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April 30, 2018

Senator David Sanders, Co-Chair

Arkansas Legislative Council

Administrative Rules and Regulations Subcommittee
Via Email

Representative Kim Hammer, Co-Chair

Arkansas Legislative Council

Administrative Rules and Regulations Subcommittee
Via Email

Dear Co-Chairs,

Please consider this letter, and the accompanying attachments, as the Department of Correction’s
quarterly report on new and revised administrative regulations, directives, and memoranda issued in
the quarter. Submitted along with this letter are the following administrative directives and
memoranda:

! . Supersed_ed | Effective
AD # AD Title AD # Date Summary
Class Status | This Administrative Di_rective {AD) was
and Promotion | amended to add dashing (or the
AD 2018-01 | . AD17-27 1/16/2018 | attempt) to the list of Class A penalties
| Eligibility which will result in an inmate receiving |
| | B | one year at Class IV status.

P;ﬁfgggﬁgt This Administrative Directive (AD) was

AD2018-02 | Disposition, AD11-64 1/25/18 | @mended fo reflect recent changes in

and Contracting procurement law. Addlt!oqal changes
! Guidelines were made to clarify existing language.
i R i | This Administrative Directive (AD) was

amended to clarify that the penalties

. for Driving While Intoxicated (DWI,

AD 2018-03 Driver'z L?cense AD17-29 1/29/18 Driving Under the Influence (DU, or
any type of Driving Without License
offense, apply to a conviction for the

|_ | ) | offense and not to a ticket/citation. i
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Superseded

Effective

| AD# AD Title aD Dato Summary |
’7 ' This Administrative Directive (AD) was |
AD 2018-04 | Employment AD17-21 2/2118 | amended to reflect changes related to |
| the rehire of terminated employees. I
| | This Administrative Directive {AD) was
Confidentiality amended to replace the term
AD 2018-05 of Mental AD16-08 2/2/2018 | “lockdown” with “restrictive housing,”
| Health Services consistent with current policy and
| | practice. _
. This Administrative Directive (AD) was
‘ E\E)alugtlpns for amended to change its name in order
isciplinary )
Cour ctrtards. ASE e e S
\ S 3 y
AD 2018-06 ‘ Progzﬁ(d)ﬁ]g; for AD16-09 2ol _in the c!eﬁnition of serious mental
iliness in order to reflect current
mentally [l ; ) .
| Inmates | American Correctional Association
[ — . | {ACA) standards.
| This Administrative Directive (AD) was
| amended to remove references to the |
Boot Camp Program. Additionally, the
Assignment to term “segregation” was replaced with
AD 2018-07 | Programs AD12-32 212118 the phrase “restrictive housing.”
Finally, language was revised to clarify
. | that all inmates will receive a Social
— | History assessment at intake. o
| This Administrative Directive (AD} was
amended to clarify the procedures for
AD 2018-08 Body Armor AD12-15 12/29/2017 | the purchase of body armor, by a
| correctional officer not issued body
N armor. _
| | This Administrative Directive (AD) was
Agency amended in order to provide guidance
AD 2018-09 Website AD12-15 pac iy regarding the content and
L | maintenance of the agency website.
' This Administrative Directive (AD) was
AD 2018-10 ACIC/NCIC AD16-42 2/26/18 amended to clarify issues related to the
| security of ACIC/NCIC information.
' This Administrative Directive (AD) was |
‘ amended to add key control officer to |
the release checklist; to remove
Release references to Boot Camp; and, to note
AD 2018-11 Process AD14-43 2127118 that if an inmate has been out to court ‘
during his/her incarceration. the court
| must be contacted to determine if the
| o Jﬂmate received new or additional time. |
| | This Administrative Directive {AD)was |
‘ Inmate amended to establish additional |
AD 2018-12 Disciplinary AD17-28 3/1/18 penalties for Class “A” disciplinary
Manual infractions. Inmates who use a

commissary item |
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| AD # | AD Title Superseded | Effective Summary
_ AD # | Date .
! o _‘ Facility, | 1 ) ﬁhis Administrative Directive (AD) was |
Program, and amended to establish procedures for
| AD 2018-13 | Court Ordered AD16-29 =04lG Court Order Tours. Additional changes
| Tours - were made to clarify existing language. |
| Repealed - This AM was superseded

AM 111 Legal Typing ‘ None 312118 by Administrative Directive 2012-23

1 - : - Typing Services in the Law Library. |
| Emergency Repealed - This policy was outdated
| AD 2013-134 | Response None 2/2118 and did not reflect current notification
| Team Paging | | | procedures.

