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L. APPLICABILITY. This policy applies to Arkansas Community Correction {(ACC)
cmployees. In a manner generally interpreted to be appropriate, this policy also applies to
ACC agents. Agents include volunteers, interns, contractors and vendors. (4-APPES-3C-02)

II. POLICY.
[tis ACC policy to create and maintain a secure, professtonal, and productive work
environment, where employees and agents conduct themselves in a manner that does not
umpair ACC opetations and does not compromise their authority or erode public confidence.
Employees and agents are expected to obey laws and departmental policies; uphold generally
recognized standards of professional ethics and conduct as described in this directive; and
demonstrate respect for the safety, rights, and dignity of others.

HI. GUIDANCE. The Code of Ethics and Rules of Conduct, at Attachment 1, represents
ACC’s commitment to cthical and efficient provision of services. It describes the expected
behavior of ACC employces and agents. The agency encourages people to focus on positive
character traits and actions to serve as positive role models for offenders. Supervisors must
provide a copy or access to a copy of this policy inidally and again during performance
teviews. Iimployees must review this policy annually prior to signing their performance
evaluation.

IV. ATTACHMENTS.
Attachment 1 Code of Ethics and Rules of Conduct



Attachment 1

Arkansas Community Correction
CODE OF ETHICS AND RULES OF CONDUCT

CODE OF ETHICS

As an ACC employee or agent I will adopt and uphold the agency’s ethics as follows:

1.
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10.

11.

12.

13.
i4.

16.

17.

I'will strive to enhance public safety by enforcing state laws and court mandates through
community partnerships and evidence based programs. that hold offenders accountable while
engaging them in opportunities to become law-abiding, productive citizens.

I will make a dedicated efforr to conduct my official and private life in a manner that fosters
public confidence in me and ACC,

i will adhere to agency policy.

I will follow applicable directives of the Arkansas Board of Corrections and Arkansas Parole
Board.

I will develop and encourage relationships with colleagues to promote mutual respect within
the profession and to enhance service quality.

[will follow law and policy regarding confidentiality and release of public records.
I'will manage each case with appropriate concern for both the offender and public safery.
[ will uphold the civil and legal rights of all individuals.

Lwill respect, promote and contribute to a work place that is safe, healthy and frec of
harassment in any form.

[ will report any illegal or unethical behavior that could affect either an offender or the
ﬂgency.

1 will comply with law and policy pertaining to procurement, campaigning, lobbying, and
political activities.

I'will refrain from making public statements critical of colleagues or the agency that create
disharmony, are disruptive, undermine operations, ot impair working relationships within the
agency or with other entities.

['will comply with law and agency policy pertaining to sexual behavior.

I will NOT discriminate against any employee, prospective employee, or offender on the
basis of race, color, religion, sex (including pregnancy), national origin, age (40 or older),
disability or genetic information.

['will NOT use my official position to secure personal ptivileges or advantages for myself or
others.

I'will NOT solicit or accept any gift, favor or preferential treatment that could be interpreted
as influencing my judgment or decisions in the performance of my duties,

I'will NOT enter into any formal or informal activity or agreement that presents a conflict of
interest or is inconsistent with the conscientious performance of my dutics.
(4-APPFS-3C-02)



R-2.

R-3.

R-5.

R-6.

R-8.

R-9.

RULES OF CONDUCT

Punctuality. An employee must be punctual in all of his or her official engagements.

Reporting for Duty. An employee must report for duty at the time and place required by
assignment or orders and must be physically and mentally fit to perform his/her duties. A
non-cxempt employee may not work beyond his/her regular day without prior supervisory
approval. He/she must be propetly equipped and cognizant of information required for
proper performance of duty so that he/she may imtnediately assume his/her duties.

Area of Assignment. An employee assigned a Communiry Cortection Center function must
not leave any post, assignment, duty, or area without permission from his/her supervisor.

Absenteeism. An employee must not falsely report illness or injury, misuse sick leave or
otherwise deceive or attempt to deceive agency officials about his/her health.

Work Performance. In fulfilling job responsibilities, an employec must act competently,
with reasonable diligence, and a commitment to professional service. An employee has a duty
to fully understand his or her job responsibilities and is obligated to seek assistance from
superiors in matters of technicality or principle when unclear. Dereliction of duty or
mistepresenting job performance violates this standard and subjects an emplovee to
disciplinary action.

State Property, State property must be used only for State business. Fmployees and agents
must accept responsibility for the proper care, accountability, and maintenance of State
property. Employees and agents must not misuse, abuse, or allow misuse or abuse of State
property.

Gathering and Processing Property and Evidence. Property or evidence that has been
discovered, gathered or received in connection with ACC responsibilities will be processed in
accordance with established ACC procedures. An employee or agent must not convert to his
or her own use, or manufacture, conceal, falsify, destroy, remove, tamper with, or withhold
any property or evidence.

Employee Telephone Numbers. An cmployee must notify his or her supervisor within
seventy-two (72) hours of a change in the employee’s home/ cell telephone number.
Employees must not give other employees” non-work tclephone numbers to non-employees.

Changes in Employee’s Personal Information and Attributes. Employees must
promptly notify their supervisor of changes in phone numbers, address, emergency contacts,
and any attributes associated with the Arkansas Continuity of Operations (ACOOP) program.

R-10. Attentiveness. An employee must remain alert at all times during business hours.

a. Prohibition of Sleeping. An employee must remain awake while on duty. If unable to do
s0, and in danger of falling asleep, he or she must repott to a supervisor, who must
immediately release the employee from duty, and place him/her in appropriate leave
status pending further supervisory review and appropriate action.

b. Inattentiveness. While on duty, an employee must not engage in any activities or personal
business that causes him or her to neglect ot be inattentive to his or her assigned tasks.



R-11. Insubordination. An employee must promptly obey any lawful order of and follow all
reasonable instructions issued by a supervisor or supetior.

R-12. Truthfulness. An employee or agent responding to various persons involved in agency fact-
finding or other internal or external adminisrrative processes must cooperate fully and
truthfully. Reports submitted by an employee must be truthful, complete, timely, and in
accordance with established ACC report writing procedures. No emplovee or agent must
knowingly enter or cause to be entered inaccurate, false or improper information nor
improperly alter ot intentionally omit pertinent information on any document prepared in the
performance of his/her job duties.

R-13. Abuse of Process/Retaliation. An employee or agent must not knowingly make false
accusations of misconduct or initiate any action against other employces, agents or offenders
in retaliation for their filing of a lawsuir, grievance, report {to include a report filed on alleged
infractions), cooperation with an investigation, or for any other purpose.

R-14. Garnishments and Unresolved Debt. Employees are expected to honor their legal debs
and avail themselves of services such as debt counseling to avoid garnishments. Failure to
honor debts acknowledged by an ACC employee to be valid or reduced to judgment by a
court is a rule of conduct violation. Multiple garnishments, for different debts, against an
cmployee’s wages will subject an employec to progressively more severe disciplinary action.
Four garnishments - each for a different debt - within a two-year period are grounds for an
employce’s termination. If a garnishment is the result of another person’s failure to honor a
debt (for example, employee co-signed for a relative), disciplinary acdon may be reduced
accordingly. However, ACC will in no circumstance act as a collection agency or determine
the validity or amount of contested debts.

R-15. Possession and Use of Drugs. Employees and 2ZENLS MUST N0t POSSESs Of Use any
controlled substance in violation of state or federal law or ACC policy. Employees and
agents taking prescription drugs must notify their immediate supervisor of any physical or
pharmacological condition that causes physical or cognittve 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.
[n instances where an employee or agent believes and/or medical personnel indicate that a
medication may affect judgment and/or reaction time, authotization to perform certain
essential duties and/or operate a motor vehicle will be suspended. Authorization will be
reinstated upon the cessation of the effects of the medication. An employcee may be required
to take sick leave if the medication prevents the employee from doing his or her job.

R-16. Use of Alcohol While on the Job. Emplovees and agents must not perform duties under
the influence of alcohol nor consume alcohol during work hours, on or off state-owned or
state leased property, including lunch and break petiods.

R-17. Citizen Complaints and Information Requests. An employee must courteously and
promptly accept, and if needed record in writing, a citizen’s request for information or a
complaint/concern about the agency, any ACC employee, or an offender under ACC
supervision. An employee may attempt to resolve a complaint, but must never attempt to
dissuade any citizen from lodging a complaint and must immediately inform his or her
supervisor of any complaint. All requests for information must be handled pursuant to ACC
policy/ procedure and state and federal law.



R-18.

R-19.

R-20.

R-21.

Conduct Toward All Persons. ACC subscribes to a policy of professionalism, equality and
fairness in the provision of setvices and the discharge of authorized dutics. An employee or
agent must respect and protect the civil and legal rights of all persons. Employees and agents
must treat offenders with dignity and must not verbally, physteally or mentally abuse them or
subject them to corporal punishment, humiliation, or punitive interference with their daily
functions of living, such as eating or sleeping. The use of corporal punishment is contrary to
humane standards of care and professional correctional practices and as such is absolutely
prohibited. Corporal punishment is striking, pushing, shoving, kicking, tmproperly using
chemicals, or engaging in any act to cause bodily pain and discomforrt to an individual for the
purpose of disciplining or cotrecting that individual’s behavior. This provision in no way
prohibits a staff member or agent from using that force necessary to protect him/herself
from injury or to prevent injury to other employees, agents, or tesidents. This provision in 1o
way prohibits an employee from preventing property damage or escape or achieving
compliance with a reasonable and lawful order. (4-ACRS-6A-03)

Abusive/Intimidating Behavior and Harassment. Physical abuse of other employees,
agents, offenders, or other persons is prohibited. Fighting, assault, battery, threats, abusive
language, intimidation, sexual misconduct, scxual abuse, sexual harassment, non-sexual
harassment, reckless or disorderly conduct or conduct that places emplovees, agents or other
persons in fear of harm is prohibited. An employee or agent must not bargain with other
employees or agents for sexual favors, nor make or infer job benefits or advantages
contingent upon acceptance of such an offer. Employees and agents must not act in a way
that creates or contributes to an intimidaring, hostile, or offensive work environment.
Employees and agents must refrain from behaviors or speech that a reasonable person would
consider to be unwelcome or offensive. (4-ACRS-6A-05)

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

Social Media. LEven when not at work or on duty, ACC employees and agents retnain
tepresentatives of ACC. As such, they must act responsibly when making public comments
and when using social media and other networked communication platforms such as
Facebook, Myspace, Twitter, Instagram, Snapchat, YouTube, blogs, and forums. I‘mployecs
are free to express themselves on social media within the scope of policy guidance, but they
should be aware that posts on social media may compromise their safety and the safety of
others and posts may be used to discredit them in court.

Employecs and agents will be held accountable for the content that appears on their social
media or social networking sites whether or not the content was posted by the individual.

Fxamples of content that must not be posted on social media or on nerworked
communication platforms include:

® Prohibited: Posting content that is inconsistent with the ACC Code of Fithics and Rules
of Conduct and related policy, rules/ regulations, and laws,

® Prohibited: Posting on social media confidential information or information protected by
law or policy.

¢ Prohibited: Cyberbullying. Cyberbullying is using informaton and communication
technologies to support deliberate and hostile behavior by an individual or group with the
ntention of harming another petson. Cyberbullying is also hurtful or harassing text
messages or emalls; rumors sent by email or posted on social networking sites; and
embarrassing pictures, videos, websites, or fake profiles.



R-22.

R-23.

R-24.

R-25.

* TProhibited: Posting information or pictures on social media that actually or potentially
compromise staff/public safety, undermine operations, or cause disruption or
disharmony in the workplace.

¢ Prohibited: Posting, transmitting, reproducing, or disseminating unauthorized information
{texts, pictures, official training, work assignments, video, audio, etc.) to the Internet or
any other public or private forum that would tend to discredit or reflect unfavorably upon
its employees/agents, the agency or other ctiminal justice / law enforcement agencies or
impairs working relationships within the agency or with other cntities.

* Prohibited: Creating an unauthorized site that appears to be an official ACC site. Also
prohibited, posting itnages of agency logos, emblems, badges, and patches that specifically
identty ACC in such a manner that would lead a viewer to believe the site was an official
ACC site or was sanctioned by the agency; unless authorized by the Director or designee.

Contraband. Employees and agents must not introduce or attempt ro introduce any illegal
or unauthorized item (for example, cell phones or other communication devices or their
components, tobacco products, drugs, weapons, etc.) into a facility owned, operated or
contracted by ACC.

Safety. Employces and agents must observe fire prevention and other safety rules. The
cmployces and agents must also drive safely and avoid accumulating excessive points on their
driving record, otherwise, they may be prohibited from using a State vehicle, receiving
personal vehicle mileage reimbursement, or employment may be terminated if driving 1s an
essential function of their job.

Travel Reimbursement. Employecs who travel on agency business must ensurc that their
travel plans have advance approval from their supervisor and that travel reimbursement
requests are reasonable, accurate, and made in compliance with ACC policy.

Conflicts of Interest. Employees must coﬁlply with Arkansas law section 21-8-304, which
describes the following prohibited activities:

a. An employee must not use or attempt to use his or her official position to secure special
privileges or exemptions for himself or hetself or his or her spouse, child, parents, or
other persons standing in the first degree of relatonship, or for those with whom he or
she has a substantial financial relationship that are not available to others except as may
be otherwise provided by law.

b. An employees must not accept employment ot engage in any public ot professional
activity while serving as a public official which he or she might reasonably expect would
require or induce him ot her to disclose any information acquired by him or her by reason
of his or her official position that is declared by law or regulation to be confidential.

¢ An employees must not disclose any such information gained by reason of his or her
position, nor shall he or she otherwise use such information for his or her personal gain
or benefit,



R-26. Relationships.

R-27.

a.

Business Relationships. To avoid any conflict of interest, employees must adhere to
Arkansas law section 19-11-705 in their relationships with businesses that provide services
and supplies for state agencies. In addition, an employee who has or obtains any benefit
from a state contract with a business in which the employee has a financial interest must
make a disclosure to the Director of the Department of Finance and Administration
(IDFA) in accordance with Arkansas law section 19-11-706 and the DF&A Rules and
Regulations for Implementing Governor’s Executive Order 98-04.

Employees and agents must not engage in sexual contact during assigned work hours or
while on ACC premises or in ACC vehicles. Intimate contact by ACC employees while
on duty 1s prohibited.

Limployees must not knowingly enter into a private business relationship or partnership,
including financial transactions, with an offender or his/her family member while the
offender is in ACC custody or under ACC supervision, unless the employee and offender
are related. Agents are encouraged to abide by this.

Employees must not enter into or continue associations or dealings with persons whom
the employee knows or should know are reputed to be involved in criminal behavior, with
the exception of associations or dealings necessary to perform official duties or when
family relationships make such associations or dealings unavoidable. Agents are
encouraged to abide by this.

An employee must not knowingly establish or continue a social relationship with an
offender as long as the offender 1s in ACC custody or under its supervision and for two
vears following the offender’s release from custody or supervision unless the cmployee
and offender are related.

The ACC standard is zero tolerance for all forms of sexual abuse, sexual harassment and
other harassment.

Any sexual contact, intercourse or deviant sexual acavity between an offender uader ACC
supervision and an employee or agent — with or without the offender’s consent — is
expressly prohibited, unless the employee or agent is the spouse of the offender under
ACC supervision. (Arkansas law sections 5-14-126 and 5-14-127)

Any sexual abuse of an offender under ACC supervision by an employee or agent is
prohibited and is a violation of policy and Prison Rape Elimination Act (PREA)
standards. Any attempt, threat, or request by an employee or agent to engage in sexual
abuse activides s also prohibited.
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Business and intimate personal relationships between supervisors and subordinates are
prohibited. Personal relationships include dating; cohabitation; touching; ogling,
requiting some sexual performance for sexual gratification—even if it does not involve
touching; and sexual relationships. Business relationships include loaning and borrowing
money and business partnerships. ACC emplovees at different levels of the same chain of
supetvision must not engage in social relationships that are prejudicial to or
compromising of good order and discipline.

Organizing Funds and Other Assets. Employees and agents who have access to ACC
funds in any form must follow the presctibed procedures tor recording, handling, and
protecting money as detailed in DFA’s Financial Management Guide and other official



R-28.

R-29.

R-30.

R-31.

guidelines.

Agency Records and Communications. Employces and agents must not make or engage
in any false record or communication, internal or external, such as false expense, attendance,
production, financial or similar reports and statements; and false advertising, deceptive
marketing practices, ot other misleading representations. ACC books and records must
reflect accurate and timely recordings of all business transactions.

When communicating publicly on matters that involve ACC business, cmployees and agents
must not speak for ACC on any topic unless they ate certain the views they express are those
of ACC management and that it is ACC management’s desire that such views be expressed
publicly.

Partisan Political Activity. Employees and agents are encouraged to participate in election
processes, but only on their own time. Annual, compensatory or holiday leave may be taken
for this purpose. However, an employee must not endorse candidates in his or her official
capacity as a State employee or engage in partisan political activity during the hours he/she is
performing work for the state of Arkansas. Political banners, posters, literature, or any other
political materials must not be displayed on State property (4-ACRS-7Ii-13).

Privacy and Confidentiality. An employce or agent must not disclose to any unauthorized
person any information declared by law, policy, or regulation to be confidential nor use such
information for his of her personal gain or benefit. When handling financial and personal
information about those with whom ACC has dealings, the following principles must be
observed:

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

b. Retain information only for as long as necessary of as required by law and policy. Protect
the physical security of this inforrhation.

c. 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 it was obtained. Release of any information to persons not involved with the
stated business purpose should be made by the Communications Office in response to a
Freedom of Information Act request.

Discriminatory Behavior Prohibited. ACC does not condone, permit or tolerate
discrimination of emplovees, applicants, agents, offenders, or members of the public. An
employee or agent who knowingly permits, engages in or incites legal discrimination,
interferes with an investigation, or retaliates against anyone who has filed a complaint will be
subject to disciplinary action up to and including termination of ACC cmployment. The
agency’s full non-discriminadon policy statement is located in the “Equal Employment
Opportunity and Affirmative Action Program” policy.



R-32.

R-33.

R-34.

R-35.

Professionalism. While on the job, an employee, or agent must demonstrate
professionalism as follows:

a. Courteous, Patient, and Respectful Attitudes. An employee or agent must be patient,
courteous and respectful. An employee or agent must be tactful in the performance of
his or her duties, control his or her temper, exercise patience and discretion, and not
become involved in inappropriate arguments even in the face of provocation.

b. Tnappropriate Language and Gestutes. An employce or agent must not use violent,
profane, or insolent language or gestures while on duty and while on ACC propetty.

c. Inappropriate Actions. An employee or agent must not engage in horseplay, fighting,
practical jokes, or any other conduct that endangers the safety of any individual.

Private Conduct. An employee or agent must conduct him/herself at all times, both on and
off the job, in a manner that reflects favorably on ACC. Conduct that is unbecoming
includes that which damages the ACC image as a law enforcement/criminal justice agency or
reflects discredit upon the character of the emplovee or agent as 2 member of ACC or Impairs
ACC operations.

