement

NUMBER: 2022-21 SUPERSEDES: 2020-13

APPLICABILITY: All Staff PAGE: 1 of 6

REFERENCE: AR 409 Use of Force, AR 020 Emergency Preparedness, AR 401 Searches and
Control of Contraband, AR 403 Use of Restraints, AR 411 Use of Audio-Visual Equipment

AR 410 Use of Chemical Agents and Other Non-Lethal Weapons, AD Electronic Control
Devices

APPROVED: Original signed by Dexter Payne EFFECTIVE DATE: 10/10/2022

I. POLICY:

It is the policy of the Arkansas Division of Correction (ADC) to provide guidance and direction
on the use of force and security equipment by Forced Cell Movement Teams in the lawful
performance of their duties. Conditions under which force is used must be set forth, case-by-
case in a realistic evaluation of the actual need for that application.

II. DEFINITIONS:

A.

B.

C.

Force. A directed movement or overt action with or without weapons or devices, with the
intention of restraining, regaining or maintaining control of inmate(s).

Chemical Agents. Various types of agents or irritants such as, pepper fogger, smoke screen
mace, and other chemicals approved for use by the Director.

Compliance Team. Any religious advisor, mental health staff or security staff used in
efforts to get an inmate to comply with orders of staff to prevent the use of a FCM.

. Deadly Force. Any force that under the circumstances is readily capable of causing death

or serious physical injury.

Excessive Force. Any act of force in excess of what it takes to subdue a resisting inmate
and/or to move a resisting inmate to a secure location, i.e., a cell.

Electronic Control Devices (ECD). Conducted electrical weapons used to incapacitate or
otherwise control a person’s actions without causing permanent harm. ECDs include, but
are not limited to, Tasers, Remotely Activated Custody Control Belts (RACC belt), stun or
electronic trap shields.

Forced Cell Movement (FCM). The forceful removal of an inmate who refuses to come
out of the cell or other enclosed area of a housing unit.
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H.

L

J.

FCM Team. A correctional team of specially trained officers tasked with responding to
situations involving uncooperative, disruptive, or violent inmates.

Non-Deadly Force. Force that, under normal circumstances, will not result in death or
serious bodily injury.

Physical Harm. Any injury, illness, or other physiological impairment regardless of its
gravity or duration.

K. Serious Physical Harm to Persons means any of the following:

1. Mental illness or condition of such gravity that would normally require
hospitalization or prolonged psychiatric treatment;

2. Carries a substantial risk of death;

3. Involves some permanent incapacity, whether partial or total, or which involves some
temporary or substantial incapacity; or

4. Involves some temporary serious disfigurement.

L. Restraints. Security equipment used to prevent escape, assault, or the commission of other

offenses by violent or disruptive offenders; and to protect employees, offenders, and other
individuals.

M. Risk. A significant possibility, as contrasted with a remote possibility, that a certain result

may occur or that certain circumstances may exist.

N. Substantial Risk. A strong possibility, as contrasted with a remote or significant possibility,

that a certain result may occur or that certain circumstances may exist.

III. PROCEDURES

A. The authority for the use of a FCM Team shall rest with the Warden, Deputy Warden or

D.

Chief of Security (Duty Warden). Health services staff must be notified/consulted prior to
a FCM, and be readily available during and after the movement. Health services staff shall
review the inmate’s medical records prior to the FCM.

. The Warden or designee shall be notified immediately when any type of force is used. A

written report shall be prepared by the officer(s) who employed force by using ADC
Reporting of Incidents Form (F-005) and Use of Force (F-409-1). These forms shall be
completed immediately after control is established of the situation resulting in such force,
and given to the Team Leader. The Team Leader shall facilitate the completion of the Force
Cell Movement Information/Fact Sheet (Attachment).

. After force has been used against an inmate, the inmate shall be examined by medical

personnel as soon as possible. If injuries were suffered, immediate medical attention shall
be given to both staff and inmate(s).

During any FCM, if an inmate refuses to comply with orders of staff to have handcufts
removed after placement in a video monitored cell, the Duty Warden shall be notified.

IV. FORCED CELL MOVEMENT TEAM OBJECTIVES AND MISSION

The objective of the FCM Team is to provide for the protection of the team and others from
threats of violence from inmates, and to protect the inmate(s) from inflicting harm upon
themselves. To ensure that physical force is used as a last resort and only to the degree necessary
to subdue, and if needed, relocate the inmate to a more secure area of the facility.
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V. TEAM COMPOSITION.

A. Team members will be selected by the Warden. The team will consist of:

I. One (1) Team Leader

2. Five (5) Officers (Team)

3. One (1) Camera Operator

4. One (1) Licensed Healthcare Staff

B. Due to lack of staff and/or other resources, the team composition may vary from unit to unit.

VI. TRAINING

A.

B.

Team members will receive training as approved by the Division’s Training Academy
and/or the Division Emergency Preparedness Coordinator.

Team members will receive in-service training on a schedule determined by the Training
Academy and/or the Division Emergency Preparedness Coordinator.

VII. ACTIVATION OF TEAM

A.

Once the shift supervisor determines that a FCM is needed after all efforts (security staff,
religious advisors, housing unit managers, mental health staff) to gain compliance of an
inmate who is refusing to comply, he or she will notify/brief the Warden, Deputy Warden,
Chief of Security (Duty Warden), of the situation. The Warden, Deputy Warden or Chief
of Security (Duty Warden) will then appoint a Team Leader, give permission to start the
procedures outlined in this policy, and authorization for the FCM. The team leader is
responsible for briefing the Warden, Deputy Warden, or Chief of Security on the use of
force plan, and any changes that may occur before, during and after the FCM.

The Team Leader will direct the team members to report to a designated area for further
instructions.

Each team member will draw necessary equipment and suit up. Forced movements may
involve use of chemical agents, restraints, or electronic control devices. Only team
members who have received training approved by the ADC Training Academy shall be
permitted to use chemical agents or other control devices. Each unit shall maintain an
updated list of approved staff members.

VIII. EQUIPMENT

A.

Equipment shall be stored in a secure but readily accessible depository outside of inmate
housing and activity areas. Each facility shall maintain a written record of routine and
emergency distributions of chemical agents or electronic control/restraint devices. The
written record must detail who issues and receives the equipment, when and what
equipment they receive, including the serial numbers for the devices and each cartridge,
and when the equipment is returned. The ADC Emergency Preparedness Coordinator shall
complete annual inspection of all equipment at each facility.

Force, security/restraint equipment and control devices are intended to be used only as
control measures when absolutely necessary; they are not intended and shall never be used
as a means of punishment. Prior to the use of any chemical agent/other non-lethal weapon
(stun type devices), the inmate shall be informed that such will be used unless he/she
complies with an order(s).
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C. The Team will be supplied with the following equipment. Other supplemental equipment
may be provided when necessary.

Helmet (blunt force trauma)
Protective vest (anti slash/stab)
Protective uniform

Cut Resistant Gloves

Cut resistant forearm protection
Chemical mask with filters
ERD shield or capture shield
ERD handheld device

9. Handcuffs

10. Leg Shackles

11. Handcuff tether 60”

12. Rescue knife (J-tool)

13. OC canister with hose and wand
14. Video recording capability (camera)

e A

IX. PRE-FORCED CELL MOVEMENT BRIEFING

A. The team members will suit-up and prepare any equipment to be used. The Team Leader will
discuss the following information:

1. Physical condition of the cell:
a. water on the floor;
b. barricaded subject; or
c. jammed cell door, etc.
2. Physical condition of the inmate:
a. If the inmate is armed, if so, what type of weapon(s),
b. Characteristics of the inmate:
1. Size;
ii. History of resisting;
111. Assaultive behavior; and
iv. Medical/mental health condition, etc.
3. Cell location; and

4. Location to move inmate after extraction (if applicable).

X. THE FORCED CELL MOVEMENT

A. The Team shall march to the cell, in formation and stop. Once at the cell, the Camera Operator
shall turn on the camera. The Team Leader will order the inmate to comply.

B. If the inmate refuses to comply, the Team Leader will order “SET” and the team will crouch
in readiness and respond “SET.”

C. Chemical agents or other less than lethal munitions will be deployed into the cell onto the
person of the inmate if authorized and justified. Deployment will be in accordance with
appropriate administrative directives and administrative rules concerning Use of Force,
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chemical agents, electronic restraints, and training received as approved by the Division’s
Training Academy and/or the Emergency Preparedness Coordinator.

The Team Leader shall unlock the cell door, open it and order “GO” and the team shall enter
the cell.

Team Member #1 equipped with the shield, shall place the inmate against wall.

Team Member #2 is responsible for restraining the left side arm.

Team Member #3 is responsible for restraining the right side arm.

Team Member #4 is responsible for restraining the left side leg.

Team Member #5 is responsible for restraining the right side leg.

Members #4 & #5 shall lift the inmate’s legs and place the inmate face down on the floor.
Member #3 will place the handcuffs on the inmate.

Member #5 will place the leg irons on the inmate.

. The inmate is forcibly subdued.

Team Member #1 yells “CLEAR” as a signal that the inmate has been subdued and restrained.

The inmate is then physically picked up and removed from the cell. The inmate’s cell is locked
and secured to prevent personal property loss. If chemical agents are used, the inmate is to be
carried to the shower for decontamination. Prior to placement into the shower or any other
cell, the inmate’s clothing should be removed to search for contraband and weapons.

If the inmate is being transported within the same cellblock, the inmate should be carried by
the officers to that cell. If the inmate is being transported to a different cellblock, the inmate
may be given the opportunity to walk. If the inmate complies with walking, restraints must be
re-checked before proceeding. If the inmate refuses to walk, the team will place the inmate in
a facedown position and carry the inmate to the new cellblock.

The Team Leader will then notify medical staff to report to the secured area to evaluate the
inmate. Any necessary treatment will be given at this time unless the inmate requires treatment
from the infirmary.

Any necessary treatment will be given to staff at the completion of the extraction.

XI. MOVEMENT FROM CELL

A.

After placement in a cell (video monitored if available) and the inmate is complying with
orders of staff, the inmate should be laid face down, and the leg restraints will then be
removed. The team will then remove themselves from the cell in a reverse manner. The
handcuffs will not be removed until the Team has exited the cell.

1. Team Member # 1 (who is at the head of the inmate) will get up and resume “the
ready,” crouched position inside the cell entrance. Once he is in the crouched position,
he should state “CLEAR.”

2. The leg restraints are now removed, but the inmate’s entire body is still physically
restrained.

3. Team Members #4 and #5 are now cleared to move into a ready, crouched position, to
take their place in front of Team Member #1. Once they are in front, both shall state
“CLEAR.”
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10.

11.

Team Member #3 shall continue in the kneeling position, holding the legs and hands
of the inmate who is lying face down in the cell.

. Team Member #2 goes into the ready, crouched position behind Team Member #3.

Team Member #3 is the only remaining member holding the inmate facedown. All
members are in a crouched position and are ready to leave the cell backwards. Team
Member #3 stands up and moves backward towards the other members.

In one unified movement, the team will extract themselves from the cell backwards.

As the last Member clears the cell, Team Member #3 should state “CLEAR” and the
Team Leader will secure the door shut.

The Team Leader will order the inmate to stand up and walk backwards towards the
cell door to remove the handcuffs through the trap door. If the inmate refuses to come
to the cell door to get handcuffs removed, the FCM Team will exit and advise the
correctional officer on duty to monitor the inmate and advise when the inmate is
compliant and is ready to get handcuffs removed. A sergeant or above, and another
security staff member will then come to the cell and remove the handcuffs.

The Team Leader and another correctional officer will return to the inmate’s previous
location along with the video camera operator and inventory the extracted inmate’s
personal property.

Once the inmate’s personal property is inventoried, the FCM is complete, and the
camera is turned off.

XII. DEBRIEFING

XIII.

A.
B
C.
D

E.

The members of the Team will debrief if needed with the Warden or Duty Warden.

. The Warden or Duty Warden must be advised if the inmate is still in restraints.

The Team Leader and the team will discuss the forced movement.

. The video recording of the move will be reviewed by the Warden or Duty Warden, Unit

Emergency Preparedness Coordinator, and team members.

The Team Leader will ensure the incident is documented on all required reports.

REQUIRED REPORTS:

OEmUAE >

Forced Cell Movement Information/Fact Sheet (Attachment)
Incident Report — 005 Form.

Use of Force Report — 409 Form.

Medical Report or Witnessed Refusal of Care Form
Workman’s Compensation report if employee has been injured.
Disciplinary Report.

Inventory — 401 Form.
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ARKANSAS DIVISION OF CORRECTION

ATTACHMENT
Forced Cell Movement Information/Fact Sheet
Date Inmate Name & ADC # Start Time End Time
Unit Location of FCM, Cell # New Cell #

Force Authorized by

Print Name Signature
Medical limitations:

Name of medical personnel who was notified of Use of Force:

Mental Health considerations:

Reason(s) for forced cell movement:

Team (Name & Rank):

Team Leader Camera Operator:
1. 2.

3. 4.

5.

Injuries/treatment to staff:

Injuries/Treatment afforded inmate o Yes 0 No (See medical report)

Type of force used (OC, ERD, .37 MM etc.)

Disciplinary written by

List rule violations/charges

Disposition of property

Disposition of FCM video evidence

Reviewed and Signed by EPC Date

Reviewed and Signed by the Warden Date
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ARKANSAS DEPARTMENT OF CORRECTIONS

Division of Correction — Director’s Office

6814 Princeton Pike

ARKANSAS DEPARTMENT OF CORRECTIONS
Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

ADMINISTRATIVE DIRECTIVE
SUBJECT: Forced Cell Movement

NUMBER: 2022-2020-13—
SUPERSEDES: 2020-13 1822

APPLICABILITY: All Staff PAGE: 1 of 6
PAGE: 1 of6

REFERENCE: AR 409 Use of Force,

AR 020 Emergency Preparedness, AR 401 Searches and Control of Contraband,
AR 403 Use of Restraints, AR 411 Use of Audio-Visual Equipment
-AR 410 Use of Chemical Agents and Other Non-Lethal Weapons, —AD Electronic Control

Devices AR A Use ol Audio-Visual Equipment

APPROVED ;i b Deoeione Do Do
EFFECTIVE DATE: 12/4/2020—
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I. POLICY:

—It is the policy of the Arkansas Division of Correction (ADC) to provide guidance and direction

I1.

on the use of force and security equipment by-U#it Forced Cell Movement (FCM) Teams in
the lawful performance of their duties. Conditions under which force is used must be set forth,
case-by-case in a realistic evaluation of the actual need for that application.

DEFINITIONS:
-—Force. A directed movement or overt action with or without weapons or devices, with the

intention of restraining, regaining or maintaining control of an inmate or inmates.

A_‘

-—Chemical Agents. Various types of agents or irritants such as, pepper fogger, smoke screen
mace, and other chemicals approved for use by the Director.

B.
~—Compliance Team-. Aany religious advisor, mental health staff or security staff used in

efforts to get an inmate to comply with orders of staff to prevent the use of a FCM.
C.

~—Deadly Force. Any force that under the circumstances is readily capable of causing death
or serious physical injury.

D._

~—LExcessive Force. Any act of force in excess of what it takes to subdue a resisting inmate
and/or to move a resisting inmate to a secure location, i.e., a cell.

E._

—Electronic Control Devices (ECD). Conducted electrical weapons used to incapacitate or
otherwise control a person’s actions without causing permanent harm. ECDs include, but
are not limited to, Tasers, Remotely Activated Custody Control Belts (RACC belt), stun or
electronic trap shields.

E._

B-—Fereced-Cell-Movement{FCM). The forceful removal of an inmate who refuses to come
out of the cell or other enclosed area of a housing unit.

G_-
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B.—Ferced-CellM evementTeam. A correctional team of specially trained officers tasked with
responding to situations involving uncooperative, disruptive or violent inmates.

H_‘

B—Non-Deadly Force. Force that, under normal circumstances, will not result in death or
serious bodily injury.

L

B.—Physical Harm. Any injury, illness or other physiological impairment regardless
of its gravity or duration.

I

sK. Serious Physical Harm to Persons means any of the following:

1. Mental illness or condition of such gravity that would normally

require hospitalization or prolonged psychiatric treatment;

2. Carries a substantial risk of death;

3. Physical harm which involves some permanent incapacity, whether partial or total,
or which involves some temporary, substantial incapacity; or

4. Physical harm which involves some temporary serious disfigurement

u. L. Restraints. Security equipment used to prevent escape, assault, or the commission of
some other offense by violent or disruptive offenders; and to protect employees, offenders,
and other individuals.

. M. Risk. A significant possibility, as contrasted with a remote possibility, that a _certain
result may occur or that certain circumstances may exist.

w-N. Substantial Risk. A strong possibility, as contrasted with a remote or significant
possibility, that a certain result may occur or that certain circumstances may exist.

III. PROCEDURES

A. The authority for the use of a Ferced-Cell-Meovement Team shall rest with the Warden,
Deputy Warden or Chief of Security (Duty Warden). Health services staff must be
notified/consulted prior to a FCM to be readily available during and after the movement.
Health services staff shall review the inmate’s medical records prior to the FCM.
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—B. The Warden or designee shall be notified immediately when any type of force is
used. A written report shall be prepared by the officer(s) who employed force by using
ADC Reporting of Incidents Form (F-005) and Use of Force (F-409-1). These forms shall
be completed immediately after control of the situation resulting in such force, and given
to the Team Leader. The Team Leader shall facilitate the completion of the Force Cell
Movement Information/Fact Sheet (Attachment).

—C.—After force has been used against an inmate, the inmate shall be examined by
medical_—personnel as soon as possible. If injuries were suffered, immediate medical
attention shall be given to both staff and inmate(s).

IV. FORCED CELL MOVEMENT TEAM OBJECTIVES AND MISSION

To provide for the protection of self and others from threats of violence from inmates, and to
protect the inmate(s) from inflicting harm upon themselves. To ensure that physical force
is used as a last resort and only to the degree necessary to subdue, and if needed, relocate
the inmate to a more secure area of the facility.

V& TEAM COMPOSITION

Team members will be selected by the Warden. The ideal team will consist of:
A. One (1) Team Leader
B. Five (5) Officers (Team)
—C. —One (1) Camera Operator
A. D. -One (1) Licensed Healthcare Staff

Note: Due to lack of staff and/or other resources, the team composition may vary from unit
to unit.

Vi. TRAINING

A. Team members will receive training as approved by the Division’s Training
Academy and/or the Emergency Preparedness Coordinator.

-B. Team members will receive in-service training on a schedule determined by the
Training Academy and/or the Emergency Preparedness Coordinator of the
Department of Correction.

VII. ACTIVATION OF TEAM
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_A. -Once the shift supervisor determines that a FCM is needed after all efforts (security
staff, religious advisors, housing unit managers, mental health staff) to gain
compliance of an inmate who is refusing to comply, he or she will notify/brief the
Warden, Deputy Warden, Chief of Security (Duty Warden), of the situation. The
Warden, Deputy Warden or Chief of Security (Duty Warden) will then appoint a
Team Leader, give permission to start the procedures outlined in this policy, and
authorization for the FCM. The team leader is responsible for briefing the Warden,
Deputy Warden, or Chief of Security on the use of force plan, and any changes that
may occur before, during and after the FCM.

B. The Team Leader will direct the team members to report to a designated area for
further instructions.
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ARKANSAS DEPARTMENT OF CORRECTIONS
Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

ADMINISTRATIVE DIRECTIVE

SUBJECT: Forced Cell Movement

NUMBER: 2022- SUPERSEDES: 2020-13

APPLICABILITY: All Staff PAGE: 1 of 6

REFERENCE: AR 409 Use of Force, AR 020 Emergency Preparedness, AR 401 Searches and
Control of Contraband, AR 403 Use of Restraints, AR 411 Use of Audio-Visual Equipment
AR 410 Use of Chemical Agents and Other Non-Lethal Weapons, AD Electronic Control
Devices

APPROVED: EFFECTIVE DATE:

I. POLICY:

It is the policy of the Arkansas Division of Correction (ADC) to provide guidance and direction
on the use of force and security equipment by Forced Cell Movement (FCM) Teams in the
lawful performance of their duties. Conditions under which force is used must be set forth,
case-by-case in a realistic evaluation of the actual need for that application.

II. DEFINITIONS:

A.

B.

Force. A directed movement or overt action with or without weapons or devices, with the
intention of restraining, regaining or maintaining control of an inmate or inmates.

Chemical Agents. Various types of agents or irritants such as, pepper fogger, smoke screen
mace, and other chemicals approved for use by the Director.

Compliance Team. Any religious advisor, mental health staff or security staff used in
efforts to get an inmate to comply with orders of staff to prevent the use of a FCM.

Deadly Force. Any force that under the circumstances is readily capable of causing death
or serious physical injury.

Excessive Force. Any act of force in excess of what it takes to subdue a resisting inmate
and/or to move a resisting inmate to a secure location, i.e., a cell.

Electronic Control Devices (ECD). Conducted electrical weapons used to incapacitate or
otherwise control a person’s actions without causing permanent harm. ECDs include, but
are not limited to, Tasers, Remotely Activated Custody Control Belts (RACC belt), stun or
electronic trap shields.

FCM. The forceful removal of an inmate who refuses to come out of the cell or other
enclosed area of a housing unit.
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C. Each team member will draw necessary equipment and suit up. Forced
movements may involve use of chemical agents, restraints, or electronic control
devices. Only team members who have received training approved by the ADC
Training Academy shall be permitted to use chemical agents or other control
devices. Each unit shall maintain an updated list of approved staff members.

V. EQUIPMENT

——Equipment shall be stored in a secure but readily accessible depository outside of
inmate housing and activity areas. Each facility shall maintain a written record of
routine and emergency

A. distributions of chemical agents or electronic control/restraint devices. The written
record must detail who issues and receives the equipment, when and what equipment
they receive including the serial numbers

for the devices and each cartridge, and when the equipment is returned. The Division
DOC Emergency Preparedness Coordinator shall complete annual inspection of all
equipment at each facility.

B—Force, security/restraint equipment and control devices are intended to be used only
as control measures when absolutely necessary; they are not intended and shall never
be used as a means of punishment. Prior to the use of any chemical agent/other non-
lethal weapon (stun type devices), the inmate shall be informed that such will be used
unless he/she complies with an order(s).

B.

C. -The Team will be supplied with, but not limited to, the following equipment.

—

—A——Helmet (blunt force trauma)

2. ——B-—Protective vest (anti slash/stab)

3. ——€—Protective uniform

4. ——DB-——Cut Resistant Gloves

5. ——FE—Cut resistant forearm protection

6. ———F-—Chemical mask with filters

7. ———G—ERD shield or capture shield

8.  ———H-—ERD handheld device

9. ——}t—Handcuffs

10. ——JF—Leg Shackles

11. ———K-——Handcuff tether 60”

12. ———F—Rescue knife (J-tool)

13. ———M-OC canister with hose and wand

14. —————N-—Video recording capability (camera)
VIIIX. PRE-FORCED CELL MOVEMENT BRIEFING

A. The team members will suit-up and prepare any equipment to be used. The Team
Leader will discuss the following information:
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2.1.Physical condition of the cell:

b-a. water on the floor;
eb. barricaded subject; or
dC. jammed cell door, etc.

4.2.Physical condition of the inmate:

a. If the inmate is armed, if so, what type of weapon(s),
-b. Characteristics of the inmate:
i. ——+-Size;
1. —2-History of resisting;
ili. —3-Assaultive behavior; and
iv. ———4-Medical/mental health condition, etc.

3. Cell location; and

4. Location to move inmate after extraction (if applicable).

IX.THE FORCED CELL MOVEMENT

A.

B.

The Team shall march to the cell, in formation and stop. Once at the cell, the Camera
Operator shall turn on the camera. The Team Leader will order the inmate to comply.

If the inmate refuses to comply, the Team Leader will order “SET” and the team crouches
in readiness and responds “SET.”

C. ——Chemical agents or other less than lethal munitions will be deployed into the cell onto

the person of the inmate if authorized and justified. Deployment will be in accordance with
appropriate administrative directives and administrative rules concerning Use of Force,
chemical agents, electronic restraints, and training received as approved by the Division’s
Training Academy and/or the Emergency Preparedness Coordinator.

. The Team Leader shall unlock the cell door, open it and order “GO” and the team shall

enter the cell.

_Team Member #1 equipped with the shield, shall place the inmate against wall.
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F. Team Member #2 is responsible for restraining the left side arm.

G. Team Member #3 is responsible for restraining the right side arm.

H. Team Member #4 is responsible for restraining the left side leg.

I. Team Member #5 is responsible for restraining the right side leg.

J. Members #4 & #5 shall lift the inmate’s legs and place the inmate face down on the floor.

K. Member #3 will place the handcuffs on the inmate.

L. Member #5 will place the leg irons on the inmate.

—M. —The inmate is forcibly subdued.

N. Team Member #1 yells “CLEAR” as a signal that the inmate has been subdued and
restrained.

O. The inmate is then physically picked up and removed from the cell. The inmate’s cell is
locked and secured to prevent personal property loss. If chemical agents are used, the
inmate is to be carried to the shower for decontamination. Prior to placement into the
shower or any other cell, the inmate’s clothing should be removed to search for contraband
and weapons.

If the inmate is being transported within the same cellblock, the inmate should be
carried by the officers to that cell. If the inmate is being transported to a different cellblock,
the inmate may be given the opportunity to walk. If the inmate complies with walking,
restraints must be re-checked before proceeding. If the inmate refuses to walk, the team
will place the inmate in a facedown position and carry the inmate to the new cellblock.

Q.—P- The Team Leader will then notify medical staff to report to the secured area to assess
the inmate. Any needed treatment will be given at this time unless the inmate is requiring
treatment from the infirmary.

-RQ. Any needed treatment will be given to staff at the completion of the extraction.

XI. MOVEMENT FROM CELL

A. Once back inside a cell and the inmate is complying with orders of staff, the inmate should
be laiid face down, and the leg restraints -will then be removed in an orderly fashion. Thke
team will then remove themselves from the cell in a reverse manner.
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12. Team Member # 1 (who is at the head of the inmate) will get up and resume “the
ready,” crouched position inside the cell entrance. Once he is in the crouched position,
he should state “CLEAR.”

. The leg restraints are now removed, but the inmate’s entire body is still physically

restrained.

. Team Members #4 and #5 are now cleared to move into a ready, crouched position,

to take their place in front of Team Member #1. Once they are in front, both shall state
“CLEAR.”

. Team Member #3 shall continue in the kneeling position, holding the legs and hands

of the inmate who is lying face down in the cell.

. Team Member #2 goes into the ready, crouched position behind Team Member #3.

67. Team Member #3 is the only remaining member holding the new
unrestrained-inmate facedown. All members are in a crouched position and are ready
to leave the cell backwards. Team Member #3 stands up and moves backward towards
the other members.

. In one unified movement, the team will extract themselves from the cell backwards.

. As the last Member clears the cell, Team Member #3 should state “CLEAR” and the

Team Leader will secure the door shut.

"ﬂhe Team Leader will order the inmate to stand up and walk backwards towards the

cell door to removese the handcuffs ean-beare-now-removed-through the trap door. If
the inmate refuses to come to the cell door to get handcuffs removed, the FCM Team
will exit and advise the correctional officer on duty to monitor the inmate and advise
when he/she is compliant and is ready to get handcuffs removed. butthe handsand
| thei o bod ; beshvsicall ol

1040. The Team Leader and another correctional officer will return to the inmate’s

previous location along with the video camera operator and inventory the extracted
inmate’s personal property.

_11+. —Once the inmate’s personal property is inventoried, the FCM is complete, and the

camera is turned off.



152

| AD 202220-13- Forced Cell Movement Page 11 of 6

XH. DEBRIEFING

XIIV.

B.A. The members of the Team will now debrief with the Duty Warden.

D.B. The Team Leader and the team will discuss the forced movement.

EC.  The video recording of the move will be reviewed by the Warden, Unit Emergency

Preparedness Coordinator, and team members.