. Repealed - This policy has been |
| AD 2013-032 | Mperrt Isn cr;ease | None 2/6/18 | replaced by the new performance |
O | ] T | evaluation progese. |

Performance Repealed - This policy has been
| None 2/6/18 replaced by the new performance ‘

| AD 2013-033 | Appraisal &

Appeal Process | evaluation process.

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

Sincerely,

Xelenon ﬁé;w@

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

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

ADMINISTRATIVE DIRECTIVE

SUBJECT: Class Status and Promotion Eligibility

NUMBER: 17-27i8- SUPERSEDES: 16-4517-27
APPLICABILITY: Staff and Inmates

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

APPROVED: Ovrigiaal Sizned by Wends-leallpy
EFFECTIVE DATE: 09/21/2617

I POLICY:

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

1I. EAPEAMNATIONPURPOSE:

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

IIl.  DEFINITIONS:

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

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

1. Life without Parole;

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

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

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

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

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

E. Class 1C is for all other inmates assigned Class | statug, but require armed
security supervision when working outside the fence. Inmates assigned Class
II who have been approved for parole or transfer by the Parole Board
automatically become Class IC.

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

' Critetia for assignment to Work Release, 309, and Boot Camp are all governed by
Separate policies. Criteria for ACC Reentry Center Resident Program govemed by
Separate stahute,
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| Iv.

G. Class Il is required for an inmate to be considered for restoration of lost good
tirne, and is typically required for enrollment in a treatment program. Al
inmates are assigned Class I upon intake unless the inmate is being returned
as the result of disciplinary action and has been reduced below Class 11 status,
Inmates assigned Class II cannot work outside the fence without armed
supervision,

H. Class III status is the lowest ciass status that earns any good time, and would
typically indicate an inmate has had behavioral problems within the
Departinent.

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

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

K. Interstate Compact inmates (800#°s) are housed for another state in the
Department of Correction and cannot be awarded class 1A, IB, nor ID or
otherwise a class status that allows the inmate to work outside the
confinements of the fence without armed supervision.

PROCEDURES:

A, New Commitments and Violators

The following procedures will be utilized in determining inmates’ class
status upon their reception:

[. Absconders

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

a. When the warrant is served, the immate wil] be placed in the
class status prior to the abscond and will remain this class until
returned to ADC,

b. An inmate who absconds supervision prior to the
implementation of Class [P status, effective 12-11-90, will be
returned from abscond with an upgrade to Class IP status
effective on the date of return.
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2. Parole/Transfer

All parole violators, with or without new time, will maintain a Class 1P
or transfer status until his or her return to the Departiment of
Correction.

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

b, All parole violators will be assigned Class I1 upon intake to the
Department of Correction.

3. Violators returned from Act 492 (Boot Camp) will remain in their

present class status until they return to the Arkansas Department of
Cotrection.

B. Initial Assignment

L.

Inmates will remain in Class I1 status during their first sixty {60) days
on their initial assignment unless appropriate disciplinary action has
been taken.

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

If the inmate is placed in a Job ather than his or her initial assi gnment,
the inmate will be promoted to Class I status per classitication
guidelines.

If the inmate refuses the job and/or unit assiginment, the inmate will be
placed back on his or her initial assj gmment and will remain in Class 11
status until appropriately reclassified,

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

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

C. Disciplinary Action

1. If an inmate loses his or her job as a result of disciplinary action and is
returned to an initial assignment and then regains Class I status and
veceives a promotion recommendation from the supervisor, the inmate
can be placed in the job but may have to wait thirty (30) days before
becoming eligible for Class I unless the job assignment is a Class 1A
or IB.

2. Ifthe inmate subsequently loses that job due to disciplinary action
again, the next time the inmate is placed in the job after regaining
Class 11 the inmate may have to wait sixty (60} days before becoming
cligible for Class I. (The classification committee may add thirty (30)
day increments each time the inmate toses a job because of
disciplinary action.)