Conformance to Laws and Rules. An employee or agent must not commit ot omit acts
that he or she knows, or should know, would constitute a violation of any written rules,
tegulations, procedures, ditectives, memoranda or ACC orders. ACC will not condone
conduct that either violates ot has the appearance of violating law and ethical provisions, such
as receiving payments for illegal acts, indirect contributions, rebates or bribery.

An employce or agent arrested for a violation of law must tmmediately tepott that fact to a
member of his/het supervisory chain. A conviction or admission of any violation that
interferes with or impairs an employee’s or agent’s duties, public trust or the opcrations or
efficiency of ACC must be considered some evidence constituting a violation of this policy.
IHowever, lack of a criminal complaint, charge, or disposition or an acquittal of a violation of
law must not preclude internal administrative investigarion and disciplinary action.

Responsibility to Report Ethics Violations, Fraud, Waste and Abuse. ACC cmplovees
and agents have a responsibility to report occurrences of ethical violations, fraud, waste or
abuse of ACC resources that can be verified through investigation.
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ADMINISTRATIVE DIRECTIVE:17-21 COMMUNITY CORRECTION CENTER
DUTY OFFICER

TO: ARKANSAS COMMUNITY CORRECTION EMPLOYEES

FROM: SHEILA SHARP, DIRECTOR

APPROVED: Signature on file EFFECTIVE: April 28, 2017

L. APPLICABILITY. This policy applies to all Arkansas Community Correction (ACC)
employees, especially to Center Supervisors, Assistant Center Supervisors, Chief Security
Officers, and Treatment Supervisors.

II. POLICY. ACC will ensure an appropriate administrative staff member is designated to act
during the absence of the Center Supervisor during weekends, holidays, and after office hours
during the scheduled work week on all matters related to residential facility operations.

III. GUIDELINES. In order to ensure continuous residential operations, the following
procedures must be followed:

A. The Center Supervisor or Assistant Center Supervisor must be on call at all times and
in charge of the residential facility. The Assistant Center Supervisor, Chief Security
Officer and Treatment Supervisor may be scheduled to act as Duty Officer in the
absence of the Center Supervisor.

B. When the Center Supervisor is absent from the unit for an extended period of time,
the Deputy Director must be notified.

C. The following staff members arc designated by the Center Supervisor as Duty
Officers:

1. Assistant Center Supervisor _
2. Chief Security
3. Treatment Supervisor

Other staff members may be authorized as a Duty Officer when necessary as approved
by the Deputy Director of Residential Services.

Arkansas Community Correction
AD 17-21 Community Correction Center Duty Officer Page |



- A duty schedule is prepared by the Center Supervisor’s office as needed and
distributed to appropriate staff. At a minimum, schedules will be prepared and
distributed to appropriate staff on a quarterly basis.

. The duty week will commence at 7:00 a.m. on Monday and end the following Monday
at 7:00 a.m.

. During his/her duty week, the assigned Duty Officer must be available for immediate
contact by telephone or radio and be available for immediate response to the center or
departmental emergencies.

. The Duty Officer will be on the unit or in close enough proximity to the unit to allow
for immediate response to the center during the duty week should an emergency arise.
Close proximity is defined as the unit grounds and/or an arca that allows response
within a maximum of 45 minutes.

. The Duty Officer is responsible for advising the PBX, Main/Master Control, and the
Shift Supervisor of his/her contact number and/or location at all times during the duty
week. The Duty Officer is responsible for having his/her assigned cell phone on
his/her person during the duty week.

If there is a substitution made in the Duty Officer coverage, it will be the
responsibility of the on-duty person to advise the appropriate staff of the change.

The Duty Officer will be required during the weekends and holidays to conduct a
walk-through of the entire center to ensure meals, special events, and facility
operations are carried out smoothly, safely, and securely. The Duty Officer should
ensure the walk through is logged in all related area logs for the record.

- The Duty Officer is to work a flex schedule during his/her duty week to be able to
periodically attend shift briefings, AMD, PMD, RMT and meet the obligations and
responsibilities of his/her job.,

- As part of the on-call responsibilities of the Duty Officer, no consumption of
alcoholic beverages will be permitted during his/her assigned duty week or while
covering the center for another Duty Officer.

. The dress code for the Duty Officer on the weekends and holidays is the same as for
any other regularly scheduled work day. Uniformed staff will be required to wear
uniforms and non-uniformed staff will wear casual business attire. No jeans, sweat
suits, etc.

. The Duty Officer is responsible for the supervision of the entire unit operation, which
includes the supervision of other duty personnel, such as maintenance staff who are
required to assist in the operation of the facility. A schedule must be given to each
Duty Officer and main/master control center.

Arkansas Community Corvection
AD {7-21 Community Correclion Center Duty Officer Page 2



O. Even though he/she is not required to be present in the visitation area during visitation
hours, the Duty Officer is encouraged to conduct unannounced walk-throughs of the
visitation center to ensure proper procedures are being followed and a high degree of
security is maintained consistently. The Duty Officer must make the final decision on
any visitor denied access to the facility and/or the termination of any visits.

P. The Duty Officer is responsible for prompt reporting of incidents to the Center
Supervisor and Deputy Director per procedures outlined in Administrative Directive
“Reporting and Investigation Incidents, Hazards and Maltreatment.” All incidents
warranting contact with the Deputy Director will be reported to the Center Supervisor,
as well and if possible, prior to the Deputy Director.

Q. Unless otherwise directed by the Center Supervisor, the priority one posts must be
staffed in accordance with the Shift Assignment Roster. Any deviation in staffing of

these posts will require authorization from the Center Supervisor or Duty Officer.

R. Any deviation from these procedures will require the Center Supervisor’s prior
consent.

IV. References: Administrative Regulation 002

Arkansas Community Correction
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I

I1.

ITI.

Signature on File EFFECTIVE: March 102004 Aupust 1,

APPLICABILITY. This directive applies to all ACC employees.

POLICY. Employees are to use good judgment in their dress and appearance, keeping

sufCty in mind_and that a professional appearance is important in projecting the proper image
to the public and te-offenders.

GUIDELINES.

A. Attire Requirements.

1.

All employees must wear neat and clean-pressed clothing. Normal daily attire is
uniform, business or business casual-attite (suit, tie, slacks or skirt, dress shirt with
tie, casual shirt, sweater, dress-females).

Some examples of inappropriate attire are shorts:; beach-style thong shoes; sweats; T-
shirts; overalls; wind or jogging suits; see-through, revealing, provocative, bare-back.
tank or halter tops; uncovered strapless tops; and tattered clothing. Tights, leugines,
yoga pants or other tvpes of hosiery must be accompanied by # wn or dress that
extends gt Ieast to the fingertips. Blue jeans and other casual wear are not considered
appropriate for daily office attire under normal circumstances.

__No costumes may be worn at the workplace except for ageney approved events,

Guidance for wearing protective vests and carrying security equipment is in the
Weapons and Security Equipment policy.
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B. Hair

1. L All Employees:; Hair must be sreperly-eroomed {clean,
neat} and styled se-as to present a professional appearance. Fxtreme hairstyles that
detract from professionalism are not allowed. Hair color must be of natural 0Cs.
Non-natural tones such as maroon, pink, or gen, blue, puiple, orange or brighi red are
NOT acceptable,

WSRO et Les { oy
vl L™ T 5‘! 1\‘\.\-}} £\JJAL\

-~ not-extend pab{w‘the 3hov du M iE

ermplovees-must kt.eg ‘%m

All Residential Seeurity Officers: Desions ot nambers cut or seulpted into hair are
prohibited. Hair must not be styled or combed forward any lower on the forchead
than the employee’s eyebrows, measured from the high point of the evchrow,

[ o]

lo

Malc Law bnforcement Officers: Hair must be neatlv tritymed so that it does not
extend over the top of the cars or the coilar. Sideburns must be neatly trimmed. no
wider than 1 inch and no longer than the botimn of the eariebe,

4. MaleResidential Sccurity Officers: Hair must be neatly trimnied so that it does not
extend over the top of the ears or the collar. Sideburns mustbe Sideburns must he
neatly trimmed, no wider than ! inch and no longer than the botiom of the carlobe.
Bmxds cornrows, mohawks and dreadlocks are prohibited.

ed ] I : ! 3361 arlobe
mred-no-widerthan-1 - andne longerthan the bottom ol thecarlobe

iy 44
ooyl

5. Female Residential Security Officers: Long hair must be ar ranged in a fashion so that
it does not extend over thie collar or ears. Hair may be held in place by plain Black
fasteners placed as inconspicuously as possible, Decorative aceessories are

pmhzbm.,d Bnudq COHILOWS. drcadioci'% Jo_\_f’m 'md mo mwi«,s azu“mhlbm{é

E.,s{mcwrs: Hair must maistain thetehaihe above the collar while participating in or

conductinginsiructing basic training academies.

C. Face.

.

Male usttormed personnelanddaw enforcament ofie =05y emplovees.
oo ———ape-lowedResidential Security Officers:  Faces must be clean-chaven: bowever. a
neatly trimmed sustache-that-does netmouslache is aliowed. The moustache cannot
extend below the comercorners of the mouth nor the top of the upper hp Wiih the-
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exception efamustuche—male

Residential-Services-employees-must keep-a-clean-shaven face. L § sy weara

rneustadu Lﬁﬁi]Ol mmd bchm thL cotners ni ‘dn, moutl} nor the fop of h» upper lin, A
neatly trimmed beard eaby-ifitis-nostly- trimmed-andno forelonger than ‘4"engone-
half inch may be wormn. However, ssatesmale 1 aw Enforcement € Hiicers must be clean-
shaven while participating in basic training academies.

Jewelry. ACCEmplovees-ineludineouiside instructors-of ACC-sponsored-raininu are.
prohibited-frem wearing

AlLACC employees: Facial jewelry %@—G—E}HH%GH"HH&@&H&H prohibited during working
hours or while representing the ACC. This includes jewelry worn in ihe tongue,
eyebrow, lip and nose rings; gauges: and studsidermal piercings or implanis. Coverine
a prohibited jewelry item with band-zids is not censidered being in compliznce with this
policy,

Al ACC male employvecs: I arrines are prohibited durlng working hours or while
representing the AC ' f

ool rener by VO 1-w! 43
FFUTIVENT 5 [ AW L S l,,ii FEN

ik
WERTHHEE, ek%&a—&}wwr

AlLACC female employees: Earrinus are allowed unless otherwise prohibited—Females-

w&&aﬂwa&wﬂmﬁ—mﬂcﬂ@ﬁ%lﬁ %HHE—H—}&‘V—GHJJ}*—W@&} stud-carrmngs—
Emplovess may-notsear earrings whenpasticl et othertrainmeclasses
%haﬁméﬂde—phys—fe&l—ae{ vity-orwhern s prohibited h’v—%ﬁ%ﬂﬁiﬁlﬂﬁ—wﬂﬂfl}’it WesFig
oi otherjewelry-tehains, bracelets—eted prohibited or limited.

Boos a1«
F-OE-81E

‘H

Participants in Traming that Includes Plivsical Activitv- Earrines are prohibited. Other

iewelry may be restricted by the training staff for safety reasons.

Female Law Enforcement Officers: One pair of stud carrmas or hoop carrings up o one-

half inch in diameter is allowed while on duty or in uniform.

All Residential Security Officers: A wristwateh and two rings are allowed. Religious

medallions or medic alert tags mav be worn underncath the shirt and must noi he visihle,

temale Residential Security Officers: One pair ol stud earrings s allowed while on duty

or in uniform.

Fingernails. All ACC employees; Fincernails must keep-their-fngernailsbe neatly
trimmed to a length that allows performance of the essential functions of the job.

Arkansas € wmanily Carrection
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%%@%Wt%&m%& mrble-arcas-distract £ 5
appearancer-therefore—all tattoosshall not be-visiblewhile in unifor m—{%aodﬁ%é&ew
be-usedto-eover t«h&mtt{%{%&ﬁﬁ%ﬁ%&%—%&}%ﬂ%»ﬁ%%&@ﬂwx;;.m-%thc
Residential Security Officers: Fingernails must not exceed one-eighth of an inch past the

B
.

end of the fingertips. Only clear, non-decorative fingernail polish is allowed.

Tattoos. Al ACC emplovees: Tattoos must not be readily noticeable while at work,

G.

H.

Monitoring/Enforcing Compliance. Supervisors and managers are responsible for
monitoring employee appearance and enforcing these standards. An employee
nappropriately dressed may be sent home to change. Time for this purpose will be
charged to available leave (other than sick leavey) or leave without pay. Continued

ofemployment
Uniforms.

I. Uniformed personnel consist of ACC Special Response Team memzbers:-
parolesprobation-otheers;Officers, Law Enfurcement Officers, Residential Food
Service Staff, and Residential &%ﬁd—ﬁ%iﬁ%&ﬂ}ﬁ%ﬂﬁi}—ﬁ%ﬁe&ﬁﬁﬁ%ﬁﬁé&%&h

sapervisors-otherthasn-the-senior superviser—Security Officers.

2. The uniforrn 1s optional for tht—Center/Assistant Center Supervisors—aeé

considered to be “uniformed pusormei.

Center Supervisors may authorize uniformed personnel to wear additional agency
issued items on belts as necessary, forcxamplessuch as handeuffs: or flashlights-os-5-
chonseat-weapon.

|’.¢)

— 4. Following a line of duty death of a law enforcement officer. ACC

officers mav place a hiack mourning band across their badee. The band mav be womn

irom the dav of death until the oompletlon of the officer’s funeral. The band may also
be worn cach vear on National Peace Officers Memorial Day or [or any oth ' official
memaorial for fallen officers. On appropriate occasions, a notification will be sent 10

emplovees from the Director, Chiel Deputy Director. or appropriate Deputy Dircctor,

ID and law enforcement badges must be visible. but cannot be worn on & lanvard or
chain around the neck. When worn. the law enforcement badge must he atigched to
the belt or vest,

L

6. Shirt-tails must be tucked inside trousers, except in instances of pregnancy. Rank
insignia and Agent pins must be worn on the collar evenly spaced from the collar
point.

Arkansas Companity Correction
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Requirement to Wear the ACC Uniform. Uniformed personnel must wear the uniform
during all hours while on duty unless an exception applies. The uniform may be worn
during travel to and from work. The uniform is optional for the SRT.

__Parole/Probation officers may wear business or business casual attire when it is

appropriate to do so, such as when going to court or professional meetings. In instances
of pregnancy, the Area Manager or Assistant Area Manager may grant exceptions on a
case by case basis.

Exceptions may be made on a case-by-case basis by the Center Supervisor, Assistant
Center Supervisor or Senior Residential Supervisor when an employee has jury duty for
part of the day, must attend a professional meeting or in instances of pregnancy.

Uniform Accountability, Issuing and Documentation. Area Managers and Center
Supervisors must appoint a supply officer and have a method to ensure appropriate
uniform issuance (to include rank insignia), replacement, turn-in, inventory control,
destruction and management. For weapons and security equipment, also see the
“Weapons and Security Equipment” policy.

. Employee Responsibility. Employees are accountable for their uniform itcms and
other agency property issued to them. They must keep their uniforms clean and
serviceable. If a uniform (or equipment) is damaged, lost or stolen the employee
must promptly notify his/her immediate supervisor and, as appropriate, submit a
written report.

2. Uniform Issue. The supply officer must ensure the type of uniform issued is
appropriate for job assignments and issued clothing is properly documented on Form
I, Receipt for Clothing/Equipment. The issuance of uniforms and equipment as
follows:

a. Food Service: Initial issue of 3 gray shirts, 3 black pants, 23 chef jackets. Chef
Jackets will be replaced on an as needed basis with Center Supervisor’s approval.

b. Residential Security Officers (excluding CWC and SRT): Initial issue of 3 gray

shirts, 3 black pants,1 issulated wiater-jacket with supervisor’s approval, +ei—t

equipment may be issued upon approval of the Center Supervisor.

¢. Community work crew (Residential Services): Initial issue of 3 gray shirts, 3
black pants, 1-insulated winter jacket with supervisor’s approval,1 hat, | handcuff
case, | pepper spray case, and #p-te-3onc st of insignia pins. Other equipment
will be issued as needed with the approval of the Deputy Director of Residential
Services.

Arkanis Communily Cotrection
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d. Special Response Team Members: Initial issue of 3 black shirts, 3 black pants, |
insulated-winter jacket with supervisor’s approval, and 1 hat, holster, duty belt,
handcuff case, pepper spray case, magazine case, and belt keeper. Other
equipment will be issued on an as needed basis with approval of supervisor and
Deputy Director.

e. Center/Assistant Center Supervisors and Area/Assistant Area Managers: Initial
issue of 3 gray shirts, 3 black pants, and 1 #sulatesd-winter jacket with
supervisor’s approval, and] hat.

f.  Parole and Probation Officers and Agents: Initial issue of 3 gray shirts, 3 black
pants, 1 mselated-winter jacket with supervisor’s approval, and1 hat, holster, duty
belt, handcuft case, pepper spray case, magazine case, and belt keeper. Other
equipment will be issued on an as needed basis with approval of supervisor and
Deputy Director.

g. Any other equipment or uniforms needed for job duties must be approved by
Center Supervisors, Area Managers and Deputy Director.

h.  Reissue of shirts and pants will be on the employee’s PE date following one year
after original issue. For example, a person being issued uniforms and equipment
in January who has a November PE date, would get an initial issue in January.
This employee would then wait one full year until the next January then another
10 months until his’/her November PE date.

Employee-Purchased Items Required for Wear with Uniforms.

Items the employee must purchase to complete the uniform include dark black socks,
plain black leather belt, black tee shirts (long or short sleeved), and shined plain and
closed-toe black shoes or boots with up to a 2” heal, no taps. Additional uniforms,
hats, and coats may be purchased by employees if they are of the same type, design
and color as agency issued items. Contact Purchasing for information about
purchasing from the uniform-supply contractor.

[¥S}

4. Handcufts, Handcuffs must be black and/or silver.

iZJ!

Ending ACC Employment. Employees who are ending employment with ACC will
cards, and equlpment to the supply officer or supervisor, receive a receipt for the
returned items and present the completed receipt to the CCC personnel officer (if at a
correction center) or Human Resources Section (staff who are not at a center).

56. Replacement Process. Uniforms must NOT be replaced when there is “normal wear
and tear” because the agency authorizes replacement uniforms annually.

When a uniform (or equipment item) is damaged while performing job duties, the
immediate supervisor must assess whether the cause was inadvertent (work related)
or through some fault of the employee. The supervisor must then contact the Central

Arkensas Community orvection
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Office procurement office to determine the best method for procuring a replacement.
When an employee is at fault for the damage, the supervisor should ensure the
employee purchases the item, reimburses the agency for the value of the item, or the
item is replaced under warrantee.

The supply officer or supervisor must ensure accurate descriptions, accounting, and
reporting are accomplished for returned and missing uniforms and equipment.

&7. Destruction of Unserviceable Shirts. The supply officer upon receipt of unserviceable
shirts must remove and cut-up the embroidered words and ACC logo and dispose of it
s0 it cannot be reused.

K. Identification Card for Residential Facility Staff.
Residential facility staff must wear their ACC Identification Card so that it is visible on
the upper portion of the body. This can include attaching the ID card to the shirt pocket,

the collar or the button portion of the shirt, the front left side of the pants or with the use
of a break-away lanyard.