H.D. The Team Leader will ensure the incident is documented on all required
reports.

REQUIRED REPORTS:

. Forced Cell Movement Information/Fact Sheet (Attachmented)
Incident Report - 005.

Use of Force Report - 409.

. Medical Report or Witnessed Refusal of Care Form
Workman’s Compensation report if employee has been injured.
Disciplinary Report.

. Inventory - 401.

oMmUOw
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Attachment
Forced Cell Movement Information/Fact Sheet
Date Inmate Name & ADC # Start Time End Time
Location of Forced Cell Movement, Cell # New Cell #
Force Authorized by
Print Name Signature

Medical limitations:

Name of medical personnel who was notified of Use of Force:

Mental Health considerations:

Reason (s) for forced cell move:

Team (Name & Rank):

Team Leader Camera Operator:

1.

5.

Injuries/treatment to staff:

Injuries/Treatment afforded inmate o Yes o No (See medical report)

Type of force used (OC, ERD, .37 MM etc.)

Disciplinary written by

List rule violations/charges

Disposition of property
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Disposition of FCM video evidence

Reviewed and Signed by EPC Date

Reviewed and Signed by the Warden Date
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ARKANSAS DEPARTMENT OF CORRECTIONS
Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

ADMINISTRATIVE DIRECTIVE

SUBJECT: Publications

NUMBER: 2022-22 SUPERSEDES: 2020-04

APPLICABILITY: Staff and Inmates PAGE: 1 of 4

REFERENCE: AR 864 Publications, AD Inmate Correspondence, AD Inmate Property Control,

AD Inmate Grievance Procedure

APPROVED: Original signed by Dexter Payne EFFECTIVE DATE: 10/12/2022

I.

II.

POLICY:

It is the policy of the Arkansas Division of Correction (ADC) that the inmate population may
only receive certain publications, as established by guidance stated herein. Publications may
only be received from recognized commercial, religious, or charitable outlets. All
publications are subject to inspection and may be rejected when the publication presents a
danger to the security, discipline, or good order of the institution, or is inconsistent with
rehabilitative goals.

DEFINITIONS:

A.

Charitable Outlet. A religious group or an incorporated non-profit organization
established to promote literacy or to provide literature for inmates.

Commercial Outlet. A publisher, bookstore, educational or vocational institute, or other
entity whose primary business is the sale and distribution of printed materials.

Nudity. A depiction in which genitalia, buttock(s) or female breasts are fully exposed.

Publication. A book, magazine, catalog, advertising brochure, religious tract,
newspaper, periodical, newsletter, or any type of image or text (does not include a
personal letter).

Sexually Explicit. A depiction or description of actual or simulated sexual acts including
sexual intercourse, anal or oral sex, masturbation, sadism, sado-masochism, bondage,
bestiality, or excretory functions which the average adult, taking the material as a whole
and applying statewide contemporary community standards, would find appeals to the
prurient interest, and which material, taken as a whole, lacks serious literary, scientific,
political, or artistic value.
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F. Security Terrorist Threat Group (STTG). Any group of inmates that the ADC reasonably

believes poses a threat to the security of the institution or the physical safety of other
inmates or staff by virtue of the group’s nature, purpose, or activities.

G. Warden. Includes Wardens and Work Release Center Supervisors.
III. PROCEDURES:

A. The Warden shall designate staff to review incoming publications.

B. A publication will be rejected if it contains contraband or if the material presents a danger
to the security, discipline, or good order of the institution, or is inconsistent with
rehabilitative goals. A publication containing pictorial or textual material meeting one
(1) or more of the following categories may be rejected:

1.

Material that incites, advocates, aids or abets a riot, work stoppage, or any other
behavior that may be detrimental to the safe, secure, and orderly operation of the
institution;

Material that advocates or assists criminal activity, which is an act or omission
prohibited and punished by law, including but not limited to:

a. Material advocating, describing, or assisting methods of escape or eluding
capture or which contain blueprints, drawings, or depictions of ADC
facilities;

b. Maps or drawings depicting a geographical region that could reasonably be
construed to assist methods of escape or eluding capture, or otherwise be a
threat to security;

Material advocating or providing instructions on identity theft; or

d. Material that incites, encourages, advocates, or promotes an act of violence
such as but not limited to sexual assaults and physical assaults.

Depictions, descriptions, or instructions regarding the introduction, manufacture,
concealment, or use of guns, knives, or any other weaponry, including realistic
pictures of such weapons suitable to aid in the manufacture of such weapons, or
facsimiles of such weapons;

Depictions, descriptions, or instructions regarding the operation of security devices
such as locks, cameras, or alarms;

STTG materials including, but not limited to codes, signs, symbols, photographs,
drawings, training materials, and catalogs;

Depictions, descriptions, or instructions on the use of hands, feet, or the head as
weapons, or of other fighting techniques;

Depictions, descriptions, or instructions on the manufacture, cultivation, or
introduction of drugs, alcohol, tobacco, or poisons;

Instructions or patterns for tattoos, or other skin modification techniques or
equipment;
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9. Material that incites, encourages, advocates, or promotes racism or any other illegal
act of discrimination, or that is likely to be disruptive, produce violence, or cause a
threat to the offender population or staff;

10. Material that depicts nudity; however, material that includes the depiction of nudity
as illustrative of and as part of broader medical, educational, anthropological, or
artistic content will not be rejected solely on the basis that the material includes
nudity;

11. Sexually explicit material, whether pictorial or textual, which could reasonably
pose a threat to the safety, security, discipline, or good order of the institution, or is
inconsistent with rehabilitative goals;

12. Posters measuring more than two hundred (200) square inches;

13. Publications containing a product insert which, by itself, would be deemed
contraband; and

14. Publications which meet two (2) of the following conditions:

a. Books that measure more than 9” x 117,
b. Hardback books thicker than two (2) inches.
c. Softback books thicker than four (4) inches.
d. Any book heavier than three (3) pounds.

The Warden has the authority to waive these conditions on legal, educational, and
religious publications.

15. Publications altered from the original state, such as, but not limited to:
a. Writing in book;
b. Foreign objects found inside book; or
c. Stains from liquid.
16. Photobooks are not considered an allowable publication and will not be permitted.

17. Inmates are only allowed five (5) individual photos. This does not include digital
photos (refer to AD on Inmate Correspondence).

. Publications recommended for rejection will be referred to the Warden for final

decision. With respect to any publication, the decisions must be made on the contents of
an individual publication, not previous issues of the same publication.

. Items within the package cannot be separated; otherwise, the package is rejected in its

entirety.

. The Warden must approve or reject the publication within thirty (30) days of receipt. If

the publication is rejected, the inmate must be notified, in writing, of any decision to
reject and the basis for rejection of the publication. The inmate is also notified of appeal
procedures and options for disposing of the publication. The inmate must sign that the
notice of rejection has been received. Should the inmate refuse to sign, an employee will
attest to the fact that the inmate was duly notified.
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F. The decision to reject a publication may be appealed to the Central Office Publication
Review Committee. The Committee members are to be assigned by the Director or
his/her designee. The appeal must be initiated within ten (10) days of the receipt of
written notification of the Warden’s decision to reject the publication. Rejection of a
Publication is not grievable.

G. Any rejected publication will be held safe by the Warden or his/her designee until the
appeal process has been completed, or until the ten (10) day period for filing an appeal
has expired.

H. Options for disposing of an unacceptable publication are:
1. Destruction;

2. Return of the publication to the sender at the expense of the inmate unless return
postage is guaranteed;

3. Mailing the publication to a third party at the expense of the inmate; or

4. Picked up by a person on the inmate’s approved visitation list during Visitation.

IV. ATTACHMENT

Notice of Rejection of Publication Form
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ARKANSAS DIVISION OF CORRECTION

NOTICE OF REJECTION OF PUBLICATION FORM

UNIT:
Attachment
To:
Inmate Name ADC Number
From:
Warden/Deputy Warden
Name of Publication: Date:

Identifying information:

The Unit Publication Review Committee has denied your publication for the reason(s) listed below:

Other (explain)
Committee Member/Title Date Committee Member/Title  Date
Committee Member/Title Date Committee Member/Title  Date

This decision is consistent with AR 864 and AD on Publications. You have TEN (10) days upon receipt
of this notification to appeal. Send your appeal to the Unit Mailroom and the mailroom will present it
to the Central Office Publication Review Committee. If you choose not to appeal the decision you will
have FIFTEEN (15) days to exercise one (1) of the following options before the publication will be
destroyed:

O Destruction o Return the publication to sender at your own expense 0 Mail the publication to a third
party at your own expense:

List Full Address:

o Give to an approved visitor during Visitation
o Authorize removal of insert(s) and release any, and all claims

*Failure to exercise an option will be considered authorization for destruction.

Inmate Signature Date
O Refused to sign

Witness Date

CC: Publication File; Inmate Electronic File; Warden; and Inmate.
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6814 Princeton Pike
Pine Bluff, AR 71602
Phone: 870-267-6200
Fax: 870-267-6244

www.adc.arkansas.gov

DIVISION OF
CORRECTION

ADMINISTRATIVE DIRECTIVE

SUBJECT: —Publications

NUMBER: 2022- 20-04 —SUPERSEDES: -2020-041747
APPLICABILITY: —D#vision-Staff and Inmates PAGE: 1 of4
REFERENCE:- AR -864 -Publications, s e

AD -Inmate Correspondence,
AD -Inmate Property Control,
AD- Inmate Grievance Procedure

APPROVED: Original Siened by Dexter Pavne —
EFFECTIVE DATE: 4102020

—POLICY:
H:L

_ This Administrative Direetivepolicy establishes the process by which the Arkansas Division
of Correction_(ADC) determines which publications may be received by the inmate
population. Inmates may receive publications only from recognized commercial, religious or
charitable outlets. All publications are subject to inspection and may be rejected when the
publication presents a danger to the security, discipline, or good order of the institution, or is
inconsistent with rehabilitative goals.

P-DEFINITIONS:

VAL
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of 45

A—Publication.s: A book, magazine, catalog, advertising brochure, religious tract,

newspaper, periodical, newsletter, or any type of image or text (—Fhe-termpublication
does not include a personal letter).

B-A.

CB. Commercial Outlet.: A publisher, bookstore, educational or vocational institute,
or other entity whose primary business is the sale and distribution of printed materials.

D—Charitable Outlet:—. A religious group or an incorporated non-profit organization
established to promote literacy or to provide literature for inmates.

E-C.
E—Nudity+. A depiction in which genitalia, buttock(s) or female breasts are fully exposed.
GD.

H—Sexually Explicit:-. A depiction or description of actual or simulated sexual acts including
sexual intercourse, anal or oral sex, masturbation, sadism, sado-masochism, bondage,
bestiality, or excretory functions which the average adult, taking the material as a whole
and applying statewide contemporary community standards, would find appeals to the
prurient interest, and which material, taken as a whole, lacks serious literary, scientific,
political, or artistic value.

LE.

+—Security Terrorist Threat Group (STTG}:-). Any group of inmates that the Division—-of
CerreetionADC reasonably believes poses a threat to the security of the institution or the
physical safety of other inmates or staff by virtue of the group’s nature, purpose, or
activities.

kK=F.

VEIL  PROCEDURES:

A. The Warden/Work Release Center Supervisor shall designate staff to review incoming
publications.

B. A publication will be rejected if it contains contraband or if the material presents a danger
to the security, discipline, or good order of the institution, or is inconsistent with
rehabilitative goals. A publication containing pictorial or textual material meeting any
one (1) or more of the following categories may be rejected:

1. Material that incites, advocates, aids or abets a riot, work stoppage, or any other
behavior that may be detrimental to the safe, secure, and orderly operation of the
institution;

2. Material that advocates or assists criminal activity, which is an act or omission
prohibited and punished by law to include but not limited to::
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a. Material advocating, or describing, or assisting methods of escape or eluding
capture or which contain blueprints, drawings, or depictions of DPivisiten- ADC
facilities;

b. Maps or drawings depicting a geographical region that could reasonably be
construed to assist methods of escape or eluding capture, or otherwise be a
threat to security;

c. Material advocating or providing instructions on identity theft; or

&—Material that incites, encourages, advocates, or promotes act of violence such
as but not limited to sexual assaults and physical assaults.:

e-d.

Depictions, descriptions, or instructions regarding the introduction, manufacture,
concealment, or use of guns, knives, or any other weaponry, including realistic
pictures of such weapons suitable to aid in the manufacture of such weapons, or
facsimiles of such weapons::

Depictions, descriptions, or instructions regarding the operation of security devices
such as locks, cameras, or alarms;

STTG materials including, but not limited to; codes, signs, symbols, photographs,
drawings, training materials, and catalogs;

Depictions, descriptions, or instructions on the use of hands, feet, or the head as
weapons, or of other fighting techniques;

Depictions, descriptions, or instructions on the manufacture, cultivation, or
introduction of drugs, alcohol, tobacco, or poisons;

Instructions or patterns for tattoos, or other skin modification techniques or
equipment;

Material that incites, encourages, advocates, or promotes racism or any other illegal
act of discrimination, or that is likely to be disruptive, produce violence, or cause a
threat to the offender population or staff;

10. Material that depicts nudity; however, material that includes the depiction of nudity

as illustrative of and as part of broader medical, educational, anthropological, or
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11.

12.

13.

14.

of 45

artistic content will not be rejected solely on the basis that the material includes
nudity;

Sexually explicit material, whether pictorial or textual, which could reasonably
pose a threat to the safety, security, discipline, or good order of the institution, or is
inconsistent with rehabilitative goals;

Posters measuring more than two hundred (200) square inches;

Publications containing a product insert which, by itself, would be deemed
contraband; and

-Publications which meet two (2) of the following conditions:

a. Books that measure more than 9” x 117
b. Hardback books thicker than two (2) inches.
c. Softback books thicker than four (4) inches.

d. Any book heavier than three (3) pounds.

The Warden/Work Release Center Supervisor has the authority to waive these
conditions on legal, educational, and religious publications.

15. Publications altered from the original state, such as, but not limited to:

a. Writing in book:

b. Foreign objects found inside book: or

c. Stains from liquid.

16 Noused books:

167.

Photobooks are not considered an allowable publication and will not be permitted.

178.

Nete-Inmates are only allowed five (5) individual photos. This does not include digital photos
(refer to AD Inmate Correspondence-AD).

C. Publications recommended for rejection will be referred to the Warden/ Work Release
Center Supervisor for final decision. With respect to any publication, the decisions must
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be made on the contents of an individual publication, not previous issues of the same
publication.

PB—Items within the package cannot be separated; therefore, the package is rejected in its
entirety.

E—

ED. Nete:-For any publication rejected solely because it contains a product insert, if
the product insert(s) can be removed, the publication is acceptable.

G-E. The Warden must approve or reject the publication within thirty (30) days of
receipt. If the publication is rejected, the inmate must be notified, in writing, of any
decision to reject and the basis for rejection of the publication. The inmate is also
notified of appeal procedures and options for disposing of the publication. The inmate
must sign that the notice of rejection has been received. Should the inmate refuse to sign,
an employee will attest to the fact that the inmate was duly notified.

H-F. The decision to reject a publication may be appealed to the Central Office
Publication Review Committee. The Committee members are to be assigned by the
Director or his/her designee. The appeal must be initiated within ten (10) days of the
receipt of written notification of the Warden/Work Release Center Supervisor's decision
to reject the publication. Rejection of a Publication is not grievable.

EG. Any rejected publication will be held safe by the Warden/Work Release Center
Supervisor or his/her designee until the appeal process has been completed, or until the
ten (10) day period for filing an appeal has expired.

FH. Options for disposing of an unacceptable publication are:

1. Destruction;

2. Return of the publication to the sender at the expense of the inmate unless return
postage is guaranteed,

2 -Mailing the publication to a third party at the expense of the inmate;
3. or

4— 4.
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5-Picked up by a person on the inmate’s approved visitation list during

Vyisitation. Giving to a third-party during visitation.

IV. ATTACHMENT

Notice of Rejection of Publication
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ARKANSAS DIVISION OF CORRECTION

NOTICE OF REJECTION OF PUBLICATION

UNIT NAME

To:

Inmate Name ADC NumberUseinmate name here

From:

Yse- Warden/Deputy Warden Deputy/Assistant Warden/Wardenname here
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of 45
Name of Publication: —eetenbleatien dlate:
-er-ildentifying information: hepe
| Date:

The Unit Publication Review Committee has denied your publication for the reason(s) listed below:

| [EistaApplicable Policy Numbers]

—Other (explain)

C

Committee Member/Title Date _ Committee Member/Title
Date

Committee Member/Title Date ~ Committee Member/Title

Date

| This decision is consistent with AR 864 and AD /PublicationsAD)}. You-wiH have TEN (10) days upon
receipt of this notification to appeal. Send your appeal to the Unit Mailroom and the mailroom will
present it to the Central Office Publication Review Committee.
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If you choose not to appeal the decision you will have FIFTEEN (15) days to exercise one (1) of the
following options 2;3;-4-5-e+6(ifapplieable)-before the publication will be destroyed:-

O Appesat

Destruction

Returno Return the publication to sender at your own expense
Mailo Mail the publication to a third party at your own expense
List Full —Address:_
o Give to_an approved visitor during Visitation -3*-party-at-Visitation

O Authorize removal of insert(s) and release any, and all claims
B —

*Failure to exercise an option will be considered authorization for destruction.
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Inmate Signature

Date

.

0 -Refused to sign

Witness

| CC:
Publication File

| Inmate Eelectronic fFile-file
Warden
Inmate

Date
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ARKANSAS DEPARTMENT OF CORRECTIONS
Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

ADMINISTRATIVE DIRECTIVE
SUBJECT: Mobile/Wireless Telephone Devices
NUMBER: 2022-23 SUPERSEDES: 11-23
APPLICABILITY: All persons entering an ADC facility PAGE: 1 of 2
REFERENCE: A.C.A. § 5-54-119; AR 401 Searches and Control of Contraband; SD Employee

Conduct Standards and Discipline; AR 865 Visitation.

APPROVED: Original signed by Dexter Payne EFFECTIVE DATE: 10/12/2022

I. POLICY:

In order to preserve the safety and security of Arkansas Division of Correction (ADC) facilities,
it shall be the policy of the ADC to prohibit the possession or use of non-state issued
mobile/wireless telephone devices by employees or others while within the perimeter fence of a
facility, or while assigned to outside perimeter towers and security posts on the grounds of these
facilities, or while supervising inmates on the grounds of these facilities. For those ADC housing
facilities without a perimeter fence, this policy will apply at the entrance to the physical structure
of the facility itself.

II. DEFINITIONS:

A. Mobile/Wireless Telephone Device. Refers to any cellular/satellite telephone device whether
it is personally owned or issued by the individual’s employer. It does not include
communication radios issued for security purposes or cellular telephone devices issued to staff
or Board members by the ADC.

III. PROCEDURES:

A. Signs will be posted at appropriate places such as entrances to buildings, gates at secured
perimeters, and parking lots advising of ADC’s mobile/wireless telephone device ban.

B. Any mobile/wireless telephone device possessed by any person in violation of the terms of
this policy will be considered contraband and will be subject to seizure and destruction.

C. Violation of this policy and any other rules and regulations that may be related to the
introduction/possession of a mobile/wireless telephone device in areas where the ban applies
will be dealt with as follows:

1. Volunteers and vendors may be barred from ADC property for a period appropriate for
the nature of the violation as determined by the warden.
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2. Employees will be subject to disciplinary action pursuant to the Secretarial Directive on
Employee Conduct Standards and Discipline up to and including termination of
employment. Proceedings may be brought under rules concerning possession/use of
contraband, violation of published policies, and/or trafficking and unauthorized trading.
If mitigating circumstances exist, the warden may consider an oral warning in lieu of
more severe sanctions.

3. Visitors will be subject to loss of visitation privileges under provisions of AR 865
Visitation.

4. All violators depending on the circumstances and the nature of the violation, may be
subject to prosecution pursuant to A.C.A. § 5-54-119, Furnishing, possessing, or using
prohibited articles — Delivering a prohibited article.

. In the event of a unit emergency, (i.e., major disturbance, escape, homicide, emergency drill),

the unit warden or designee may suspend the ban on mobile/wireless telephone devices by
ADC personnel, law enforcement and/or other emergency responders.

. Any confiscated mobile/wireless telephone device may contain information valuable to the

investigative process and should not be turned on or off. The battery or sim card shall not be
removed. The mobile/wireless telephones device will be placed in an evidence container and
sealed.

. The employee discovering the mobile/wireless telephone device will be responsible for the

handling, labeling, packaging, and securing of all evidence.

. The employee shall complete a Confiscation Form (401) describing the mobile/wireless

telephone device and naming involved personnel.

. A Chain of Custody form must be filled out and the original form must be attached to the

evidence container and a copy will be attached to the Incident Report (005) and the completed
Confiscation Form (401). If it is necessary for more than one (1) person to assume custody
of the seized mobile/wireless telephone device, each person will make a notation on the Chain
of Custody form.

Mobile/wireless telephone devices will be subsequently turned over to the Arkansas State
Police (ASP) or the Radio Shop.

1. Cell phones that are found in common areas such as dayrooms, chow halls, shower
areas, bathrooms, etc. will be turned over to the Radio Shop.

2. Cell phones that are found in the possession of an inmate will be held in the evidence
locker until a decision is made by the local prosecuting attorney’s office whether
criminal charges will be filed or not. If prosecuting charges are filed, the phone will be
turned over to ASP. If prosecution is declined, the phone will be sent to the Radio Shop.

Unauthorized mobile/wireless telephone devices that are confiscated may be donated to a non-
profit or other outside agency in lieu of destruction, at the discretion of the Director. No
mobile/wireless telephone device will be donated without first obtaining written approval
from Internal Affairs to ensure the preservation of evidence for any investigation.

K. Any exception to this policy must be approved in advance and in writing by the Director.
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ARKANSAS DEPARTMENT OF CORRECTIONS
Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

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

Arkansas Department of Correction

ADMINISTRATIVE DIRECTIVE

SUBJECT: ——Mobile/Wireless Telephone Devices

NUMBER: 20221 1123 — SUPERSEDES: 11-
2309-45

| APPLICABILITY: —All persons entering an ADC facility PAGE: 1 of 2
REFERENCE: A.C.A. § 5-54-119; AR 401 —Searches and Control of - Contraband; ACA-§5-

54-119: SD Employee Conduct Standards and Discipline; AR 865 Visitation.
PAGE: 10623

—Eeontraband

APPROVED:-Original sicned-bvRavHeobbs: Direetor EFFECTIVE DATE:

04452011
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| AD 20221+++-23— Mobile/Wireless Telephone Devices
Page 2 of 5

I. POLICY:

In_—order to preserve the safety and security of Arkansas Division of Correction (ADC)
nstitutionsfacilities, it shall be the policy of the ADC to prohibit the possession or use of non-
state issued mobile/wireless telephone devices by employees or others while within the perimeter
fence of a facility, or while assigned to outside perimeter towers and security posts on the grounds
of these facilities, or while supervising inmates on the grounds of these facilities. For those ADC
housing facilities without a perimeter fence, this policy will apply at the entrance to the physical
structure of the facility itself.

H.ﬁ
HEIL H-DEFINITIONS:

Mobile/Wireless Telephone Device.— Refers- to any cellular/satellite telephone device
whether it is personally owned or issued by the individual’s employer. —It does not include
communication radios issued for security purposes or cellular telephone devices issued to staff
or Board members by the A+kansas ar FCorrectionADC,

s
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AD 20221+++-23— Mobile/Wireless Telephone Devices
Page 3 of 5

1. H-—GUIDEEINESPROCEDURES:
A.i

B—Signs will be posted at appropriate places t(that-may-includesuch as;-but-are-notlimited-to;
entrances to buildings, gates at secured perimeters, and parking lots) advising of ADC’s
mobile/wireless telephone device ban.

A_'

€—On—and-aftertheeffectivedate—of this—peliey,—aAny mobile/wireless telephone device
possessed by any person in violation of the terms of this policy will be considered contraband;
and will be subject to seizure and destruction.

B.

D-———Violation of this policy and any other rules and regulations that may be
related to the introduction/possession of a mobile/wireless telephone device in areas
where the ban applies will be dealt with as follows:

C_'7
+—Volunteers and vendors may be barred from ADC property for a period appropriate for
the nature of the violation as determined by the warden.
1.

2—Employees will be subject to disciplinary sanetionsaction pursuant to the Secretarial

Directive on Employee Conduct Standards and Discipline preceedings-tnder AR 225—

—up to and including termination of employment.

[Proceedings may be brought under rules concerning possession/use of contraband,

violation of published policies, and/or trafficking and unauthorized trading. —If

mitigating circumstances exist, the warden may consider an oral warning in lieu of more
severe sanctions,

2.

3—Visitors will be subject to loss of visitation privileges under the-provisions of AR 865 —
Visitation.

5-4.All violators; depending on the circumstances and the nature of the violation, may be

subject to prosecution perpursuant to —(ACAA.C.A. —§ 5-54-119, Intreduecing—a
Prohibited—Article—into—a—CCorrectionalFHaeilityFurnishing, possessing, or using

prohibited articles — Delivering a prohibited article.)-
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E—1In the event of a unit emergency, (i.e., major disturbance, escape, homicide, emergency drill),
the unit warden or designee may suspend the ban on mobile/wireless telephone devices by

Department—ef—CerreetiorADC personnel, law enforcement and/or other emergency
responders.

D_'

E—E———Any confiscated mobile/wireless telephone device may contain information
valuable to the investigative process and should not be turned on or off. The battery or sim
card shall not be removed. -The mobile/wireless telephones device will be placed in an
evidence container and sealed.

E——The employee discovering the mobile/wireless telephone device will be responsible
for the handling, labeling, packaging, and securing of all evidence.

G. -The employee shall complete a Confiscation Form (401) describing the mobile/wireless
telephone device and naming involved personnel.

H. -AThe Chain of Custody form must be filled out and the original Chain-ef Custody-form wilt
must be attached to the evidence container and a copy will be attached to the Incident Report
(005) and the completed Confiscation Form (401). If it is necessary for more than one (1)
person to assume custody of the seized mobile/wireless telephone device, each person will
make a notation on the Chain of Custody form.

L. Mobile/wireless telephone devices will be subsequently turned over to the Arkansas State
Police (ASP) or the Radio Shop.

1. Cell phones that are found in common areas such as dayrooms, chow halls, shower
areas, bathrooms, etc. will be turned over to the Radio Shop.

2. Cell phones that are found in the possession of an inmate will be held in the evidence
locker until a decision is made by the local prosecuting attorney’s office whether

criminal charges will be filed or not. If prosecuting charges are filed. the phone will be
turned over to ASP. If prosecution is declined, the phone will be sent to the Radio Shop.

JH. Unauthorized mobile/wireless telephone devices that are confiscated may be donated to a non-
profit or other outside agency in lieu of destruction, at the discretion of the Director. No
mobile/wireless telephone device will be donated without first obtaining written approval
from Internal Affairs to ensure the preservation of evidence for any investigation. Ne
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Page 5 of 5

+——— K. Any exception to this policy must be approved in advance and in writing by the
Director.

B

R

K HApri3
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ARKANSAS DEPARTMENT OF CORRECTIONS
Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

ADMINISTRATIVE DIRECTIVE

SUBJECT: Tuberculosis Screening for Inmates

NUMBER: 2022-24 SUPERSEDES: 19-35

APPLICABILITY: Wardens/Work Release Center Supervisors, Administrative staff, Medical

Service Contractor, all Inmates, and Detainees

PAGE: 1 of 3

REFERENCE: AR 833 Health Services, Arkansas State Board of Health - Rules Pertaining to
Communicable Disease - Tuberculosis.

APPROVED: Original signed by Dexter Payne EFFECTIVE DATE: 10/12/2022

I

II.

POLICY:

It is the policy of the Arkansas Division of Correction (ADC) to ensure reasonable efforts are
made to reduce the spread of airborne diseases, especially tuberculosis, and to adhere to
regulations of the Arkansas Department of Health (ADH) and to follow the guidelines of the
Center for Disease Control (CDC).

DEFINITIONS:

A. ADC Tuberculosis (TB) Coordinator. An employee charged with the responsibility of

coordinating prevention, screening, treatment, tracking and facilitating education
regarding tuberculosis.

B. Airborne Infection Isolation. A designated single room intended to separate individuals,
who are suspects or are known to have tuberculosis in an infectious stage, from other staff
and inmates, providing for UV air sterilization and appropriate ventilation in the room.

C. Annual Screening. Routine TB screening of all inmates, at all ADC facilities, on the
second Friday of the appropriate month according to the inmate’s last two digits of their
ADC number.

D. Converter. Any individual whose Purified Protein Derivative (PPD) reactions have been
less than 5 mm (<5 mm), but now shows a reaction greater than or equal to 15 mm will be
tested to confirm the skin test results.

E. Contact Screening. TB screening of those persons believed to have been in contact through
facility, work, or housing assignment with an individual found to have active tuberculosis
disease.
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F. Contact Testing. TB testing of those persons believed to have been in contact through
facility, work or housing assignment with an individual found to have active tuberculosis
disease.

G. Mass Screening. TB screening of all inmates at an ADC facility, or facilities, at the
recommendation of the ADH based on potential exposure to an active case or cases.

H. Mass Testing. TB testing of all inmates at an ADC facility, or facilities, at the
recommendation of the ADH based on potential exposure to an active case or cases.

I. Suspect. Any individual who shows clinical and X-ray and/or sputum culture evidence of
having TB disease as determined by the ADH.

J. TB Screening. The process of interviewing an individual for current symptoms of TB. The
interview shall consist of screening for current symptoms (i.e. cough, unexplained weight
loss, night sweats). If symptoms are reported, a blood test will be obtained for confirmation
and, if positive, a chest x-ray will be obtained, and the ADH will be notified.

K. TB Skin Test. A test used to detect the presence of Mycobacterium tuberculosis, the
bacterium that causes tuberculosis (TB).

L. TB Testing. The process of injecting 0.1 ml of PPD into the skin of the forearm and the
reaction to the PPD read in 48 to 72 hours.

III. PROCEDURE:

1. All individuals received into ADC custody will receive TB testing within 72 hours of their
delivery to any receiving facility. Exceptions to this are individuals who:

a. Have a documented non-reactive TB skin test on record with ADC; and
b. Have a documented past positive TB skin test.

2. Annual screening will be completed by the second Friday of each month corresponding with
the inmate’s last two digits of their ADC number as follows:

Month ADC # ends in Month ADC # ends in
January 10-19 June 60 — 69
February 20-29 July 70 —-79
March 30-39 August 80— 89
April 40 —-49 September 90 —-99
May 50-59 October 00-09

3. Contact screening/testing or mass screening/testing will be conducted at the recommendation
of the ADH based on potential exposure to an active case or cases, and upon the concurrence
of the vendor’s Medical Director, the ADC Administrator of Medical Services, and the ADC
Deputy Director over Healthcare and Programs. The Administrator of Medical Services will
notify the Director of any potential exposures.

4. To the extent consistent with the security and good order of the facility, all moves in and out
will be suspended between the time that the need for contact screening/testing or mass
screening/testing is agreed upon and that screening can take place.
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10.

11.

12.

13.

14.

Iv.

TB screening/testing is mandatory, under the Rules and Regulations of the Arkansas Board of
Health pertaining to the Control of Communicable Diseases. Noncompliance will result in
counseling. Disciplinary action and/or respiratory isolation may be invoked for the protection
of staff and inmates. If counseling fails, and if necessary, for the health and safety of other
inmates and staff, correctional officers may restrain an inmate or detainee for testing.

ADC Health Services policies and procedures will be followed for tuberculosis screening and
prevention.

The ADC will provide computer generated listings for any screening and will maintain a
database of results. The ADC Tuberculosis Program Coordinator will ensure that these
activities are carried out, and will act as liaison between the ADC, the ADH, and the contracted
medical vendor.

The contracted medical vendor will:

a. Provide the necessary trained and certified nurses to carry out any TB screening or
testing;
Provide educational TB information,;
Complete ADH TB Notification form on all new reactors;
Ensure that x-rays and lab results are forwarded to the ADH in a timely manner; and
e. Review and implement recommended treatments as required by the ADH.

oo

TB Skin Tests shall be administered and read by licensed staff and shall be within their scope
of practice.

The contracted medical vendor will provide in-service training regarding tuberculosis for
health services staff responsible for TB testing and TB screening, and will provide
documentation of the training to the ADC Tuberculosis Program Coordinator.

The contracted medical vendor will document efforts to educate the inmate population and will
see that pamphlets or other educational materials are readily available.

Treatment for Converters will be per the recommendations of the ADH. This treatment for
active or latent TB is mandatory except when contraindicated. Non-compliance may result in
disciplinary action and/or airborne infection isolation.

Inmates suspected of having active infection will be housed in airborne infection isolation until
such time as three (3) successive sputum cultures are found to be negative, or until they have
been on medication for treatment of tuberculosis for a minimum of two (2) weeks, or until
cleared by the ADH.

The Unit Infection Control Nurse will regularly audit the electronic Medication
Administration Record (eMAR) to ensure proper medication delivery and compliance with
ADH treatment recommendations.

ATTACHMENT:
1. Inmate Screening of Tuberculin Status Form
2. Tuberculosis Education Sheet
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Arkansas Division of Correction

Attachment [

INMATE SCREENING OF TUBERCULIN STATUS

Unit: Inmate Name: ADC #

Housing Area:

IN THE PAST YEAR HAVE YOU EXPERIENCED: YES | NO
e WEIGHT LOSS OF 10LBS OR GREATER WITHOUT TRYING
FEVER WITHOUT KNOWN INFECTION
NIGHT SWEATS

e COUGH/CHEST PAIN FOR GREATER THAN 3 WEEKS
e COUGHING UP BLOODY SPUTUM OF MUCOUS
e CHILLS
e LOSS OF APPETITE
e FEASILY FATIGUED
My signature acknowledges that I have received the Tuberculosis

Education Sheeton __ / /

This section is for authorized medical staff use only.

Nurse verified inmate has: Baseline:[] Past Positive:[]

Reviewed with no recommendations[ ]
Reviewed with recommendations. []

Staff completing form (printed name): Title:

Signature: Date:
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ARKANSAS DIVISION OF CORRECTION

Tuberculosis Education Sheet

Attachment 11

What is TB?

Tuberculosis (TB) is an infectious disease that enters the body through the lungs. In the body, TB can spread
by way of the blood stream to other organs and tissues of the body. Persons with inactive TB ARE infected.
They are not contagious and do not show symptoms, but still need treatment.

How is TB spread?

TB is spread from one person to another by air borne droplets from an active TB person. The TB organism
enters the air when the person with active TB coughs, laughs, sneezes, etc. Breathing in these droplets can
infect an uninfected person.

Who is at Risk for Getting TB?
Persons living in residential facilities (nursing homes, correctional facilities, crowded apartments),
alcoholics, persons with AIDS and anyone with poor health.

How Can I Tell If I Have TB?

TB does not always make someone sick at first. A skin test is given to check for the presence of TB in the
body. This does not cause TB. It only reacts if TB is present. It is usually given in the right forearm. People
who work in health care and correctional facilities are among those screened for TB on a regular basis.
Residents of correctional and long-term care facilities are also screened on admission and on a regular basis.
This may be done more often depending on if an active case of TB has been identified. If you have
previously had TB or have received a medication called BCG, be sure to inform the health care provider
that will be doing the screening. Once a reaction to the TB skin test has occurred, it will always react. BCG
causes this reaction also. BCG is given in some areas to prevent TB. It is not routinely used in the United
States. TB can recur even if it has previously been treated.

What Are Signs of TB Infection?

Weight loss, night sweats (fever may be present), poor appetite, being unusually tired for no reason,
cough (sometimes coughing up blood happens). If left untreated, a person may experience extreme
weakness, chest pain and spitting up blood may occur.

Controlling TB

Use of ultraviolet lights in the barracks and throughout the facility. Exposure to sunlight for a few hours

If you are suspected of having TB, you will be sent to the appropriate facility for treatment. You may be
asked to wear a mask to protect others until an isolation room is found. Others will wear face masks and
use other precautions to protect themselves and others until treatment has made the TB no longer infectious.

Medications
Medications are given for several months and must be taken as directed. Missed doses can cause the TB to
not be properly treated. A TB specialist will be consulted, and you will follow up with them periodically.
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6814 Princeton Pike
Pine Bluff, AR 71611
Phone: 870-267-6999 e Fax: 870-267-6244

DIVISION OF
CORRECTION www.adc.arkansas.gov

ARKANSAS DEPARTMENT OF CORRECTIONS

Division of Correction — Director’s Office

ADMINISTRATIVEDIRECTIYE

Pine Bluff, Arkansas 71602

' . Phone: (870) 267-6200 | Fax: (870) 267-6244
dberculosis Screening for Inmates

NUMBER: 2022- —+9-35
SUPERSEDES: 19-3512-22

APPLICABILITY: Wardens/-Work Release Center Supervisors, ~Administrative staff, Medical

Service Contractor, all Inmates -and Detainees

_ —Lemeien Uosmieneios ol boanies PAGE: 1 of 34

REFERENCE: AR- 833 —Health Services, Arkansas State Board of Health - Rules Pertaining

to Communicable dDisease - Tuberculosis. Arkansas Department-of Health
CenterforDiscase—Controt

APPROVED: Orisinal sisned by DexterPavne
EFFECTIVE DATE: 11/148/2019

I. POLICY:

——It is the policy of the Arkansas Division of Correction (ADC) Fto ensure reasonable efforts are
made to stemreduce the spread of airborne diseases, especially tuberculosis, and to adhere to
regulations of the Arkansas Department of Health (ADH) and to follow the guidelines of the
Center for Disease Control (CDC).
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AD 2022- Tuberculosis Screening for Inmates Page 2 of 3

H—-DEFINITIONS:

N, ——

A. ADC Tuberculosis (TB) Coordinator. An employee charged with the responsibility of
coordinating prevention, ¥e—screening, treatment, tracking and facilitating educational
effortsregarding tuberculosis{supervised-by-the ADC Administratorof Medical Services:
or-designee)..

B. Airborne Infection Isolation. A designated single room intended to separate individuals,

who are suspects or are known to have tuberculosis in an infectious stage, from other staff
and inmates, providing for UV air sterilization and appropriate ventilation in the room.

C. Annual Screening. Routine TB screening of all inmates, at all ADC facilities, on the
second Friday of the appropriate month according to the inmate’s last two digits of their
ADC number.

D. Converter. Any individual whose Purified Protein Derivative (PPD) reactions have been
less than 5 mm (<5 mm), but now shows a reaction greater -than or equal to 15 mm will be

tested to conﬁrm the skm test results—wa—th%’li—Sae% I—f—t—h#—%&t—l%Sﬂ-l—tS—ﬁf%GS—l—t—H%t—h%

E. Contact Screening. TB screening of those persons believed to have been in contact through
facility, work, or housing assignment with an individual found to have active tuberculosis
disease.

F. Contact Testing. TB testing of those persons believed to have been in contact through
facility, work or housing assignment with an individual found to have active tuberculosis
disease.

G. Mass Screening. TB screening of all inmates at an ADC facility, or facilities, at the
recommendation of the ADH based on potential exposure to an active case or cases.

H. Mass Testing. TB testing of all inmates at an ADC facility, or facilities, at the
recommendation of the ADH based on potential exposure to an active case or cases.

I.  Suspect. Any individual who shows clinical and X-ray and/or sputum culture evidence of
having TB disease as determined by the ADH.

J. TuberewlosisB Sscreemng —JEhe—pfeeess—ef—m%eﬁewmg—aﬂ—mdﬁqdual—fer—euﬁeﬂ%
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AD 2022- Tuberculosis Screening for Inmates Page 3 of 3

Department-ofHealth-will benotifted- The process of interviewing an individual for current

symptoms of TB. The interview shall consist of screening for current symptoms (i.e. cough,
unexplained weight loss, night sweatsetal). If symptoms are reported, a blood test will be
obtained for confirmation and, if positive, a chest x-ray will be deneobtained, and the
Axkansas Departmentof HealthADH will be notified.

K. TubereulosisTB Skin Test. A test used to detect the presence of Mycobacterium
tuberculosis, the bacterium that causes tuberculosis (TB).

L. Tubereulosis€TB) Testing. The process of injecting 0.1 ml of PPD into the skin of the
forearm and the reaction to the PPD read in 48 to 72 hours.
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AD 2022- Tuberculosis Screening for Inmates

Page 4 of 3

XXV111. PROCEDURE:

1. All individuals received into the-ADC custody will receive TB testing within 72 hours of their
dehvery to any recelvmg facﬂlty Aﬂ%mdﬁ%éuﬁkseﬂ%eﬂeed—te—wy&daﬁ—eﬁﬁefe—m—&

Weeewe#B—S&eamg—w%hm#%heﬂﬁ—e#ﬂﬁﬁdehveMeMe—Exceptlons to thls are

individuals who:

a. indbadualswWhe-hHave a documented non-reactive TB skin test on record with

ADC: and

—within 24-menths-ofintake-and-ndividualswWhe-hHave a documented past
positive TB skin test.

2. Annual screening will be eendueted—completed en—by the second Friday of each month
corresponding with the inmate’s last two terminal-digits of their ADC number as follows:

Month ADC # ends in Month ADC # ends in
60 — 69
January 10-19 Juneuly —30—79
February 20-29 70—-79
JulyAugust —86—89
March 30—39 AugustSept 80 — 89
ember | 90 99
April 40 — 49 September 90 -99
October —00—09
May 50-59 OctoberNe -00-09
vember | —Employees
S s December |—Reports
Month Tmateswhose Month Jnmateswhose
ADCHends-in ADCHendsin
January 10—19 Fuly 70—79
Eebruary 20—29 August— —80—S89
Sohepe e September 90 99
ot 40—49 October —00—09
e 50—59 sheeprber el o
June 60—69 heeorlbes o esern
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AD 2022- Tuberculosis Screening for Inmates Page 5 of 3

4.3.Contact screening/testing or mass screening/testing will be conducted at the recommendation
of the Arkansas-Department-of Health based on potential exposure to an active case or cases,
and upon the concurrence of the vendor’s Medical Director, the ADC Administrator of Medical
Services, and the ADC Deputy Director over Healthcare and Programs. The Administrator of
Medical Services will notify the Director of any potential exposures. -

5—To the extent consistent with the security and good order of the facility, all moves in and out
will be suspended between the time that the need for contact screening/testing or mass
screening/testing is agreed upon and that screening can take place.

4.

6-5.TB screening/testing is mandatory, under the Rules and Regulations of the Arkansas Board of
Health pertaining to the Control of Communicable Diseases. -Noncompliance will result in
counseling. Disciplinary action and/or respiratory isolation may be invoked for the protection
of staff and inmates. If counseling fails, and if necessary, for the health and safety of other
inmates and staff, correctional officers may restrain an inmate or detainee for testing.

7.6.ADC Health Services policies and procedures will be followed for tuberculosis screening and
prevention.

&—The ADC will provide computer generated listings for any screening and will maintain a
database of results. The ADC Tuberculosis Program Coordinator will ensure that these
activities are carried out, and will act as liaison between the ADC, the A+kansasDepartment
of HealthADH, and the contracted medical vendor.

‘.\‘

8. The contracted medical vendor will:
a. -pProvide the necessary trained and certified nurses to carry out any TB screening or
testing:;
b. Provide educational TB information;
c. wWilleComplete MS-763°sADH TB Notification form on all new reactors; 5

—Aarraneetorneeessaryhatertals—and

d. -Wsill-eEnsure that x-rays and lab-samples results are forwarded to the Arkansas
Department-of Health in a timely manner; and-

a—Review and implement recommended treatments as required by the ADH.
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AD 2022- Tuberculosis Screening for Inmates Page 6 of 3

€.

+0ManteuwxTB Sskin Ttests shall be administered and read by licensed staff and shall be within
their scope of practice.

9.

H—The contracted medical vendor in-ecenfunetion—with-the-Arkansas Department-of Health-will
provide semiannual-in-service training regarding tuberculosis for health services staff

responsible for TB testing and TB screening, and will provide documentation of the eceurrence
oftraining to the ADC Tuberculosis Program Coordinator.

10.

+2—The contracted medical vendor will document efforts to educate the inmate population and will
see that pamphlets or other educational materials are readily available.

11.

13—Treatment for Converters will be per the recommendations of the ArkansasDepartment-of
DHHealth. This tFreatment for active or latent TB —is mandatory except when

contraindicated.drugtoxieity-is-suspeeted: Non-compliance may result in disciplinary action
and/or respiratery-airborne infection isolation. Suspeeted-toxiettyshouldlead-to-suspension-of
administration of the drug(s) and prompt Hiver function studics.

12.

+4—Inmates Sususpecteds of having active infection will be housed in airborne infectionrespiratory
isolation until such time as three (3) successive sputum culturesa are found to be elearnegative,
or until they have been on medication for treatment of tuberculosis for a minimum of two (2)

weeks, or until cleared by the Arkansas—Department—of-Health. Observed-sputa—shall-be
obtained weekly.

13.

-14.  The ADCTuberenlosis Program-CoordinatorUnit Infection Control Nurse will regularly

audlt the electronic Medication Administration Record (eMAR) to ensure proper medication

delivery and compliance with Asrkansas—Department—ofHealthDH and HumanServiees
StandardstTreatment recommendations.

IV. ATTACHMENT:

1. -Inmate Screening of Tuberculin Status Form

2. ADH Tubereulosis Eact SheetTuberculosis Education Sheett
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Arkansas Division of

Correction

Attachment [

INMATE SCREENING OF TUBERCULIN STATUS

Unit: Inmate Name: ADC#
Date
Inmate Name:
Inmate ADC# Housing Area:
IN THE PAST YEAR HAVE YOU EXPERIENCED: YES NO

e WEIGHT LOSS OF 10LBS OR GREATER WITHOUT TRYING
e FEVER WITHOUT KNOWN INFECTION

e NIGHT SWEATS

e COUGH/CHEST PAIN FOR GREATER THAN 3 WEEKS

e  COUGHING UP BLOODY SPUTUM OF MUCOUS

e CHILLS

e [ OSS OF APPETITE

e FASILY FATIGUED
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My signature below acknowledges that I have received the

Tuberculosis -Eeducation faet-Ssheetform on -

This section is for Aauthorized mMedical sStaff use only.only below-thisline

Nurse verified inmate has: Baseline:[ ] Past Positive:[ ]

Reviewed with no recommendations[ ]
Reviewed with recommendations.. [ |

Staff completing form (printed name): — Title:

Signature: — Date:
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ARKANSAS DIVISION OF CORRECTION

Tuberculosis Education Sheet

Attachment 11

What Isis TB?

Tuberculosis (TB) is an infectious disease that enters the body through the lungs. In the body, TB can spread
by way of the blood stream to other organs and tissues of the body. Persons with inactive TB ARE infected.
They are not contagious and do not show symptoms, but still need treatment.

How is TB spread?

TB is spread from one person to another by air borne droplets from an active TB person. The TB organism
enters the air when the person with active TB coughs, laughs, sneezes, etc. Breathing in these droplets can
infect an uninfected person.

Who is at Risk for Getting TB?

Persons living in residential facilities (nursing homes, prisenscorrectional facilities, crowded apartments),
alcoholics

persons with AIDS and anyone with poor health.

How Can I Tell If I Have TB?

TB does not always make someone sick at first. A skin test is given to check for the presence of TB in the
body. This does not cause TB. It only reacts if TB is present. It is usually given in the right forearm. People
who work in health care and correctional facilities are among those screened for TB on a regular basis.
Residents of correctional and long-term care facilities are also screened on admission and on a regular basis.
This may be done more often depending on if an active case of TB has been identified. If you have
previously had TB or have received a medication called BCG, be sure to inform the health care provider
that will be doing the screening. Once a reaction to the TB skin test has occurred, it will always react. BCG
causes this reaction also. BCG is given in some areas to prevent TB. It is not routinely used in the United
States. TB can recur even if it has previously been treated.

What Are Signs of TB Infection?
Weight loss, night sweats (fever may be present), poor appetite, being unusually tired for no reason,

cough (sometimes coughing up blood happens). LateronI{f notleft untreated, a person may experience
extreme weakness, chest pain and spitting up blood may occur.

Controlling TB

Use of ultraviolet lights in the barracks and throughout the facility. Exposure to sunlight for a few hours
If you are suspected of having TB. you will be sent to the appropriate facility for treatment. You may be

asked to wear a mask to protect others until an isolation room is found. Others will wear face masks and
use other precautions to protect themselves and others until treatment has made the TB no longer infectious.

Medications
Medications are given for several months and must be taken as directed. Missed doses can cause the TB to
not be properly treated. A TB specialist will be consulted, and you will follow up with them periodically.
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ARKANSAS DEPARTMENT OF CORRECTIONS
Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

ADMINISTRATIVE DIRECTIVE
SUBJECT: Restrictive Housing
NUMBER: 2022-25 SUPERSEDES: 2021-15

APPLICABILITY: Director, Chief Deputy/Deputy Directors, Wardens, Work Release Center
Supervisors, Employees involved in Segregation, and Inmates

REFERENCE: AR 839 Punitive Segregation; AD Disciplinary Court Review; AD Punitive Housing-
Restriction; AD Step-Down Program; and SD Prison Rape Elimination Act;
AD Meritorious Good Time; AD Inmate Disciplinary Manual
PAGE: 1 of 7

APPROVED: Original signed by Dexter Payne EFFECTIVE DATE: 10/13/2022

I. POLICY

It is the policy of the Arkansas Division of Correction (ADC) to provide safe and secure housing to inmates
who require a higher degree of physical control, or who staff find necessary to remove from the general
population of the facility. The policy is to limit the use of Restrictive Housing to the shortest period of time
possible while maintaining a safe environment within the institutions. Restrictive Housing is a form of
incarceration that requires an inmate to be confined to his or her cell for 22 hours a day or longer, regardless of
the inmate’s particular barrack’s assignment or the reason an inmate is being held in restrictive housing (i.e.
subsequent to a mental health order, medical provider’s order, punitive days, etc.).

The use of “segregation” or administrative segregation” in existing policies also applies to inmates in
“Restrictive Housing” or “Extended Restrictive Housing” unless such use poses a conflict with this policy. The
Institutional Classification Committee or, in an emergency, the Warden or designee may place an inmate in
Restrictive Housing if his/her continued presence in the general population poses a direct threat to the safety of
other inmates and staff or is a clear threat to the safe and secure operations of the facility.

II. DEFINITIONS

A. Administrative Status. Separation from the general population by the classification committee or shift
supervisor when the continued presence of the inmate in the general population poses a direct threat to the
safety of persons or a clear threat to the safe and secure operations of the facility. Inmates pending
investigation by the unit or law enforcement, pending trial on a criminal act, pending disciplinary court
review, or pending transfer. While this status may be in restrictive housing, it is a temporary status, and a
Release Plan is not required while in this status.

B. Assignment. A decision by the Institutional Classification Committee that RH is appropriate.

C. Disciplinary Court Review (DCR). The confinement of an inmate in RH until a disciplinary hearing is
completed due to an alleged disciplinary infraction.

D. Extended Restrictive Housing. Placement in housing that separates the inmate from contact with general
population while restricting an inmate to his/her cell for twenty-two (22) hours per day and for longer
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than thirty (30) days for the safe and secure operation of the facility. A 48-hour relief does not end
Extended RH because the inmate is not returned to general population during this time.

Meritorious Good Time. The reduction of an inmate’s parole or transfer eligibility date based on good
discipline, behavior, work practices, job responsibilities and involvement in rehabilitative activities while
under the control and supervision of the Department of Correction.

Placement. Removal of an inmate from general population to a RH Assignment.

G. Protective Custody. Form of separation from the general population for inmates requesting or requiring

protection from other inmates for reasons of health or safety. The classification committee reviews the
inmate’s status periodically. Inmates assigned to Protective Custody are not assigned to RH due to this
status alone.

. Reentry Plan. A pre-release assessment and plan that includes at a minimum a review of parole

stipulations and program referrals, transportation to the inmate’s closest commercial pick-up point,
information on community services available in the area, and information on how to reinstate voting
rights upon discharge of their sentence.

Release Plan. The steps the inmate needs to take to be released to general population which may include
one or more of the following: a certain number of disciplinary free days, completion of disciplinary
sanctions, completion of anger management, thinking errors, and/or a Step-Down Program.

Restrictive Housing (RH). A form of incarceration in which an inmate is required to be confined to
his/her cell for 22 hours a day or longer, regardless of the inmate’s particular barrack’s assignment or the
reason an inmate is being held in restrictive housing (i.e., subsequent to a mental health order/physician’s
order, punitive days, etc.).

. Restrictive Recreation. A status Assignment allowing the Classification Committee or Warden to assign

an inmate to be kept in full restraints during the inmate’s scheduled recreation period if his/her actions
pose a direct threat to the safety of persons or a clear threat to the safe and secure operations of the
facility. These actions include but are not limited to tampering with, or blocking, any lock or locking
device; tampering or manipulating any recreation enclosure or RH recreation area; running from,
avoiding, or otherwise resisting apprehension; aggravated battery to include attempted battery or battery
on staff or inmates; and attempts to remove or manipulate restraints.

Serious Mental Illness. Psychotic, Bipolar, and Major Depressive Disorders and any other diagnosed
mental disorder (excluding substance use disorders) associated with serious behavioral impairment as
evidenced by examples of acute decompensation, self-injurious behaviors, and mental health emergencies
that require an individualized treatment plan by a qualified mental health professional.

. Step-Down Program. A system of review that establishes criteria to prepare an inmate for transition from

RH to general population or the community. A classification committee made up of a multidisciplinary
team (medical, mental health, security, and others determined by the Warden) will determine which
individual inmates enter the program.

. Warden. Means warden, superintendent, or work release center supervisor.

. Youthful Inmate. Any inmate under the age of eighteen (18). Note: Refer to the Youthful Inmate

Administrative Directive for procedures pertaining to the housing of Youthful Inmates.

III. PROCEDURES

A. Initial Placement

1. Upon the determination that the inmate poses a direct threat to the safety of persons or a clear threat to the

safe and secure operations of the facility, the Chief Security Officer on duty (shift supervisor) may place
the inmate in RH.
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2.

Inmates placed in RH must be transferred out of RH within three (3) business days when Placement is
due to Protective Custody status alone unless approved by the appropriate Deputy Director.

. When a PREA incident (sexual abuse/assault) has occurred or is alleged to have occurred, victims shall be

separated from the accused as soon as possible. If the victim is placed in RH, the Placement should not
exceed 24 hours, unless necessary to protect the victim from further harm or other security concerns. For
further guidance in post-allegation housing of victims of sexual abuse/assault, refer to Secretarial
Directive Prison Rape Elimination Act (PREA).

Any inmate Placement in RH will be approved, denied, or modified within twenty-four (24) hours by an
appropriate and higher authority who was not involved in the initial Placement. The higher authority
shall, after reviewing the inmate’s status, either release him/her from the RH area or retain him/her in the
RH area and refer the inmate to the next regularly scheduled meeting of the Classification Committee.
The inmate will receive written notification of the hearing not less than twenty-four (24) hours prior to the
hearing.

B. Institutional Classification Committee Procedures for Assignment to RH

L.

The Classification Committee will hold the hearing to determine Assignment within seven (7) days of
Placement and after the inmate has received written notice.

. The inmate will be allowed to appear before the committee to make any relevant statement, and to present

related documentary evidence.

3. Assignment to RH will be made by a majority vote of the committee.

. The inmate will be advised of the reasons for his/her Assignment to RH and the steps he/she needs to take

to be released to general population which may include a Step-Down Program. Both the reason for
Assignment and the method to earn release will be provided to the inmate in writing and a copy of the
reasons will be maintained in the inmate’s electronic file. All decisions may be subject to review and
approval or disapproval by the Warden or his/her designee.