IV, AFFACHMENTIORM.

Note, we did not include a markup of the form.

Arkanas Commanity Corvection
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Arkansas Community Correction
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Arkansas Community Cotrection
Twe Union National Phiza Building
105 Wesr Capitel, 3nd Floor
Little Rock, AR 72351-5731
q 501-682-9510 (office]  SOL-682-9513 {n
Serving Justice

ADMINISTRATIVE DIRECTIVE: AD {6-1817-7? EMPLOYEE LEAVE

TO: ARKANSAS COMMUNITY CORRECTION (ACC) EMPLOYEES

FROM: SHEILA SHARP, DIRECTOR

SUPERSEDES: AD 45-8716-18

APPROVED: Sigpatureon-Fie EFFECTIVE: September9.2016
I. APPLICABILITY. This policy applies to all ACC employees.
II. POLICY. All employees are expected to abide by the leave guidelines as outlined in this
policy.
I, EMPLOYEE LEAVE.

A. ANNUAL LEAVE. Annual leave is eamned at a predetermined rate based on years of

service. Leave is earned during each month and is available the first day of the
following month. Leave cannot be used until it is available. Annual leave can be used
in increments of 15 minutes.

For employees using approved alternative work schedules of 10-hour days, when
taking a full day of anmual leave, it will be charged at a rate of 10 hours a day not to
exceed 40 working hours in a seven-day work week or 80 hours in a 14-day pay
period.

Employees must request leave in advance and receive approval by the supervisor prior
to the leave beginning. Supervisors may deny a leave request due to “business
necessity.” _An employee will not eam annual leave when on leave without pay for ten
(10} or more cumulative days within a calendar month.

Annual Leave is cumulative and no employee can have more than 30 days (240
hours) accumulated on December 31 of each year. Accrued leave may exceed 30 days
(240 hours) during the calendar year, but those days in excess of 30 days (240 hours)
will be forfeited if not used by December 31 of each year. Employees who have a
balance exceeding 30 days (240 hours) at the end of the calendar year may donate
their time over 30 days (240 hours) to the Catastrophic Leave Bank-se-as-shared
foswe. _Accrucd Birthday and Holiday leave balances are not forfeited at the end of
the year even though the employee is carrying more thanswver 30 days (240 hours) of



annual leave. Employees cannot borrow from anticipated future accruals and may not
use annual leave accrued by other employees—anless-uppraved-as-sharcdteave.

All compensatory time should be used before the use of annual leave. Employces
transferring without a break in service_or; between state agencies and/or state-
supported mstitutions of higher education- that are covered by these policies, willshal
retain all accumulated annual leave. When an employee terminates employment with
the state, he/she is eligible 10 receive a payout of their-annual, ss-well-as-birthday and
holiday: leave balances; however, the payout say cannot exceed 30 days or 240
hours.

. CATASTROPHIC LEAVE. The Catastrophic Leave Program allows the
continuation of salary and benefits for an eligible empleyee who has exhausted all
paid lcave due to a medical condition and/or catastrophic illness. A catastrophic
illness is a medical condition as certified by a physician of the employee or the
employee’s spouse, parent or child whe may be claimed as a dependent under the
Arkansas Income Tax Act of 1929: that requires the employee’s absence from duty
ior a prolonged period of time and thalwdich, except for the catastrophic leave
program, would result in a substantial loss of income to the employee because of the
exhaustion of all earned sick and annual leave. A prolonged period of time is a
continuous period of time (minimum of thirty (30} days) whereby a medical condition
prevents the employee {rom performing his/herthe-employesls duties.

The catastrophic leave bank is a pool of accrued annual and sick leave voluntarily
donated by state empléyees and managed by Department of Finance and
Administration Office of Personnel Management that may be approved for use by
employces who meet the catastrophic illness/injury eligibility requirements.

All Catastrophic Leave requests will be submitted to DFA-OPM for review and
determination. _This policy includes a brief summary of OPM Catastrophic Leave
Bank Program. For morc detailed guidance, see the policy on the DFA-OPM
website.

The combination of caastrophic leave for the stated medical conditions that are: dug
to flipessAinjury or for maternity purposes. which recetved byan cmplovee receives

mav nol excecd-one-thousandtwe-handred+1.2003 hours 1n & calendar vear (1,040

hours for illness/injury and 160 hours for maternity purposes).

1. Eligibility Requirements to Apply for Catastrophic Leave (see Materniiv
Lcave for eligiblty requricments for maternitv purposesi.:

a. The applicant must be a regular full-time employee.

b. The cmployee must have been employed by the Slate of Arkansas fqu}e{-e

posmon ﬁ'om the date of apphcatlon.

2



=

Employees must have exhausted all sick, annual, holiday and compensatory
leave, and at the onset of the illness or injury, had to his/her credit at least
eighty (80) hours of combined sick and annual leave. "Onset of the Illness"
means the initial beginning or start, as certified by a physician, of the medical
condition that created the need for the catastrophic leave request. Ifa
recurrence of the same illness necessitates a subsequent catastrophic leave
request, the eligibility requirement that the employee have cighty (80) hours
ol combined sick and annual leave at the onset of the illness will not be
required on the illness recurrence date. For maternity purposes, the cighty
?'%0) hom‘s o ‘quhincd sick nml mmudi teave credit is not reaguired at the time

The "80-hour requirement" may be waived for an otherwise eligible employee
if an "extraordinary circumstance" is declared by the ACC director due to the
applicant providing documentation that one of the following conditions has
occurred:

1) The ernployec applying for catastrophic lcave had, during the pre\ious
1llncss asdeﬁrnled by this pollcy, that was not compensated under the
agency approved Catastrophic Leave Bank Program and caused the
cxhaustion of all annual and/or sick leave, or

2) The employee applying for catastrophic leave had, during the previous
two-t2)-one (1) year period, exhausted his/her sick and annual leave as a
direct result of supplementing workers' compensation benefits, which were
received due to an on-the-job injury or illness with the State of Arkansas.

The employee has not been disciplined for leave abuse during the pasttiwve+{2)
years from the date of application.

An emplovee 15 eligible for approved catastrophic Ieave due to injury/illness
for a maximum of six 161 months 1 1.040 hours| within a five (5] vear period.
Additional recuests within the five (3) vear period mav be submitted for
review and determingtion by the OPM Catastrophic Leave Bank Commitlee
angd State Personnel Administrator. Thl‘:\ requireaent does no’r pplv for
materinity pumoses. The-eombinat ;
reeeived-by-an-emplovecmayneroxes xd twothousatd- !gmw—@%%hm%
Ha-ealendar vear:

_An emplovee shall must not be approved for catastrophic leave for a matemity

purpose unless the emplovee has provided aceepiable proof of the birth or
placement, For the birth ol an emplovee’s bioiogical child, acceptable proot
includes a hospital announcement with the mother's name and/or the




biolorical child’s name. hosniial discharie papers w ith the mother’s name and
the malogical child s name, or a bisth ¢ ate of the bological child, For
the g[d ement af an adoptive child tn an cmployvec’s home, aceeptable proof
ncludes o formal decwment from the placement eniity with the mother’s name
and the child's name or legal suardianship papers with the mother’s name and
the child’s nume, The acceptable proof will be maintained bv the avency
Submitlin0 the rcquwi l)ul cu’iil"n.d as part 0Flhe app 1calinn DIOCess o1 as

1 erf:catmﬂ mﬂ

Approved caiastrophic leave for a medical emersency or for materaity

purposes mustshal be applicd concurrenily with the Family and Medical
leave Aci, if the emplovee is cligible.

2. Donations of Leave to the Catastrophic Leave Bank Program.

a.

Accrued leave may be donated to the Catastrophic Leave Bank Program only
in one (1) hour increments. Donations of leave will be granted hour-for-hour
and not dollar-for-dollar.

No employee of a participating agency/institution will be allowed to donate
leave to the Catastrophic Leave Bank Program il such donation will reduce
that employee's accrued sick and annual leave balance to less than eighty (80)
hours. This restriction does not apply to employees who are terminating their
employment,

Annual and/or sick leave that hasve been donated to the Catastrophic Lecave
Bank may not be restored 1o the employee who donated the leave time.

Approved donations of leave will be transmitted to the Catastrophic Leave
Bank Program by submitting the approved doner form.

To donate leave to the Catastrophic Leave Bank Program, employees must secure
the necessary forms from HR, the timekeeper, or fagleNet ACCess:: complete the
forms; and return them to the timekeeper to be promptly submitted to the Human
Resources Section.

3. Catastrophic Leave Bank Program Administration

a.

To be considered for catastrophic leave an employee must complete an
application, with attachments, and forward themit to the Human Resources
Section. HRS will notify the applicant of approval or disapproval of the
request, Catastrophic leave will not be awarded retroactively.



b. Employees on catastrophic leave will conlinue to accrue leave in accordance

with existing leave policies and will receive the normal state benefits, such as
agency contributions to insurance and retirement.

¢, Emplovees ina cal

phic leave status: [or maternily purposess during a four

{4) week periods will have the acerued annual and sick leave removed for tic
manth the catastrophic feave stalus begins through time evaluation z +1[ (he
employee i a catastrophic leave status; for maternity purposes; accrues
birthdav leave during that lime. the acciued birthday leave will be remoyed at
the time of the birthday through o caluation.: iTf the cmployee in a

catastrophic deave status: for maternity puiposes: aceryes holidav leave dyring
that time, the holiday leave will have to be manually removed through a quots

corrgetion for nen-exeimpt employees, Birthday and holiday leave during the

leave, No ageryed teave: annual. sick, holiday gndéor birthday leaves will be
returned to the OPM Catastrophic Leave Bank,

¢. An employee may be dismissed for failing to report to work promptly at the
expiration of the period of approved/granted catastrophic leave. Nothing,
however, shall prevent the agency from accepting satisfactory reasons

provided by the employeex in advance of the date the employee is scheduled to

return to work- and from granting leave without pay status to an employee
prior to or after the expiration of catastrophic leave if, in the view of the
Director, such action s warranted. Supervisors should not take disciplinary
action for such leave until the application has been formally approved or
denied.

¢. Alleged or suspected abuse of the Catastrophic Leave Program will be
investigated: and on a finding of wrongdoing, an employee must repay all of
the leave hours awarded from the Catastrophic Leave Bank Program and will
be subject to disciplinary action as determined by the Director.

€. Child Educationaj Activitics Leave. All siale emplovees areshall he entitled 1o eiaht
{8) total hours of leave, regardless of the number of children, during any one {1} calendar
year for the purpese ol ensasring in and traveling o and (rom the educational sctivisies or
interschofastic activities of a chuld,

Children's Tducational Activitics Leave that is unused willmssy not be carrigd over to the
next vear Children’s Edveational Activities Leave 1s not compensable 1o the state employes
at the thme ol retirgment,

B~ FAMILY AND MEDICAL LEAVE ACT (FMLA). - For detailed guidance
on FMLA, se¢ the policy on the DFA-OPM website The federal Family and Medical
Leave Act (FMLA) of 1993 requires all public agencies to provide up to 12 weeks of
unpaid, job-protected leave per calendar year to “eligible? employees for certain
family and medical reasons -or any qualifying need arising out of the fact that the
spouse, child or parent of the employee is on active duty (or has been notified of an

5
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impending call or order to active duty) in the Armed Forces in support of a
contingency operation. Federal law has expanded FMLA to provide up to 26 weeks
of leave per ¢alendar year to care for an injured military service member. All
employecs are eligible if they have worked within state government for at least one
year {cumulative): and for 1,250 hours over the previous 12 months.

1. Procedures:
a. The FMLA provides for leave for any of the following reasons:

1. To care for the employee’s child after birth or placement bvfes adoption or
foster care;

2. To carc for the employee’s spouse, son or daughter (under age 18- or if 18
or older, incapable of self-care due to a mental or physical disability as
defined by the Americans with Disabilities Act), or parent who has a
serious health condition:

3. For a serious health condition that makes the employee unable to perform
the employec’s job;

4. To care for the employee’s spouse, child (over the age of 18), parent or
next of kin who was injured on active duty; or

5. For the qualifying need when an employee’s spouse, child (over the age of
18), or parent is called to or on active duty,

b. An employec must use accrued paid leave in place of unpaid leave. An
employee may take FMLA on a full time or intermittent basis.

c¢. An employee is required to provide the employer with at least 30 days
advance notice before FMLA leave is to begin if the need for leave is
foreseeable based on an expected birth, placement byfer adoption or foster
care, or planned medical treatment for an employee’s or family member’s
serious heaith condition. If 30 days’ notice is not practicable, notice must be
given as soon as possible. It is expected that an employee will give notice
within no less than one or two working days of learning of the need for leave.

d. An employee will provide at least verbal notice to his/hertheis supervisor upon
application to HR for FMLA, and the anticipated timing and duration of the
leave requested. The employee must follow ACC policy regarding call-in
procedures for reporting any absence, unless there are extenuating
circumstances. A leave slip mustsheuid also be completed including this
information.




€. The Human Resources Section will provide a packet of information and forms
for employees requesting FMLA leave. If verbal notice is given by the
employce, the Human Resources Section may complete the ACC Family and
Medical Leave Request (see FMLA forms); however, the employee is
required to provide medical certification to support the request for leave.
When this is not possible, the employee must provide the certification to the
employer within the period requested by the employer (no later than 13
calendar days after employer notification). Additional certification may be
required if thc employee is unable to return to work from leave at the end of
the original requested period. FMLA lcave may be denied or delayed if the
medical certificalion requirements are not met.

f.  Ifthe agency has rcason to believe an employee’s leave may be FMLA
qualifying, the employee will be provided promptly with the FMLA packet.
An absence of more than three (3) consccutive days that involves continuing
trcatment by a health care provider may be considered sufficient “reason to
believe.”

g. The sSupcrvisor must notify the Human Resources Section that an emplovee
has been out of work for four {4) days. The Agency Human Resources
Manager will abide by the following procedures:

1. FMLA papers will be mailed to the employee via certified mail.

2. Thc Human Resources Section will advise the employee of the 15-
calendar day timeframe from the dale information was mailed to return the
completed FMLA paperwork.

3. Ifat the end of the 15 days. the FMLA paperwork has not been returned,
the FMLA may be denied or delayed if the medical certification
requirements are nof met.

4. If an employee submits medical certification that is incomplete or
insufficient, the Human Resources Section will specify in writing which
information is lacking and give the employee seven (7) calendar days to
cure the deficiency.

5. Upon completion of the 12-week period (26 weeks in the event the
employee is caring for an injured military service member), it the
employee is unable to return to work, perform the essential functions of
his/her position, and has depleted all acerued leave, the employee-wilt may
be terminated. However, if a physician determines an employee is unable
to perform one of the essential functions of his/her current job due to a
permanent disability, the Human Resources Section must be notified and



the procedures stipulated in the Administrative Directive on ADA must be
followed.

6. Prier to returning to work, an employee who has been on FMLA leave due
to his/her own health condition, must provide to his/hertheir supervisor or
HRS an cssential job function questionnaire completed by his/her
physician certifying fitness for duty.

NOTE: Employees receiving Catastrophic Leave and/or Workers’
Compensation benefits may be FMLA qualifying for up to 12 weeks.
These awards will run concwrrently if eligibility requirements are met.

h. Under FMLA, job benefits and protection include:

1. For the duration of FMLA leave, ACC will maintain the employee’s
health insurance coverage under any “group health plan,” under the
conditions that the coverage would have been provided if the employee
had continued to work (matching portion paid by ACC while the
employee continues to pay his/her portion).

2. Upen return from FMLA leave, most employees should be restored to
their original or equivalent positions with equivalent pay, benefits, and

other employment terms.

3. The use of FMLA leave cannot result in the loss of any employment
benefit that accrued prior to the start of the employee’s leave.

4. Employees must meet all merit criteria to be eligible regardless of being
absent from work because of medical leave.

Employees approved for FMLA will enbebe approved for only the amount of time-as

request submit additional FMLA paperwork to the Human Resources Section.

BE. HOLIDAY LEAVE. Employees will be granted time off to observe the
following regularly scheduled legal holidays:

| New Year’s Day January 1 ]
Dr. Martin Luther King, Jr.’s & Third Monday in January

| RohertE—tee s-Birthday . I

| George Washington’s Birthday & Third Monday in February

| Daisy Gatson Bates Day - -

| Memorial Day | Last Monday in May
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_Independence Day [ Julya

Labor Day | First Monday in September '
Veteran's Day ~  November 11 '
Thanksgiving Day Fourth Thursday in November
Christmas Eve | December 24

Christmas Day = E_DccemMS

The Governor may issue an Executive Proclamation to declare additional days as
holidays in observance of special events or for ather reasons. ACC employees are not
allowed to work on a holiday unless they are required for security or other reasons at
an ACC 24-hour facility; they are designated as essential staff in Pulaski County; the
General Assembly is in session; or the employee is authorized by a supervisor. If a
state-observed holiday falls on a scheduled workday, the holiday is taken that day. If
it falls on a Saturday, the holiday will be observed the day before the holiday. It
falls on a Sunday, the holiday will be observed on the following Monday.

Employees at work sites with an approved -hour a day work schedule will accrue
worked helidays at 10 hours a day:: however.; there is no change for the annual or
sick leave accrual. When a holiday is worked, it must be entered as “banked” in
AASIS for future use. If an employee is on paid leave when a holiday occurs, the
holiday time will be applicd rather than another type of leave, if possibie.

compuicr, mustplease nottlv theirveur supervisor.

Note: Requests for Exeeptionsto-emplovess entering-tmeare-cCatasuaphic,
i isted in the

Adminisiraior, Asv gQuestions about ea the EASE Svstom should be dirccted 1o

theyow may askyorr Time Adminstralor. , Comment [MJ2}: I added thus as

GF. EMPLOYEE BIRTHDAY. Employees are given one (1) day (8 hours leave) in
recognition of their birthday to be taken on or after their birthday. Employee
Bbirthday leave is taken at the discretion of the employee and with the supervisor’s
approval. Employee Bbirthday leave is not automatically deducted as a holiday in
lieu of other time off such as sick or annual.

¥JL LEAVE WITHOUT PAY (LWOP). LWOP is discouraged (except in cases of
catastrophic and tamify medical leave) because it results in staff shortages., LWOP in
excess of 40 consecutive hours requires the approval of the appropriate Deputy
Director,



o

An employee must use all leave prior to going into LWOP status with the following
exceptions:

1. In the case of maternity leave, thesueh employec may elect to take leave without

pay.
2. In the case of disciplinary actions resulting in leave without pay.

An employee approved to go on LWOP is responsible for making tirely payments
{including ACC match) for group health and life insurance to continue coverage.
However, if the employee is receiving Worker’s Compensation benefits or 15 in
Family and Medical Leave Act (FMLA) status, ACC will continue to pay the
employcer-matching amount. Failure to comply with the due dates and premium
amounts will result in cancellation of the group health/life insurance. Once insurance
is cancelled, the employee cannot reapply unéil the next open enrollment period.

An employee who is in LWOP status for 10 or more days during a month does not
accrue sick or annual leave for that month. Employees may be dismissed if they fail
to report to work promptly upon the expiration of the period of LWOP, However, the
Director may approve an extension in advance of the date to return to work.

-MATERNITY LEAVE. s to be treated as any other leave for sickness or disabitity.

However, an employee may elect to take leave of absence without pay without
exhausting accumulated annual and sick leave. Before taking maternity leave,
employees must submit a doctor’s staterment to their superviser indicating when
maternity leave will begin and end. An Essential Job Functions form is required upon
the return from Matemity Leave.

While on maternity leave, employees will continue to earn annual and sick leave
unless they are on leave without pay status. Employees have the option of choosing
to take leave without pay instead of using earned annual or sick leave. Consult HRS
or the section on Family and Medical Leave Policy for requirements that may impact
maternity leave.

Eligibilty re uiriements for Catastrophic Leave are as follows:

s The emplovee Mmust be emploved in staic governmoent for one vear or more,

past vear from the time of application.

« Upto lour (4) consceutive weeks of carastrophic leave with full pav mav be
eranted to emiplovess for maternity purposes. After the four dweeks has
expired, maternity will be treated as anv other leave for sickness or disability.

+ An emplovec is Onby-elieible only within the lirst [2 weeks after hirth or
adopiton of' a child.

I an emplovec is cligible for both catastrophic leave for maternity purposes and
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#J. MILITARY LEAVE.

1.

Military Leave for Annual Training. Regular, full-time state employecs who are
members of the National Guard or the reserve branches of the United States
Armed Forees will be granted leave at the rate of fifteen (15) working days per
calendar year, plus necessary travel time [or annual training purposes. Up to
fifteen (15) unused military leave days may be carried over to the succeeding year
for a maximum of thirty (30) military lcave days for military training purposes for
that calendar year.

Emptoyecs who are members of the Tnactive Reserve Corps of the United States
Public Health Service (USPHS) who desire to take leave for the purposc of
participating in the civil defense and public health training programs made
available by the United States Public Health Service are eligible for this lzave
benefit, Employees who are drafted, called up for active duty or for specialized
training may also be eligible for military leave benefits. The employee must
submit a copy of his/her first orders for a calendar year through their supervisor
and timekeeper to HRS so that HRS may establish the 15-day quota in AAS!S.
Thereafter, the employee must submit military leave requests with orders through
his/her supervisor to the timekeeper and the timekeeper maintains the
documentation.

Military who perform active military service for fewer than 31 days must
report for work on the first regularly scheduled workday within 8 hours afier
discharge from military service. If they serve more than 30 but less than 181 days,
they must report within 14 days after discharge. Il they serve more than 180 days,
they must report within 90 days after discharge from military service.

Uniformed Services Employment and Reemployment Rights Act (USERRA).
For information about USRRA refer to the poster in your place of employment, the
U.S. Department of Labor website, or contact the HRS Administrator.

Active Duty for Military Service. A regular full-time employee who is drafted or
called to active duty in the Armed Forces of the United States or who volunteers
for military service is placed on extended military LWOP. Unused sick and
annual leave at the time of military leave will be reinstated at the time the
employee returns to ACC unless he/she requests and receives a lump-sum payment
for the annual leave balance when placed on the extended military leave.

If an employee voluntarily goes on active or full time military duty, he/she must
notify the agency prior to going on active duty. If the employee fails to provide
such notice he/she may be terminated.

Active Duty for the Purpose of Specialized Training, When military members

volunteer or are ordered to active duty for the purpase of special training, they are
placed on LWOP for the period of training unless they elect to use accrued annual

11



leave. The LWOP is given in addition to the paid leave for annual military
training. In such situations the military member will retain eligibility rights
including accumulated annual leave and sick leave. Sick and annual leave do not
accrue during the LWOP period.

6. Exigency Leave. Eligible employees are entitled to up to 12 weeks of
leave in a calendar year because of “any qualifying exigency” arising
because the spouse, son, daughter, or parent of the employee is on covered agtive
duty: or has been notified of an impending call or order to covered active duty
status: in support of a contingency operation. The qualifying exigencizy's for
which employees can use FMLA leave are as follows:;

Short-notice deployment

Mititary events and related activities

Childeare and school activities

Financial and legal arrangements

Counseling rest and recuperation

Post-deployment activities

Additional activities not encompassed in the other categories: but agreed to by
the agency and employee.

® oo ae T

7. Military Caregiver Leave. Eligible employees who are the spouse, parent, child
or next of kin of a service member who incurred a scrious injury or itiness on
active duty in the Armed Forces may take up to 26 weeks of leave in a calendar
year to care for the injured service member. Military Caregiver Leave is used in
combination with regular FMLA leave. FMLA leave is without pay; however, if
an eligible employee has accumulated unused sick or annual leave, the employee
is required to substitute the paid leave, including any paid catastrophic leave
benefits, for any FMLA leave taken during the 12-week period, with the exception
that an employee taking maternity leave may elect to not substitute accrued,
unused sick and annual leave while on FMLA leave. Time taken prior to a request
or approval for FMLA leave may be charged against the allowable FMLA time.

E-SHARED EEAV L The-Shareddenve Rrogram allows-eliuible-emplovees to-donate
stele-andior annualdogy Jce—ﬂne%hc-: cligible-empleyee L hpibility-anddenor

M%—;a—tbc t*H&bf—Bf—-Eh—L“H@HﬂHHHCS{r -d-pﬁiied—m—%ﬁ{-lﬂ{‘—&)i wkh[{oém EC{J&_W\,;{
wirter-appreval-for shared ; o
feaverabuso by-a- ﬁid{%ﬁﬁeﬁzﬁ‘—ﬂ-}#}m by {"+Wem zhf; hete -ﬁ-f—dﬁﬁh-baﬁi—)ﬁ

& The-bi-hour requirementrmay-bewaived-for an-otherwise eligible emplavee ot
the-cbseration ol the Director:
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4. SICK LEAVE. Sick leave is earned at the rate of eight (8} hours per month
regardless of years of service. It is available the first day of the following month.
Sick leave cannot be used until it is available. It can be used in increments of 15
minutes. An employee will not earn sick leave when on leave without pay for 10 or
more cumulative days within a calendar month,
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The use of sick leave is contingent upon the oceurrence of one of the events lsted
below. If the event never occurs, the employee is not entitled to the sick leave
benefits:

1. Employee is unable to work because of sickness, injury, or has the need to seek
medical, dental or optical treatment; or

2. Death or serious illness of an immediate, family member (father, mother, sister,
brother, spouse, child, grandchild, grandparents, in-laws or a person acting as a
parent, guardian or ward of the employee).

Requests to use sick leave for ruedical appointments should be made in advance.
Employees must notify their supervisor within the first 15 minutes of the duty day
every day of absence due to unexpected illness. If physically unable to make the
notification I3 minutes, notify the supervisor as soon as possible. _The employee must
complete a sick leave request upon his/her return to work and no later than two days
following the return. _An employee is not required to divulge medical symptoms,
diagnosis or prognosis when on sick leave or when a doctor’s excuse is requested.
However, if requested, a doctor’s statement must be provided that orders the employec
to he off work and specifying the time period. This does not preclude the requirement
for detailed medical information for such purposes as FMLA, catastrophic leave.
required fitness exams, Americans with Disabilities Act, Wworkers” eCompensation
¢laims, etc.

Banked holidays, straight time, and overtime may be used in lieu of sick leave.

Employees at work sites with an approved 10-hour a day work schedule will be
charged at a rate of 10 hours a day when off a full day not to exceed 40 working
hours in a seven {7}

-day work week or 80 howrs in a 14 day pay period.

The maximum sick leave that can be carried over to the next calendar year on
December 31 is 960 hours.

If an employee is off work 40 or more consecutive hours, a medical “certificate of
illness™ is required upon returning to work, However, a supervisor may request a
medical “certificate of illness” at any time. Employees should provide a signed
physician’s statement that the illness prevented the employee from performing his/her
normal work for a specified period of time.

Employees are not entitied to payment for accrued and unused sick leave when they
terminate their employment.

Upon retirement or death, an employee, or beneficiary of an employee, will receive
compensation not to exceed $7,500 for accumulated unused sick leave as outlined in
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the Sick Leave Incentive Payout policy of the Department of Finance and
Administratien-Office of Personnel Management. For details of accrued sick leave
payouts, please refer to this state policy, which is available al www.dfa.arkansas.gov.

Upon retirement or death, if the balance of the employee’s sick leave does not reach
the criteria for a Sick Leave Incentive Payout, the emplovee or their beneficiary may
donate their sick leave to the catastrophic leave bank. When an emiplovee receives a
payout for unused sick leave at retirement or death, hours used to calculate the
maximum payout of $7,500 cannot be donaled lo the catastrophic feave bank. Once
the caleulation of the number of accrued hours needed to receive a full payout of
$7.500 has been made, any remaining hours may be donated to the-pgeney sshared
leave-prearam-orthe catastrophic leave bank.

IV. FORMS.
Catastrophic Leave Bank Physicians Certification OPM 013 L
Carastrophic Leave Banic Propram Appleation for materniry Purposes | Comment [CB3}: New form for
FMLA Designaiion Nogice | matermity
___;1:/[/[}:2_; ert{lfl'llcatlo; or %uali‘fyigg Eici gencsy f(')r Militall'y Famiclly ‘Leave Form ‘ Eér;rrhent [CM] Make:i;;ﬂ;;
-Healtheare Provider for Employee Serious Hf;a th Condition Fgm | gets added. Not sure why we never
FMLA- Healthcare Provider for Family Member Serious Health Condition Form ! used this

FMLA- Leave Request Form o= I —
FMLA- Serious Injury-Illness Military Family Form

Leavstoquestiorbmplovee Form ; Comment [CB5): Now that we arc
Liability Agrcement-Catastrophic Leave Form OPM 014 i using EASE. can we delete this form
Returned or Accrued Catastrophic Leave Transmittal OPM 016 | from the list. Maybe keep 1t on
FMLA - Your Rights under the Family Medical Leave Act OPM 006 ACCess for a while but keep it out of
Donation of Sick and Annual Leave to the Catastrophic Leave Program OPM 015 i thts policy

Dependent Child Certification OPM Q08

Application for Benefits-Catastrophic Leave OPM 012
—me-Shared-boave onstion
— Shared-beave Dependent-Child Certification
~—Shaved Loave-Phystetans Certfication
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Arkansas Community Correction

Two Union Natienal Plaza Building
105 West Capitol, 3rd Fioor

c Arkansas Community Correction

Little Rock, AR 72201-5731

‘ Iﬂ 501-682-9510 {office)  501-682-9513 (fax)
Serving Justice

ADMINISTRATIVE DIRECTIVE: 14-81-AD 17-33 Prison Rape Elimination Act (PREA)

TO:  Arkansas Community Correction (ACC) Employees

FROM: Sheila Sharp, Director

SUPERSEDES: AD 87-31414-01

APPROVED:

Signature on File - EFFECTIVE: Mareh-24,2014August 6,

L. APPLICABILITY. This policy applies to ACC employees, offenders (residents, parolees, and
probationers), volunteers, interns, and medical staff.

II. POLICY. The ACC standard-ishas a zero tolerance for all forms of sexual abuse and sexual
harassment. Incidents, allegations, and suspicions must be promptly reported, investigated, and
appropriate action taken. Perpetrators will be held accountable and where appropriate, criminal
charges will be filed. (PREA 115.21 1(a); 4 ACRS-TE-04; 4-APPES-31:-05[P))

III. GUIDANCE.

A. Sexual Abuse, Sexual Harassment, Voyeutism, and Retaliation (PREA 115.6)

1.

1o

Sexual abuse in general includes

a.

b.

Sexual abuse of an inmate, detainee, or resident by another inmate, detainee, or resident;
and

Sexual abuse of an inmate, detainee, or resident by a staff member, contractor, volunteer,
or intern.

Sexual abuse of an inmate, detainee, or tesident by another inmate, detainee, or resident
includes any of the following acts, if the victim does not consent, is coerced into such act by
overt or implied threats of violence, or is unable to consent or refuse:

a.

b.
c.

Contact between the pents and the vulva or the penis and the anus, including penetration,
however slight;

Contact between the mouth and the penis, vulva, or anus;

Penetraton of the anal or genital opening of another petson, however slight, by a hand,
finger, object, or other instrument; and

Any other intentional touching, either directly or through the clothing, of the genitalia,
anus, groin, breast, inner thigh, or the buttocks of another person, excluding contact
incidental to a physical altercation.




6.

Sexual abuse of an inmate, detainee, or resident by a staff member, contractor, volunteer, or
intern includes any of the following acts, with or without consent of the inmate, detainee, ot
resident:

a. Contact between the penis and the vulva or the penis and the anus, including penetration,
however slight;

b. Contact between the mouth and the penis, vulva, or anus;

c. Contfact between the mouth and any body part whete the staff member, contractor, or
volunteer has the intent to abuse, arouse, or gratify sexual desire;

d. Penetration of the anal or genital opening, however slight, by a hand, finger, object, or
other instrument, that is unrelated to official duties or where the staff member, contractor,
or volunteer has the intent to abuse, arouse, or gratify sexual desire;

e. Any other intentional contact, either directly or through the clothing, of or with the
genitalia, anus, groin, breast, inner thigh, or the butrocks, that is unrelated to official duties
or where the staff member, contractor, or volunteer has the intent to abuse, arouse, or
gratify sexual desire;

f.  Any attempt, threat, or request by a staff member, contractor, or volunteer to engage in
the activities described in paragraphs 3a through 3c of this section;

g Any display by a staff member, contractor, or volunteer of his or her uncovered genitalia,
buttocks, or breast in the presence of an inmate, detainee, ot resident; and

h. Voyeurism by a staff member, contractor, or volunteer.

Voyeutism by a staff member, contractor, volunteer, ot intern means an invasion of privacy of
an inmate, detainee, or resident by staff for reasons unrelated to official duties, such as peeting
at an inmate who is using a toilet in his or her housing area to perform bodily functions;
requiring an inmate to exposc his or her buttocks, genitals, or breasts; or taking images of ail
or patt of an inmate’s naked body or of an inmate performing bodily functions.

Sexual harassment includes

a.  Repeated and unwelcome sexual advances, requests for sexual favors, or verbal comments,
gestures, or actions of a derogatory or offensive sexual nature by an inmate, detainee, or
resident directed toward another; and

b. Repeated verbal comments or gestures of a sexual nature to an inmate, detainee, or
tesident by a staff member, contractor, or volunteer, including demeaning references to
gender, sexually suggestive or derogatory comments about body or clothing, or obscene
language or gestures.

Retaliation includes adverse or unfavorable action taken against a person because of his or her
claim, ostracism, or other acts aimed at embatrassing or humiliating a claimant.

B. Resident Training. (PREA 115.233)

1.

During orientation and upon transfer

During orientation, new residents must receive verbal and written information about sexual
harassment and sexual abuse. This training must include the agency’s zero-tolerance stance,
how to report incidents and suspicions of sexual abuse/harassment; policy/procedures for
responding to incidents; zero tolerance of retaliation against claimants, and other relevant
aspects of this policy. Upon transferring into another facility, staff must provide refresher
information.




2. Residents with Disabilities and Limited English Proficiency
Instructors must ensure training is in formats accessible to all residents including those who
are limited English proficient, deaf, visually impaired, or otherwise disabled, and residents with
low literacy levels. (PREA 115.216)

C. Deputy Director of Residential Services Responsibilities.

The Deputy Director of Residential Services has responsibility at the ACC centers for compliance
with Prison Rape Elimination Act (PREA) Standards and this policy.

The Deputy Director must also ensure that only in emergency circumstances in which all-
reasonable attempts to find a private agency or other entity in compliance with the PREA
standards have failed, will ACC enter into a contract with an entity that fails to comply with
PREA standards. In such a case, there must be documentation of ACC’s unsuccessful attempts to
find an entity that is compliant with the standards. (PREA 115.212 [Pl

"The Deputy Director must ensure resident training is conducted and documented pursuant to the
PREA standard and this policy (PREA 115.233).

The Deputy Director must designate an upper-level, agency-wide PREA Coordinator and allow
sufficient time and authority to develop, implement, and oversee agency efforts to comply with
PREA standards in all ACC centers and contracted facilities, (PREA 115.211({b})

Upon receiving an allegation that a resident was sexually abused while confined at another facility,
the Deputy Director of Residental Services must notify the head of the facility where the alleged
abuse occurred (PREA 115.263)

D. Assistant Director of Reentry Services.

Assistant Director of Reentry Services responsibilitics are:

* The Assistant Director of Reentry Services has responsibility for ensuring compliance with
PREA standards applicable to his/her area.

® The Assistant Director of Reentry Services must ensure contracts for rransitional housing and
any other contracts that may require compliance with PREA standards contain appropriate
language requiring compliance with PREA standards when such facilitics are required to
comply. For cach facility with which the ACC contracts for transitional housing, the Assistant
Director of Reentry Services must determine whether the facility is required to comply.
Contracted facilities with populations consisting of at least 50% ACC offenders for a majoricy
of the contract year must comply. The Assistant Director of Reentry Services must ensure
tragsitional houses are properly monitored. When a contractor is non-compliant, the Director
and Deputy Directors of Residental Services and Administrative Services will be
informed.(PREA 115.212 [P])

E. Patole/Probation Managers and Central Office Supervisors.

Parole/Probation Managers and Central Office Supervisors must ensure emplovees, volunteers,




and Interns receive annual training on relevant aspects of this policy. (PREA 115.231)

. PREA Coordinator Responsibilities.

The PREA Cootdinator has responsibility for monitoring and facilitating compliance with PRIZA
standards. The PREA Cootdinator will:

ensure a Victim Support Advocate is available for each ACC residential facility (PREA
115.221).

ensure a process is established for resident access to outside confidential support services
(PREA 115.253)

ensure recurring PREA training is available annually for Residendal Services swaff, volunteers,
and interns who are assigned to cottection centers and others as appropriate (PREA
115.215(f), 115.231, 115.232)

gather data required by PREA standards.

Ensure compliance with PREA data and audit standards. (PREA 115.286, 115.287, 115.288,
and 115.289, 115.293, 115-401 through 115.405, and 115.501}

. Center Supervisor Responsibilities.

The Center Supervisor has responsibility for ensuring compliance with PREA standards and
related ACC policies including the tfollowing:

developing and maintaining a written facility plan to coordinate actions taken in response to
sexual abuse incidents by staff who respond first, medical/mental health practitioners,
investigators, victim advocates and facility/ agency leadership. The plan must be compatible
with policy and PREA standards and address applicable aspects of PREA standards 115.282
and 115.283. The “Sexual Abuse Checklist” form (AD $4-0417-7¢ Torm 3) may be modified

tor use with the plan. (PREA 115.265, 115.282, and 115.283)

developing and managing a documented staffing plan as desctibed in the Residential Facilitics
policy.

ensure center staff who are desipnated to conduct administrative tvestigations of alleged
PREA incidents are appropriately trained.

ensuring appropriate actions and remedial measures are taken (up to and including
employment termination) when policy is violated by staff.

ensuring appropriate remedial measures, to include considering whether to prohibit further
contact with residents when policy is violated by a contractor, volunteer, or intern. (PRIZA
115.277(b))

working with the Internal Affairs Investigator (IAA) to ensure reporting to law enforcement
agencies unless the activity clearly was not criminal, and ensuting the IAA reports to any
relevant licensing body when an investigation determines that a contractor, volunteer, or

i begie 1
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Intern engaged in sexual abuse. (PREA 115.277(a))

* ensuring the supervisor complies with the Employee Discipline policy when an Investigation
determines that an employee violated policy.