. Prior to any other actions (excluding bed assignments) being taken in the electronic offender record, an

Incident Report must be entered in the electronic offender record within 24-hours of an inmate being
placed in RH.

. Any inmate who is potentially dangerous to his or her own person shall immediately be placed in RH and

evaluated by Mental Health Staff the same business day or within four (4) hours.

. Any inmate who exhibits chronic unruly behavior shall be evaluated by the Mental Health Staff upon

request by the Warden or his/her designee. The results of the evaluation shall be considered by the
Classification Committee in determining the RH status of the inmate.

. Confinement of pregnant inmates or inmates who are Seriously Mentally 111 (SMI) in Extended RH is

prohibited.

. An inmate will not be placed in RH based on Gender Identity alone.

. All inmates assigned to RH for thirty (30) days or less will have Restrictive Housing listed as their AM

Assignment. This AM Assignment will be automatically generated in the offender electronic record
following the entry of the Incident Report and Restrictive Housing Placement Offender Standard Form.

10. Inmates with AM Assignments to ‘Restrictive Housing’ or ’Extended Restrictive Housing” may have one

(1) of the following PM Assignments:

a. Direct Threat (Self/Others)

b. Direct Threat (Safe/Secure Operations)
c. Administrative Review

d. Punitive
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11.

e. Disciplinary Court Review (DCR)
f. Investigative Status

g. Protective Custody

h. PREA

i. Quarantine

If the Warden or designee decides to move an inmate from RH, but the inmate refuses to leave, the
inmate will be moved to Extended RH on the 31% day, unless the RH sanction has expired. The inmate
shall be written a major disciplinary for failure or refusal to leave RH and return to population. An
incident report must be completed to start the RH sanction over again.

C. Administrative Status. An inmate that poses a direct threat to the safety of persons or a clear threat to the safe

and secure operations of the facility, can be placed in RH on Administrative Status due to one (1) of the
following:

. Pending trial on a criminal act; Placement is not to exceed three (3) business days following a court

decision;

Pending DCR; Placement is not to exceed fourteen (14) days. If the disciplinary action is dismissed prior
to a disciplinary hearing, the inmate must be released from DCR status and appropriately reassigned;

. Pending transfer to another unit; Placement is not to exceed three (3) business days absent approval from

the appropriate Deputy Director; or

Pending investigation by unit staff, Internal Affairs, or Arkansas State Police not to exceed three (3)
business days which may be extended by the Warden or designee. The extension approved by the Warden
or Deputy Warden may not exceed five (5) working days per extension. If there are more than four (4)
extensions, they must have the approval of the Director. Extensions can only be made for one (1) of the
following reasons:

a. An inmate who is suspected of having information which would aid in the resolution of the
investigation is unavailable for interview by appropriate authorities;

b. Awaiting information, documents and/or decisions which would aid in the resolution of the
investigation, from appropriate authorities; or

c. The case requires more extensive investigation.

. For inmates on Administrative Status, these procedures will be followed except that this status is

temporary, and a Release Plan is not necessary while in this status.

. Inmates who have been in restrictive housing for longer than thirty (30) days are to maintain the AM

Assignment to “Extended Restrictive Housing” regardless of disciplinary court review or punitive status.

D. Control Precautions and Privileges while in Restrictive Housing

1.

Controls and privileges do not govern inmates serving punitive restriction, participating, or assigned to Step-
Down Units, Death Row, and other special housing areas including Residential Programming Unit (RPU),
VSM Program, infirmaries, and the hospital.

Control Precautions

a. The inmate will be housed in a separate area of the institution determined by the Warden.
b. Inmates will receive regular mail privileges as inmates housed in population.

c. Visits may be in a separate visiting room and will be conducted in the presence of an officer.

&

Inmates will have opportunity for exercise, a minimum of one (1) hour of exercise per day, five
(5) days per week, unless security or safety dictates otherwise. Opportunities may be available to
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exercise outdoors, weather permitting. Reasons for the imposition of any constraints should be
documented in the log and justified in writing.

Regularly scheduled meals may be served in cells instead of the chow hall.
Chaplains will visit the RH area at least weekly and upon request.

Although no razors will be allowed, inmates will have the opportunity to groom facial hair and shower a
minimum of three (3) times per week. Barbering and hair care services should be available on the same
basis as general population except that no razors will be allowed. Exceptions to the schedule are
permitted when found necessary by the shift supervisor on duty. All exceptions will be recorded in the
log and justified in writing.

Requests for medical, dental, or mental health services are the same as general population. The requests
can be through sick call/health services request or by staff for medical emergencies. Inmates in RH are
provided medication as prescribed.

Commissary purchases will be limited to $10 weekly due to security requirements on inmates in RH.
Items not allowed include:

1. Ice cream;
ii. Cups/Tumblers;
111. Razors;
iv. Any sharp objects;
v. Canned items/drinks;
vi. Nail clippers; and
vii. Others as designated in writing by unit policies.

Clothing allowed to male inmates in RH while inside their cells are limited to a t-shirt and boxers.
For clothing allowed for females, refer to McPherson Unit policy and Hawkins Unit Policy.
Thermal undergarments will be issued when appropriate.

Inmates in RH will be issued jumpsuits prior to exiting his/her cell when being escorted outside
of the barracks. Jumpsuits will be taken by staff upon return to the inmate’s cell.

Canvas shoes will be issued. No shoes with strings will be allowed in RH.

. A reasonable amount of reading material and educational material approved by the Arkansas

Correctional School District.

Bedding is to be changed weekly and weekly laundry services are to be provided.
Access to legal materials upon request and in accordance with unit policy.
Access to attorney of record via legal mail and telephone.

Inmates leaving or entering the RH unit must be thoroughly searched. Those on RH status shall
be escorted by two (2) officers and will be in restraints to and from their destination.

RH inmates are personally observed by a correctional officer twice per hour, but no more than
forty (40) minutes apart, on an irregular schedule. Inmates who are mentally disordered or who
demonstrate unusual, bizarre, or self-injurious behavior receive more frequent observation as
determined by a qualified mental health professional (minimal to constant); suicidal inmates are
under continuous observation (directly or by monitored camera) while on treatment precautions.
Observation shall be documented in a log.

All inmates assigned to RH, excluding those inmates assigned due to protective custody or
medical concerns (e.g. quarantine), will keep any Meritorious Good Time that they have upon
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placement but will not earn any more for the duration of their confinement in Restrictive
Housing.

2. Privileges
a. Inmates in RH will attend Institutional activities only with prior written approval from the

Warden.

b. Television, radio, MP4, and/or tablet privileges may be denied only upon documentation of the
reason(s) in each inmate’s record. Separate documentation is not required when class status
required for the privilege does not exist, or a disciplinary restriction is in the inmate’s record.

E. Review of RH Status

1.

The Classification Committee or authorized staff must review the status of every inmate assigned to RH
classification every seven (7) days for the first sixty (60) days, and every thirty (30) days thereafter to
determine if the reason(s) for Assignment continues to exist. At every other thirty (30) day review, the
inmate will be personally interviewed by the Classification Committee or authorized staff. All reviews
will be documented utilizing the appropriate segregation form, and all refusals by inmates will be signed
by the inmate and at least one (1) member of the classification committee who confirmed the refusal by
speaking with the inmate. Any inmate who advises the classification member that he/she did not refuse
will be assigned to the next regularly scheduled classification meeting.

A mental health practitioner/provider completes a mental health appraisal and prepares a written report on
all inmates placed in RH within seven (7) days of Placement. If confinement continues beyond thirty (30)
days, a behavioral health assessment by a mental health practitioner/provider is completed at least every
thirty (30) days for inmates with a diagnosed behavioral health disorder and more frequently if clinically
indicated. For inmates without a diagnosed behavioral health disorder, an assessment is completed every
ninety (90) days and more frequently if clinically indicated. The evaluation will be conducted in a
confidential area.

. The Warden or designee will review all committee recommendations for possible transfer to general

population within five (5) days.

. No inmate shall remain in RH for more than one (1) year unless the Warden has personally interviewed

him/her at the end of the year and approves the Assignment. At the end of the second and each additional
year that an inmate remains in RH, the Warden and the Deputy Director shall personally interview the
inmate and determine whether the Assignment is necessary and appropriate.

The calculation and scheduling of an inmate’s RH hearing will not change if that inmate transfers to
another unit and remains in RH.

. Inmates assigned to RH have the opportunity to participate in the Step-Down Program to assist with

reintegration of the inmate into general population in accordance with his/her Release Plan or to the
community in accordance with his/her Reentry Plan.

. The ADC will attempt to ensure that inmates are not released directly into the community from RH or

Extended RH. In the event that the release of an inmate directly from RH into the community is
imminent, the Unit Warden or designee will document the justification and receive approval from the
appropriate Deputy Director. Additionally, the following must be met:

a. Classification shall verify that a Reentry Plan is in the Division’s electronic Offender Management
Information System (eOMIS) at least one-hundred twenty (120) days prior to release. The Reentry
Plan will be tailored to specific needs of the inmate. This does not apply to court orders for
immediate release.

b. Notice is required of release to local law enforcement where the inmate intends to reside, and/or
local law enforcement where the ADC releases the inmate from custody.

c¢. Notify releasing inmate of applicable community resources as part of the Reentry Plan.
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d. Victim Information and Notification Everyday (VINE) is made to those victims who have current
information in VINE or eOMIS.

F. Restrictive Recreation

A. Initial Placement

L.

Upon determination that the inmate poses a direct threat to the safety of persons or a clear threat to the
safe and secure operations of the facility, the shift supervisor will notify the Warden, Deputy Warden, or
Chief of Security to recommend an inmate’s Placement on Restrictive Recreation Status. The
recommendation shall include all pertinent information regarding the request and be forwarded to the
Warden for review and approval, unless the Warden approved the initial Placement.

Once the Warden initially approves the use of Restrictive Recreation for an inmate, the Warden will
contact the appropriate Deputy Director or the Duty Director, requesting final authorization. The request
for authorization will be made within twenty-four (24) hours of the initial Placement of an inmate on
Restrictive Recreation Status and documented.

Any inmate placed on Restrictive Recreation Status will be scheduled to appear before the next regularly
scheduled meeting of the unit’s Classification Committee for review.

B. Institutional Classification Committee Procedures for Continued Placement on Restrictive Recreation Status

1.

The inmate will be allowed to appear before the Classification Committee to make any relevant
statements, and to present related documentary evidence. An inmate’s refusal to appear before the
committee will be documented in writing.

. Continued placement will be made by majority vote of the committee.

. The inmate will be advised in writing of the reasons for continued placement and the steps the inmate

must take to be removed from Restrictive Recreation Status.

. The inmate will be on staff restricted movement of a Lieutenant or above for the duration of the

placement. The Lieutenant or above restriction will begin with the initial placement.

. The Restrictive Recreation Status will be documented in the Case Notes Section of the inmate’s electronic

record and a Restrictive Recreation Precaution will also be entered. A handout on in-cell exercise shall be
provided to the inmate upon request.

. All decisions of the Classification Committee will be subject to review and approval or disapproval by the

Warden or his/her designee.

C. Review of Restricted Recreation Status

L.

The Classification Committee or authorized staff, at the rank of Major or above, must review the status of
each inmate placed on Restrictive Recreation every sixty (60) days following the initial Classification
Committee Review. The status review will be documented in the Classification Committee Action
Section of the inmate’s electronic record.

The Warden or his/her designee will review all recommendations for possible release from Restrictive
Recreation status.

Upon release from RH an inmate will automatically be released from Restrictive Recreation status.

IV. ATTACHMENTS:

I. Restrictive Housing Placement

II. Restrictive Recreation Placement

II1. Restrictive Housing Status Review Record of Release Consideration
IV. Restrictive Housing Release Plan

V. Restrictive Housing Classification Committee Waiver

VI. Restrictive Housing in Cell Recreation Handout
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ARKANSAS DIVISION OF CORRECTION

RESTRICTIVE HOUSING PLACEMENT
Attachment I

Any Placement requires a finding that this inmate’s continued presence in the general population poses a
serious threat to life, property, self, staff, other inmates, or to the security of the Unit.

TO:

FROM:

DATE:

Inmate ADC # is/was placed in RH on

at for the following reason(s):

Administrative Status (Temporary):
~pending trial for a criminal act
~pending disciplinary court review
~pending transfer to another unit
7 pending investigation (Note: PREA victims cannot be placed in RH for more than twenty-four
hours (24) unless necessary to protect the victim from further harm or other security concerns)

Review required within twenty-four (24) Hours of Placement

o I was not involved in the initial Placement and have reviewed the reasons for the Placement. I
find the Placement appropriate.

I find the inmate should be moved to rather than remain in RH.

SIGNATURE DATE

Note: If the inmate’s Placement in RH is approved, he/she shall appear before the Classification
Committee for possible Assignment within seven (7) days.



200

ARKANSAS DIVISION OF CORRECTION

RESTRICTIVE RECREATION PLACEMENT
Attachment I1

Any Placement requires a finding that this inmate’s continued actions pose a direct threat to the safety of persons or a
clear threat to the safe and secure operations of the facility. These actions include but are not limited to: tampering with
or blocking any lock or locking device; tampering or manipulating any recreation enclosure or Restricted Housing
recreation area; running from, avoiding or otherwise resisting apprehension; aggravated battery to include attempted
battery/battery on staff or inmate(s); and attempts to remove or manipulate restraints.

TO:

FROM:

DATE:

Inmate ADCH# is/was placed on Restrictive
Recreation on at for the following reason(s):

Tampering with, or blocking, any lock or locking device.

Tampering or manipulating any recreation enclosure.

Running from, avoiding, or otherwise resisting apprehension.
Aggravated battery to include attempted battery on staff or inmate(s).
Attempts to remove and/or manipulate restraints.

Other:

OOoOooOodno

Review required within twenty-four (24) hours of Placement

I have reviewed the reasons for the Placement and find that the inmate [ Ishould [Ishould not remain on
Restrictive Recreation status.

Warden Signature Date

I have reviewed the reasons for the Placement and find that the inmate [ Ishould [ Ishould not remain on
Restrictive Recreation status.

Deputy/Duty Director Date

Note: If the inmate’s Placement on Restrictive Recreation status is approved, he/she shall appear before the next
Classification Committee for review and every sixty (60) days thereafter.
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Attachment I11

ARKANSAS DIVISION OF CORRECTION

RESTRICTIVE HOUSING STATUS REVIEW RECORD OF RELEASE CONSIDERATION

Facility: [1 7 Day Review [] Warden’s Review
Inmate: [1 30 Day Review [] Director’s Review
ADC #: [1 60 Day Review [] Special Consideration
Date of Review Date of Initial Assignment

REASON FOR INITTIAL ASSIGNMENT

[] Poses a direct threat to the safety of themselves or other

D Poses a direct threat to the safe and secure operations of the facility

D Administrative Status due to:

COMMITTEE MEMBERS VOTE

REMAIN () RELEASE ()

REMAIN () RELEASE ()

REMAIN () RELEASE ()

REMAIN () RELEASE ()

REMAIN () RELEASE ()

REMAIN () RELEASE ()

REMAIN () RELEASE ()

REMAIN () RELEASE ()

INMATE'S STATEMENT CONCERNING RELEASE OR CONTINUED SEGREGATION

ACTION/REASON

[ ] Continue RH (Describe how the inmate continues to pose a direct threat to safety of [] Inmate is not a threat to the security of persons or a clear threat to

persons or a clear threat to the safe and secure operations of the facility): the safe and secure operations of the

facility, and should be released from RH

L] Release pending completion of RH
Restrictive Release Plan

MENTAL HEALTH APPRAISAL REPORT: Completed O Yes O No

WARDEN'S REVIEW

D I have reviewed the above and agree with the Committee's decision.

D I have reviewed the above and am referring this back to the Committee.

WARDEN OR DESIGNEE SIGNATURE DATE
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ARKANSAS DIVISION OF CORRECTION  Attachment IV

RESTRICTIVE HOUSING RELEASE PLAN

Facility Name: Date:

Inmate Name: ADC Number:

O Upon completion of the following steps, the above-referenced inmate may be returned to
general population from a RH Assignment:

O Upon completion of the following steps, the above-referenced inmate may be removed from a
Restrictive Recreation Placement:

Achieve Class II status or better
Complete the sanction(s) imposed by the Disciplinary Court
Complete a Step-Down Program

Complete a/an program

O 0Oo0ooan

Other (must be specific):

Classification Committee Member Signature Date

INMATE ACKNOWLEDGEMENT

I have read, or have had read to me, this Release Plan. I understand that I may remain in RH or on
Restrictive Recreation until this plan is completed.

Inmate’s Signature Date

WARDEN’S REVIEW

O I have reviewed the above and agree with the proposed Release Plan.

O TIhave reviewed the above and am referring this proposed Release Plan back to the Classification
Committee.

Warden or Designee’s Signature Date
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ARKANSAS DIVISION OF CORRECTION

Attachment V

RESTRICTIVE HOUSING CLASSIFICATION COMMITTEE WAIVER

Date of Review:

I, Inmate , ADC#
Hereby waive or refuse to appear before the RH Classification Committee (RHCC).

My waiver or refusal to appear before the RHCC is done freely and voluntarily without threat or
coercion from any person(s). I understand that my refusal to appear before the RHCC will
result in the review of my RH or Restrictive Recreation Status in my absence and a decision
without any comments or statements from me.

Inmate Name (Please print):

Inmate Signature:

Date:

RHCC Member Name (Please print):

RHCC Member Signature:

Date:

Witness Name (Please print):

Witness Signature:

Date:




204

Attachment VI

Unlock Your Potential With

EXERCISE

Exercise is a key to:

EMOTIONAL WELL BEING

CARDIOVASCULAR HEALTH

WEIGHT MANAGEMENT
MUSCLE TONING

ENHANCED RELAXATION

Developed By Medical Training and Continuing Education Texas Department of Criminal Justice
Institutional Division
INTRODUCTION

This pamphlet gives a basic in-cell exercise program which will help you maintain strength and
endurance, There are three parts of this workout, These include warm-up/stretching, conditioning, and
cool down. IT ts VERY IMPORTANT THAT YOU WORK AT YOUR OWN PACE AND THAT YOU DO NOT PUSH
YOURSELF TO THE POINT OF PAIN. It is also a good idea to place your mattress under you to use as
padding as this will make you more comfortable and lessen your chance of injury,

WARM-UP/STRETCH (5-8 min.)
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It is important to stretch before each workout. This series of exercises will prepare the body for

physical exertion. Without proper warm up, soreness, muscle pulls or some other injury may occur. Be
safe, and properly go through the warm-up stretch period. Do stretches in the order listed. Do each
stretch only to the point before it becomes painful, do not bounce during stretching; instead hold

each stretch for 10 seconds.

Try to relax the muscles being stretched.

A

©

Stand erect,
balanced on
the balls of
your feet.
Begin
walking
briskly -
around a
room will do
nicely. The
walkis a
good warm-
up

CALF/ACHIL
LES
STRETCH

Standing three of
your foot lengths
from the wall,
place your
forearms on the
wall, Place your
forehead on the
back of your
hands.  Keeping
one leg straight
and the heel on
the floor bring
the other leg
toward the wall
and lean in. As
you lean in you

will  feel the
stretch.
Repeat with the
other leg.

BODY
BENDER

Stand erect
with hands
locked behind
neck, Bend
trunk of body
from side to

TRUNK
TWISTER

Stand, feet apart,
with arms extended
out from sides
palms down. Slowly
twist from side to
side.

ANKLE
STRETCH

Stand erect with
weight on balls of

feet. Raise and
lower heels
repeatedly.

SPINAL
STRETCH

Sit on the floor with
your  right leg
straight and the left
leg crossed over the
right leg with the
left foot on the
floor, Place the right
arm so that the
right elbow presses
against the outside
of the

left knee, Press
against the knee
and twist the
upper body,
Repeat on the
other

SHOULD
ER
STRETCH

With your
arms over
your head,
hold the
elbow of one
arm with the
hand of the
other ann.
Slowly pull
the elbow
behind your
head. Do not
force. Hold.
Repeat on
the other
side.

CONDITION (15-20 min.)

L




206

ABDOMINAL CURL
(SIT-UPS)

PUSH-UPS OR JUMPING JACKS

KNEE PUSH-UPS

LEG RAISER TOE TOUCH

Get on your hands and knees,
lowering the upper body to the
floor by bending the arms, then
push back up, (10 limes)

Lie on your back with your
fee' on the floor, knees bent,
arms folded across the chest.
Raise head and shoulders off
the floor about Inches and
return to the floor, (ten times)

Lie on your side with your
head on your arm. Use your
other hand to brace yourself,
Keep your leg straight and lift
it as far'IS possible, Do 10
times each side,

This exercise strains
your back, do knee
push-ups, See the next
frame,) Lie flat on the
floor, hands under
your shoulders,
Keeping the body and
legs straight, push up.
lower your body until
your chest almost
touches the floor.
Repeat 10 times.

Stand with feet together,
arms at side, Keep the
knees slightly bent, lean
forward and  gently
stretch hands toward the
toes or floor return and
repeat, Do 10 times.

Stand with arms at sides,

jump spreading feet to the side
and at the same time

swing the arms overhead,

then swing the arms down

and Jump back to the start position.
Do 10 times.

This series of exercises will increase one's strength, flexibility, agility, tone, and endurance. Major
muscles can be toned through the conditioning period. Do each set of exercises ten times, and then
repeat at your own pace, for a total time of fifteen to twenty minutes.

COOL DOWN (5-8 min.)

The cool down exercises help your body to gradually return to its resting state. They also help to
stretch out muscles and tendons which may have been tightened during conditioning exercises.
Please note that the cool down phase of the workout is simply a repetition of the warmup/stretch
phase.

>

WALK

Walk slowly in

CALF/ACHILLES
STRETCH

Standing three of

BODY BENDER

Stand erect with

TRUNK TWISTER

Stand, feet apart, with

ANKLE
STRETCH

SPINAL STRETCH

Sit on the floor with

SHOULDER
STRETCH

place to cool your foot lengths hands locked arms extended out Stand erect with your right leg straight With your arms
down. from the wall, Place behind neck. Bend from sides palms weight on balls of and the left leg crossed over your head,
your forehead on | trunk of body from down. Slowly twist feet. Raise and over the right leg with hold the elbow of
the back of your side to side. from side to side lower heels the left foot on the one arm with the
hands. Keeping repeatedly. floor. Place the right hand of the other
ones leg straight arm so that the right arm. Slowly pull
and the heel on the elbow presses against the elbow behind
floor bring the the outside of the left your head. Do not
other leg toward knee. Press against the force. Hold.

the wall and lean
in. As you lean in
you will feel the
stretch. Repeat
with the other leg.

knee and twist the
upper body, Repeat on
the other

Repeat on the
other side.
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ARKANSAS DEPARTMENT OF CORRECTIONS
Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

——ADMINISTRATIVE DIRECTIVE
SUBJECT: Restrictive Housing
NUMBER:-262+-15 2022- -SUPERSEDES: 2021-1549-28

APPLICABILITY: —Director, Deputy/Assistant Directors, Wardens, Work
Release Center Supervisors, Employees involved in Segregation, and Inmates

REFERENCE: -AR 839 Punitiveé Segregation]; AD Disciplinary Court Review; AD Punitiv& Housing—‘

Restriction; AD Step-Down Program; and SD Prison Rape Elimination Act;
AD Meritorious Good Time; AD Inmate Disciplinary Manual

- PAGE:Lof6 PAGE: 1 of 876

APPROVED: Oricinal Siened by Dexter Pavne
EFFECTIVE DATE:-8/5/2021

I. POLICY

It is the policy of the Arkansas Division of Correction (ADC) to provide safe and secure housing to inmates
who require a higher degree of physical control, or who staff find necessary to remove from the general
population of the facility. The policy is to limit the use of Restrictive Housing to the shortest period of time
possible while maintaining a safe environment within the institutions. Restrictive Housing is a form of
incarceration that requires an inmate to be confined to his or her cell for 22 hours a day or longer, regardless of
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the inmate’s particular barrack’s assignment or the reason an inmate is being held in restrictive housing (i.e.
subsequent to a mental health order, medical provider’s order, punitive days, etc.).

The use of “segregation” or administrative segregation” in existing policies also applies to inmates in
“Restrictive Housing” or “Extended Restrictive Housing” unless such use poses a conflict with this policy. The
Institutional Classification Committee or, in an emergency, the Warden/WerkRelease-Center-Superviser or
designee may place an inmate in Restrictive Housing if his/her continued presence in the general population
poses a direct threat to the safety of other inmates and staff or is a clear threat to the safe and secure operations
of the facility.

II. DEFINITIONS

A

._Administrative Status. Separation from the general population by the classification committee or shift

supervisor when the continued presence of the inmate in the general population poses a direct threat to the
safety of persons or a clear threat to the safe and secure operations of the facility. Inmates pending
investigation by the unit or law enforcement, pending trial on a criminal act, pending disciplinary court
review, or pending transfer. While this status may be in restrictive housing, it is a temporary status, and a
Release Plan is not required while in this status.

Assignment. A decision by the Institutional Classification Committee that RH is appropriate.

Disciplinary Court Review (DCR). The confinement of an inmate in RH until a disciplinary hearing is

completed due to an alleged disciplinary infraction.

Extended Restrictive Housing. Placement in housing that separates the inmate from contact with general

population while restricting an inmate to his/her cell for twenty-two (22) hours per day and for longer
than thirty (30) days for the safe and secure operation of the facility. P—Laeememheﬂsm" e

the-inmatefrom-contactwith—< 1 nonulation-while restrictineanin
the-hmatetrom-contact-with-genera-poptation-wnte restrictng an

time.

Meritorious Good Time. The reduction of an inmate’s parole or transfer eligibility date based on good

discipline, behavior, work practices, job responsibilities and involvement in rehabilitative activities while
under the control and supervision of the Department of Correction.

Placement. Removal of an inmate from general population to a RH Assignment.

Protective Custody. Form of separation from the general population for inmates requesting or requiring

protection from other inmates for reasons of health or safety. The classification committee reviews the
inmate’s status periodically. Inmates assigned to Protective Custody are not assigned to RH due to this
status alone.

Reentry Plan. A pre-release assessment and plan that includes at a minimum a review of parole

stipulations and program referrals, transportation to the inmate’s closest commercial pick-up point
information on community services available in the area, and information on how to reinstate voting
rights upon discharge of their sentence.

Release Plan. The steps the inmate needs to take to be released to general population which may include

one or more of the following: a certain number of disciplinary free days, completion of disciplinary
sanctions, completion of anger management, thinking errors, and/or a Step-Down Program.

A—Restrictive Housing (RH). —PlacementA form of incarceration in which an inmate is required to be

confined to his/her cell for 22 hours a day or longer, regardless of the inmate’s particular barrack’s
assignment or the reason an inmate is being held in restrictive housing (i.€., subsequent to a mental health
order/physician’s order, punitive days, etc.).Placement-thatrequires-an-inmate-to-be-confined-to-a-—cell-at
least twenty-two (22) hours per dav.
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cK. Restrictive Recreation. A status Assignment allowing the Classification Committee or
Warden/WerkRelease—Center—Supervisor to assign an inmate to be kept in full restraints during the
inmate’s scheduled recreation period if his/her actions pose a direct threat to the safety of persons or a
clear threat to the safe and secure operations of the facility. These actions include but are not limited to
tampering with, or blocking, any lock or locking device; tampering or manipulating any recreation
enclosure or RH recreation area; running from, avoiding, or otherwise resisting apprehension; aggravated
battery to include attempted battery or battery on staff or inmates; and attempts to remove or manipulate
restraints.

BL. Serious Mental Illness. Psychotic, Bipolar, and Major Depressive Disorders and any other
diagnosed mental disorder (excluding substance use disorders) associated with serious behavioral
impairment as evidenced by examples of acute decompensation, self-injurious behaviors, and mental
health emergencies that require an individualized treatment plan by a qualified mental health professional.