* ensuring residents who report sexual abuse are notified of significant updates in investigations
pursuant to PREA requirements. (PREA 115.273)

» ensure requircd sexual abuse incident reviews are conducted.
Training Administrator Responsibility.

The Training Administrator must ensure appropriate PREA training is available for all ageney
g pptropt : g ZEnCy
personnel. The PREA Resource Center has trainiag material that can be wsed.

— —~-tCenter Siaff Assigned to Conduct Administrative PREA Investigations,

Center Statf Assigned to Conduct Administrative PRE, nvestigations must obtain appropriare

traning and must investigate pursuant to PREA standards and dhe Reporting and Investigating
Inaidents, Hazards and Maltreatment policy.

Shift Supervisor and Senior Residential Supervisor Responsibility.

"The Shift Supervisor and Senior Residential Supervisor must ensure a resident who is an aggressor
ot is substantially at risk of being victimized has housing and job assignments that minimize
opportunities for sexual acts. If a resident is subject to a substantial risk of imminent sexual
abuse, immediate action must be taken to protect the resident. The Senior Residential Supervisor,
with the support of the shift supervisor (and all staff), must monitor for retaliation by other staff
of residents and must report and take appropriate actions if retaliation occurs. (PREA 115.262 [P],
115-267(a))

4K.Internal Affairs Investigator (IAA) Responsibilities.

- ———The-tAA-must mest PREA-standards- Obtain appropriate traini ng pecessary for
conducting PREA-related-investigations of sexua ;

Lhe TAA must invesideace alle ved PREA incidents pursuant io PRILA standards and sexal
‘z‘“a:-;ﬁ-“&SS‘mem'g;L__aidﬁ.ncc in_the Reporting and Investigating Incidents, FHazards and Maltreatment

policy. T e e
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__L. Medical Contractor Responsibilities.

The medical services contract provider must comply with applicable PREA standards to include
submitting necessary reports to ACC and providing contractor staff training. Medical staff must
be allowed to participate in and provide ACC PREA training classes. Medical contractor staff
must comply with applicable guidance in this policy in addition to any contractor-provided
guidance pettaining to PREA.

(PREA standards to include 115.232, 115.235, 115.277, and 115.282(a), 115.283)

o M. Resident Assessments, Protection, and Related Actions. (PREA 115.267)

1. Transgender or Intersex Resident. If staff is informed of a transgender or intersex offender
assigned to or at a center, the staff must promptly inform the Center Supervisor and/or the
Deputy Director of Residential Services. Upon notification, the Center Supervisor / Deputy
Direcror must decide whether to assign the resident to a male or female tacility, and must
consider related housing and programming assignments. Such decisions must be made on a
casc-by-case basis to determine whether placement would ensure the resident’s health and
safcty, and whether the placement would present management or security problems. A
transgender or intersex resident’s own views with respect to his or her own safety must be
given serious consideration. (PREA 115.242)

2. Intake Officer. The Intake Officer must complete “Sexual Victimization/ Abusiveness
Assessment — Intake” form for each incoming resident.

3. Primary Counselor.  The Primary Counselor must use the form “Sexual
Victimization/Abusiveness Assessment-Follow-Up” for each resident within 30 days of
admission to conduct a re-assessment, and take into account any new information learned
since the intake assessment.  The counselor must also complete this form at other times
when warranted duc to a referral, request, incident of sexual abuse, or receipt of information
pertaining to sexual victimization or abusiveness. The form instructions require notification
to the Treatment Supervisor and Senior Residential Supervisor when a resident is a potential
VICHM Or AgQressor.

4. The Resident Management Team. The Resident Management T'eam which consists of the
Treatmeat Supervisor, Senior Residential Supervisor, and Assistant Center Supervisor must:

a. take appropriate actions with regard to housing, bed assignment, work, education, and
program assignments with the goal of keeping separate those residents at high risk of
being sexually victimized from those at high risk of being sexually abusive. (PREA
standards to include 115.242)

b. take appropriate actions to separate alleged staff and resident abusers from contact with
victims / alleged victims (PREA 115.267(b})




c. provide emotional support services for residents who fear retaliation for reporting sexual
abuse or sexual harassment or for cooperating with investigations.

d. have available multiple protection measutes and use them appropriately to include resident
housing/room changes and transfer to another facility.

5. Treatment Coordinator. For at least 90 days following a report of sexual abuse, the Treatment
Coordinator must monitor the conduct and treatment of residents who reported sexual abuse
and of residents who were reported to have suffered sexual abuse to see if there are changes
that may suggest possible retaliation by residents or staff. Any retaliation activity must be
promptly reported to the Resident Management Team. Monitoring must include periodic
status checks. Items to monitor include any resident disciplinary reports, housing, or program
changes. This monitoring must continue bevond 90 days if the initial monitoring indicates a
continuing need. The requirement to monitor ends if the TAA determines that the allegation
is unfounded.

6. Resident Management Team. The Resident Management Team must work together and with
staff to facilitate the intent of this policy. One specific aspect of this is cnsuting any report of
retaliation is promptly addressed. Whenever a resident expresses a fear of retaliation for
cooperating with an investigation, approptiate measures must be taken to protect the resident
against retaliadon. The requirement to monitor ends if the IAA determines that the allegation
15 unfounded.

7. Center Supervisor. The Center Supervisor is responsible for monitosing retaliation against
staff to include negative performance evaluations or reassignment. He/she must also ensure
staff who fear retaliation for reporting sexual abuse or sexual harassment or for cooperating
with investigations are aware of available emotional support services.

For at least 90 days following a repott of sexual abuse, the Center Supervisor must monitor
the conduct and treatment of staff who report sexual abuse to see if there are changes that
may suggest possible retaliation by residents or staff. This monitoring must continue beyond
90 days if the initial monitoting indicates a continuing need. The tequirement to monitor ends
if the IAA determines that the allegation is unfounded. If retaliation exists, prompt action
must be taken to remedy such retaliaton. (PREA 115-267)

VIN. Reporting Incidents, Allegaiions and Suspicions of Sexual Harassment, Sexual Abuse,
and Retaliation.

StadAll employees, contractors, volunteers, and interns-MSd-and offendersare encouragedo

' FRSSeRt-oF
hade"Reportnsand

Isestisabine-Incdentssnd- Homurds and-SEanplevee Diseiphne.”

St must accept teports of alleged incidents and suspicions of sexual harassment, sexual abuse




and retaliation that are made verbally, in writing, anonymously and from third parties and must

promptly document any verbal reports. 5251 This includes reports concerning confinement

at taciliries outside of ACC, such as a county jail or a Department of Correction facilicy, (115,231

At Parole/Probation offices ~acceptany report made by an offender and provide the information

to the Area Manager. who will follow procedutes outlined in the policy eatided, “Reportng and

Tm estigating Incidents, }Ll7dld~v and \Iqlhmtmenr At thc Lentmi ()ttire any ~m““ <epu‘ L5

and I1W6>L1gﬁt111g Inudtn[‘;. Hazard& and Maltrca.tmen pohc_;

['i'n(m rcc‘ci ptofa report Rulterviqur% must act pursuant to arm]icable Dolicv o incht 1HP

Q.

All employees, contractors, volunteers, and mterns must NO'T' reveal any information related to a
sexual abuse report to anyone other than to the extent necessary as specified in policy, and to
facilitate treatment, investigation, and other security and management decisions. (PREA 115.261

(b))

- Residents with Disabilities or Limited English Proficient. (PREA 115.216)

1. Residential facility staff must take approptiate steps to ensure residents with disabilities and/or
limited Tinglish proficiency have an equal opportunity to participate in or benefit from all
aspects of the agency’s efforts to prevent, detect, and respond to sexual abusce and sexual
harassment. (PREA 115.216 {a) and (b))

I

Residential facility staft must not rely on resident intetpreters, resident readers, ot other types

of resident assistants except in limited circumstances where an extended delay in obtaining an

effective interpreter could compromise the resident’s safety, the performance of first-response
duties, or the investigation of the resident’s allegations. (PREA 115.216(c))

Resident Privacy Protection. (PREA 115.215 [P))

All staff, contractors, volunteers, and interns must ensure residents are allowed to shower,
perform bodily functions, and change clothing without nonmedical statf of the opposite gender
viewing their breasts, buttocks, or genitalia, except in exigent circumstances or when such viewing
is incidental to routine security checks. Specifically, staff, contractors, volunteers, and interns of
the opposite gender must announce their presence when enteting an area where residents arc
likely to be showering, performing bodily functions, or changing clothing.

Sexual Abuse Incident Review.

"The Center Supervisor must conduct a sexual abuse incident review atwhen required by the
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QR. Notices and Information. The PREA Coordinator must develop and disttibute a PREA
notice,

Center Supervisors and Area Managers must ensure all ACC offices/ facilities display the PREA
notice in prominent places. In addition to training, key information must be continuously
available or visible to offenders. (PREA 115233 [P])
IV. REFERENCES.

Prison Rape Elimination Community Confinement Standards are available on the Internet

The PREA Resource Center website has a variety of useful information

The U.S. Equal Employment Opportunity Comtnission (REOC) website has information about

harassment to include prevention

United States Code (law) 42 U.S.C. Section 2000e and 29 Code of Federal Regulations section 1604.11

pertain to this topic

V. ATTACHMENTS.

AD F4-0117-33 Form 1 Sexual Victimization/ Abusiveness Assessment — Intake
AD +4-6317-33 Form 2 Sexual Victimization/Abusivencss Assessment — Follow-Up
AD 941733 Form 3 Sexual Abuse Checklist

Note. we did not provide a markup of revisions made to
the forms. The revised forms are available on the
ACCess > Policy and Forms website.
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q 501-682-9510 (office)  501-682-9513 (fnx)
Serving Justice

ADMINISTRATIVE DIRECTIVE: 17-1328 Resident Serious Illness/Injury or Death
TO: Arkansas Community Correction (BCCACC) Employees

FROM: Sheila Sharp, Director

SUPERSEDES: AD 12-8317-13

APPROVED: Signature on File EFFECTIVE: Eebhruary 10July 31, 2017

1. APPLICABILITY. This policy applies to medical services emplovees, residential facility
employees and residents of residential facilities. Contract Reeniry factlities must coniply with
relevant and appropriate aspects of this policy.

II. POLICY. Authorized staff will take all reasonable actions to ensure that the person(s)
designated or required by policy/law receive timely and accurate information concerning any
serious illness or injury and are promptly contacted in the case of a resident’s death and
appropriate actions are taken regarding a death and disposition of the remains. (4-ACRS-7D-15)

III. DEFINITIONS,
A. Declaration of Final Disposition. A resident’s statement specifying his/her wishes for
disposal of bodily remains at death, provided the disposition is in accordance with existing

laws, rules, and practices for disposing of human remains.

B. Final Disposition. The burial, cremation or legal anatomical donation of a deceased
resident’s body.

C. Serious Illness or Injury. Life threatening illness or mjury requiring hospitalization or
emergency medical treatment.

Arkansas Commnnity Correction
AD 17-28 Resident Seriaus Lifness| Injury or Death — Page 1



IV. PROCEDURES.

forms as appropriate and according to nsiructions on the forms,
o AD17-28 Form 1 Declaration of Final Disposition Aee 18 & Un
o AD 17-28 Form 2 Declaration of Final Disposition below Age 18
* AL [7-28 Form 3 Resident Relatives/Associates,

B. Notifications of Serious Illness or Injury. In case of serious illness or injury of a resident,
authorized staff will notify the person(s) designated on the “Resident Emergency Contacts”
form. Whenever possible, staff will obtain the resident’s consent prior to notifying a
designated individual. Staff will work with the person(s) to keep them abreast of the
resident’s situation. Notifications must be made by the Chaplain or Center Supervisor’s
designee and notifications must comply with the resident’s requests, ACC policy, HIPAA
and related law. (4-ACRS-4C-21)

BLC.  Reference to Related Policy. When appropriate, refer to the administrative regulation
and adnunistrative directive titled “Offenders with a Terminal Illness or Permanently
Incapacitated.”

&l Declaration of Final Disposition. The Declaration of Final Disposition Form il lmust
be available to residents during intake at centers and reentry facilities and through the
chaplain’s office. If a resident is not of sound mind or is under age 18, the parent or legal
guardian must sign the form.

BE. Notification of Death of a Resident and Disposition of Remains. (4-ACRS-7D-15)

I. When a resident dies, regardless of cause or location, the Shift Supervisor or designee
must perform the following:

a. promptly notify the Center Supervisor, Health Services Administrator and Chaplain.

b. follow the agency notification process as described in the Reporting and Investigating
Incidents and Hazards policy.

¢. notify the county coroner (even if the resident dies at a medical facility). The coroner
or attending medical doctor will pronounce the resident dead. Make a note of the
time death is pronounced and the coroner’s or medical doctor’s first and last name.
Provide the coroner with required information and ensure ey knowhe'she knows the
resident was incarcerated or was in a reentry {acility.

d. notify the State Police of the death.

¢. notify the chief law enforcement official of the county or municipality that has
jurisdiction.

f. notify the State Crime Lab, Medical Examiner’s Office (501) 227-5936. If after hours
leave a message.

Arkansas Commnity Correction
AD 17-28 Resident Serious Linessf Injury or Death — Page 2



g. fax the completed “Body Submission Form™ to the State Crime Lab, Medical
Examiner’s Office FAX: (501) 227-1653. ¢$e¢ exampleform-on-lagledlet:: If you do
not have complete information, send what you have and provide an update later.

h. check the “Declaration of Final Disposition” form if one is on file to determine whether
notification must be given to the military and if so, ensure the notification.

i.  notify the prosecuting attorney in the county where the death occurred.

J.  makes appropriate entries in eOMIS and ACIC/NCIC,

2. The law grants the right to control final disposition of the remains of a deceased person
as described in this policy. The person given control must be 18 years of age or older.
EArk-Code-Ann-§{ Arkansas law scetion 20-17-102)  The law does NOT give any
weight to a person named by the resident as an “emergency contact” unless such person
is designated on a military emergency data form or in a “Declaration of Final
Disposition,” or the person is in the sequential list below. If attempts to contact a person
are not successful, then a diligent effort must be made to contact the next person,
continuing down the list until contact is made. The identity of the deceased shall not be
disclosed to the media until the notification process is complete.

The Chaplain or designee or {or a death in a Reentry facility, the Assistant Director of
Reentry must make a reasonable attempt to notify untibsetfication-is
secomphshedisomeone in the Jist below or it is determined notification is not possible.
For assistance in locating people on the list, consider checking eOMIS, contacting the
coroner’s office, prosecuting attorney, and/or local law enforcement. Notification
attempts must be made in the following sequence until someone has been notified (in
addition to notifying emergency contact(s3}} (notification may be by phone or in-person):

a. The appropriate military authorities if the resident has indicated on the “Declaration of
Final Disposition” form that they have an applicable military affiliation

The person(s) as listed on the Declaration of Final Disposition form if such
designation has been made

Spouse

Adult children

Parent

Sibling

Grandparent

Grandchild

Guardian

Closest living relative

=3

Trmg e aoe

3. The Chaplain or designee or. for a death in o Reentrv facility, the Assistant Director of
Reentry must inform the contacted person of the death, relate the relevant facts of the
death as provided by the Center Supervisor (or his/her designees;} or Reentry facility
representative, and discuss disposition of the body, providing the following
mformation:

Arkansas Communty Corvection
AD [7-28 Resident Serious iness{ Inpury or Death — Page 3



——

d.

F.

the law requires notification of next-of-kin in a certain sequence and gives the person
highest on the notification list the authority to handle final arrangements. (Consider
asking the person if they have contact information for the person(s) highest up on the
list and if so, contact that person)

If claiming the body, advise the person to contact the Office of the State Medical
Examiner for further information and provide relevant information from the
“Declaration of Final Disposition” form if the resident has one.

Inform the contact that the State Medical Examiner requires an examination that may
include autopsy at the State Crime Lab in Little Rock and the county coroner will
take the body to the lab. Consider providing contact information for the State
Medical Examiner’s Office (501) 227-5936, Chaplain, ACC Public Relation Office
and/or county coroner’s office.

Notification of Serious Injurv/Ulness or Death of a Reentry Resident and

Disposition of Remains.

l.

When a Reeniry resident is seriously injured/ill or dies. regardless of cause or location,

the facilitv Director or designee must prompily notifi the ACC Assistant Direcior of
Heentrv.

d.

[

2. The ACT Assistant Director of Reentvy must:

follow the agency notifteation process as deseribed in the Reporting and Investigating

;. Release of the Deceased

l.

Arkansas Community Correction will honor any resident’s declaration of being an
“Organ Donor” and will allow any medical procedures as determined by the medical
staff to achieve the resident’s declared purpose.

If no one can be contacted after a diligent effort byvthe-Chaplain-ordesience and the
coroner confirms no claim of the body, or the contacted person will not claim the body
for any reason, the responsibility for final disposition shall default to the ACC. When

Director’s designee) or ACC Assistant Director of Reentrv must perform the following:

d.

Comply with appropriate preferences stated on the “Declaration of Final Disposition”
form if on file.

Notify the Umiversity of Arkansas for Medical Sciences, Department of Anatomy,
that the unclaimed body is available for use in the advancement or study of medical
science. This notification should be made as soon as it is confirmed that the body will
not be claimed — the Department of Anatomy will allow the next of kin or other
relative, friend, representative of a fraternal society of which the deceased was a
member, or representative of any charitable or religious group to claim the body for

Arkansas Community Corvection
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burial purposes for a period not to exceed 48-hours from the time of death.

c. Ifaresident’s “Declaration of Final Disposition” does not rule out cremation. and the
resident’s family (the person highest on the sequential list) does not oppose cremation
the department will have the remains cremated upon release by the Medical
Examiner’s office, but no sooner than 10 calendar days after death to allow time for
an appropriate family member to claim the remains.

d. Cremains shall be released to the person nearest the top of the notification list of
those who could be contacted or who came forth or another appropriate person
making claim. 1f no one can be located, the cremains will be maintained for a
minimum of ninety (90) days for an appropriate person to claim. If not claimed after
90 days, the remains shall be scattered in a designated cemetery.

¢. For an unclaimed body that will not be cremated make arrangements for burial in a
designated cemetery.

¥H.  Financial Responsibility. Payment for services provided on behalf of a deceased
resident are the responsibility of the person claiming the body. ACC is responsible for
payment of final disposition services for an unclaimed body.

V. AFFACBMENTSFORMS.,

AD 17-1328 Form 2 Declaration of Final Disposition below Age 18

AD 17-1328 Form 3 Resident Relatives/Associates
VI. REFERENCES.

Ao Code-Arn—8Arkansas law section 20-17-102
Body Submission Form {Arkansas Crime Lab Form ME-FORM-01)

Neter-On-EagleNet-thepe-is-an EXAMBPLE Body-Submission form und-a-taktothe blankform

Note: forms are not included in this markup copy. Forms are
available on ACCess > Policy and Forms.

Arkansas Conmmuinfy Corvection
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FO DEPARTMENT-OF-COMMUNITY-CORRECTION (DCCFEMPLOYEES
TO: __Arkansas :Dl:‘}}ﬂiiém_(‘m-lf—@-f—Community Correction Employees
FROM: GBANMID-GENTHARPSheila Sharp, Director

SUPERSEDES: AD 84-H——- = P AGE108-03

APPROVED: Signature on File  EFFECTIVE: Eebruary 25, 2088Avugust 28, 2017

I. APPLICABILITY. This policy applies to BEC Arkansas Community Correction {ACC)
employees, visitors, offenders and ACC agents. For the purpose of this policy, ACC apents
wichude volunteers, interns. vendors, and contractors-—and-efferders working in transitional
houses and reentry centers.

II. POLICY. Hhe-BeeACC will conduct searches to discover and control contraband and
evidence and 1o deter the introduction, possession, and/or manufacture of contraband in
BPECACC offices and facilities. (3-3177 {(+-APPFS-3B-11)

III. DEFINITIONS.

A. -Beody-Cavity.-This-termreters 10 the rectum. vaginar mounth. corsand nose-
B Body-Cavity-Search.—A-physical seareh ofthe rectal andlor vaginal-cavity-by-a

regsiered nusse-purse-practitiones-phvsician-eephysician’s-assistant-alferressonable

G Compunication-Deviee—Amy-deviceincluding busnotHimited to-cell-phenes—personal
data-betwern-sny-two-ormore mdividuals:

————: Contraband. Items that are;

1. _illegal: or are against reswdentatdaetlity-policy or ruless; or-are

o Z.._prohibited by conditions of supervision-; or

& 3. not being used for their intended purpose: pr
4. notissued or authorized by ACC,

. B. Evidence. Anything whichthat may be helpful in forming a conclusion or judgment about
illegal or unauthorized activity. Testimony, writings, or material objects offered in proof of
an alleged-fact-orpropositionalleration,




— L Majer-Crime-Seene—An-area-where-there-appears o be evidence et aerimethatwonld
be-adeleny ora “seriotus—misderpeanes

o C. Nuisance Contraband. Any authotized itemfs} maintained in an excessive
amount or size that creates a hazard, impedes security, or is distuptive-to-the-therapestc
CONHRLAIEY.

bt He e

involves patting or sliding the hands along the fully-clothed body of a person.

———1I_____D. Pat Search. A means for detecting contraband hidden on a person’s body that

A. Reasonable Suspicion. _In certain circumstances reasonable suspiclon must exist to justify
conducting a scarch. Reasonable suspicion exists when there is a degree of certainty based
on facts and reasonable inferences deavwn-there-from-that cause one to believe that a
person has-vielated-the to believe a law, conditons of supervision, or policy. have been
violared. T'o act pursuant to “reasonable sus picicm T emplovees must bc awarc of mcciiig

fncts, f rom \Vh'

re’mmablc cmmuam The followuw are 1_t;.\x1 grltm.la th.lt mav lx u;nsldn.;u.d When
determining reasonable suspicion:

e Avtherized - Contracte F—Aﬂ-‘c‘-{)ﬁ%ﬂif —ageney-or-business-eatiby-which-hoas-gcentract

and/orag -provistor-of-a-servies tothe ageney
—R—GUIBELINES.
——A—FEmpleyees Antherized-to-Conduet-Searches, Authorizedemplovees may conduet

searches-within-the-scope-otthe-guidance provided-n-poliew:

1. demeanor of individual

2. gait and manner

3. prior backeround or character

4. __wehat the person Is or appears to be carrying

5. _manner of dress

6. the tme of dav or night the individual 1s observed

overheard conversations

8. informaton received from a third person
9. whether the offender 1s with others whose conduct 1s reasonably suspect
!ﬂ apparent Lfﬁ)ft 0 LUI‘lLCﬂl an qrticle or acrivi'n

I




B. Searches of Property/ Facilities: on ACC Owned or Leased Pmpﬁi\; Any pcrsonal or

property-ei mﬁetrsef«, &%Wﬁdﬁﬂ%@ﬁmgi-d{m—ﬁfﬁpef?y.—mf}@c}%!*’mér--é‘ri—:ﬁ—l-ﬁi-—ﬁ(l&*’tH.HHH
tacthities-and property. Scarches are subject to the tollowing guidelines:

1.
2.

Searches must be thorough and systematic

Supervisor concurrence should be obtained in advance of the search; when
practieablepractical; however, routine contraband searches at residendal facilides do not
require advance supervisor concurrence

Employees must use care when conducting searches af offender. persenat-and State
property

Evidence/contraband collected must be doc
reported to the supervisor, and

The supervisor should occasienathy-conduct periodic post-search reviews to ensure that
searches are conducted in accordance with policy, procedures, or other guidance.

cnted appropriately dectnrented-and

Cireumstances-fer Searches of Persons+ and Personal Items,

Pat Scarch of Offenders-mayv-be-patsearched-by autherized DCC. Authorized ACC
employees efetthermay pat search offenders of the same gender at any time with or
without reasonable suspicion._In addition, authorized ACC emplovees may conduci
cross-gender pat searches of offenders in exipent situations.  An gxigent situation is an
urgert situation requiring immediate action. When a male pat searches a feinale
oftender In an exipent situation, the circumstances must be docurented. During a pat
search, the employee may conduct a visual inspection of the mouth, ear canal and nose,
and may require removal of footwear, socks, hats and outerwear such as eloves,

-re-ParoteProbation-Servicespolicy provides-additional

maﬂi&ﬁeg—p\, %mme%&&ea%ehem%mm&—%&d&%%a&w&&m us—&mic HW%’:B. h

shautd-as 1%%31750—1% &é—%ﬁﬁe&tﬁ%ﬂeﬁﬁ k@ﬂ—t&%aﬁ?kwéha—s%&lé alser«cequ—ue—m-{wee-%- m
ﬁ%&ﬂpﬁ%iﬁ—ﬂ%ﬂ%@f—@ﬁﬂ%ﬁib&%ﬁﬂ%&@ih&@é&&rnwﬁﬁh aive-the
dispesitien-et-property-seized-and docurent the-reasons-{or the search—The
Managershould-alsoconduct post-scarch-reviews-to-ensure the scarch-was

Pat Search of Other Persons. Any person on ACC owned or leased property may be

patsearched by an authodzed person of the same gender when there i3 reasgnable
suspicion. However, reasonable suspicion Is not reyuired for prat scarches ata

C.
i.
sweaterss and coatsy glovesand-hats:. (PRIIA 115.215(¢))
1 Doygn o !!gnl—u Firyey B o s I
T FRILY A YA & Vi Ml PLe ) WS By ey ) X
conducted properly-and provide guidance as appropriate.
2 _
)
residential facility location,
3.

Strip Searches of Parolees/Probationers/Offenders on Extended Supervision are
pernutted oanly in situations where an offender is going to be transported and/or there




is reasonable suspicion that the offender possesses a Weapos.

—4!1. Communication Devices. A visiters-andlersonallr-owned communication

devices ot their components are not allowed in an ACC residential facility. State
employees are peehibited-from bringingarypersenal communicationsdevieos-inte-2
B residential-factlity—Contracters-areallowed to carry eeli-phenes-and other
agency-tssued commuanication devices that ave-part-of theis-for business
speratiomputposes. Contract emplovees who have been approved by the Centey
SUPErvISOr Mmay carry communication devices for business putpeses. Employees must
take reasonable precaution to ensure residents do not have unautherized aceessto

computess—phones-or-eell phones-within-the-factlitv. access to them.

”‘vh———iidiﬁeﬁé%“%h&eheﬁ—ﬁ-ﬁ—ﬁeﬂfﬁi—%&%ﬁﬂ oftendersare-deseribedn the poliey

peskainingto-visiting aethty—Velunteersund-sonlractors may-be
W{%MWM%&WW%&%&

v Note: It 12 2 felony o furnish or

2. Nisitor Searches. Visitors arc subiject o search and may be asked to wail in a designated
area for permission to enter. They are free to leave at any time, unless they are suspected
of trving 1o introduce contmband Of comn mung any nther telonv on ACC rf‘;lzn(k‘ In.

3. General Security Search. General security searches at facilities should be organized |
supervisor and should be done in a reasonable manner,

4. Strip Search—G+Henders of Residents. Residents may be strip searched when there is

reasonable Q,uspic::ion or upon entering ot ﬁfieﬁe-eieﬁﬂﬁm’e—rk‘par 'n_g_from thea secure

Rituatrorl lhe bearch bhould be conducted ina locauon and manner that protectq the

effender’sresident’s privacy and, to the extent possible, keeps the search and results
confidential. +heserestrictions may-be-watved during an-cmergeney-sueh asan
eseape-er+iotAll cross-gender strip searches of residents in exigent situations musr be
A 115.215).




_— —d—DCe

5. Strip Search of Emplovees at a Residential Facility. Emplovees at a tesidential facility
may be strip searched whes-theretsressonable suspietor-sndwith the approval of the
Deputy Director of Residental Services has- g&ﬁﬁ&d—ﬁ@mﬁ%ﬁ%&m—ée{ —the-seareh.or
higher authority when there is reasonable suspicion. Strip search of an employee must

be donc bv an employce of the same gender and -%eﬂéﬁ}gf%%mhbﬁﬁv
bc conducted in a location and mannct th’lt protects the cmplovee pm'acv and, to the
extent possible, keeps the search and results confidential._ All strip searches of
employees must be documented.

6. Body La\'ﬁ} Searchw%eﬂdtﬁ ot Center Residents. Center re: sidents may be requlred

l Q_L_“the {J%ﬁm—}#ﬂlkt(tf)i——\_.»i—Rcu-}éieﬂUdi Servhees chlle;_.‘a‘;mlptrum_: or hlghct:
Author_lr 7, When a body cavity search is conducted, medical peesonnel should alse
check the mouth, cars and nose-sheould-also be cxamined-as part-oi-the bady-cavity
search-. An ACC employee sheuldof the same gender as the offender must be present
to witness the search and collect any contraband;-tutneed not-obscerve tho scarche—4-
Sl B -26-0dsad- - 20-03) or evidence.

b—Special-Seeurity-Search-Employecs-mav-be-patsearched by a trainedemplovec
e{—&k %amw&eﬂéﬂ &ﬂe—&%ﬁ—a—spec M«.em%&e&a}dﬁnmwé-b tho-Center

yas-part-ofthe drug testg-proeess-of

freat-1 spectal-securiy-seareh™-doos-not require

~§’bd‘bﬁﬂﬁ~blb &Lw&eﬂ ---------- e wﬁw—eﬁwﬁﬁum#mﬁ%&wm&h—muEude Soeare e

avery-d' %Mewm%m — SNEOE
whwe»m—%eﬂn d—%ﬁ%ﬁﬁ%&{-@d— POY 1}(%%&%%%&-
————ih—Reasonable-Suspicion. —"I—e—ae—%pm@mm{—&e—m&e&&&e—ﬂhﬁwu &{‘w—ﬁ"tﬂ‘ﬂ be

aware-ob-spectiic-ohieethve facts HHerences,and-upon
which-they-aretustifiedin Lﬂﬁ&h&kﬁﬁhz}i H&%&&b—]ﬁ—&bﬁfﬂut?ﬂ eﬁﬂm&wm
suspietons-of-merehunehes fatlshortot providingreasensble grounds foraetions which
are-permitted-onby-on-a-basis-of “reasonable suspieionFollowing-areafow-eriteria
which-may-be-eonsidered-when-determiningreasonable suspicion:

i l BDemennor-ebmdivdual
. - Gattand-manner
3” Prior-backgr oumi—ef charaetcr

Q s G—iémder i8 mﬂwiham whme eonduct-is-reasonably suspeet
— -—-—-—l-gﬁjrﬁﬁﬁ%eﬁjc cHorHe-conccalanartisleoractvityund/or
e H-Apparont-eflert-to-aveid-identification-erconfrontationby-offieials:




—— mBeewu}eﬂ%ﬂ tian—Prior to-oras-soonas-possible-after %a!e%ﬁ&&m ------ r»zau»su}ma- reasenable
e Sraﬁeﬂ%ei i%}eaid—éewa"neﬂ%ba’rh{-he reete oiive ot and-any

ems :lbdﬂd VROt bcz (i{-&eﬁ—e-red ------- QG{.—{ i}}u}mfmﬂ st bz./ COMp leted-aman-tncident o
Hazard-HoporttiitnessSttensont.

The search must be conducted in a location and manner that proteces the residents

privacy 4

. to the extent possible, keeps the search and results confidensial. Al bnu\
cavity searches must be documented. [4ACRS-2C-04 and -2C-05: PREA 15215

_E. Warrandess Searches Periaining to Parolees, Probationers and Sex Offenders on
Extended Supervision.

1. \\ ’ll‘t"lﬂtlt_ 95 \carchex m (vcneral P’xrolc Trobation Otﬁcers may conduct W (uraﬂﬂcw

fﬂ.ﬂbl.}}[ﬁ (thLle thc dccmom L bLﬂ._rCh in ad\ ance wuh 4 INanager.

2. Searches of an Offender’s Residence, A search of a residence tha
shares with others should be conducted in the presence of a memb

_sh of the houschold,
[t passible, a search should be conducted in the presence of the offender.

Searchable Areas in an Offender’s Residence,
It' the offender is not the hcad of the hougchold in which he or she resides, warrantiess

o the offender’s private living quarters
o any other area under his or her contrel, and
o _areas ot common usage such as_bathrooms, living rootn, kitchen, out-buildings, and

garage.

Tf there are additional areas in the house thar need ta he searched. the officer must
obtain permission from the head of the household prior to searching.

3. Flectronic ices — Sex Offenders. Warrantiess seatches of a sex offender’s
electronic devices such as cel Il phones and computers are permitied at the
Parole/Probaton office and in the offender’s vehicls and searchable arcas of his/her
residence.

Note: A sex offender may be instructed to bring his/her persenal electronic devices to a
archable area or permission may be sougrht from the head of bouschold to enter an
area that is not listed as 2 searchable area,

4. Flectronic Devices — NON-Sex Offenders. Warrantless searches of 1 NON -sex
offender’s electronic devices such as cell phones and computers are permitted in the
offender’s vehicle and searchable areas of his her rexldenc ONLY \\,hen there 15
reasonable suspicion. The search must be documented in eOMIS.

5. Contraband and FEvidence. The Parole/Probation Qfficer should Lrelv on local law

enforcement officers if seizure of contraband or evidence Is necessary,  When an ACC
otficer must collect contraband or evidence, he/she should use the “Evidence or
Confiscated Property /Contraband” form. Provide a copy of the form to the offender,




6,

ylolanon reporT rg,&aidless ot wheth_cr crmunal charges are ﬁ]cd.

Afrer a Warrandess Search. After a warrantless search, officers must promptly

mform the Parole/Probation Manay rer or Assistant Manager of anv contraband or
evidence they scized.

Legal Basis. A search is not unlawful juse because it is also beneficial to the police ar
because evidence Incriminating the offender is used in crizninal prosecution. Case

law guidance for parole/probation searches and seizures is provided by the United
States Supreme Coutt in_Crriffin v, Wisconsin, 483 U.S, §68 (1987) and by the Arkansas
Supreme Court in Cherry v. State, 302 Ack. 462 /1990) and Williams v. State, 321 Ark

344 (1995,

Refusal to be Searched. If a person refuses to submit to an authorized search, the refusal
must be reported promptly to the appropriate supervisor.

1.

1

Offenders Who refube to be searched are to-be-appropriately-managed-sybiect to the

Employecs may be ordered to remain in the area and under supervision at least until the
supervisor 1s informed.

All others who refuse to be pat searched should be denied access to the facility, A
person dented access may request reconsideration by the Center Supervisor for accesss
“hey-may-berequested-to remain-in-thenrea-while the appropriate-supervisoris
contacted—however-thex-may not be-dotatned-if thev-ehoeose-to-deave. at a later date,

Visitors on the Authorized Visitation List for a residential facility who refuse to be
searched will have their visitation endedcanceiled and visitation pvileges revoked.
Visitors whose privileges have been revoked for this reason may reapply for visitation
privileges using procedures outlined in the visitation policy.

. Collecting, Handling, Storing, T'ransfetring, and Disposition of Contraband or
Evidence. {(4-ACRS-2C-03)

———Contraband or Lvidence Found at a
Major Crime bcene ofIneident. When a major estimecriminal act has been committed,
or 1s suspected, follow procedures inthe-£mergeney-Plan-sndiorodier applicable
po]icv Protect the ctime scene and cvidence by <;<:curing the area or individuals and

agency whou d be used to manage all aspects of collectmg and handhng the
contraband/ ewdence fei—tﬂe}éu%eatﬁ;éeﬂ#a%@( &ahw—(—\%%%—




-

Conrrab (md or b Wdul( e -\ g

mlrdame m the * bcxual Ab1,1sr. (Jhc,rkhht and co]k.gt. handlc a n_d DIOCESS. thc ev 1d{,n(,a,
pursuant to training on this topic.

~:». Contraband or Evidence Found at Other Than a Major Crime Scene-or-laeident

=y

"'Jl

ey,

When petice-arcoutside law enforcement is not involved, all evidence and contraband,
with the exception of nuisance contraband, is to be collected by trained staff and
documented on Form 1, Evidence or Confiscated Property/Contraband. If the
property owner or the custodian of State propetty is apparent, hevhe/she should be
provided a copy of the form. The Incident or Hazard Report/Witness Statement must
be completed as required.

Collection Protocol for ACC Staff, Physical evidence collection must provide for strict
accountability to preserve the integrity of the disciplinary and legal peseess: processes.

3- Uniioem Physical Evidence

R Conrraband and Evidence Collection,
Control and Handling of Evidence or Contraband (Excluding Nuisance Contraband).
Complete Form 1 for evidence/contraband. collected, and when 3 appropriare tag aldhe

evidence /contraband,

Iransier of Evidence and Contraband. Transfer of evidence/contraband between staff
and/or agencies should be kept to the minimum number of persons possible, and
should be limited to persons trained in handling evidence/contraband. Whenever
evidence/contraband is transfetred to another trained custodian, the receiver wilirnust
inspect the evidence/contraband to assure it is adequately described, sign for the
evrdence/ contraband, and promde a copv of the transfer documcnt to the permn

turncd over to the State Crlme Lab for analysis. If turned over to the State Ctime Lab,
complete State Crime Lab Evidence Submission Forms, available on the State Crime
Lab web site, and obtain a signature from the Crime Lab representative accepting
custodv If someone else trarlsport% the e\'idencc to the gtatc Crime Lab, RUCh as a State

analysis, thc preferred step 1s to turn the evidence over to local or %tate Pohcc usmg ADB

Frnrn G N W PP
tH Eaua b &3 NEDETE

Lab-orlocalStatepeliec-Form 1, “Hvidence or Confiscated Property/Contraband.”