M. Step-Down Program. A system of review that establishes criteria to prepare an inmate for transition from
RH to general population or the community. A classification committee made up of a multidisciplinary
team (medical, mental health, security, and others determined by the Warden) will determine which
individual inmates enter the program.

N. Warden. Means warden, superintendent, or work release center supervisor.

K0. Youthful Inmate. Any inmate under the age of eighteen (18). Note: Refer to the Youthful Inmate

Administrative Directive for procedures pertaining to the housing of Youthful Inmates.

1II. PROCEDURES
A. Initial PlacementPlacement

1. _Upon the determination that the inmate poses a direct threat to the safety of persons or a clear threat to the
safe and secure operations of the facility, the Chief Security Officer on duty (shift supervisor) may place
the inmate in RH.
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2. Inmates placed in RH must be transferred out of RH within three (3) business days when
PlacementPlacement is due to Protective Custody status alone absentapprevalunless approved by the
appropriate Deputy Director.

3. When a PREA incident (sexual abuse/assault) has occurred or is alleged to have occurred, victims shall be
separated from the accused as soon as possible. If the victim is placed in RH, the placementPlacement
should not exceed 24 hours, unless necessary to protect the victim from further harm or other security
concerns. For further guidance in post-allegation housing of victims of sexual abuse/assault, refer to
Secretarial Directive Prison Rape Elimination Act (PREA).

4. Any inmate PlacementPlacement in RH will be approved, denied, or modified within twenty-four (24)
hours by an appropriate and higher authority who was not involved in the initial PlacementPlacement.
The higher authority shall, after reviewing the inmate’s status, either release him/her from the RH area or
retain him/her in the RH area and refer the inmate to the next regularly scheduled meeting of the
Classification Committee. The inmate will receive written notification of the hearing not less than twenty-
four (24) hours prior to the hearing.

B. Institutional Classification Committee Procedures for Assignment to RH

1. The Classification Committee will hold the hearing to determine Assignment within seven (7) days of
PlacementPlacement and after the inmate has received written notice.

2. The inmate will be allowed to appear before the committee to make any relevant statement, and to present
related documentary evidence.

3. Assignment to RH will be made by a majority vote of the committee.

4. The inmate will be advised of the reasons for his’her Assignment to RH and the steps he/she needs to take
to be released to general population which may include a Step-Down Program. Both the reason for
Assignment and the method to earn release will be provided to the inmate in writing and a copy of the
reasons will be maintained in the inmate’s electronic file. All decisions may be subject to review and
approval or disapproval by the Warden or his/her designee.

4:5. Prior to any other actions (excluding bed assignments) being taken in the electronic offender
record, an Incident Report must be entered in the electronic offender record within 24-hours of an inmate

being placed in RH.

5:6. Any inmate who is potentially dangerous to his or her own person shall immediately be placed in
RH and evaluated by Mental Health Staff the same business day or within four (4) hours.

6:7. Any inmate who exhibits chronic unruly behavior shall be evaluated by the Mental Health Staff
upon request by the Warden or his/her designee. The results of the evaluation shall be considered by the
Classification Committee in determining the RH status of the inmate.

78. Confinement of pregnant inmates or inmates who are Seriously Mentally Il (SMI) in Extended RH is
prohibited.

89. An inmate will not be placed in RH based on Gender Identity alone.

9. -All inmates-in assigned to RH for thirty (30) days or less will have Restrictive Housing be-listedassigned
to—as their AM ASSIHI]mCl’lI—Re%EH&H*‘%H@ﬁ-%“‘ AM-Job—Procram—Assienment: Initial Restrictive
HeousineThis AM Jeb/Presram—Assignment will be automatically generated in the offender electronic
record following the entry of the Incident Report and Restrictive Housing Placement Offender Standard
Form.

10. Inmates with AM Assignments to ‘Restrictive Housing” or ’Extended Restrictive Housing” may have one
(1) of the following PM Assignments:

a. Direct Threat (Self/Others)
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b. Direct Threat (Safe/Secure Operations)

¢. Administrative Review
d. Punitive

e. Disciplinary Court Review (DCR)

f. Investigative Status
g. Protective Custody
h. PREA

i. Quarantine

. If the Warden or designee decides to move an inmate from RH, but the inmate refuses to leave, the

1.

| 2.

| 3.

4.

5.

6.

inmate will be moved to Extended RH on the 31% day, unless the RH sanction has expired. The inmate
shall be written a major disciplinary for fEailure or refusal to leave RH and return to population. An
incident report must be completed to start the RH sanction over again.

C. Administrative Status. An inmate that poses a direct threat to the safety of persons or a clear threat
to the safe and secure operations of the facility, can be placed in RH on Administrative Status due to one
(1) of the following:

Pending trial on a criminal act; PlacementPlacement is not to exceed three (3) business days following a
court decision;

Pending DCR; PlacementPlacement is not to exceed fourteen (14) days. If the disciplinary action is
dismissed prior to a disciplinary hearing, the inmate must be released from DCR status and appropriately
reassigned;

Pending transfer to another unit; PlacementPlacement is not to exceed three (3) business days absent
approval from the appropriate Deputy Director; or

Pending investigation by unit staff, Internal Affairs, or Arkansas State Police not to exceed three (3)
business days which may be extended by the Warden or designee. The extension approved by the Warden
or Deputy/Assistant Warden may not exceed five (5) working days per extension. If there are more than
four (4) extensions, they must have the approval of the Director. Extensions can only be made for one (1)
of the following reasons:

a. An inmate who is suspected of having information which would aid in the resolution of the
investigation is unavailable for interview by appropriate authorities;

b. Awaiting information, documents and/or decisions which would aid in the resolution of the
investigation, from appropriate authorities; or

c. The case requires more extensive investigation.

For inmates on Administrative Status, these procedures will be followed except that this status is
temporary, and a Release Plan is not necessary while in this status.

Inmates who have been in restrictive housing for longer than thirty (30) days are to maintain the AM

Assignment to ““Extended Restrictive Housing” regardless of disciplinary court review or punitive status.

DB. Control Precautions and Privileges while in Restrictive Housing
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Controls and privileges do not govern inmates serving punitive restriction, participating, or assigned to Step-
Down Units, Death Row, and other special housing areas including Residential Programming Unit (RPU),
VSM Program, infirmaries, and the hospital.

1. Control Precautions

a. _The inmate will be housed in a separate area of the institution determined by the Warden.
b. _Inmates will receive regular mail privileges as inmates housed in population.

c. Visits may be in a separate visiting room and will be conducted in the presence of an officer.

d—Inmates will have opportunity for exercise, a minimum of one (1) hour of exercise per day, five
(5) days per week, unless security or safety dictates otherwise. Opportunities may be available to
exercise outdoors, weather permitting. Reasons for the imposition of any constraints should be
documented in the log and justified in writing. lamates-whe-have-out-ef-cell-work Assignments

o

f—+F—Regularly scheduled meals may be served in cells instead of the chow hall.
e

g—sg—Chaplains will visit the RH area at least weekly and upon request.
£

h————h-—Although no razors will be allowed, inmates will have the opportunity to groom facial hair and

shower a minimum of three (3) times per week. Barbering and hair care services should be available on
the same basis as general population except that no razors will be allowed. Exceptions to the schedule
are permitted when found necessary by the shift supervisor on duty. All exceptions will be recorded in
the log and justified in writing.

2
i—i—Requests for medical, dental, or mental health services are the same as general population. The

requests can be through sick call/health services request or by staff for medical emergencies. Inmates in
RH are provided medication as prescribed.

i. #+—Commissary purchases will be limited to $10 weekly due to security requirements on inmates in RH.

Items not allowed include:
1. -Ice cream;;
ii. Cups/Tumblers;
iii. Razors;-;
iv. Any sharp objects;;
v. -eCanned itemsitems/drinks:drinks;
vi. Nail clippers; s-and
i—Others as designated in writing by unit policies.

Vii.
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j.__ Clothing allowed to male inmates in RH while inside their cells are limited to a t-shirt and boxers.
For clothing allowed for females, refer to McPherson Unit policy. Thermal undergarments will be
issued when [appropriate\.

F—Inmates in RH will be issued jumpsuits prior to exiting his/her cell when being escorted outside
of the barracks. Jumpsuits will be taken by staff upon return to the inmate’s cell. k—Appropriate

|?‘

1. Canvas shoes will be issued. No shoes with strings will be allowed in RH.

k———————1—A reasonable amount of reading material and educational material approved by
the Arkansas Edueational-Correctional School DistrictDepartment.

m._
}——m—Bedding is to be changed weekly and weekly laundry services are to be provided.

n.

m—a—Access to legal materials upon request and in accordance with unit policy.

(0]

a—o—Access to attorney of record via legal mail and telephone.
p._

o—p—Inmates leaving or entering the RH unit must be thoroughly searched. Those on RH status
shall be escorted by two (2) officers and will be in restraints to and from their destination.

q

r. g—RH inmates are personally observed by a correctional officer twice per hour, but no more than
forty (40) minutes apart, on an irregular schedule. Inmates who are mentally disordered or who
demonstrate unusual, bizarre, or self-injurious behavior receive more frequent observation as
determined by a qualified mental health professional (minimal to constant); suicidal inmates are

under continuous observation (directly or by monitored camera) while on treatment precautions.
Observation shall be documented in a log.

te. -All inmates assigned to Restrietive-Housing, excluding those inmates assigned due to protective
custody or medical concerns (e.g. quarantine), ———and-thereafter will keep
any Meritorious Good Time that they have upon placement but will not earn any more for the
duration of their confinement in Restrictive Housing.

2. Privileges

a. Inmates in RH will attend Institutional activities only with prior written approval from the
Warden.

b—Television, radio, MP4, and/or tablet privileges may be denied only upon documentation of the
reason(s) in each inmate’s record. Separate documentation is not required when class status
required for the privilege does not exist, or a disciplinary restriction is in the inmate’s_record.
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‘9‘

——E. Review of RH Status

1.

The Classification Committee or authorized staff must review the status of every inmate assigned to RH
classification every seven (7) days for the first sixty (60) days, and every thirty (30) days thereafter to
determine if the reason(s) for Assignment continues to exist. At every other thirty (30) day review, the
inmate will be personally interviewed by the Classification Committee or authorized staff. All reviews
will be documented utilizing the appropriate segregation form, and all refusals by inmates will be signed
by the inmate and at least one (1) member of the classification committee who confirmed the refusal by
speaking with the inmate. Any inmate who advises the classification member that he/she did not refuse
will be assigned to the next regularly scheduled classification meeting.

. A mental health practitioner/provider completes a mental health appraisal and prepares a written report on

all inmates placed in RH within seven (7) days of PlacementPlacement. If confinement continues beyond
thirty (30) days, a behavioral health assessment by a mental health practitioner/provider is completed at
least every thirty (30) days for inmates with a diagnosed behavioral health disorder and more frequently if
clinically indicated. For inmates without a diagnosed behavioral health disorder, an assessment is
completed every ninety (90) days and more frequently if clinically indicated. The evaluation will be
conducted in a confidential area.

. The Warden/WezkRelease-Center-Superviser or designee will review all committee recommendations for

possible transfer to general population within five (5) days.

. No inmate shall remain in RH for more than one (1) year unless the Warden has personally interviewed

him/her at the end of the year and approves the Assignment. At the end of the second and each additional
year that an inmate remains in RH, the Warden and the Deputy Director shall personally interview the
inmate and determine whether the Assignment is necessary and appropriate.

. The calculation and scheduling of an inmate’s RH hearing will not change if that inmate transfers to

another unit and remains in RH.

. Inmates assigned to RH have the opportunity to participate in the Step-Down Program to assist with

reintegration of the inmate into general population in accordance with his/her Release Plan or to the
community in accordance with his/her Reentry Plan.

. The ADC will attempt to ensure that inmates are not released directly into the community from RH or

Extended RH. In the event that the release of an inmate directly from RH into the community is
imminent, the Unit Warden or designee will document the justification and receive approval from the
appropriate Deputy Director. Additionally,: t*he following must be met:

a. Classification shall verify that a Reentry Plan is in the Division’s electronic Offender Management
Information System (eOMIS) at least one-hundred twenty (120) days prior to release. The Reentry
Plan will be tailored to specific needs of the inmate. This does not apply to court orders for
immediate release.

b. Notice is required of release to local law enforcement where the inmate intends to reside, and/or
local law enforcement where the ADC releases the inmate from custody.

c. Notify releasing inmate of applicable community resources as part of the Reentry Plan.

d. Victim Information and Notification Everyday (VINE) is made to those victims who have current
information in VINE or eOMIS.
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FE. Restrictive Recreation
A. Initial PlaeementPlacement:

1. Upon determination that the inmate poses a direct threat to the safety of persons or a clear threat to the
safe and secure operations of the facility, the shift supervisor will notify the Warden, Deputy Warden, or
| Chief of Security to recommend an inmate’s PlacementPlacement on Restrictive Recreation Status. The
recommendation shall include all pertinent information regarding the request and be forwarded to the
| Warden for review and approval, unless the Warden approved the initial PlacementPlacement.

2. Once the Warden initially approves the use of Restrictive Recreation for an inmate, the Warden will

contact the appropriate Deputy Director or the Duty Director, requesting final authorization. The request

| for authorization will be made within twenty-four (24) hours of the initial PlacementPlacement of an
inmate on Restrictive Recreation Status and documented.

3. Any inmate placed on Restrictive Recreation Status will be scheduled to appear before the next regularly
scheduled meeting of the unit’s Classification Committee for review.

B. -Institutional Classification Committee Procedures for Continued PlacementPlacement on Restrictive
Recreation Status

1. The inmate will be allowed to appear before the Classification Committee to make any relevant
statements, and to present related documentary evidence. An inmate’s refusal to appear before the
committee will be documented in writing.

3. The inmate will be advised in writing of the reasons for continued pPlacement and the steps the inmate
must take to be removed from Restrictive Recreation Status.

‘ 2. Continued pPlacement will be made by majority vote of the committee.

4. The inmate will be on staff restricted movement of a Lieutenant or above for the duration of the
| pPlacement. The Lieutenant or above restriction will begin with the initial pPlacement.

5. The Restrictive Recreation Status will be documented in the Case Notes Section of the inmate’s electronic
record and a Restrictive Recreation Precaution will also be entered. A handout on in-cell exercise shall be
provided to the inmate upon request.

6. All decisions of the Classification Committee will be subject to review and approval or disapproval by the
Warden or his/her designee.

C. Review of Restricted Recreation Status.

1. The Classification Committee or authorized staff, at the rank of Major or above, must review the status of
each inmate placed on Restrictive Recreation every sixty (60) days following the initial Classification
Committee Review. The status review will be documented in the Classification Committee Action
Section of the inmate’s electronic record.

2. The Warden or his/her designee will review all recommendations for possible release from Restrictive
Recreation status.

3. Upon release from RH an inmate will automatically be released from Restrictive Recreation status.

IV. ATTACHMENTS:

I. Restrictive Housing PlacementPlacement
II. Restrictive Recreation PlacementPlacement
I11. Restrictive Housing Status Review Record of Release Consideration
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IV. Restrictive Housing Release Plan
V. Restrictive Housing Classification Committee Waiver
VI. Restrictive Housing in Cell Recreation Handout

Page 10 of 876
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ARKANSAS DEPARTMENT OF CORRECTIONS
Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

Attachment I
RESTRICTIVE HOUSING PEACEMENTPLACEMENT

Any PlacementPlacement requires a finding that this inmate’s continued presence in the general population
poses a serious threat to life, property, self, staff, other inmates, or to the security of the Unit.

TO:

FROM:

DATE:

Inmate ADC # is/was placed in RH on

at for the following reason(s):

Administrative Status (Temporary):
pending trial for a criminal act
pending disciplinary court review
pending transfer to another unit
pending investigation (Note: PREA victims cannot be placed in RH for more than twenty-four
hours (24) unless necessary to protect the victim from further harm or other security concerns)

Review required within twenty-four (24) Hours of PlacementPlacement

0 I was not involved in the initial PlaeementPlacement and have reviewed the reasons for the
PlaeementPlacement. I find the PlaeementPlacement appropriate.

I find the inmate should be moved to rather than remain in RH.

SIGNATURE DATE

Note: If the inmate’s PlacementPlacement in RH is approved, he/she shall appear before the
Classification Committee for possible Assignment within seven (7) days.
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ARKANSAS DIVISION OF CORRECTION

ARKANSAS DEPARTMENT OF CORRECTIONS
Division of Correction — Director’s Office

14 Prince i
E RECREATION B¢ 'PLACEMENT
Phone: (870) 267-6200 | Fax: (870) 267-6244

a At requires a finding that this inmate’s continued actions pose a direct threat to the safety of
persons or a clear threat to the safe and secure operations of the facility. These actions include but are not limited to:
tampering with or blocking any lock or locking device; tampering or manipulating any recreation enclosure or
Restricted Housing recreation area; running from, avoiding or otherwise resisting apprehension; aggravated battery to

include attempted battery/battery on staff or inmate(s); and attempts to remove or manipulate restraints. Attachment I1
TO:
FROM:
DATE:
Inmate ADCH# is/was placed on Restrictive
Recreation on at for the following reason(s):
[1 Tampering with, or blocking, any lock or locking device.
[l Tampering or manipulating any recreation enclosure.
[l Running from, avoiding, or otherwise resisting apprehension.
[l Aggravated battery to include attempted battery on staff or inmate(s).
[l Attempts to remove and/or manipulate restraints.
[] Other:

Review required within twenty-four (24) hours of PlacementPlacement

I have reviewed the reasons for the PlacementPlacement and find that the inmate [ /should [ /should not remain
on Restrictive Recreation status.

Warden Signature Date

I have reviewed the reasons for the PlacementPlacement and find that the inmate [ /should [ Ishould not remain
on Restrictive Recreation status.
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Deputy/Duty Director Date

Note: If the inmate’s PlacementPlacement on Restrictive Recreation status is approved, he/she shall appear before
the next Classification Committee for review and every sixty (60) days thereafter.
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ARKANSAS DEPARTMENT OF CORRECTIONS
Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

ARKANSAS DIVISION OF CORRECTION ~ Attachment III
RESTRICTIVE HOUSING STATUS REVIEW
RECORD OF RELEASE CONSIDERATION
Facility: [1 7 Day Review [] Warden’s Review
Inmate: [1 30 Day Review [] Director’s Review
ADC #: [1 60 Day Review [] Special Consideration
Date of Review Date of Initial Assignment
REASON FOR INITIAL ASSIGNMENT
|:| Poses a direct threat to the safety of themselves or other
O Poses a direct threat to the safe and secure operations of the facility
0 Administrative Status due to:
COMMITTEE MEMBERS VOTE
REMAIN () RELEASE ()
REMAIN () RELEASE ()
REMAIN () RELEASE ()
REMAIN () RELEASE ()
REMAIN () RELEASE ()
REMAIN () RELEASE ()
REMAIN () RELEASE ()
REMAIN () RELEASE ()

INMATE'S STATEMENT CONCERNING RELEASE OR CONTINUED SEGREGATION

ACTION/REASON

[] Continue RH (Describe how the inmate continues to pose a direct threat to safety of
persons or a clear threat to the safe and secure operations of the facility):

[ Inmate is not a threat to the security of persons or a clear threat to
the safe and secure operations of the

facility, and should be released from RH

[] Release pending completion of RH
Restrictive Release Plan

MENTAL HEALTH APPRAISAL REPORT: Completed O Yes O No




221

AD 20221-15 Restrictive Housing

WARDEN'S REVIEW

[ I have reviewed the above and agree with the Committee's decision.

[ I have reviewed the above and am referring this back to the Committee.

Page 16 of 876

WARDEN OR DESIGNEE SIGNATURE DATE
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ARKANSAS DEPARTMENT OF CORRECTIONS
Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

ARKANSAS DIVISION OF CORRECTION Attachment IV
AttachmentIV

RESTRICTIVE HOUSING RELEASE PLAN

Facility Name: Date:

Inmate Name: ADC Number:

O Upon completion of the following steps, the above-referenced inmate may be returned to
general population from a RH Assignment:

O Upon completion of the following steps, the above-referenced inmate may be removed from a
Restrictive Recreation PlacementPlacement:

Achieve Class II status or better
Complete the sanction(s) imposed by the Disciplinary Court
Complete a Step-Down Program

Complete a/an program

O 0Oooad

Other (must be specific):

Classification Committee Member Signature Date

INMATE ACKNOWLEDGEMENT

I have read, or have had read to me, this Release Plan. I understand that I may remain in RH or on
Restrictive Recreation until this plan is completed.

Inmate’s Signature Date

WARDEN’S REVIEW

O I have reviewed the above and agree with the proposed Release Plan.

O TIhave reviewed the above and am referring this proposed Release Plan back to the Classification
Committee.
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ARKANSAS DEPARTMENT OF CORRECTIONS

Division of Correction — Director’s Office

6814 Princeton Pike™™®
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

ARKANSAS DIVISION OF CORRECTION

Attachment V

RESTRICTIVE HOUSING CLASSIFICATION COMMITTEE WAIVER

_— Attachment\
Date of Review:

I, Inmate ADCH#
Hereby waive or refuse to appear before the RH Classification Committee (RHCC).

My waiver or refusal to appear before the RHCC is done freely and voluntarily without threat or
coercion from any person(s). I understand that my refusal to appear before the RHCC will
result in the review of my RH or Restrictive Recreation Status in my absence and a decision
without any comments or statements from me.

Inmate Name (Please print):

Inmate Signature:

Date:

RHCC Member Name (Please print):

RHCC Member Signature:

Date:

Witness Name (Please print):

Witness Signature:

Date:
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Attachment VI

Unlock Your Potential With

EXERCISE

Exercise is a key to:

EMOTIONAL WELL BEING

CARDIOVASCULAR HEALTH

WEIGHT MANAGEMENT

MUSCLE TONING

ENHANCED RELAXATION

Developed By
Medical Training and Continuing Education Texas Department of Criminal Justice Institutional

Division

T L £ Crimi R
INTRODUCTION

This pamphlet gives a basic in-cell exercise program which will help you maintain strength and
endurance, There are three parts of this workout, These include warm-up/stretching, conditioning, and
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cool down. IT ts VERY IMPORTANT THAT YOU WORK AT YOUR OWN PACE AND THAT YOU DO NOT PUSH

YOURSELF TO THE POINT OF PAIN. It is also a good idea to place your mattress under you to use as

padding as this will make you more comfortable and lessen your chance of injury,

WARM-UP/STRETCH (5-8 min.)

It is important to stretch before each workout. This series of exercises will prepare the body for

physical exertion. Without proper warm up, soreness, muscle pulls or some other injury may occur. Be

safe, and properly go through the warm--up stretch period. Do stretches in the order listed. Do each

stretch only to the point before it becomes painful, Bedo -not bounce during stretching; instead hold

each stretch for 10 seconds.

Try to relax the muscles being stretched.

AR

)

Stand erect,
balanced on
the balls of
your feet.
Begin
walking
briskly -
around a

room will do

nicely. The
walkis a

good warm-
up
¥i

CALF/ACHIL BODY TRUNK ANKLE
LES BENDER TWISTER STRETCH
STRETCH

Standing three of | Stand erect | Stand, feet apart, | Stand erect with

your foot lengths | with hands with arms extended | weight on balls of
from the wall, | |ocked behind out from sides | feet. Raise and
place  your | peck Bend | palms down. Slowly | lower heels
forearms on the | trynk of body | twist from side to | repeatedly.
wall,_Place your | from side to side.

forehead on the
back of your
hands. _ Keeping
one leg straight
and the heel on
the floor bring
the other leg
toward the wall
and lean in. As
you lean in you
will _feel the
stretch.

Repeat with the
other leg.

SPINAL SHOULD
STRETCH ER
STRETCH
Sit on the floor with
your  right leg | Withyour
straight and the left | arms over
leg crossed over the | your head,
right leg with the | hold the
left foot on the | elbow of one
floor, Place the right | arm with the
arm so that the | handofthe
right elbow presses other ann.
against the outside Slowly pull
of the the lelbow
I behind your
. head. Do not
left knee, Press force. Hold.
against the knee Repeat on
and  twist  the the other
upper ___ body, side.

Repeat on the
other

CONDITION (15-20 min.)

N

N o |
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o
)
+
C
©
[

exercise strains

back, do knee

your,
pushiups, See the next

framp,) Lie flat on the
floor] hands under

your| shoulders,
Keepfing the body and
legs ftraight, push up.
lowef your body until
chest almost

touches the floor.
Repeat 10 times.

OR
KNEE PUSH-UPS

Get on your hands and knees,
lowering the upper body to the
floor by bending the arms, then
push back up, (10 limes

LEG RAISER

Lie on your side with your
head on your arm. Use your
other hand to brace yourself,
Keep your leg straight and lift
it as far 'IS possible, Do 10

times each side

ABDOMINAL CURL
SIT-UPS

Lie on your back with your
fee' on the floor, knees bent,
arms folded across the chest.
Raise head and shoulders off
the floor about Inches and

return to the floor, (ten times

TOE TOUCH

Stand with feet together,

JUMPING JACKS

Stand with arms at sides,

arms_at side, Keep the

knees slightly bent, lean

jump spreading feet to the side
and at the same time

forward and  gently

swing the arms overhead

stretch hands toward the

then swing the arms down

toes or floor return and

and Jump back to the start position.

repeat, Do 10 times.

Do 10 times.

This series of exercises will increase one's strength, flexibility, agility, tone, and endurance. Major

muscles can be toned through the conditioning period. Do each set of exercises ten times, and then

repeat at your own pace, for a total time of fifteen to twenty minutes.

The cool down exercises help your body to gradually return to its resting state. They also help to

stretch out muscles and tendons which may have been tightened during conditioning exercises.

Please note that the cool down phase of the workout is simply a repetition of the warmup/stretch

phase.

PUCELLRS o8 LECRAEER AEDOR AL CURL FOEFoLEE SR AR IS Ao
JEEPUC LIRS SR
COOL DOWN (5-8 min.)
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WALK CALF/ACHILLES | BODY BENDER | TRUNK TWISTER ANKLE SPINAL STRETCH | SHOULDER
STRETCH STRETCH STRETCH
Walk slowly in Standing three of | Stand erect with Stand, feet apart, with Sit on the floor with
placg to cool your foot lengths | hands locked arms extended out Stand erect with your right leg straight With your arms
dow| from the wall, Place | behind neck. Bend from sides palms weisht on balls of

your forehead on
the back of your
hands. —Keeping
ones leg straight
and the heel on the
floor _bring  the
other leg toward
the wall and lean
in. As you lean in
you will feel the
stretch. Repeat
with the other leg.

trunk of body from

down. Slowly twist

side to side.

from side to side

weight on balls of
feet. Raise and
lower heels

repeatedly.

and the left leg crossed
over the right leg with
the left foot on the
floor. Place the right
arm so that the right
elbow presses against
the outside of the left
knee. Press against the
knee and twist the
upper body, Repeat on
the other

over your head
hold the elbow of
one arm with the
hand of the other
arm. Slowly pull
the elbow behind
your head. Do not
force. Hold.
Repeat on the
other side.
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ARKANSAS DEPARTMENT OF CORRECTIONS

Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

ADMINISTRATIVE DIRECTIVE

SUBJECT: Count Procedures

NUMBER: 2022-26 SUPERSEDES: 16-50

APPLICABILITY: Institutional Staff PAGE: 1 of 3

REFERENCE: AR 400 Security, Daily Count/Population Report in eOMIS,

AD Maintenance of Permanent Security Log

APPROVED: Original signed by Dexter Payne  EFFECTIVE DATE: 10/13/2022

I. POLICY:

It shall be the policy of the Arkansas Division of Correction (ADC) to set forth a formal
and informal system of counts to ensure around-the-clock accountability of all inmates.
This system will provide a procedure to physically count each inmate assigned to the
facility, as well as a count of inmates on temporary release from the facility.

I1. DEFINITIONS:

A.
B.

Count Light. A red light that is used to notify staff and inmates of count time.