R AR TeE sprren bl s don oy Gt o e thaon GQivor g -1}-{1
OT-THa SSRGS VAR RS-+ FraRs e u fo-ihe \ ate-C @

3- Contraband/FEvidence Storage.

Contraband/ evidence shattmust be stored in a designated secute area with access
restricted to the custodian of the evidence until withdrawn-byreleased to authorized
individuals for approptiate use er-tsmster such as trial, transfer to pelicelocal law
entorcement, use during a disciplinary committee hearing, return to the owner, or
withdrawal for destruction.




, é- BisposalDisposition of
Iividence/Contraband. Evxidence and contraband will be disposed of as follows after

the disciplinary committee hearing at residengal factliies and all Jegal proceedings have
been completed:

a. Weapons. Yreaponstustbe dispesed-ofas-directed-inRefer 1o the policy on
Weapons and Security Equipment for guidance on processing confiscated firearms.

b.  Legal Materials Belonging to Residents. For offenders at & PC€Can ACC residential
facility, the Senior Residential Supervisor may direct the resident to dispose of the
material by shipping the material at the resident’s expense or give-the materialgiving
it to an authorized visitor.

c. Money Not Held as Evidence or Contraband. Money {not held as evidence or
contraband erevidencerfound by or in possession of & DECan ACC resident will
be depositedforwarded to the Central Office: Administrative Services for deposit in
the Resident Welfare Fund.

d. Disposition of Other Contraband/Evidence. If contraband/evidence has not been
transfetred or stored according to previous patagraphs, and there are no anticipated
court cases nor need to transfer or hold the matetial for an anticipated hearing,
choose an appropriate alternative from the following:

the resident of the agency’s intent to sell, discard, or destroy the excess propertys

or-for unless the resident te-dispesedisposes of the materialproperty by
shipping the-matersalit at the resident’s expense or grse-the-materialgiving it to
an authorized visitor. Such material cannot be given to s-departmentan
employee. If instructions are not received from the offender within 30 days_of
corifiscation, follow disposition instructions below.

(2) Evidence should be returned to the owner if it is not illegal or against
policy/rules to possess. Obtain a written receipt evidencing the return of the

(3) Contraband may be returned to a visitor, volunteer, or contractor when they
leave the facility if the contraband is not illegal to possess.

(4) If property is estimated to be worth evermore thag $50.00, it can be turned in
to the State %’Wy—.}(—e—t”ml—i%zi&eﬂ]\{arketinq and Redistribution Office-(,
Contact the Central Office, Administradve Services Section for guidance).,

(5) Drugs shewidmust be transferred to a local police department <r State Police for
destruction.—; if one of these avencies will not accept the drags, dispose of them
as described in the _next paragrapli.

(6) When the above alternatives are not appropriate, list the property on Form 1
and obtain supervisor approval for destruction/disposal. At least two
DCCACC employees must be ptesent upenduring destruction/disposal.
Indicate the method and date of destruction/ disposal-datesnd, Both
employees must sign the form.

(1) Excess Personal Property Confiscated from Residents. Using Form 23, notify




H. Required Weekiv-Inspections. Center Supervisors must ensure-weekly searches are
conducted to minimize the presence of contraband. (4-ACRS-2C-02)

I. Requirement to Provide Guidance. SfendersResidents and
provided written contraband policy guidance. (4-ACRS-2C-01)

e b AD O8-03-17-32 = ___Form la&bt Evidence or
Contiscated Property/Contraband
- AD 88-03 Fosm2217 32 ~ Form 2 1 vidence or Confiscated

Property Contraband Disposidon
_AD 17-32 Forin 3 Notification of the Destruction, Discard or Sale of Confiscated

Property/Contraband
3 AD 88-4317-32 Form 34 Request Approval for a

Body Cavity Search

4: Bvidence Submission Form (Atkansas State Crime Lab)

Note: we are NOT providing a markup of the forms. Please
use the current forms that are avatlable on the ACCess

website at

he “Policy and Forms” sub-site.
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C Arkansas Community Correction
A Two Union National Plaza Building
105 West Capitol, 3rd Floor

Little Rock, AR 72201-5731

( ﬂ 301 682 9510 {office) 501 6829513 (fax)
Serving Justice

ADMINISTRATIVE DIRECTIVE: 17-22 Travel Rules and Reimbursement
TO: Arkansas Community Correction Employees

FROM: Sheila Shatp, Director

SUPERSEDES: None

APPROVED: Signature on File EFFECTIVE: August 14, 2017

L. APPLICABILITY. This policy applies to all Arkansas Community Correction (ACC;

employees.

II. POLICY. ACC policy is to reimburse employees only the allowable amount for travel
expenses pursuant to policy.

1I1. GUIDANCE.
A. Before Traveling.

1. The Director, Chief Deputy Director, Area Manager, Center Supervisor, Central
Office supervisor or their designee must pre-approve all business related travel if
reimbursement will be requested. Out-of state travel also requires pre-approval by
the Director if reimbursement will be requested. Use the form enfitled “Request for
Out-of State Travel.” As an exception, the Director’s approval is not required when
extraditing an offender from another state.

b2

The agency will only reimburse for meal expenses when there is an overnight stay.
This applies to both in-state and out-of state travel. Applicable documentation must
be attached to the TR-1 form. As an exception, written pre-approval is not nccessary
to purchase a meal for an extradited offender.

3. Travel may be achieved by plane, train, bus, taxi, private vehicle/aircraft, rented or
state-owned automobile; whichever method scrves the requirements of the State most
economically and advantageously.




6.

When flying or pre-booking bus, train or rental car transportation, contact the
Administrative Services Budget Section far enough in advance so they may purchasc
tickets at least 14 days before travel whenever possible. The Deputy Director of
Administrative Services or designee must pre-approve the use of rental vehicles in
writing, and must only do so when it is more economical than taxi, airport shuttle, etc.
Employces may book their own lodging; however, it is recommended that the
Administrative Services Budget Section books employee lodging to ensure the best
rates.

Travel agencies may be used; however, the agency will not reimburse employees for
any travel agency expenses.

When flying, if the airline charges for the first checked bag, the agency will reimburse
that expense. The agency will not reimburse for a second or overwelght bag,

When driving, a state vehicle must be used if one is available. If one is not availahle,
employees must obtain pre-approval in writing from their Area Manager, Center
Supervisor, Central Office supervisor or their designee if they will be requesting
reimbursement for driving a private vehicle. A copy of the written pre-approval must
be included with the TR-1. Employees are required to carpool whenever possible.

Reimbursement Information.

Bowo

Employees must obtain and submit itemized receipts with the TR-1 form; the agency
will not pay for meals without an itemized receipt.

*  Receipts for claiming commercial transportation expense must be original or a
copy of the original. Tn the case of an electronic airline ticket, a confirmation
number, the travel dates and destinations, and the costs must be included.

* Receipts for lodging must include the single room rate and taxes.

e  Reimbursement requests for confercnce registration fees must include a receipt
and appropriate supporting documentation.

Whenever possible, expenses should be patd for separately from other ACC travelers.
Only 75% of the allowable per diem is reimbursable for the first and last day of travel.

Only request reimbursement for meals proportional to the travel. For example, if
leaving for an overnight trip at noon, only claim a dinner meal. Enter the actual
expenses from receipts on the TR-1 form excluding alcohol and applicable tax;
however, the agency will only reimburse up to the per diem rate for each meal. Ifa
meal exceeds the allotted amount, the overage will not be reimbursed.

The agency will not reimburse for alcoholic beverages and the applicable tax. When
possible, ask to have alcoholic beverages on a sepatate receipt. If alcoholic beverages
are on a receipt, draw a line through them.




6. Don’t request reimbursement for another person’s expenses. An exception is allowed
to pay for an offender’s meal during transport ot for an approved guest of the state.
Meals claimed for an offender must be on a separate line on the TR-1 and must
include the offender’s name and PID numbet.

7. Don’t request reimbursernent for meals when not staying overnight.

8. Don’t submit receipts for meals that are not reimbursable such as meals that are not
proportional to your travel and/or meals consumed when a free, complementary or
conference-provided meal was available.

9. Employees must not request reimbursement for meals at an official station which is
the location where the employee typically works.

10. Oaly request mileage for driving in the vicinity of your destination when driving for
“official business purposes.” When requesting reimbursement for vicinity mileage,
list mileage driven locally as a separate line item on the TR-1 form.

11. If departing from home instead of from the wotkplace, claim whichever is the shorter
distance.

4

12. For trips where the destination is 400 miles or more from the employce’s “official
station,” the minimum miles traveled per day to be reimbursed for a night’s lodging
must be 400 miles.

13. Only claim mileage for the shortest major highway route. For travel in Arkansas, use
the Travel Mileage Grid for Arkansas that is available on ACCess; otherwise use
Google Maps:

14. Only request reimbursement for the least-costly available parking such as airpott
parking, hotel parking, etc.

C. After Traveling. To be reimbursed for expenses, in a timely manner do the following:

1. Travel Reimbursement Request Form, TR-1. Follow the above guidance and
process the Travel Reimbursement Request form, TR-1 to tequest reimbursement for
travel expenses. False or inaccurate claims could result in disciplinary actions
including employment termination. Address questions about this policy to the
Administrative Services Budget Section.

2. Travel Expense Reconciliation Form. Administrative Services Budget Section
must complete the “Travel Expense Reconciliation Form™ when there are expenses
that have been paid directly by the agency.

D. Allowable Reimbursement Amounts. The reimbursable amount depends on the
destination. Arkansas rates are in the table below. 1f traveling outside of Arkansas use
the online GSA Per Diem Rates tool, which provides specific amounts for the maximum
daily meal rates. The online tool also provides lodging rates for various cities.

Afinige o

RIEIEI S I WS R S



(M&IE) Total [as of year 2017, this is : Breakfast | Lumch = Dinmer ;| IE

subject to change] |
i | |
{for Arkansas cities other than Litile Rock Sl $12 $23 $5
and Hot Springs) . ; j—
354 512 ' $13 324 $5
..... $59 $13 $] : o 55
{ fm"_ Liltle___l{ock and Hot Springs) i . o
$o4 $15 $16 :. $28 $5
569 o 816 1 817 831 T $5
...... $74 | $17 $18 $34 ' 35

E. Payment Approval Authotities — Travel Administrators.

The Administrative Setvices Budget Administrator, Deputy Directors and Chief Deputy
Director are designated by the Director as Travel Administrators. The Director or a
"Travel Administrator must approve payment for travel expenses pursuant to policy.

F. Non-Travel Reimbursement. This method, along with the Miscellaneous
Remmbursement Form, is only for non-travel related reimbursements. An employee must
seek and gain supetvisor approval before purchasing an item that he or she expects
teimbursement from ACC. Receipts must be provided or reimbursements will not be

approved.

IV. REFERENCE.

Travel Milcape Grid for Arkansas; available on ACCess

ACC Form TR-1, Travel Expense Reimbutsement Request
ACC Form, Miscellaneous Reimbursement Form

ACC Form AD 17-22 Form 2, Request for OQut-of-State Travel
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c Arkansas Community Correction

Two Union National Plaza Building
105 West Capitol, 3rd Floor
Little Rock, AR 72201-5731

‘ ﬂ 501-682-9510 (office) 501-682-9513 (fax)
Serving Justice

ADMINISTRATIVE DIRECTIVE: 14-2217-35 Weapons and Security Equipment
TO: Arkansas Community Correction Employees

FROM: Sheila Sharp, Director

SUPERSEDES: AD 13-4214.22

APPROVED: Sigmature on File EFFECTIVE: —September-21,
2044 uly 31, 2017

I. APPLICABILITY. This policy applies to Arkansas Community Cotrection (ACC) employees.

II. POLICY. ACC policy is to prepare certain employees to function effectively across a force
continuum by providing training and authorizing an assortment of sccurity equipment and
firearms as provided by this policy. Ia-these instances-where application of ferce-is neeessansto
W(&ﬂﬁ&*&?&-&ii&&ﬁﬁﬁ-ﬁk%ﬂﬂ%ﬁ be-avatable 10 resolveconttetswith-the-doant
amount-ot{foree-reas r-the circumstaneesus-poreerved-bvan-¢ OO
H-APPES-3A- 27154—-1—&!—#}“%—%8—@2%\4) (A-APPES-3A-20M, 4 ADPES 301N, 4 \l’l‘k\ 313-
O2M)

I GUIDANCE.,

A. lssuing-Weapons and Security Equipment. in General. ACC employees may only be
1ssued weapons and security equipment when they meet the requirements in this policy,
Weapons and security equipment antherized for usc-inthe-pesformanee o ACC duties must
only be issued #-accordaneaswithand carried by staff as desceibed on the Weapons &
Security Equipment Authorization Listing (Attachment 1). Any modification to the list
requites written approval of the Director. Fhe-Parole/2robation-Mansaer, Center
Superviser-orspeciah-Response Team-{SRE) Commander mav-delogate the taskofissuing.
weapons-aitd seevrtty-equipmeni-to-an-ermplovee who-is-chgible o betssned sueh-woppons-
androreguipment—

Par(ﬂc [Probarion Managers, Center "hmervisors and the Special Response Teamn (8




ACC emplovee must-meet ihe—ie%emgfp%&&r%¥%—?%{%};

b Beomployed inene-of the following pesitions: Parolerobation-Offieer-
ParoleProbation-AgentParele/Probation-Assistant Manaser, Parole Probation.
Manager- p&f&e&#&b&ﬂeﬂﬁ%mmﬂt—gﬁﬂe@»—}%ﬁ%vi HFCEHF U ORHOR BRI [t -
”‘ﬁsﬁ;tam {—%ﬁ%@} Eaupa,wiwf ““““ Spectabd {eapemc_]io&m {&RT} - em\;mﬂd«,h&fﬁw—i«g ader-
%haw{—}mee& & xﬁkﬁ@i—@ﬂ?&f&—d@bi mm%&hg wl:}e&%%ef‘ e ﬁ%ﬁwﬁumr—

Bc I a Dostion h\ted on the \‘E"mpons and Security Hauipment Authorization isting or

!“.)

aubsra nce abuw testing.

3...Sugccesstully complete applicable “New Hmployee Training Bequirements” as described i
the Emplovee Training and Certification administrative directive,

5

Comply with other applicable re requirements in this policy, (4 APPFS 3« 04

¢ free of a felony conviction.

—3=—7. Be free of a misdemeanor conviction of domestic violence
F—suecesstuty-eompleted the-Parole Probation-Serviees Baste tratpine-srourarms.
—_Ss

— - Recetvea satistaetory medicaliphysieat-evaluation s mental - health-sereentngand 4
substance-abuse testpriorto-being-issucd aweapen-other than-a-chemicalagent.

———F—Satisfied all othereconditional employment requirements exceptthatemplovees have
one-yearfrom-the-date ofemployvmentio completelew—enforcoment cortification—

regrtivements-of-Spectalized-Police Personnel:

9—Center Supervisers-and-Assistant-Conter Supervisors; whe-meet all ethorrequiremonts-
Hsted-ia-this- arwt{-eﬂ—md-‘f—be—dﬁpmveé {{H—dﬁ-‘y’—?‘--’%’r@dpf‘)n upen-completior-ef
approprinte i poats vt

———Qﬂa&lwmt%%&aﬁmm%%&&( w&ﬂremmam%eqmpmeni%eﬁwﬂ
Mﬁfiﬂ%—% swﬁiv@qumnm%—ﬁwwwg—’%ﬁ 0134y




———B_ 8 For state-issued firearms, be issucd a state-issued firearm on the form entitled
“Rcccipt an d \urhorimtion to Cdrtw’ \‘{’e apons and “Seu.lvit'\ Fquinm( nr” Communty

,4,?_
1. _An ¢mpiovee must be authorized to carty and must meet the training requiremenis as a_
prerequisite to carrying weapons and security equiprnent.

2. __Employees NOT Assigned to a Residential Center-—As-employvee-whossnetassighed o
a-restdentinkcenter mav-earry-arauthorzed-weapen who are in positions suthorized ro
catty a fircarm, These employees, when _they meet the above requirements in the,

mragraph entitled “Authorization to Carrv a Firearm on Duty,” may carry AC( -wuad

weapons, ammunition, securify equipmernt and a chemical agent during all hours in which

he/she is actively pursuing the obligations and duties of the position for which he/she is
employed-by-the ACE, otherwise there is no authority to carry or use apency-issucd
Weapom Of SeCurify equipt pent. This does not prohibit anthe employee from catrying the-

o«
i

- Residential Center Employees. Security staff who have received the required training may
be authonzed bv the Senior Re \1dunnal Supervi 1501: Ass cl’mt___CLnter Supervlbor Center

a. Security staff at the rank of Sergeant or above may be authorized to catry a chemical
agent for on:site supervision.

carry a ehemﬁzﬂ—agem—iﬂr—ewew

e—beenrt-stafl may-be
transporting offenders:

edhto-earry afitearm and chemical agent while

[

——— il -becwriy-Sffat a e R s -carry - frearm-and-

chemtiealwespon and when supervising F¥Poff site community work crews-sshess an
excephon-is grapted-by-the-CenterSapervisor.

Response Team (SRTmavearesy

s g

.
Vo
5

s

SHpoEHEom Sapervisers-may be atthorzed-to-issuelssued stun
shields, riot h&}m&whelmets . batons and other approved-security/eestrol equipment
whesrreeessaryfor a particular incident onl]. w1t 1 the ays proval of Lh( Sendor
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badg ¢ d[ld when a carrlcd tirearm is v mbie the Lndge musr QIm Lc ml})lc.

¢._ When carrving a firearm on dutv_an employee must wear s-eency v his or her ACC

photo identification card-en-his-or herperson wheney

---------------------------------------- —¢_d. Firearms must be in an approved holster.

e. When i uniform, carried chemical agent and Tasers must be in a carder or belr ca

£ An employee must not carry a firearm while under the influence of any mood-aivring

substancetneluding preseribed-medications: or other substances that-weuld impair
his or her ability to perform the duties of the job.

dg. An employee must not carty a firearm when precluded from doing so by the
supervisor, in accordance with the provisions of this policy: or by law.

ED. Carrying a Backup Personal HandgaiiFirearm While on Duty.

LA "personal firearm” refers to a firearm owned by ap ACC employee. ‘1o carry a personal
firearm while on duty, botlh the cmplovee and firearm must me et the requiremients in this
policy.

2. _Lhe caliber of the personal firearm must be between . 380 caliber and .45 caliber.

3. Law Enforcement Officer (LEO¥ -A-EEG) may carry an approved personal

#

handgunfirearm as a backup weapon while on duty provided that the officer:

&—a. _furnishes his/her own handgunpersonal firearm and conceals it while carrying it
both-op-and-offduiy

b. uses his/her personal funds for all expenscs related to the personal fircarm 1o include
ali ammunition used for practice, gualification and carry, purchasing a holsrer ane
malntenance. The ammuniton must be approved by ACC,

ensures the backup fircarm is secured in an approved holster when worn on dury and

2]

secured when not worn, The holster must be approved by an ACE cernha‘c' firearms.

instructor and documented on the form * 'mkup Weapon Inspeciion and
Qualification”.

dl. glla!lﬁtb on the personal firearm through an ACC certified firearms instructor ptior to
carrying it and requalifies as required by agency policy.




¢._keeps the handgun propetly maintained, repaired and in good working order at his/her
OWIl expense.

Fhe-ealiberund-type-otthe-handgun and-Hs-ammunition-must beapproved-iadvancebv-the Dis

M

_Authorization to Carry Firearm off Duty. As of July 31, 2017, VParole and Prehadon
thicers employed by ACC who are authorized to carry a firearm while on duty tnay choose to
carry their state issued or approved personal firearm while off duty pursuant to Arkansas Law,
section 16-93-133. The law does NO'T aliow officers to cartv g state-issued fivearm while
actively working at emplovment for annther oranizadon.

First Aid/Emergency Medical Setvices. Fiest aid or emergency medical services must be
promptly provided following the injury and/or contamination of an individual by a firearm,
chemical agent or security equipment. (4-ACRS-2B-02[P]).

Responsibility to Inform of Physical or Emotional Impairment and Suspending
Authotization.

Employees who are authorized to carty a firearm and/or less than-lethal weapapweapons
must notify their immediate supervisor of any physical, psvchological or pharmacological
conditions causing physical or emotional impairment that could affect their ability to perform
the essential functions of their duries or carry/use a firearm or less-than-lethal weapon safely.

Impairment is considered to be a condition that can affect judgment, reaction time, or motor
skills, as it may affect the ability to act or handle a firearm or less-than-lethal weapon safely
and proficiently-o1-to- eporates-metor-vehicle safely,

Supervisors must consider the circumstances and when warranted must suspend or revoke-
authotization to carry a firearm and less-than-lethal weapon-andiereporate motorvehiele,
Supervisots must protect such medical information pursuant to law and policy.

Authorization Will be reinstated upon the cessaﬁon of the medication effects or With thc

effects would not interfere with handhng a ﬁreqrm or less-than-lethal wcapon, dnvmg a motot
vehicle safely, or safely performing other essential functions. (4-APPFS-3B-05)

LEO Personnel Actions. The Parole/Probation Deputy Director and Residential Services
Decputy Director must ensure proper notification to the Commission on Law Fnforcement
Standards and Training of all LEO petsonnel actions, pursuant to the Cosmmission-oan Law

Entoreement-Standards-and TrainingCLEST Manual.

—— Lkl aning-Requirementsfor Issue-and Use

Notitications of Weapons-and-Security Equipment:

LG ssaan.acddiog RV N)
b &) ¥
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esttenpersonnel acdons going to LL]:b- ust be appreved-byrouted through the A(«(——
Human Resources Section or Central Trammg Section-oF the-Askansas Law Brforeament-
‘raining-Academy-, as appropriate.
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& Initial and-RefresherFirearms-and Relatod Traintng—Employess-anthorizoddo-cassy
%ﬁmﬂ%ﬁ-%ﬂé@é&ﬁ%%ﬂﬁﬂ@mﬂm and-semi-annuatrefresher ainingat
mRa-en-these-toples:

——defensive-tactics

—ase-ol foree

——use-ohrestrainis

~sadety

weapens-handhng, retention. vonstramis-careand-controladditienaitopieson
dincharging-Hrearmsio-inelude seenarios-inwhicharemployeeshould shostoraot

secur-equipment mustbe-trained-on-the-use-of foree-and the-anthorizedseenrity
equipment—itial-training on chemical agents will require contamination while being
video-taped-ne-excepiions)recorded.. If a person has a medical concern the

employee may be excused and the instructor

e.inttial Firearms Qualification.—An emplovee who hortsed to-camyv-a-fircarm-
mrbgralosath the- AL ﬁg%%cﬂ%ﬁ%&mﬁ&%@wew%
PareleProbation-Officer ’%eadcr}w and-subsequenthy-as-required-hv this policy. -
Center Supervisersand Assistant-Center Supervisers-arstguakil-durins-
a;%pm;%é&&e%m%gﬁs—aﬁ%%ﬁ—byﬁﬁQﬁ&%ﬁ%ﬂ-@&sﬂ«b&mﬂtml%quimaw
thrspobey
——d—Firearms R od-emploveesmustre-qualify at-least

~
-
"

seratanruatly i pﬂ%ﬁﬂé@)&%@h& E‘%E’ﬁ{:&z%#?%ﬂﬁeﬁ—t;ﬁﬁE%H%M—b@--&-&‘%&t—hﬁ‘&d—h%&
cctrhiod-Hrearmsnst se-of-forecandscenarios i which-un-

employee-should-shootor ﬂ-ﬁ{-ﬁ-h-eOT and-other {ep%w istedabove. Hanauthorized-
employee-faitsto requabifyseasch-subsequent attempt-musi-be-preceded-hy
appropriateremediahiraining-condueted-bya-cortified fireanms nstuetor—
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Pischarge-of Fireasmsand-Chen Bischarge-otathoarm for-ACC training

wETE =

HHERE-¢ g

HREpractic e—pﬂﬁ%ﬁ%@rﬁ&ﬂ&b&%ﬁ&i&ééﬁﬁdﬁﬁhﬁ—%&ﬁw a-cerified firoarng-
mistructor andwill-conformr-to-established satety—C hentead-agent tratnias-that includes
dischargingactive-chemieal-agent-canisterswill-be condueted at-loeationy appraved-by-
the-superdser—instruetor-or-CTS-to-bo-safe for-this-purpose:



+—Pror EEO-Certification-A-new-emploves-with current O cortification in-aceordsnece
with-Commission standards-sustalso-camplete >a-psychelsgieal-examination-by a
pevchologistipsyehiatrist-chosen-by-the ACC and/os ~a-physteal oxmmineton. Haot-

eonducted w&%m—&hem&ﬂz’re—xe%%@ﬁeﬂh{hwwmr%ektmcaﬁm}may be ewrrenta
sevw-omplovee-must-quahfiowith-his-orher ACC fircarmon-t ap-appreved-conrse offre-
am’l Stee: trd yu}m;alde wqusmdw!\.c Cotraintng—Prootof ceptification must be-
st )rnmr)th' nonﬁf the person’s mumedmu supervisor, the Central Training Section
Manager and the Central Office Human Resources Manager so a det ermination way be made

on the medical cxcuse and whether the emploveo can perform the essential functions of the

iob,

Security and Control of Weapons and Equipment

1. Parole/Probation Managers-and-Residential, Center Supetvisors and the SR

C.ommander are primarily responsible for weapons accountability and security.

2. Timployees are responsible for the weapons and security equipment issued to them.

manflge weapons and security equlprnent ------ te include coordun*mg with 'rhc- Local Phesical
Asset Control Officer to ensure compliance with the Liguipment [nventory, Transter and
Disposition policy.

locked: inaccessible to offenders and other unauthorized persons,; protected from the

4. All weapons and sccurity equipment must be retatnedstored in designated areas thot are

weather:; and secured from loss or theft,

5. When not being worn, authorized firearms, ammunition and other security equipment
must be secured. nside-a-buildine ,%v%%—be%e“mw H-an-arery-esa-losked
containe ﬁt&t@dﬂ%&ﬁ—%&ﬁsﬁ%ﬂ&ﬂ%ﬁm mﬁaﬁﬁimgdéeé—eaml—%ﬁaﬁw
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T 6. Iirearms must be loaded and voloaded in a designated safe area approved by
the Area Manager, Center, Supervisor or Firearms Instructor. ach safe area must have ar_
least g 5- Q’IHOH barrel of sand. Firearms must be pointed at the sand barrel if the firearm is
being unloaded or the trigger is pulled prior to cle'mmsz or removing the slide.




7. At residential centers, fircarms must ant be worn cxceptin an emergency or when_carried.
by ap authorized employee before departure and upon return. Firearms must be propetly
secured in a control center or armott. Visiting law enforcement officers must secure their
weapons in their vehicle or in the control center or armory BHOE Lo entering the faciliey, (4-

ACRS-2A-10)

8. The process for signing firearms and secutity equipment in and out must include the
employee’s name, weapon setial number (where there is oner-sied AMMUAHOR-TYHC and-
uantity Form 1, “Authorization and Receipt for Weapon and Sccurity quipment,” or a
bound book with pre-numbered pages must be used for this purpose and kept for a
minimum of 3 years after the final entry. Annotations may be made to indicate transfer of
active tecords from one permanent log book that has been filled to a new one.

e Apeq Bblanagers must ensure their {irearms instructors have an approved process in
place for keeping up with ammunition received and issued. ‘

1. 1his paragraph docs NOT apply to Center operations. An employee may leave an
authorized weapon in an office overnight only if it is in a secured and-approved container-
Asremployeesmay-area approved by the Area Manager or flrearms instructor. Law

enforcerment officers arce encouzaged 1o take the-weapontheir firearm home, provided

thatand when deing so the weapon-is-cartied onhistherperson-orsecired-in the vebicle
trunle-or-an-affixed-security-boxwhile commuting.

=

ective-vestsfirearm must be returned-to the Assistant-Dirceiorfor
2 ‘sra{mt-he&—‘e&lf&%@ﬁe&%&%&%&kcpt secure,

11, Fach Avea-Manager-Center Supervisor—ard-the-SRE Commander must develop and
provide written supplemental guidance, approved-by-the apy roprinte-Depatv-Dircctor to-
o include at minimum:
a. Procedures for issuing weapons and security equipment-+to-tho-SRT, emergency

response teams, transportation teamss and individualssas-appropriate.

Key control

Access control

d. Inventories arecenducieda minimumeof anpually by the Centrel Odlicor witha-
seeond person-who-is-cithera-disinterested  person-orthe A rea-Manager-or Conter
Stpervisor

c. Safety and security procedures,

o

HeFirearms arepetpermiftedina residentinh-centerunless-otherwise authorized-f-vrition

peticy-isst trector exceptia-the-case-of emergencieswhich-would vanrant

t-;ﬁ%h.—i%ﬁﬂ%éﬁ‘ﬁ%ﬁPWi”ﬁwﬂ%ﬁﬁi‘—«f%z’i—‘w’t’r--m&&r&‘d—leek%&%ew%%&e&&%@%wm?
hrpecndersome SEES orarty-deposit-thei-firearms orroguirevisitine Jaw
cnforeemont lo-ge SN P g-in-theiveliele (- ACRS.2A {0 }

Chemical Agent Specifications. Chemical agents must be non-flammable and meet EPA
standards.

EM. Dogs and Handlers. Dogs and handlers from the Arkansas Department of Correction.
@t alocal law enforcement agency may be used for contraband detection and tracking
purposes atresidential-centersby the SRT and, when approved by the Center Supervisor or
Asststant Center Supervisor, at ACC residendal centers.




MN. Retired Law Enforcement Officet ID. 1.EOs retiring from ACC and state government
service may request a “Retired Law Enforcement Officer” identification badovcard. The
written request must be supported by a copy of the official retircment documentation and
submitted to the Director for approval consideration.

H—0. Wearinir Protective Vests.

Protective vests will be worn when making home visits, serving watrants {unless serving a
wartant in the office or at a jail}, transporting offenders , firing weapons on the range,
accompanying law enforcement on investigations or operations, when assisting in
apprehending an escapee, when-careving a firesem-to-a foh-related-duiy outsidethe-office
and at the LEO’s discretion. SR members a#re-exempiirorm-tiis reejptrementthey-mnst-
exereisernay use their discretion on when to wear-theuse their tfactical or protective st
vests,

HI—ROCEDERES:

——A—Annual-Assess ment- )eﬁ&W—Dﬁe-e&efsrﬁd the SRT-Commander mustconduct-an apnual
assessment-ottheir areaofvespon: ~to-determinethe neodsforspectiic weupsns-
seeuriy-cquipment-aad- re%a’:ui—:w&&mﬂumeﬁﬂw ofemplovecs. The assessment must
he%f»ﬁmé-eﬂ—%pt tre-empiey h%&me—ei—éaxﬁwmﬂmmi—mé

B Peayeand- DP&{}!&V of-lrearms. Employeesanthorized-o-carm-freanns-may draw .o
di&pirw firoarms ir-accordance with-this-poliey- and the Use-of Foree Administrative

Direetive und forstorage—

__I. Incidents Involving Weapons or Security Equipment. Incidents involving
weapons or other security equipment will be managed and reported in accordance with the
Administrative BireetiveDirectves on “Reporting and Investigating Incidents-apd, Hazards-
and Maltreanment,” “Use of Forces,” and “Drug-Free Workplace:.”
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appropristeradvise-persons-of-chemical-agentuseto-provent-the-contamination-
eﬁefhﬂ"-eﬁa&éas -aestatfand
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Chentrent agents-may-be-drawn.-displayedr- or used-within-the-parameters addressed-n-

the bise-of Foree polies—

——— E—Dispesition_ ). Confiscation, Sutrender, Loss, Damage, and DispesalDisposition of
Firearms or Security Equipment,

Fhispostion-of e

< praperty-ofthe

Al and H%H*f{—ét. %MFMLGMM!QO%FW POFOPHEEe-SHPC P08 G-
higher-ACC authority:

1.

sutrender of Firearms, An employee who voluntarily or involuntarily leaves ACC

[SN]

G

b

employment must immediately surrender his/her assigned weapon and equipment to

his /her supervisor, with one exception. The Director may, with the recommendation from
the employce’s supervisor, award a Parole/Probation Officer his/her weapon upon
retirement pursuant to state law.

Lost or Stolen ACC Weapons. If any issued weapon or security equipment is lost or
stolen and it is determined by the appropriate supervisor, administrator ot Center
Supervisor that such loss was caused by carelessness or negligence, the employee saHmust
reimburse the ACC within 30 days for replacement cost, unless an alternative payment
schedule is approved. The circumstances surrounding the loss or theft may result in
disciplinary action, up to and including employment termination. Refer to the policy on
Reporting and Investigating Incidents-and, Hazards and Maltreatment for reporting stolen
or lost weapons.

Damaged Fircarm. A damaged or faulty ACC firearm must be reported to the immediate
supervisor, the firearms instructor if detected during training or firearms qualification, and
the Weapons Control Officer as soon as detected. Firearms in need of repair must be
referred to a certified armorer or gunsmith through regular purchasing procedures.

~Disposal 4 Disposition of ACC Firearms. Following the appropriate Deputy

Director’s written approval, a firearm for which ACC has no use must be disposed of
through the Administrative Services Division’s Purchasing Unit, according to state
regulations governing property disposal. Eesirabsnd-firearms willnotbe disposedol
byt upor-teceiptolwritten-approval of the-apprepriate Deputyv-oe Assistant Direcios. -
W%MM%%%MM&H%&WW&%&F -+
which-thecontrab:

2. Processing Confiscated Firearms. Process confiscated firearms as described

6.

on the form entitled “Confiscated Virearms Processing.”

Damaged/Used Chemical Agent Turn-In and Disposal. Damaged or used chemical
agents will be turned in to the supervisor or Weapons Control Officer for proper disposal
and adjustments to supply/inventory records.




1.

Fo~_ R. Decision to Suspend or Revoke Firearm Privileges. (4-APPFS-3B-04)

Deeistonto SuspendReveke-or Restriet—

#—A\ supervisor must act to suspend—estsict, or revoke authorization to carty a weapon
when reasonable cause exists. When the authority o carry a firearm has been restrieted.
suspendeds or revoked, the employee is also restricted from performing duties that might
require the use of a firearm. The Manager or Supervisor must complete the appropriate
section of the Authorization and Receipt for Weapons & Security Equipment Form and
forward it to the Parole/Probation Assistant Director of Deputy Director of Residential
Services, as appropriate. When a supervisor suspends or revokes the authorization to
carty a firearm or less-than-lethal weapon when reasonable-cause existsand the weapon
belongs to the agency, it must be scized and secured.

= 2. When an employee’s authosization to carry an ACC-issued firearm js revoked
ot suspeaded, the emplovee must not carry a backup firearm while on duty.

—Some of the factors that may be considered in deciding to resteet—suspend or revoke the

carrying and use of a fircarm are as follows:

—+Ha.  job performance

e 240, participation in a substance abuse or psychiatric treatment program

—-—3)c.  carelessness, horseplay, negligence, misuse, or other inappropriate conduct in
the handling of weapons and equipment

~—thd. incident(s) involving the discharge of a weapon

—fSe. action is determined to be in the best interest of public safety and efficient
operation of the ACC
—463E employee use of mesd-altering medications or other substances that cause

physical ormental impairmeng, and
—{#g,  when warranted, pending completion of an investigation.

h. _ failure to qualify or requalify

8. Firearm Safety, Maintenance, and Inspection.

1.

[S8]

All unassigned firearms and security equipment net-tsed-1-the Hne-of duty-weib-berust
inspected and maintained at least annually by a LEO or other authorized staff member
designated by the supervisor. At the direction of a supervisor. an issued weapon is subject
to Inspection at any time by certificd firearms instructors.

Only certified armorers and-gensmiths-will make or cause to be made modifications or
repairs to ACC firearms. Any modification or substantial repair must be documented in
writing. Reports must be filed and provided to appropriate supervisor-prssgant-ie-locat
practice-SRl members-raust provide a-copy-to-the-SRT-Commander and-SRT-
Coordinator—,

liach authorized employee is responsible for cleaning, maintaining, and inspecting his/her
issued weapons and-equiprment:securicy equinment and authotized fircarms. In addition.
before blaciag a personally-owned backup firearm in use, the emplovee must have a_
qualified firearms
ualification.”




4. Fach authorized employee is responsible for reporting in writing any unresolved
deficiencies in firearms and security equipment when there is a potential or actual problem
that may or does cause the firearm or sccurity equipment to be unsafe or unreliable.
Migearms and secutity equipment found to be unsafe ot inoperable must be prompriv
removed {rom service and tagged to indicate the probler. The report should be made on
the form enttled “Incident or [Hazard Report/Witness Statement Forea — for Staff Use.”
Reports must be filed and provided to the appropriate supervisor-purssant-to-docal-

S—Aay weapen-foundto-beunsafe-or moperabic-raust-he-prompilsremorvedfrom serviee -
ahtttagged-todndicate the-problem:

e 5. A firearm that has been fired in connection with an incident may not be cleaned
without a release from the Tnternal Affairs Administrator and approval of the appropriate
Deputy Director.

#6. Employees must adhere to standard safety instructions provided by ACC training
processes. Weapons will at all times be maintained and used in 2 manner that precludes
accidental discharges. Trresponsible acts such as horseplay or practical jokes Involving a
weapon are prohibited.

1. Handeuffs. Handcutts must be black and/or silver.

IV. REFERENCES. Arkansas law sections 5-2-605 and following, 5-64-501, 5-73-103 through 105,
12-29-115, and 16-93-103.

V. ATACHMENTSATTACHMENT AND FORMS.

Attachment 1 Weapons and Security Equipment Authorization Listing

AD #4-2217 35 Form 1 Temporary Receipt of Firearm and Securiry Eguipment for
Practice Only

A 17-35 Form 2__Receiprt for and Authorization &Heeeipt-for 1o Carry Weapons & Security
Equipment

AD 1735 Form 3 Backup Weapon Inspection and Qualificarion

AL 17-35 Form 4 Confiscated Firearms Processing

We are NOT providing a markup of the
attachment and forms. Please consulf
the revised version of these on the
ACCess > Policy and forms website.