Emergency Count. Counts conducted at the discretion of the Warden/Work Release
Center Supervisor of all inmates in emergency situations (inmate escape, report of
sighting of an inmate in public, etc.)

Formal Count. An official tally of inmates, at designated times where security staff
physically observe or account for every inmate in custody of the ADC.

Manual. Involves physically walking and observing the movement and presence,
or the absence, of an inmate and providing evidence by production of a count sheet.

Photo Roster Count. A count that is conducted with a roster that includes the
name, ADC number, and photos of all assigned inmates to a facility.

Security Rounds. Conducted by security staff, at irregular intervals (at least every
30 minutes) to ensure the well-being and presence of inmates throughout each
shift that are made while inmates are working, engaged in daily activities within
the housing unit or participating in recreational or other activities.

Shift Supervisor. An Officer in charge of daily unit operations.
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I1II. PROCEDURES

A. Frequency of Counts During Shifts

1.

There shall be at least three (3) Formal manual counts (documented in writing)
conducted per twelve (12) hour shifts.

There shall be at least one (1) Roster count conducted per twelve (12) hour
shifts (two (2) each twenty-four (24) hour period).

. Emergency Counts and unscheduled counts may be scheduled as deemed

necessary by the facility Warden/Work Release Center Supervisor or designee.

B. Basic Principles for Counting Inmates

The following principles will be followed when counting inmates:

1.

™

9.

The Shift Supervisor who is responsible for maintaining the master count record
should have up-to-the-minute information regarding all inmate housing moves,
work assignment changes, hospital admissions, gate passes, court releases, etc.

. The Shift Supervisor will initiate, supervise, and clear unit counts. The Shift

Supervisor will notify the Unit Control Center to announce when the count has
begun and when the count has cleared. The Count Light will be turned on and
off at facilities that utilize count lights.

. The Shift Supervisor will print a Photo Roster Count at the beginning of each

shift (6:00 a.m. and 6:00 p.m.).

. All inmates will be counted simultaneously at their assigned location.
. There will be no movement of inmates until the count is cleared.

. Officers assigned to specific areas (work supervisors, kitchen, sallyport, etc.)

will submit his or her count sheet to the Shift Supervisor.

. A record of each count must be reflected in all security logs and must state the

following:
a. Number of inmates present;
b. Number of inmates out;
c. Beginning Time; and
d. End Time.

Security rounds shall be made by employees supervising inmates to verify that
all inmates are present.

While counting, officers must not allow any distractions except for an
emergency.

10. Officers must ensure that he or she observes a living person before counting

the inmate as present.

11. Officers counting inmates in any assigned area will remain there until the count

1s verified as correct and has cleared.
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12.

13.

14.

Each count must be made accurately and promptly. If there is any doubt to the
accuracy of the count, a recount must be conducted.

Inmates shall not participate in the preparation, manual counting, or collection
of documents pertaining to the count process.

If a count cannot be cleared within thirty (30) minutes, the Warden/Work
Release Center Supervisor must notify the appropriate Deputy Director.

C. Basic Principles for Documenting Inmate Counts. The following principles will be

followed when documenting inmate counts:

1.

The master count record shall be placed in the daily folder/permanent security
log.

. All counts should be entered into and reconciled against the electronic offender

file by the Shift Supervisor.

. A daily master count record will be maintained listing any inmates away from

the facility by staff designated by the Warden such as the following:
a. Unit Classification Officer;
b. Unit Shift Supervisor;
c. Unit Count Room Supervisor; and
d. Sallyport Officer.

All master count records must be reviewed daily by the Unit’s Chief of Security
and witnessed by the Shift Supervisor.

The Warden/Work Release Center Supervisor must be familiar with the count
procedures at their Unit.
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+—POLICY:
HeL

It shall be the policy of the Arkansas Department Division of Correction (ADC) to set
forth a formal and informal system of counts to ensure around-the-clock accountability
of all inmates. This system will provide a system-procedure to physically count each

inmates assigned to the facility, as well as a count of these-inmates on temporary release
from the facility. |

II. DEFINITIONS:
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A. Count Li

B. Emergency Count. Counts conducted at the discretion of the Wardens/Work
Release Center Supervisors that-hasbeen—-approved-bytheappropriateDeputy
Director—of all inmates in emergency situations (inmate escape, reportig of
sighting of an inmate in public, etc.)—

C. Formal Count. An official tally of inmates, at designated times where security staff
physically observe and-ceunt-or account for every inmate in custody of the ADC.

D. Manual. Involves physically walking and observing the movement and presence,
or the absence, of an inmate and providing evidence by production of a count sheet.

A—Photo Roster Count. A count that is conducted with a roster that includes the
name, ADC number, and photos of all assigned inmates to a facility.

L
B—Informal- CheecksSecurity Roundseunt. Seeurity-cheekstrounds-eConducted by

security staff, at irregular intervals (at least every 30 minutes) to ensure the well-
being and presence of inmates throughout each shift that are made while inmates
are working, engaged in daily activities within the housing unit or participating in
recreational or other activities.

E.

G. Shift Supervisor. An Officer in cha

rge of daily unit operations. Barracks-cheeks

111. PROCEDURES:

A—Frequency of Counts During Shifts
B-A.

1. There shall be Aat least three (3) Fformal mMumranual counts (documented in
writing) will-be-conducted per twelve (12) hour shifts.

2. -There shall be atAt least one (1) Rroster count will-be-conducted per twelve
(12) hour shifts (two (2) each twenty-four (24) hour period).

+-32. -Emergency -Counts and —Aunscheduleddditienal counts may be scheduled
as deemed necessary by the facility Warden/CenterSuperviserWork Release

Center Supervisor or designee.
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B. Basic Principles for Counting Inmates
The following principles will be followed when counting inmates:

1. [The Shift Supervisor’s—er-desicnee{Count Room-Serseant) or-person-who is

responsible for maintaining the master count record should have up-to-the-
minute information regarding all -inmate housing moves, —work assignment

changes.; hospital admissions,; gate passes.; -court releases, —€tc.

2. The Shift Supervisor’s—er—designee— will initiate, supervise, and clear unit
counts. The Shift Supervisor will notify the Unit Control Center to announce te
al-appropriatestaff when the count has begun and when the count has cleared.
The Count Light will be turned on and off at facilities with-this-egquipmenteount

lightsthat utilize count lights.

3. The Shift Supervisor will print a Photo Roster Count at the beginning of each
shift (6:00 a.m. and 6:00 p.m.).

+—Barracks. The Relieving Officer will be briefed by the On-Duty Officer before
he or she takes control of the barracks.

4.

Rehevmg—baﬁaeks Oefﬁcer for the 6: OO a.m. count and the 6:00 p.m.

count will be provide

a. d a Photo Roster Count sheet to verify the inmates in the barracks with
the inmates on the roster.

The-oOfficers will make legible check markss by the inmate’s
name and photo depicting the verification of their count and add the
numbers for inmates in and inmates out on the count sheets.

c. The Photo Roster Count must be signed by the On-Duty Officer and the
Relieving Officer. must-give the relieving officer the barrack roster-with
B i e T e e
his inf . bef : | | ; o ;
e

2.5.  All inmates will be counted simultaneously-—Each-inmate-will-be-counted at
theira speetfiedassigned location.

3—There will be no movement of inmates until the count is cleared.
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4-6.

7. Officers assigned to specific areas (barracks—work supervisors, kitchen, etc.)
will submit his or her count sheet to the Shift Supervisor’s designee.

5—Any staff accounting for an inmate’s location (e.g. inmate held at sallyport)
must submit a count sheet to the staff conducting the count.

©|g>o

e e oned G e . |
designated-offieer—A record of each count must be reflected in all security logs
and must state the following:

a. Number of inmates present;
b. Number of inmates out;absent

c. Beginning Time: and
d. Endine Time.

7—Informal-—¢cheeksSecurity rounds shall be made by employees supervising

inmates to verify that all inmates are present. Fypically;counts-ofthiskind-are
8-10.

9-11. While counting, officers must not allow any_distractions (e.g. inmates
walking around barracks, inmates talking loud), thing;-with-the-exceptien-of for
an emergency.;-to-distract-them-

10:12. Officers must ensure_that they-he or she observessees a living individual
person before counting the inmate as present. -Flashlights may be_issued from
the unit control center to be used during night counts.

+H-13. Officers counting inmates in any assigned-partieut ar-area will remain there
until the count is is-cleared-and-verified as correct and hasis cleared.

42-14. Each count must be made accurately and promptly. -If there is any doubt as
to the eerreetness-accuracy of the count, thern-a recount must be conducted.
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13-Inmates }&H%»shall not te—participate in the preparation, manual counting, or
collection of documents pertaining to the count h)rocess\ ke e e
41

15:16.1f a count cannot be cleared within thirty (30) minutes, the Warden/Work
Release Center Supervisor will-must notify the appropriate Deputy/Assistant

Director.
C—Basic Principles for Documenting Inmate Counts

B-C. The following principles will be followed when documenting inmate counts:

1. The master count record shall be placed in the daily folder/permanent ¥’s

security———folder/permanent log.

2. All counts should be entered into and reconciled against the Ielectronic Qﬁfendef
ffender file by the Shift Supervisor.’s—designee:
rad 1 ro. led-a

1d bhe-ent nto—and on gainsteleetront ndar NMas
e

sho o
SHO

a Offe. Joeme:
ntereamto—anareconcheaagamsterectropc- Oenacrvianagemen

Tk S AMIS) by Shift S or’s desionce.

3. A daily master count record will be maintained ef-listing any inmates away
from the facility by the:

—Warden;
—Deputy- Warden:
a. Unit Classification Officer;
b. Unit Shift Supervisor; er-designee—and
¢. _Unit Count Room Supervisor;: and
d. Sallyport Officer.
—Deputy Warden:
—dens
4. All master count records must be reviewed daily by the Unit’s Chief of Security
and witnessed by the Sshift Ssupervisor.; and-witnessed-by-the shiftsupervisor:

3—The Warden/-Work Release Center Supervisor must be familiar with the count
procedures at their Unit.

4
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ARKANSAS DEPARTMENT OF CORRECTIONS

Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

ADMINISTRATIVE DIRECTIVE
SUBJECT: Restrictive Housing
NUMBER: 2022-27 SUPERSEDES: 2022-25

APPLICABILITY: Director, Chief Deputy/Deputy Directors, Wardens, Work Release Center
Supervisors, Employees involved in Segregation, and Inmates

REFERENCE: AR 839 Punitive Segregation; AD Disciplinary Court Review; AD Punitive Housing-
Restriction; AD Step-Down Program; and SD Prison Rape Elimination Act;
AD Meritorious Good Time; AD Inmate Disciplinary Manual
PAGE: 1 of 8

APPROVED: Original Signed by Director Dexter Payne EFFECTIVE DATE: 11/1/2022

I. POLICY

It is the policy of the Arkansas Division of Correction (ADC) to provide safe and secure housing to inmates
who require a higher degree of physical control, or who staff find necessary to remove from the general
population of the facility. The policy is to limit the use of Restrictive Housing to the shortest period of time
possible while maintaining a safe environment within the institutions. Restrictive Housing is a form of
incarceration that requires an inmate to be confined to his or her cell for 22 hours a day or longer, regardless of
the inmate’s particular barrack’s assignment or the reason an inmate is being held in restrictive housing (i.e.
subsequent to a mental health order, medical provider’s order, punitive days, etc.).

The use of “segregation” or administrative segregation” in existing policies also applies to inmates in
“Restrictive Housing” or “Extended Restrictive Housing” unless such use poses a conflict with this policy. The
Institutional Classification Committee or, in an emergency, the Warden or designee may place an inmate in
Restrictive Housing if his/her continued presence in the general population poses a direct threat to the safety of
other inmates and staff or is a clear threat to the safe and secure operations of the facility.

II. DEFINITIONS

A. Administrative Status. Separation from the general population by the classification committee or shift
supervisor when the continued presence of the inmate in the general population poses a direct threat to the
safety of persons or a clear threat to the safe and secure operations of the facility. Inmates pending
investigation by the unit or law enforcement, pending trial on a criminal act, pending disciplinary court
review, or pending transfer. While this status may be in restrictive housing, it is a temporary status, and a
Release Plan is not required while in this status.

B. Assignment. A decision by the Institutional Classification Committee that RH is appropriate.
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Disciplinary Court Review (DCR). The confinement of an inmate in RH until a disciplinary hearing is
completed due to an alleged disciplinary infraction.

. Extended Restrictive Housing. Placement in housing that separates the inmate from contact with general

population while restricting an inmate to his/her cell for twenty-two (22) hours per day and for longer
than thirty (30) days for the safe and secure operation of the facility. A 48-hour relief does not end
Extended RH because the inmate is not returned to general population during this time.

Meritorious Good Time. The reduction of an inmate’s parole or transfer eligibility date based on good
discipline, behavior, work practices, job responsibilities and involvement in rehabilitative activities while
under the control and supervision of the Department of Correction.

Placement. Removal of an inmate from general population to a RH Assignment.

. Protective Custody. Form of separation from the general population for inmates requesting or requiring

protection from other inmates for reasons of health or safety. The classification committee reviews the
inmate’s status periodically. Inmates assigned to Protective Custody are not assigned to RH due to this
status alone.

. Reentry Plan. A pre-release assessment and plan that includes at a minimum a review of parole

stipulations and program referrals, transportation to the inmate’s closest commercial pick-up point,
information on community services available in the area, and information on how to reinstate voting
rights upon discharge of their sentence.

Release Plan. The steps the inmate needs to take to be released to general population which may include
one or more of the following: a certain number of disciplinary free days, completion of disciplinary
sanctions, completion of anger management, thinking errors, and/or a Step-Down Program.

Restrictive Housing (RH). A form of incarceration in which an inmate is required to be confined to
his/her cell for 22 hours a day or longer, regardless of the inmate’s particular barrack’s assignment or the
reason an inmate is being held in restrictive housing (i.e., subsequent to a mental health order/physician’s
order, punitive days, etc.).

. Restrictive Recreation. A status Assignment allowing the Classification Committee or Warden to assign

an inmate to be kept in full restraints during the inmate’s scheduled recreation period if his/her actions
pose a direct threat to the safety of persons or a clear threat to the safe and secure operations of the
facility. These actions include but are not limited to tampering with, or blocking, any lock or locking
device; tampering or manipulating any recreation enclosure or RH recreation area; running from,
avoiding, or otherwise resisting apprehension; aggravated battery to include attempted battery or battery
on staff or inmates; and attempts to remove or manipulate restraints.

Serious Mental Illness. Psychotic, Bipolar, and Major Depressive Disorders and any other diagnosed
mental disorder (excluding substance use disorders) associated with serious behavioral impairment as
evidenced by examples of acute decompensation, self-injurious behaviors, and mental health emergencies
that require an individualized treatment plan by a qualified mental health professional.

. Step-Down Program. A system of review that establishes criteria to prepare an inmate for transition from

RH to general population or the community. A classification committee made up of a multidisciplinary
team (medical, mental health, security, and others determined by the Warden) will determine which
individual inmates enter the program.

. Warden. Means warden, superintendent, or work release center supervisor.

. Youthful Inmate. Any inmate under the age of eighteen (18). Note: Refer to the Youthful Inmate

Administrative Directive for procedures pertaining to the housing of Youthful Inmates.

III. PROCEDURES

A. Initial Placement
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1.

Upon the determination that the inmate poses a direct threat to the safety of persons or a clear threat to the
safe and secure operations of the facility, the Chief Security Officer on duty (shift supervisor) may place
the inmate in RH.

Inmates placed in RH must be transferred out of RH within three (3) business days when Placement is
due to Protective Custody status alone unless approved by the appropriate Deputy Director.

. When a PREA incident (sexual abuse/assault) has occurred or is alleged to have occurred, victims shall be

separated from the accused as soon as possible. If the victim is placed in RH, the Placement should not
exceed 24 hours, unless necessary to protect the victim from further harm or other security concerns. For
further guidance in post-allegation housing of victims of sexual abuse/assault, refer to Secretarial
Directive Prison Rape Elimination Act (PREA).

Any inmate Placement in RH will be approved, denied, or modified within twenty-four (24) hours by an
appropriate and higher authority who was not involved in the initial Placement. The higher authority
shall, after reviewing the inmate’s status, either release him/her from the RH area or retain him/her in the
RH area and refer the inmate to the next regularly scheduled meeting of the Classification Committee.
The inmate will receive written notification of the hearing not less than twenty-four (24) hours prior to the
hearing.

B. Institutional Classification Committee Procedures for Assienment to RH

L.

The Classification Committee will hold the hearing to determine Assignment within seven (7) days of
Placement and after the inmate has received written notice.

. The inmate will be allowed to appear before the committee to make any relevant statement, and to present

related documentary evidence.

3. Assignment to RH will be made by a majority vote of the committee.

. The inmate will be advised of the reasons for his/her Assignment to RH and the steps he/she needs to take

to be released to general population which may include a Step-Down Program. Both the reason for
Assignment and the method to earn release will be provided to the inmate in writing and a copy of the
reasons will be maintained in the inmate’s electronic file. All decisions may be subject to review and
approval or disapproval by the Warden or his/her designee.

. Prior to any other actions (excluding bed assignments) being taken in the electronic offender record, an

Incident Report must be entered in the electronic offender record within 24-hours of an inmate being
placed in RH.

. Any inmate who is potentially dangerous to his or her own person shall immediately be placed in RH and

evaluated by Mental Health Staff the same business day or within four (4) hours.

. Any inmate who exhibits chronic unruly behavior shall be evaluated by the Mental Health Staff upon

request by the Warden or his/her designee. The results of the evaluation shall be considered by the
Classification Committee in determining the RH status of the inmate.

. Confinement of pregnant inmates or inmates who are Seriously Mentally 111 (SMI) in Extended RH is

prohibited.

. An inmate will not be placed in RH based on Gender Identity alone.

. All inmates assigned to RH for thirty (30) days or less will have Restrictive Housing listed as their AM

Assignment. This AM Assignment will be automatically generated in the offender electronic record
following the entry of the Incident Report and Restrictive Housing Placement Offender Standard Form.

10. Inmates with AM Assignments to ‘Restrictive Housing’ or *Extended Restrictive Housing” may have one

(1) of the following PM Assignments:
a. Direct Threat (Self/Others)
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11.

b. Direct Threat (Safe/Secure Operations)
c. Administrative Review

d. Punitive

e. Disciplinary Court Review (DCR)

f. Investigative Status

g. Protective Custody

h. PREA

1. Quarantine

If the Warden or designee decides to move an inmate from RH, but the inmate refuses to leave, the
inmate will be moved to Extended RH on the 31% day, unless the RH sanction has expired. The inmate
shall be written a major disciplinary for failure or refusal to leave RH and return to population. An
incident report must be completed to start the RH sanction over again.

C. Administrative Status. An inmate that poses a direct threat to the safety of persons or a clear threat to the safe

and secure operations of the facility, can be placed in RH on Administrative Status due to one (1) of the
following:

. Pending trial on a criminal act; Placement is not to exceed three (3) business days following a court

decision;

Pending DCR; Placement is not to exceed fourteen (14) days. If the disciplinary action is dismissed prior
to a disciplinary hearing, the inmate must be released from DCR status and appropriately reassigned;

. Pending transfer to another unit; Placement is not to exceed three (3) business days absent approval from

the appropriate Deputy Director; or

Pending investigation by unit staff, Internal Affairs, or Arkansas State Police not to exceed three (3)
business days which may be extended by the Warden or designee. The extension approved by the Warden
or Deputy Warden may not exceed five (5) working days per extension. If there are more than four (4)
extensions, they must have the approval of the Director. Extensions can only be made for one (1) of the
following reasons:

a. An inmate who is suspected of having information which would aid in the resolution of the
investigation is unavailable for interview by appropriate authorities;

b. Awaiting information, documents and/or decisions which would aid in the resolution of the
investigation, from appropriate authorities; or

c. The case requires more extensive investigation.

For inmates on Administrative Status, these procedures will be followed except that this status is
temporary, and a Release Plan is not necessary while in this status.

. Inmates who have been in restrictive housing for longer than thirty (30) days are to maintain the AM

Assignment to “Extended Restrictive Housing” regardless of disciplinary court review or punitive status.

D. Control Precautions and Privileges while in Restrictive Housing

Controls and privileges do not govern inmates serving punitive restriction, participating, or assigned to Step-
Down Units, Death Row, and other special housing areas including Residential Programming Unit (RPU),
VSM Program, infirmaries, and the hospital.

1.

Control Precautions

a. The inmate will be housed in a separate area of the institution determined by the Warden.
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b. Inmates will receive regular mail privileges as inmates housed in population.
Visits may be in a separate visiting room and will be conducted in the presence of an officer.

d. Inmates will have opportunity for exercise, a minimum of one (1) hour of exercise per day, five
(5) days per week, unless security or safety dictates otherwise. Opportunities may be available to
exercise outdoors, weather permitting. Reasons for the imposition of any constraints should be
documented in the log and justified in writing.

e. Regularly scheduled meals may be served in cells instead of the chow hall.
f. Chaplains will visit the RH area at least weekly and upon request.

g. Although no razors will be allowed, inmates will have the opportunity to groom facial hair and shower a
minimum of three (3) times per week. Barbering and hair care services should be available on the same
basis as general population except that no razors will be allowed. Exceptions to the schedule are
permitted when found necessary by the shift supervisor on duty. All exceptions will be recorded in the
log and justified in writing.

h. Requests for medical, dental, or mental health services are the same as general population. The requests
can be through sick call/health services request or by staff for medical emergencies. Inmates in RH are
provided medication as prescribed.

i. Commissary purchases will be limited to $10 weekly due to security requirements on inmates in RH.
Items not allowed include:

1. Ice cream;
ii. Cups/Tumblers;
iii. Razors;
iv. Any sharp objects;
v. Canned items/drinks;
vi. Nail clippers; and
vii. Others as designated in writing by unit policies.

j-  Clothing allowed to male inmates in RH while inside their cells are limited to a t-shirt and boxers.
For clothing allowed for females, refer to McPherson Unit policy and Hawkins Unit Policy.
Thermal undergarments will be issued when appropriate.

k. Inmates in RH will be issued jumpsuits prior to exiting his/her cell when being escorted outside
of the barracks. Jumpsuits will be taken by staff upon return to the inmate’s cell.

1. Canvas shoes will be issued. No shoes with strings will be allowed in RH.
m. Inmates will only be allowed laundry bags with Velcro closures. No strings allowed.

n. A reasonable amount of reading material and educational material approved by the Arkansas
Correctional School District.

0. Bedding is to be changed weekly and weekly laundry services are to be provided.
p. Access to legal materials upon request and in accordance with unit policy.
g. Access to attorney of record via legal mail and telephone.

-

Inmates leaving or entering the RH unit must be thoroughly searched. Those on RH status shall
be escorted by two (2) officers and will be in restraints to and from their destination.

s. RH inmates are personally observed by a correctional officer twice per hour, but no more than
forty (40) minutes apart, on an irregular schedule. Inmates who are mentally disordered or who
demonstrate unusual, bizarre, or self-injurious behavior receive more frequent observation as
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determined by a qualified mental health professional (minimal to constant); suicidal inmates are
under continuous observation (directly or by monitored camera) while on treatment precautions.
Observation shall be documented in a log.

t. All inmates assigned to RH, excluding those inmates assigned due to protective custody or
medical concerns (e.g. quarantine), will keep any Meritorious Good Time that they have upon
placement but will not earn any more for the duration of their confinement in Restrictive
Housing.

2. Privileges
a. Inmates in RH will attend Institutional activities only with prior written approval from the

Warden.

b. Television, radio, MP4, and/or tablet privileges may be denied only upon documentation of the
reason(s) in each inmate’s record. Separate documentation is not required when class status
required for the privilege does not exist, or a disciplinary restriction is in the inmate’s record.

E. Review of RH Status

L.

The Classification Committee or authorized staff must review the status of every inmate assigned to RH
classification every seven (7) days for the first sixty (60) days, and every thirty (30) days thereafter to
determine if the reason(s) for Assignment continues to exist. At every other thirty (30) day review, the
inmate will be personally interviewed by the Classification Committee or authorized staff. All reviews
will be documented utilizing the appropriate segregation form, and all refusals by inmates will be signed
by the inmate and at least one (1) member of the classification committee who confirmed the refusal by
speaking with the inmate. Any inmate who advises the classification member that he/she did not refuse
will be assigned to the next regularly scheduled classification meeting.

A mental health practitioner/provider completes a mental health appraisal and prepares a written report on
all inmates placed in RH within seven (7) days of Placement. If confinement continues beyond thirty (30)
days, a behavioral health assessment by a mental health practitioner/provider is completed at least every
thirty (30) days for inmates with a diagnosed behavioral health disorder and more frequently if clinically
indicated. For inmates without a diagnosed behavioral health disorder, an assessment is completed every
ninety (90) days and more frequently if clinically indicated. The evaluation will be conducted in a
confidential area.

. The Warden or designee will review all committee recommendations for possible transfer to general

population within five (5) days.

No inmate shall remain in RH for more than one (1) year unless the Warden has personally interviewed
him/her at the end of the year and approves the Assignment. At the end of the second and each additional
year that an inmate remains in RH, the Warden and the Deputy Director shall personally interview the
inmate and determine whether the Assignment is necessary and appropriate.

The calculation and scheduling of an inmate’s RH hearing will not change if that inmate transfers to
another unit and remains in RH.

Inmates assigned to RH have the opportunity to participate in the Step-Down Program to assist with
reintegration of the inmate into general population in accordance with his/her Release Plan or to the
community in accordance with his/her Reentry Plan.

The ADC will attempt to ensure that inmates are not released directly into the community from RH or
Extended RH. In the event that the release of an inmate directly from RH into the community is
imminent, the Unit Warden or designee will document the justification and receive approval from the
appropriate Deputy Director. Additionally, the following must be met:

a. Classification shall verify that a Reentry Plan is in the Division’s electronic Offender Management
Information System (eOMIS) at least one-hundred twenty (120) days prior to release. The Reentry
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Plan will be tailored to specific needs of the inmate. This does not apply to court orders for
immediate release.

b. Notice is required of release to local law enforcement where the inmate intends to reside, and/or
local law enforcement where the ADC releases the inmate from custody.

c. Notify releasing inmate of applicable community resources as part of the Reentry Plan.

d. Victim Information and Notification Everyday (VINE) is made to those victims who have current
information in VINE or eOMIS.

F. Restrictive Recreation

A. Initial Placement

1.

Upon determination that the inmate poses a direct threat to the safety of persons or a clear threat to the
safe and secure operations of the facility, the shift supervisor will notify the Warden, Deputy Warden, or
Chief of Security to recommend an inmate’s Placement on Restrictive Recreation Status. The
recommendation shall include all pertinent information regarding the request and be forwarded to the
Warden for review and approval, unless the Warden approved the initial Placement.

Once the Warden initially approves the use of Restrictive Recreation for an inmate, the Warden will
contact the appropriate Deputy Director or the Duty Director, requesting final authorization. The request
for authorization will be made within twenty-four (24) hours of the initial Placement of an inmate on
Restrictive Recreation Status and documented.

Any inmate placed on Restrictive Recreation Status will be scheduled to appear before the next regularly
scheduled meeting of the unit’s Classification Committee for review.

B. Institutional Classification Committee Procedures for Continued Placement on Restrictive Recreation Status

L.

The inmate will be allowed to appear before the Classification Committee to make any relevant
statements, and to present related documentary evidence. An inmate’s refusal to appear before the
committee will be documented in writing.

. Continued placement will be made by majority vote of the committee.

. The inmate will be advised in writing of the reasons for continued placement and the steps the inmate

must take to be removed from Restrictive Recreation Status.

. The inmate will be on staff restricted movement of a Lieutenant or above for the duration of the

placement. The Lieutenant or above restriction will begin with the initial placement.

. The Restrictive Recreation Status will be documented in the Case Notes Section of the inmate’s electronic

record and a Restrictive Recreation Precaution will also be entered. A handout on in-cell exercise shall be
provided to the inmate upon request.

. All decisions of the Classification Committee will be subject to review and approval or disapproval by the

Warden or his/her designee.

C. Review of Restricted Recreation Status

1.

The Classification Committee or authorized staff, at the rank of Major or above, must review the status of
each inmate placed on Restrictive Recreation every sixty (60) days following the initial Classification
Committee Review. The status review will be documented in the Classification Committee Action
Section of the inmate’s electronic record.

. The Warden or his/her designee will review all recommendations for possible release from Restrictive

Recreation status.

Upon release from RH an inmate will automatically be released from Restrictive Recreation status.

IV. ATTACHMENTS:
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I. Restrictive Housing Placement

II. Restrictive Recreation Placement

II1. Restrictive Housing Status Review Record of Release Consideration
IV. Restrictive Housing Release Plan

V. Restrictive Housing Classification Committee Waiver

VI. Restrictive Housing in Cell Recreation Handout
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ARKANSAS DIVISION OF CORRECTION

RESTRICTIVE HOUSING PLACEMENT
Attachment I

Any Placement requires a finding that this inmate’s continued presence in the general population poses a
serious threat to life, property, self, staff, other inmates, or to the security of the Unit.

TO:

FROM:

DATE:

Inmate ADC# is/was placed in RH on

at for the following reason(s):

Administrative Status (Temporary):
~pending trial for a criminal act
~pending disciplinary court review
~pending transfer to another unit
7 pending investigation (Note: PREA victims cannot be placed in RH for more than twenty-four
hours (24) unless necessary to protect the victim from further harm or other security concerns)

Review required within twenty-four (24) Hours of Placement

o I wasnot involved in the initial Placement and have reviewed the reasons for the Placement. |
find the Placement appropriate.

I find the inmate should be moved to rather than remain in RH.

SIGNATURE DATE

Note: If the inmate’s Placement in RH is approved, he/she shall appear before the Classification
Committee for possible Assignment within seven (7) days.
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RESTRICTIVE RECREATION PLACEMENT
Attachment 11

Any Placement requires a finding that this inmate’s continued actions pose a direct threat to the safety of persons or a
clear threat to the safe and secure operations of the facility. These actions include but are not limited to: tampering with
or blocking any lock or locking device; tampering or manipulating any recreation enclosure or Restricted Housing
recreation area; running from, avoiding or otherwise resisting apprehension; aggravated battery to include attempted
battery/battery on staff or inmate(s); and attempts to remove or manipulate restraints.

TO:

FROM:

DATE:

Inmate ADC# is/was placed on Restrictive
Recreation on at for the following reason(s):

Tampering with, or blocking, any lock or locking device.

Tampering or manipulating any recreation enclosure.

Running from, avoiding, or otherwise resisting apprehension.
Aggravated battery to include attempted battery on staff or inmate(s).
Attempts to remove and/or manipulate restraints.

Other:

N Y A O A

Review required within twenty-four (24) hours of Placement

I have reviewed the reasons for the Placement and find that the inmate [ Ishould [ ]should not remain on
Restrictive Recreation status.

Warden Signature Date

I have reviewed the reasons for the Placement and find that the inmate [ Ishould [ ]should not remain on
Restrictive Recreation status.

Deputy/Duty Director Date

Note: If the inmate’s Placement on Restrictive Recreation status is approved, he/she shall appear before the next
Classification Committee for review and every sixty (60) days thereafter.
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ARKANSAS DIVISION OF CORRECTION

RESTRICTIVE HOUSING STATUS REVIEW RECORD OF RELEASE CONSIDERATION

Facility: [1 7 Day Review [] Warden’s Review
Inmate: [1 30 Day Review [] Director’s Review
ADC #: [1 60 Day Review [] Special Consideration
Date of Review Date of Initial Assignment

REASON FOR INITIAL ASSIGNMENT

[ Poses a direct threat to the safety of themselves or other

D Poses a direct threat to the safe and secure operations of the facility

D Administrative Status due to:

COMMITTEE MEMBERS VOTE

REMAIN () RELEASE ()

REMAIN () RELEASE ()

REMAIN () RELEASE ()

REMAIN () RELEASE ()

REMAIN () RELEASE ()

REMAIN () RELEASE ()

REMAIN () RELEASE ()

REMAIN () RELEASE ()

INMATE'S STATEMENT CONCERNING RELEASE OR CONTINUED SEGREGATION

ACTION/REASON

[] Continue RH (Describe how the inmate continues to pose a direct threat to safety of [] Inmate is not a threat to the security of persons or a clear threat to

persons or a clear threat to the safe and secure operations of the facility): the safe and secure operations of the

facility, and should be released from RH

L] Release pending completion of RH
Restrictive Release Plan

MENTAL HEALTH APPRAISAL REPORT: Completed O Yes O No

WARDEN'S REVIEW

D I have reviewed the above and agree with the Committee's decision.

D I have reviewed the above and am referring this back to the Committee.

WARDEN OR DESIGNEE SIGNATURE DATE
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ARKANSAS DIVISION OF CORRECTION Attachment IV

RESTRICTIVE HOUSING RELEASE PLAN

Facility Name: Date:

Inmate Name: ADC Number:

O Upon completion of the following steps, the above-referenced inmate may be returned to
general population from a RH Assignment:

O Upon completion of the following steps, the above-referenced inmate may be removed from a
Restrictive Recreation Placement:

Achieve Class II status or better
Complete the sanction(s) imposed by the Disciplinary Court
Complete a Step-Down Program

Complete a/an program

O 0Oooan

Other (must be specific):

Classification Committee Member Signature Date

INMATE ACKNOWLEDGEMENT

I have read, or have had read to me, this Release Plan. I understand that I may remain in RH or on
Restrictive Recreation until this plan is completed.

Inmate’s Signature Date

WARDEN’S REVIEW

O I have reviewed the above and agree with the proposed Release Plan.

O TIhave reviewed the above and am referring this proposed Release Plan back to the Classification
Committee.

Warden or Designee’s Signature Date
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Attachment V

RESTRICTIVE HOUSING CLASSIFICATION COMMITTEE WAIVER

Date of Review:

I, Inmate , ADC#
Hereby waive or refuse to appear before the RH Classification Committee (RHCC).

My waiver or refusal to appear before the RHCC is done freely and voluntarily without threat or
coercion from any person(s). I understand that my refusal to appear before the RHCC will
result in the review of my RH or Restrictive Recreation Status in my absence and a decision
without any comments or statements from me.

Inmate Name (Please print):

Inmate Signature:

Date:

RHCC Member Name (Please print):

RHCC Member Signature:

Date:

Witness Name (Please print):

Witness Signature:

Date:
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Attachment VI

Unlock Your Potential With

EXERCISE

Exercise is a key to:

EMOTIONAL WELL BEING

CARDIOVASCULAR HEALTH

WEIGHT MANAGEMENT
MUSCLE TONING

ENHANCED RELAXATION

Developed By Medical Training and Continuing Education Texas Department of Criminal Justice
Institutional Division
INTRODUCTION

This pamphlet gives a basic in-cell exercise program which will help you maintain strength and
endurance, There are three parts of this workout, These include warm-up/stretching, conditioning, and
cool down. IT ts VERY IMPORTANT THAT YOU WORK AT YOUR OWN PACE AND THAT YOU DO NOT PUSH
YOURSELF TO THE POINT OF PAIN. It is also a good idea to place your mattress under you to use as
padding as this will make you more comfortable and lessen your chance of injury,

WARM-UP/STRETCH (5-8 min.)
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It is important to stretch before each workout. This series of exercises will prepare the body for
physical exertion. Without proper warm up, soreness, muscle pulls or some other injury may occur. Be
safe, and properly go through the warm-up stretch period. Do stretches in the order listed. Do each
stretch only to the point before it becomes painful, do not bounce during stretching; instead hold
each stretch for 10 seconds.

Try to relax the muscles being stretched.

A

©

Stand erect,
balanced on
the balls of
your feet.
Begin
walking
briskly -
around a
room will do
nicely. The
walkis a
good warm-
up

CALF/ACHIL
LES
STRETCH

Standing three of
your foot lengths
from the wall,
place your
forearms on the
wall, Place your
forehead on the
back of your
hands.  Keeping
one leg straight
and the heel on
the floor bring
the other leg
toward the wall
and lean in. As
you lean in you

will  feel the
stretch.
Repeat with the
other leg.

BODY
BENDER

Stand erect
with hands
locked behind
neck, Bend
trunk of body
from side to

TRUNK
TWISTER

Stand, feet apart,
with arms extended
out from sides
palms down. Slowly
twist from side to
side.

ANKLE
STRETCH

Stand erect with
weight on balls of
feet. Raise and
lower heels
repeatedly.

SPINAL
STRETCH

Sit on the floor with
your  right leg
straight and the left
leg crossed over the
right leg with the
left foot on the
floor, Place the right
arm so that the
right elbow presses
against the outside
of the

left knee, Press
against the knee
and twist the
upper body,
Repeat on the
other

SHOULD
ER
STRETCH

With your
arms over
your head,
hold the
elbow of one
arm with the
hand of the
other ann.
Slowly pull
the elbow
behind your
head. Do not
force. Hold.
Repeat on
the other
side.

CONDITION (15-20 min.)

L
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LEG RAISER ABDOMINAL CURL

(SIT-UPS)

PUSH-UPS OR TOE TOUCH JUMPING JACKS

KNEE PUSH-UPS

Get on your hands and knees,
lowering the upper body to the
floor by bending the arms, then
push back up, (10 limes)

Lie on your back with your
fee' on the floor, knees bent,
arms folded across the chest.
Raise head and shoulders off
the floor about Inches and
return to the floor, (ten times)

Lie on your side with your
head on your arm. Use your
other hand to brace yourself,
Keep your leg straight and lift
it as far'IS possible, Do 10
times each side,

This exercise strains
your back, do knee
push-ups, See the next
frame,) Lie flat on the
floor, hands under
your shoulders,
Keeping the body and
legs straight, push up.
lower your body until
your chest almost
touches the floor.
Repeat 10 times.

Stand with feet together,
arms at side, Keep the
knees slightly bent, lean
forward and  gently
stretch hands toward the
toes or floor return and
repeat, Do 10 times.

Stand with arms at sides,

jump spreading feet to the side
and at the same time

swing the arms overhead,

then swing the arms down

and Jump back to the start position.
Do 10 times.

This series of exercises will increase one's strength, flexibility, agility, tone, and endurance. Major
muscles can be toned through the conditioning period. Do each set of exercises ten times, and then
repeat at your own pace, for a total time of fifteen to twenty minutes.

COOL DOWN (5-8 min.)

The cool down exercises help your body to gradually return to its resting state. They also help to
stretch out muscles and tendons which may have been tightened during conditioning exercises.
Please note that the cool down phase of the workout is simply a repetition of the warmup/stretch
phase.

>

WALK CALF/ACHILLES | BODY BENDER | TRUNK TWISTER ANKLE SPINAL STRETCH | SHOULDER
STRETCH STRETCH STRETCH

Walk slowly in Standing three of Stand erect with Stand, feet apart, with Sit on the floor with

place to cool your foot lengths hands locked arms extended out Stand erect with your right leg straight With your arms

down. from the wall, Place behind neck. Bend from sides palms weight on balls of and the left leg crossed over your head,
your forehead on | trunk of body from down. Slowly twist feet. Raise and over the right leg with hold the elbow of
the back of your side to side. from side to side lower heels the left foot on the one arm with the
hands. Keeping repeatedly. floor. Place the right hand of the other
ones leg straight arm so that the right arm. Slowly pull
and the heel on the elbow presses against the elbow behind
floor  bring the the outside of the left your head. Do not
other leg toward knee. Press against the force. Hold.

the wall and lean
in. As you lean in
you will feel the
stretch. Repeat
with the other leg.

knee and twist the
upper body, Repeat on
the other

Repeat on the
other side.
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ARKANSAS DEPARTMENT OF CORRECTIONS
Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

ADMINISTRATIVE DIRECTIVE
SUBJECT: Restrictive Housing
NUMBER: 2022-2725 SUPERSEDES: 2022+-2+5

APPLICABILITY: Director, Chief Deputy/Deputy Directors, Wardens, Work Release Center
Supervisors, Employees involved in Segregation, and Inmates

REFERENCE: AR 839 Punitive Segregation; AD Disciplinary Court Review; AD Punitive Housing-
Restriction; AD Step-Down Program; and SD Prison Rape Elimination Act;
AD Meritorious Good Time; AD Inmate Disciplinary Manual

PAGE: 1 of 7

APPROVED: Orisinal stened by Dexter Payne
EFFECTIVE DATE:1043/2022 e —

I. POLICY

It is the policy of the Arkansas Division of Correction (ADC) to provide safe and secure housing to inmates
who require a higher degree of physical control, or who staff find necessary to remove from the general
population of the facility. The policy is to limit the use of Restrictive Housing to the shortest period of time
possible while maintaining a safe environment within the institutions. Restrictive Housing is a form of
incarceration that requires an inmate to be confined to his or her cell for 22 hours a day or longer, regardless of
the inmate’s particular barrack’s assignment or the reason an inmate is being held in restrictive housing (i.e.
subsequent to a mental health order, medical provider’s order, punitive days, etc.).

The use of “segregation” or administrative segregation” in existing policies also applies to inmates in
“Restrictive Housing” or “Extended Restrictive Housing” unless such use poses a conflict with this policy. The
Institutional Classification Committee or, in an emergency, the Warden or designee may place an inmate in
Restrictive Housing if his/her continued presence in the general population poses a direct threat to the safety of
other inmates and staff or is a clear threat to the safe and secure operations of the facility.

II. DEFINITIONS

A. Administrative Status. Separation from the general population by the classification committee or shift
supervisor when the continued presence of the inmate in the general population poses a direct threat to the
safety of persons or a clear threat to the safe and secure operations of the facility. Inmates pending
investigation by the unit or law enforcement, pending trial on a criminal act, pending disciplinary court
review, or pending transfer. While this status may be in restrictive housing, it is a temporary status, and a
Release Plan is not required while in this status.

B. Assignment. A decision by the Institutional Classification Committee that RH is appropriate.

C. Disciplinary Court Review (DCR). The confinement of an inmate in RH until a disciplinary hearing is
completed due to an alleged disciplinary infraction.
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D.

Extended Restrictive Housing. Placement in housing that separates the inmate from contact with general
population while restricting an inmate to his/her cell for twenty-two (22) hours per day and for longer
than thirty (30) days for the safe and secure operation of the facility. A 48-hour relief does not end
Extended RH because the inmate is not returned to general population during this time.

Meritorious Good Time. The reduction of an inmate’s parole or transfer eligibility date based on good
discipline, behavior, work practices, job responsibilities and involvement in rehabilitative activities while
under the control and supervision of the Department of Correction.

Placement. Removal of an inmate from general population to a RH Assignment.

G. Protective Custody. Form of separation from the general population for inmates requesting or requiring

protection from other inmates for reasons of health or safety. The classification committee reviews the
inmate’s status periodically. Inmates assigned to Protective Custody are not assigned to RH due to this
status alone.

Reentry Plan. A pre-release assessment and plan that includes at a minimum a review of parole
stipulations and program referrals, transportation to the inmate’s closest commercial pick-up point,
information on community services available in the area, and information on how to reinstate voting
rights upon discharge of their sentence.

Release Plan. The steps the inmate needs to take to be released to general population which may include
one or more of the following: a certain number of disciplinary free days, completion of disciplinary
sanctions, completion of anger management, thinking errors, and/or a Step-Down Program.

Restrictive Housing (RH). A form of incarceration in which an inmate is required to be confined to
his/her cell for 22 hours a day or longer, regardless of the inmate’s particular barrack’s assignment or the
reason an inmate is being held in restrictive housing (i.e., subsequent to a mental health order/physician’s
order, punitive days, etc.).

Restrictive Recreation. A status Assignment allowing the Classification Committee or Warden to assign
an inmate to be kept in full restraints during the inmate’s scheduled recreation period if his/her actions
pose a direct threat to the safety of persons or a clear threat to the safe and secure operations of the
facility. These actions include but are not limited to tampering with, or blocking, any lock or locking
device; tampering or manipulating any recreation enclosure or RH recreation area; running from,
avoiding, or otherwise resisting apprehension; aggravated battery to include attempted battery or battery
on staff or inmates; and attempts to remove or manipulate restraints.

Serious Mental Illness. Psychotic, Bipolar, and Major Depressive Disorders and any other diagnosed
mental disorder (excluding substance use disorders) associated with serious behavioral impairment as
evidenced by examples of acute decompensation, self-injurious behaviors, and mental health emergencies
that require an individualized treatment plan by a qualified mental health professional.

Step-Down Program. A system of review that establishes criteria to prepare an inmate for transition from
RH to general population or the community. A classification committee made up of a multidisciplinary
team (medical, mental health, security, and others determined by the Warden) will determine which
individual inmates enter the program.

Warden. Means warden, superintendent, or work release center supervisor.

Youthful Inmate. Any inmate under the age of eighteen (18). Note: Refer to the Youthful Inmate
Administrative Directive for procedures pertaining to the housing of Youthful Inmates.

III. PROCEDURES

A. Initial Placement

1. Upon the determination that the inmate poses a direct threat to the safety of persons or a clear threat to the

safe and secure operations of the facility, the Chief Security Officer on duty (shift supervisor) may place
the inmate in RH.



255

AD 2022-25 Restrictive Housing Page 3 of 78

2.

Inmates placed in RH must be transferred out of RH within three (3) business days when Placement is
due to Protective Custody status alone unless approved by the appropriate Deputy Director.

. When a PREA incident (sexual abuse/assault) has occurred or is alleged to have occurred, victims shall be

separated from the accused as soon as possible. If the victim is placed in RH, the Placement should not
exceed 24 hours, unless necessary to protect the victim from further harm or other security concerns. For
further guidance in post-allegation housing of victims of sexual abuse/assault, refer to Secretarial
Directive Prison Rape Elimination Act (PREA).

Any inmate Placement in RH will be approved, denied, or modified within twenty-four (24) hours by an
appropriate and higher authority who was not involved in the initial Placement. The higher authority
shall, after reviewing the inmate’s status, either release him/her from the RH area or retain him/her in the
RH area and refer the inmate to the next regularly scheduled meeting of the Classification Committee.
The inmate will receive written notification of the hearing not less than twenty-four (24) hours prior to the
hearing.

B. Institutional Classification Committee Procedures for Assienment to RH

L.

The Classification Committee will hold the hearing to determine Assignment within seven (7) days of
Placement and after the inmate has received written notice.

. The inmate will be allowed to appear before the committee to make any relevant statement, and to present

related documentary evidence.

. Assignment to RH will be made by a majority vote of the committee.

. The inmate will be advised of the reasons for his/her Assignment to RH and the steps he/she needs to take

to be released to general population which may include a Step-Down Program. Both the reason for
Assignment and the method to earn release will be provided to the inmate in writing and a copy of the
reasons will be maintained in the inmate’s electronic file. All decisions may be subject to review and
approval or disapproval by the Warden or his/her designee.

. Prior to any other actions (excluding bed assignments) being taken in the electronic offender record, an

Incident Report must be entered in the electronic offender record within 24-hours of an inmate being
placed in RH.

. Any inmate who is potentially dangerous to his or her own person shall immediately be placed in RH and

evaluated by Mental Health Staff the same business day or within four (4) hours.

. Any inmate who exhibits chronic unruly behavior shall be evaluated by the Mental Health Staff upon

request by the Warden or his/her designee. The results of the evaluation shall be considered by the
Classification Committee in determining the RH status of the inmate.

. Confinement of pregnant inmates or inmates who are Seriously Mentally 111 (SMI) in Extended RH is

prohibited.

. An inmate will not be placed in RH based on Gender Identity alone.

. All inmates assigned to RH for thirty (30) days or less will have Restrictive Housing listed as their AM

Assignment. This AM Assignment will be automatically generated in the offender electronic record
following the entry of the Incident Report and Restrictive Housing Placement Offender Standard Form.

10. Inmates with AM Assignments to ‘Restrictive Housing’ or *Extended Restrictive Housing” may have one

(1) of the following PM Assignments:

a. Direct Threat (Self/Others)

b. Direct Threat (Safe/Secure Operations)
c. Administrative Review

d. Punitive
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11.

e. Disciplinary Court Review (DCR)
f. Investigative Status

g. Protective Custody

h. PREA

i. Quarantine

If the Warden or designee decides to move an inmate from RH, but the inmate refuses to leave, the
inmate will be moved to Extended RH on the 31% day, unless the RH sanction has expired. The inmate
shall be written a major disciplinary for failure or refusal to leave RH and return to population. An
incident report must be completed to start the RH sanction over again.

C. Administrative Status. An inmate that poses a direct threat to the safety of persons or a clear threat to the safe

and secure operations of the facility, can be placed in RH on Administrative Status due to one (1) of the
following:

. Pending trial on a criminal act; Placement is not to exceed three (3) business days following a court

decision;

Pending DCR; Placement is not to exceed fourteen (14) days. If the disciplinary action is dismissed prior
to a disciplinary hearing, the inmate must be released from DCR status and appropriately reassigned;

. Pending transfer to another unit; Placement is not to exceed three (3) business days absent approval from

the appropriate Deputy Director; or

Pending investigation by unit staff, Internal Affairs, or Arkansas State Police not to exceed three (3)
business days which may be extended by the Warden or designee. The extension approved by the Warden
or Deputy Warden may not exceed five (5) working days per extension. If there are more than four (4)
extensions, they must have the approval of the Director. Extensions can only be made for one (1) of the
following reasons:

a. An inmate who is suspected of having information which would aid in the resolution of the
investigation is unavailable for interview by appropriate authorities;

b. Awaiting information, documents and/or decisions which would aid in the resolution of the
investigation, from appropriate authorities; or

c. The case requires more extensive investigation.

For inmates on Administrative Status, these procedures will be followed except that this status is
temporary, and a Release Plan is not necessary while in this status.

. Inmates who have been in restrictive housing for longer than thirty (30) days are to maintain the AM

Assignment to “Extended Restrictive Housing” regardless of disciplinary court review or punitive status.

D. Control Precautions and Privileges while in Restrictive Housing

Controls and privileges do not govern inmates serving punitive restriction, participating, or assigned to Step-
Down Units, Death Row, and other special housing areas including Residential Programming Unit (RPU),
VSM Program, infirmaries, and the hospital.

1.

Control Precautions

a. The inmate will be housed in a separate area of the institution determined by the Warden.
b. Inmates will receive regular mail privileges as inmates housed in population.

c. Visits may be in a separate visiting room and will be conducted in the presence of an officer.

o

Inmates will have opportunity for exercise, a minimum of one (1) hour of exercise per day, five
(5) days per week, unless security or safety dictates otherwise. Opportunities may be available to
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L

exercise outdoors, weather permitting. Reasons for the imposition of any constraints should be
documented in the log and justified in writing.

Regularly scheduled meals may be served in cells instead of the chow hall.
Chaplains will visit the RH area at least weekly and upon request.

Although no razors will be allowed, inmates will have the opportunity to groom facial hair and shower a
minimum of three (3) times per week. Barbering and hair care services should be available on the same
basis as general population except that no razors will be allowed. Exceptions to the schedule are
permitted when found necessary by the shift supervisor on duty. All exceptions will be recorded in the
log and justified in writing.

Requests for medical, dental, or mental health services are the same as general population. The requests
can be through sick call/health services request or by staff for medical emergencies. Inmates in RH are
provided medication as prescribed.

Commissary purchases will be limited to $10 weekly due to security requirements on inmates in RH.
Items not allowed include:

1. Ice cream;
ii. Cups/Tumblers;
1. Razors;
iv. Any sharp objects;
v. Canned items/drinks;
vi. Nail clippers; and
vii. Others as designated in writing by unit policies.

Clothing allowed to male inmates in RH while inside their cells are limited to a t-shirt and boxers.
For clothing allowed for females, refer to McPherson Unit policy and Hawkins Unit Policy.
Thermal undergarments will be issued when appropriate.

Inmates in RH will be issued jumpsuits prior to exiting his/her cell when being escorted outside
of the barracks. Jumpsuits will be taken by staff upon return to the inmate’s cell.

Canvas shoes will be issued. No shoes with strings will be allowed in RH.

Lm.Inmates will only be allowed laundry bags with Velcro c€losuresstraps. No strings allowed.

;.
Arkansas Correctional School District.

A reasonable amount of reading material and educational material approved by the

#-0. Bedding is to be changed weekly and weekly laundry services are to be provided.

o-p. Access to legal materials upon request and in accordance with unit policy.

p-q. Access to attorney of record via legal mail and telephone.

¢1r. Inmates leaving or entering the RH unit must be thoroughly searched. Those on RH status shall

be escorted by two (2) officers and will be in restraints to and from their destination.

r=s. RH inmates are personally observed by a correctional officer twice per hour, but no more than

forty (40) minutes apart, on an irregular schedule. Inmates who are mentally disordered or who
demonstrate unusual, bizarre, or self-injurious behavior receive more frequent observation as
determined by a qualified mental health professional (minimal to constant); suicidal inmates are
under continuous observation (directly or by monitored camera) while on treatment precautions.
Observation shall be documented in a log.
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t. All inmates assigned to RH, excluding those inmates assigned due to protective custody or
medical concerns (e.g. quarantine), will keep any Meritorious Good Time that they have upon
placement but will not earn any more for the duration of their confinement in Restrictive
Housing.

2. Privileges
a. Inmates in RH will attend Institutional activities only with prior written approval from the

Warden.

b. Television, radio, MP4, and/or tablet privileges may be denied only upon documentation of the
reason(s) in each inmate’s record. Separate documentation is not required when class status
required for the privilege does not exist, or a disciplinary restriction is in the inmate’s record.

E. Review of RH Status

L.

The Classification Committee or authorized staff must review the status of every inmate assigned to RH
classification every seven (7) days for the first sixty (60) days, and every thirty (30) days thereafter to
determine if the reason(s) for Assignment continues to exist. At every other thirty (30) day review, the
inmate will be personally interviewed by the Classification Committee or authorized staff. All reviews
will be documented utilizing the appropriate segregation form, and all refusals by inmates will be signed
by the inmate and at least one (1) member of the classification committee who confirmed the refusal by
speaking with the inmate. Any inmate who advises the classification member that he/she did not refuse
will be assigned to the next regularly scheduled classification meeting.

A mental health practitioner/provider completes a mental health appraisal and prepares a written report on
all inmates placed in RH within seven (7) days of Placement. If confinement continues beyond thirty (30)
days, a behavioral health assessment by a mental health practitioner/provider is completed at least every
thirty (30) days for inmates with a diagnosed behavioral health disorder and more frequently if clinically
indicated. For inmates without a diagnosed behavioral health disorder, an assessment is completed every
ninety (90) days and more frequently if clinically indicated. The evaluation will be conducted in a
confidential area.

. The Warden or designee will review all committee recommendations for possible transfer to general

population within five (5) days.

No inmate shall remain in RH for more than one (1) year unless the Warden has personally interviewed
him/her at the end of the year and approves the Assignment. At the end of the second and each additional
year that an inmate remains in RH, the Warden and the Deputy Director shall personally interview the
inmate and determine whether the Assignment is necessary and appropriate.

The calculation and scheduling of an inmate’s RH hearing will not change if that inmate transfers to
another unit and remains in RH.

Inmates assigned to RH have the opportunity to participate in the Step-Down Program to assist with
reintegration of the inmate into general population in accordance with his/her Release Plan or to the
community in accordance with his/her Reentry Plan.

The ADC will attempt to ensure that inmates are not released directly into the community from RH or
Extended RH. In the event that the release of an inmate directly from RH into the community is
imminent, the Unit Warden or designee will document the justification and receive approval from the
appropriate Deputy Director. Additionally, the following must be met:

a. Classification shall verify that a Reentry Plan is in the Division’s electronic Offender Management
Information System (eOMIS) at least one-hundred twenty (120) days prior to release. The Reentry
Plan will be tailored to specific needs of the inmate. This does not apply to court orders for
immediate release.

b. Notice is required of release to local law enforcement where the inmate intends to reside, and/or
local law enforcement where the ADC releases the inmate from custody.
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c. Notify releasing inmate of applicable community resources as part of the Reentry Plan.

d. Victim Information and Notification Everyday (VINE) is made to those victims who have current
information in VINE or eOMIS.

F. Restrictive Recreation

A. Initial Placement

L.

Upon determination that the inmate poses a direct threat to the safety of persons or a clear threat to the
safe and secure operations of the facility, the shift supervisor will notify the Warden, Deputy Warden, or
Chief of Security to recommend an inmate’s Placement on Restrictive Recreation Status. The
recommendation shall include all pertinent information regarding the request and be forwarded to the
Warden for review and approval, unless the Warden approved the initial Placement.

Once the Warden initially approves the use of Restrictive Recreation for an inmate, the Warden will
contact the appropriate Deputy Director or the Duty Director, requesting final authorization. The request
for authorization will be made within twenty-four (24) hours of the initial Placement of an inmate on
Restrictive Recreation Status and documented.

Any inmate placed on Restrictive Recreation Status will be scheduled to appear before the next regularly
scheduled meeting of the unit’s Classification Committee for review.

B. Institutional Classification Committee Procedures for Continued Placement on Restrictive Recreation Status

1.

The inmate will be allowed to appear before the Classification Committee to make any relevant
statements, and to present related documentary evidence. An inmate’s refusal to appear before the
committee will be documented in writing.

. Continued placement will be made by majority vote of the committee.

. The inmate will be advised in writing of the reasons for continued placement and the steps the imate

mustinmate must take to be removed from Restrictive Recreation Status.

. The inmate will be on staff restricted movement of a Lieutenant or above for the duration of the

placement. The Lieutenant or above restriction will begin with the initial placement.

. The Restrictive Recreation Status will be documented in the Case Notes Section of the inmate’s electronic

record and a Restrictive Recreation Precaution will also be entered. A handout on in-cell exercise shall be
provided to the inmate upon request.

. All decisions of the Classification Committee will be subject to review and approval or disapproval by the

Warden or his/her designee.

C. Review of Restricted Recreation Status

L.

The Classification Committee or authorized staff, at the rank of Major or above, must review the status of
each inmate placed on Restrictive Recreation every sixty (60) days following the initial Classification
Committee Review. The status review will be documented in the Classification Committee Action
Section of the inmate’s electronic record.

The Warden or his/her designee will review all recommendations for possible release from Restrictive
Recreation status.

Upon release from RH an inmate will automatically be released from Restrictive Recreation status.

IV. ATTACHMENTS:

I. Restrictive Housing Placement

II. Restrictive Recreation Placement

III. Restrictive Housing Status Review Record of Release Consideration
IV. Restrictive Housing Release Plan
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V. Restrictive Housing Classification Committee Waiver
VI. Restrictive Housing in Cell Recreation Handout

Page 8 of 78
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ARKANSAS DIVISION OF CORRECTION

RESTRICTIVE HOUSING PLACEMENT
Attachment I

Any Placement requires a finding that this inmate’s continued presence in the general population poses a
serious threat to life, property, self, staff, other inmates, or to the security of the Unit.

TO:

FROM:

DATE:

Inmate ADC# is/was placed in RH on

at for the following reason(s):

Administrative Status (Temporary):
~pending trial for a criminal act
~pending disciplinary court review
~pending transfer to another unit
7 pending investigation (Note: PREA victims cannot be placed in RH for more than twenty-four
hours (24) unless necessary to protect the victim from further harm or other security concerns)

Review required within twenty-four (24) Hours of Placement

o I wasnot involved in the initial Placement and have reviewed the reasons for the Placement. |
find the Placement appropriate.

I find the inmate should be moved to rather than remain in RH.

SIGNATURE DATE

Note: If the inmate’s Placement in RH is approved, he/she shall appear before the Classification
Committee for possible Assignment within seven (7) days.
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ARKANSAS DIVISION OF CORRECTION

RESTRICTIVE RECREATION PLACEMENT
Attachment 11

Any Placement requires a finding that this inmate’s continued actions pose a direct threat to the safety of persons or a
clear threat to the safe and secure operations of the facility. These actions include but are not limited to: tampering with
or blocking any lock or locking device; tampering or manipulating any recreation enclosure or Restricted Housing
recreation area; running from, avoiding or otherwise resisting apprehension; aggravated battery to include attempted
battery/battery on staff or inmate(s); and attempts to remove or manipulate restraints.

TO:

FROM:

DATE:

Inmate ADC# is/was placed on Restrictive
Recreation on at for the following reason(s):

Tampering with, or blocking, any lock or locking device.

Tampering or manipulating any recreation enclosure.

Running from, avoiding, or otherwise resisting apprehension.
Aggravated battery to include attempted battery on staff or inmate(s).
Attempts to remove and/or manipulate restraints.

Other:

N Y A O A

Review required within twenty-four (24) hours of Placement

I have reviewed the reasons for the Placement and find that the inmate [ Ishould [ ]should not remain on
Restrictive Recreation status.

Warden Signature Date

I have reviewed the reasons for the Placement and find that the inmate [ Ishould [ ]should not remain on
Restrictive Recreation status.

Deputy/Duty Director Date

Note: If the inmate’s Placement on Restrictive Recreation status is approved, he/she shall appear before the next
Classification Committee for review and every sixty (60) days thereafter.
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Attachment I11

ARKANSAS DIVISION OF CORRECTION

RESTRICTIVE HOUSING STATUS REVIEW RECORD OF RELEASE CONSIDERATION

Facility: [1 7 Day Review [] Warden’s Review
Inmate: [1 30 Day Review [] Director’s Review
ADC #: [1 60 Day Review [] Special Consideration
Date of Review Date of Initial Assignment

REASON FOR INITIAL ASSIGNMENT

[ Poses a direct threat to the safety of themselves or other

D Poses a direct threat to the safe and secure operations of the facility

D Administrative Status due to:

COMMITTEE MEMBERS VOTE

REMAIN () RELEASE ()

REMAIN () RELEASE ()

REMAIN () RELEASE ()

REMAIN () RELEASE ()

REMAIN () RELEASE ()

REMAIN () RELEASE ()

REMAIN () RELEASE ()

REMAIN () RELEASE ()

INMATE'S STATEMENT CONCERNING RELEASE OR CONTINUED SEGREGATION

ACTION/REASON

[] Continue RH (Describe how the inmate continues to pose a direct threat to safety of [] Inmate is not a threat to the security of persons or a clear threat to

persons or a clear threat to the safe and secure operations of the facility): the safe and secure operations of the

facility, and should be released from RH

L] Release pending completion of RH
Restrictive Release Plan

MENTAL HEALTH APPRAISAL REPORT: Completed O Yes O No

WARDEN'S REVIEW

D I have reviewed the above and agree with the Committee's decision.

D I have reviewed the above and am referring this back to the Committee.

WARDEN OR DESIGNEE SIGNATURE DATE
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ARKANSAS DIVISION OF CORRECTION Attachment IV

RESTRICTIVE HOUSING RELEASE PLAN

Facility Name: Date:

Inmate Name: ADC Number:

O Upon completion of the following steps, the above-referenced inmate may be returned to
general population from a RH Assignment:

O Upon completion of the following steps, the above-referenced inmate may be removed from a
Restrictive Recreation Placement:

Achieve Class II status or better
Complete the sanction(s) imposed by the Disciplinary Court
Complete a Step-Down Program

Complete a/an program

O 0Oooan

Other (must be specific):

Classification Committee Member Signature Date

INMATE ACKNOWLEDGEMENT

I have read, or have had read to me, this Release Plan. I understand that I may remain in RH or on
Restrictive Recreation until this plan is completed.

Inmate’s Signature Date

WARDEN’S REVIEW

O I have reviewed the above and agree with the proposed Release Plan.

O TIhave reviewed the above and am referring this proposed Release Plan back to the Classification
Committee.

Warden or Designee’s Signature Date



265

ARKANSAS DIVISION OF CORRECTION

Attachment V

RESTRICTIVE HOUSING CLASSIFICATION COMMITTEE WAIVER

Date of Review:

I, Inmate , ADC#
Hereby waive or refuse to appear before the RH Classification Committee (RHCC).

My waiver or refusal to appear before the RHCC is done freely and voluntarily without threat or
coercion from any person(s). I understand that my refusal to appear before the RHCC will
result in the review of my RH or Restrictive Recreation Status in my absence and a decision
without any comments or statements from me.

Inmate Name (Please print):

Inmate Signature:

Date:

RHCC Member Name (Please print):

RHCC Member Signature:

Date:

Witness Name (Please print):

Witness Signature:

Date:
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Attachment VI

Unlock Your Potential With

EXERCISE

Exercise is a key to:

EMOTIONAL WELL BEING

CARDIOVASCULAR HEALTH

WEIGHT MANAGEMENT
MUSCLE TONING

ENHANCED RELAXATION

Developed By Medical Training and Continuing Education Texas Department of Criminal Justice
Institutional Division
INTRODUCTION

This pamphlet gives a basic in-cell exercise program which will help you maintain strength and
endurance, There are three parts of this workout, These include warm-up/stretching, conditioning, and
cool down. IT ts VERY IMPORTANT THAT YOU WORK AT YOUR OWN PACE AND THAT YOU DO NOT PUSH
YOURSELF TO THE POINT OF PAIN. It is also a good idea to place your mattress under you to use as
padding as this will make you more comfortable and lessen your chance of injury,

WARM-UP/STRETCH (5-8 min.)
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It is important to stretch before each workout. This series of exercises will prepare the body for
physical exertion. Without proper warm up, soreness, muscle pulls or some other injury may occur. Be
safe, and properly go through the warm-up stretch period. Do stretches in the order listed. Do each
stretch only to the point before it becomes painful, do not bounce during stretching; instead hold
each stretch for 10 seconds.

Try to relax the muscles being stretched.

A

&

Stand erect,
balanced on
the balls of
your feet.
Begin
walking
briskly -
around a
room will do
nicely. The
walkis a
good warm-
up

CALF/ACHIL
LES
STRETCH

Standing three of
your foot lengths
from the wall,
place your
forearms on the
wall, Place your
forehead on the
back of your
hands.  Keeping
one leg straight
and the heel on
the floor bring
the other leg
toward the wall
and lean in. As
you lean in you

will  feel the
stretch.
Repeat with the
other leg.

BODY
BENDER

Stand erect
with hands
locked behind
neck, Bend
trunk of body
from side to

TRUNK
TWISTER

Stand, feet apart,
with arms extended
out from sides
palms down. Slowly
twist from side to
side.

ANKLE
STRETCH

Stand erect with
weight on balls of
feet. Raise and
lower heels
repeatedly.

SPINAL
STRETCH

Sit on the floor with
your  right leg
straight and the left
leg crossed over the
right leg with the
left foot on the
floor, Place the right
arm so that the
right elbow presses
against the outside
of the

left knee, Press
against the knee
and twist the
upper body,
Repeat on the
other

SHOULD
ER
STRETCH

With your
arms over
your head,
hold the
elbow of one
arm with the
hand of the
other ann.
Slowly pull
the elbow
behind your
head. Do not
force. Hold.
Repeat on
the other
side.

CONDITION (15-20 min.)

L
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LEG RAISER ABDOMINAL CURL

(SIT-UPS)

PUSH-UPS OR TOE TOUCH JUMPING JACKS

KNEE PUSH-UPS

Get on your hands and knees,
lowering the upper body to the
floor by bending the arms, then
push back up, (10 limes)

Lie on your back with your
fee' on the floor, knees bent,
arms folded across the chest.
Raise head and shoulders off
the floor about Inches and
return to the floor, (ten times)

Lie on your side with your
head on your arm. Use your
other hand to brace yourself,
Keep your leg straight and lift
it as far'IS possible, Do 10
times each side,

This exercise strains
your back, do knee
push-ups, See the next
frame,) Lie flat on the
floor, hands under
your shoulders,
Keeping the body and
legs straight, push up.
lower your body until
your chest almost
touches the floor.
Repeat 10 times.

Stand with feet together,
arms at side, Keep the
knees slightly bent, lean
forward and  gently
stretch hands toward the
toes or floor return and
repeat, Do 10 times.

Stand with arms at sides,

jump spreading feet to the side
and at the same time

swing the arms overhead,

then swing the arms down

and Jump back to the start position.
Do 10 times.

This series of exercises will increase one's strength, flexibility, agility, tone, and endurance. Major
muscles can be toned through the conditioning period. Do each set of exercises ten times, and then
repeat at your own pace, for a total time of fifteen to twenty minutes.

COOL DOWN (5-8 min.)

The cool down exercises help your body to gradually return to its resting state. They also help to
stretch out muscles and tendons which may have been tightened during conditioning exercises.
Please note that the cool down phase of the workout is simply a repetition of the warmup/stretch
phase.

>

WALK CALF/ACHILLES | BODY BENDER | TRUNK TWISTER ANKLE SPINAL STRETCH | SHOULDER
STRETCH STRETCH STRETCH

Walk slowly in Standing three of Stand erect with Stand, feet apart, with Sit on the floor with

place to cool your foot lengths hands locked arms extended out Stand erect with your right leg straight With your arms

down. from the wall, Place behind neck. Bend from sides palms weight on balls of and the left leg crossed over your head,
your forehead on | trunk of body from down. Slowly twist feet. Raise and over the right leg with hold the elbow of
the back of your side to side. from side to side lower heels the left foot on the one arm with the
hands. Keeping repeatedly. floor. Place the right hand of the other
ones leg straight arm so that the right arm. Slowly pull
and the heel on the elbow presses against the elbow behind
floor  bring the the outside of the left your head. Do not
other leg toward knee. Press against the force. Hold.

the wall and lean
in. As you lean in
you will feel the
stretch. Repeat
with the other leg.

knee and twist the
upper body, Repeat on
the other

Repeat on the
other side.
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ARKANSAS DEPARTMENT OF CORRECTIONS

Division of Correction — Director’s Office

6814 Princeton Pike
Pine Bluff, Arkansas 71602
Phone: (870) 267-6200 | Fax: (870) 267-6244

ADMINISTRATIVE DIRECTIVE

SUBJECT: Correctional Officer Training, Basic Training, Rehires

NUMBER: 2022-28 SUPERSEDES: 16-26

APPLICABILITY: Training Academy Staff, Unit Human Resource Managers/

Training Officers, and New or Rehired Correctional Officers

REFERENCE: AR 013 Staff Training, Employment SD, Employee Orientation and Training
SD, AD Hazardous Duty Pay/Maximum Security Incentive Pay

PAGE: 10f 3

APPROVED: Original Signed by Dexter Payne EFFECTIVE DATE: 12/22/2022

I.

I1.

POLICY:

It is the policy of the Arkansas Division of Correction (ADC) to provide Basic Correctional Officer
Training (BCOT) to employees who are hired into security positions within the ADC. This training
shall consist of correctional security training in accordance with ACA and ADC standards. The ADC
will recognize previous training received by new and rehired correctional officers while ensuring that
established Arkansas training standards are met.

DEFINITIONS:

A. Basic Correctional Officer Training (BCOT). Basic Training is two-hundred forty (240) hours of
pre-service requirements meeting accreditation standards of the American Correctional
Association, as well as other training as required by the ADC.

B. Cadet. New or rehired employees who are currently enrolled in BCOT class.

C. Essential Job Functions. The fundamental duties of a job or position; the responsibilities or tasks
a person holding the job absolutely must be able to do.

D. Field Training Officer (FTO). Correctional Officers who are selected by the Warden, or the Work
Release Center Supervisor, who provide on the job training to newly hired security staff that are
cadets in BCOT, new officers during their critical week after graduating BCOT, non-security staff
that are required to attend BCOT.

E. Hazardous Duty Pay. An amount up to 10 percent (10%) of the annual salary authorized by law to
any eligible employee physically performing duties and responsibilities of and occupying an
authorized position.
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F. Mentor. Someone who may have been through the FTO certification program and should have at

least one (1) year experience and chosen by the Shift Supervisor as someone who is deemed to
have good work ethics and is a leader.

G. Rehire. For the purpose of this policy, a person who previously worked in a security position for

the ADC.

III.PROCEDURES:

A. Unit Human Resources (HR) Managers will be responsible for ensuring the pre-screening

C.

application process is completed, the eligibility of all Correctional Officers and that proper
verification of the prior training and/or certification are obtained. All new hires must attend and
successfully complete all elements of BCOT.

. Employees will receive hazardous duty pay while enrolled in BCOT. Cadets will be given six (6)

months from date of hire, and five (5) attempts to qualify with firearms during, or after BCOT
training. Firearms training will be held at the employee’s assigned Unit. A cadet will only be
issued firearms for training purposes until he/she has successfully qualified on required weapons.
Failure to complete all BCOT requirements (academics and firearms) will result in termination. If
a cadet cannot successfully complete all BCOT requirements, and has not missed more than three
(3) days, the cadet may be recycled to the next scheduled BCOT class at the
Superintendent/Warden and the Training Academy Administrator’s discretion.

Training received at the unit prior to BCOT from the Unit Training Officer does not count towards
the 240 hours required for completion of BCOT.

D. Verification of Previous Training and Employment

1. The Unit HR Office will review Rehire applications and related previous work history to
determine the reason(s) the employee terminated employment with the ADC. Potential
Rehire applicants will only be considered for employment at the last unit of assignment if
less than one (1) year from termination date, however if the termination date is one (1) year
or longer, the applicant may be considered for employment at other units/facilities.

2. Unit HR Managers will obtain confirmation from the unit of last assignment on employment
dates and completion of BCOT and complete required documentation. Once completed, the
hiring packet will be sent to the Central Human Resources Office.

3. In applicable cases, rehired Correctional Officers will be given credit for verified prior
BCOT based on the following criteria:

a. If time since leaving ADC is less than one (1) year

1. Participate in the pre-screening application process;

ii. Must be updated on applicable Administrative Rules (AR), Administrative
Directives (AD), Secretarial Directives (SD), and other ADC or unit policies by
the Unit Training Officer or designee;

iii. Shall meet all firearms training and qualification requirements during the first six
(6) months of employment or be terminated; and

iv. Is not required to take the BCOT or rehire exam.

b. If time since leaving ADC has been between one (1) to two (2) years:

i. Participate in the pre-screening application process;

ii. Take the written exam,;
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iii. If passing score is obtained, the rehire must be updated on applicable AR’s, SD’s,
AD’s and other ADC or unit policies by the Unit Training Officer or designee.

iv. Shall meet all firearms training and qualification requirements during the first six
(6) months of employment or be terminated.

v. If failing score is received, the rehire must attend BCOT.

c. If time since leaving ADC has been over two (2) years:
i. Participate in the pre-screening application process; and

i1. Attend the first available BCOT.
E. The Written Exam
1. Will be developed by the ADC Training Academy.

2. Will be given and graded by Training Academy Personnel.
3. A rehire must score 70% to pass.
4. Training Academy personnel will notify the Unit HR Manager of the test results.

F. Division AR’s, AD’s, Post Orders and Other Policies. Upon completion of the review of the AR’s,
AD’s and other ADC and unit policies, the employee will sign an acknowledgement form on the
policies reviewed. The Unit HR Manager will confirm the contents of the review with his/her
signature and forward the original to the Central Human Resources Office.

G. Pre-Employment Screenings. Pre-employment screenings, as may be required by ADC policy or
procedure, will be conducted prior to final review and approval of selectee. Such screenings may
include, but not be limited to a test for drugs, physical assessments, tuberculosis, comprehensive
criminal background investigations, maltreatment registry checks, traffic violation record, and
assessment of the ability to perform essential job functions.

H. On-the-Job Training (OJT)

1. OJT includes a booklet of instructional modules called the Unit OJT Training Manual to train
cadets by using specific objectives and topics presented in the module.

2. After BCOT training, the employee will be required to complete at least forty (40) hours of
On-the-Job Training (OJT) with a Field Training Officer (FTO) before being placed on a post
or assignment alone.

3. On the final day of OJT, the Post Orientation Modules Check-Off List is to be signed by the
Cadet, the Unit Trainer, and the Chief of Security. This form is to be maintained at the Unit
of assignment in the Cadets personnel file.

4. After completion of the BCOT program, Cadets are sworn in as Correctional Officers, and
will remain in an OJT status at their assigned unit for at least forty (40) hours. The OJT status
will be based upon the unit’s policy and ensures the newly sworn Correctional Officer will be
assigned to a post with either a FTO or a Mentor during this time frame.
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APPROVED: Original Signed by Wendy Kelley

EFFECTIVE DATE:

842016

I. POLICY:

It is the policy of the Arkansas Department—Division of Correction (ADC) to provide Basic
Correctional Officer Training (BCOT) to employees who are hired into security positions within the
ADC. This training shall consist of correctional security training in accordance with ACA and ADC
standards. The ADC will te—recognize—the previous training received by new_and rehired

Ccorrectional 0Officers being hired-bythe Department-of Correction- ADC-while ensuring that-the
Correctional Officers meet-established Arkansas training standards are met.

II. DEFINITIONS:
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A.
A—
A-—Basic Correctional Officer Training (BCOT).— Basic Training as—defined-by—the-Askansas
Department Division-of Correction TrainingAecademy-is two-hundred forty (240) hours of pre-

service requirements meeting accreditation standards of the American Correctional Association,
as well as other training as required by the BepartmentADC.

B.
B—Cadet. New or rehired employeesPersennel- who are currently enrolled inactivelygoinge
throueshimittal-traininein BCOT class.

C.
B—Essential Job Functions. The fundamental duties of a job or position; the: Theresponsibilities or
tasks a person holding the job absolutely must be able to do.

D. Field -Training Officer (FTO). —Correctional Officers who are selected by the Warden, or the
tWork Release Center Supervisor,s who provide on the job training to newly hired security staff
that are cadets in BCOT, new officers during their critical week after graduating BCOTten,-and
non-security staff that are required to attend BCOT.

B- - &

E. Hazardous Duty Pay. An amount up to 10 percent (10%) of the annual salary authorized by law to
any eligible employee physically performing duties and responsibilities of and occupying an
authorized position.

Mentor. A—menterissSomeone who may havehas—orhasnot been through the FTO
certification program and should have at least one (1) year experience and chosen by the Shift
Supervisor as someone who is deemed to have good work ethics and is a leader.

F.

GH. &—E—Rehire. For the purpose of this policy.—A: a Cerreetional-Offieerperson who previously

worked in a security position for the Arkansas-Department-of Correetion=ADC.

I11.HH-PROCEDURES:

—Fhe-Unit Human A-eeal-HResources (HR) Managers Unit Human Resource Managers-will be
responsible for -eensuring the pre-screening application process is completed, the eligibility of all
Correctional Officers and that proper verification of the prior training and/or certification are
obtained.

A. -All new hires must attend and successfully complete all elements of Basie-FrainingBCOT.

B. Until-an—-eEmployees eompletely—eertifies—as—aCorrectional Officer,—they—will net-receive
hazardous duty pay_while enrolled in BCOT. -Cadets will be given _six (6) months from date of
hire, and five (5) attempts to qualify with firearms during, or after BCOT training. Firearms
training will be held at the employee’s assigned Unit. A cadet will only be issued firearms for
training purposes until he/she has successfully qualified on required weapons. -Cadets—witl-be
given—six—(6)-monthsfrom-date-of-hire-to—qualify-with-firearms—Failure to complete all Basie
Correctional- Officer TrainingCOT requirements_(academieallyacademics and firearms) -which

includes—firearms;-will result in termination. If a cadet cannot successfully complete all BCOT
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requirements, and has not missed more than three (3) days, the cadet may be recycled to the next
scheduled BCOT class at the Superintendent/Warden and the Training Academy
Administratorsarden’s discretion.

A-Training received at the unit prior to BCOT from the Unit Training Officer does not count towards
the 240 hours required for completion of BCOT.A-—eadet/officer-will-only-be-issued-firearmsfor

i g ez eeathe e Bl el s e e e
B-C.

DB. Verification of Previous Training and Employment

1. The Central-Unit Human-Resources Office will review Rehire applications and related
revious work history to determine the reason(s) the eEmployee terminated employment
with the ADC. Potential Rehire aApplicants will only be considered for employment at the
last unit of assignment if less than one (1) year from termination date, however if the
termination date is one (1) year or longer, the applicant may be considered for employment

at other units/facilities.

2. Unit HR Managers will obtain confirmation from the unit of last assignment on employment
dates and completion of the BCOT and complete required documentation. Once completed,
the hiring packet will be sent to the Central Human Resources Office. and-document-the
Laserfiche:

3. In applicable cases, rehired Correctional Officers will be given credit for verified prior
BCOT based on the following criteria:

1inoBCOT and-documentthe I acerfiche
T DCTOT GOCHTt
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a. LI time since leaving ADC is less than one (1) year

1. PartieipateParticipate iten+in the pre-screening application process:
I od ke the BCOT b . :

ii. Must be updated on applicable Administrative Rules (AR), Administrative
Directives (AD), Secretarial Directives (SD), and other ADC or unit policies by
the Unit Training Officer or designee; ane:

ii. Shall meet all firearms training and qualification requirements during the first six
(6) months of employment or be terminated; -and

1v. Is not required to take the BCOT or rehire exam.

—B—b. Iftime since leaving ADC has been between one (1) to two (2) years:

1. Participate in the pre-screening application process::

11. Take the written exam-;
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1. If passing score is obtained, the rehire must be updated on applicable AR’s, SD’s,
AD’s and other ADC or unit policies by the Unit Training Officer or designee.

iv. Shall meet all firearms training and qualification requirements during the first six
(6) months of employment or be terminated.

#v. If failing score is received, the rehire must attend BCOT.

1. Participate in the pre-screening application process; and-

ii. Attend the first available BCOT.

The Written Exam:

1. wWill be developed by the ADC Training Academy.:

2. Wawill be given and graded by the-Training Academy Personnel.:



276

| AD 2022-2x—16-26 Correctional Officer Training, Basic Training, Rehires

I

Page 5 of 5
3. Aa rehire must score 70% to pass.; ané

4. Fthe-Training Academy_personnel will notify the Unit A-eeal-HR ManagertnitHuman
Resouree-Manager of the test results.

D. DepartmentDivision AR’s, AD’s, Post Orders and Other Policies.

Upon completion of the review of the AR’s, AD’s and other departmental ADC and unit policies, the
employee will sign an acknowledgement form on the policies reviewed. —The UnitHeeal HR

Manager Unit HumanResouree-Manager-will confirm the contents of the review with his/her
signature and forward the original to the Central Human Resources Office.

GE. Pre-Employment Screenings.

Pre-employment screenings, as may be required by department-ADC policy or procedure, will be
conducted prior to final review and approval of selectee. Such screenings may include, but not be
limited to a test for drugs, physical assessments, tuberculosis, comprehensive criminal background
investigations, maltreatment registry checks, traffic violation record.—employment—reference
cheeks; and theassessment of the ability to perform essential job functions.

HE. . On-the-Job Training (OJT)

1. —OJT includes a booklet of instructional modules; called the Unit OJT Training Manual to
train cadets by using specific objectives and topics presented in the module.

2. -After BCOT training, the employee will be required to complete at least forty (40) hours of
On-the-Job Training (OJT) with a n-experieneed-Field Training eOfficer (FTO) before being

placed on a post or assignment by-themselvesalone.

1—On the final day of OJT, the Post Orientation Modules Check-Off List is to be signed by
the Cadet, the Unit Trainer, and the Chief of Security. This form is to be maintained at the
Unit 4of assignment ina the Cadets personnel file.

3.

—After completion of the BCOT program, Cadets are sworn in as Correctional Officers, and
will remain in an OJT status at their assigned unit for at least forty (40) hours. The OJT
status will be based upon the unit’s policy and iensures the newly sworn Correctional
Officer will be assigned to a post with either a 8#FTO or a Mentor during this time frame. -

2—
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