D, Administrative Reductions

1. Ifan inmate is on his/her initial assignment and is recommended for a
particular unavailable job and is subsequently promoted to Class I, and
the inmate refases to accept the job when it becomes available, then
that inmate can be administratively reduced to Class Il and remain on

the initial assignment.

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

E. Released Inmates

Parolees/Transferees: When an inmate is granted parole or transfer by the
Parole Board, the inmate will automatically be placed, in Class IC status
(unless the inmate is already in 1A or IB status) while he/she remains
incarcerated. Upon release/transfer to Community Correction supervision,
the inmate will automatically be placed in IP status.

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

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

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

2. A minimum of thirty (30} days from the date of the inmate’s tast guilty
decision for a minor disciplinary.

3. And, at 2 minimum (timeframes in this section do not begin to run
until the inmate has been released from punitive if punitive {ime
was assessed for these violations despite reference to guilty verdict
in some subsections below):

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

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

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

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

c. One (1) year from the date of a guilty verdict for
disciplinary rule for possession/manufacture of contraband
that carries a Class A penalty unless the Warden
recommends to the Classification Copmmittee that the
inmate be considered for promotion and/or reclassification.
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f. One(l vedr from the date of uilty verdiet for a 04-17 ruje
yiolation by throwing or attempiny 1o throw substimnees,
known or unknown. toward or ypon another person unless the

Warden recommends to the Classification Committee that the

] inmate be considered for nranotion and/or reclassification.

} 2._Three (3) months from the date of a guilty verdict for Sexual
Activity, inchuding Rule #05-4, 10-1, 10-2, [0-3, 10-4, or 10-5.

Six (6) months from the date of a second guilty verdict for a
10-3 rule violation for indecent exposure uniess ihe Warden
recommends to the Classification Committee that the inmate be
considered for promotion and/or reclassification.

One (1) year from the date of a third or subsequent guilty verdict
tor a 10-3 rule violation for indecent exposure unless the
warden recommends to the Classification Committee that the
inmate be considered for promotion and/or reclassitication,

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

G, After the above promotion and/or reclassification, an inmate must
maintain a favorable institutional record for at least thirty (30) days betore
again appearing before the Classification Committee for another
promotion and/or reclassification unless approved by the Warden. An
inmate should be in Class 11 or Class I status in order to he considered for
anything other than promotion in class and/or restoration of'lost good
time. However, an inmate may be placed into a treatment program by the
Classification Committee upon the recommendation of the Warden or the
Warden’s designee and the Treatment Program Manager, even if the
Inmmate is not vet eli gible for class promotion per this Directive,
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ADMINISTRATIVE DIRECTIVE

SUBJECT: Pmcurementhurchnsing/Dispositian and Contracting Guidelines

NUMBER: il 18.07 SUPERSEDES: 11-3864

APPLICABILITY: Staff

REFERENCE: AR 118 -Procurement and PAGE 1 of §
Disposition Activities

APPROVED:-OHg-iﬂ-&HigM&WHﬂbbsU; igimsd sipued by Wends heikoy
EFFECTIVEDATE: HA22/200101/25/2018

1. POLICY:

To comply with all applicalbile stats and federal laws, guidelines and procedures
governing procurement and disposition of commodities and services,

H. EXPLANATION:

This directive reflects guidelines established by the Board of Comrections for approvals
required in procurement and disposition of commodities and services for the Department
of Correction,

NI DEFINITIONS:

. Board - the Board of Corrections.

° Procurement - purchasing, buying, renting. leasing, contracting, or otherwise
obtaining any commoditics or services,

* Disposition - disposal, sale, or transfer of surplus commodities,
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s Emergency Procurements - acquisition of commodities ar sarvices of
! MR e o s which, i not immediately initiated, will endanger human
life or heaith, state and federal property, ot the funciional capability of a state and
fedural sgency.

* Sole Source Procurements - acquisition of commodities or services which, by
virtue of specifications, are availahle only frem a single source.

V.  PROCEDURE:

Al !?E'!}l.'ult",‘_filtj#ji_fif_{ﬁiliﬂiﬂ(“iiiﬂlgﬁ_;lﬁd Servives
| Procedures for procurement and disposition of commodities and services

shaii be govemed hy applicable state and federal laws ang procedures of
agencies vested with authority to administer same, Such authority, a3 may
be applicable, shall be included in the Administrative Services Divisian
Procedures Manual and made avaiiable to all employees involved in
procurement and disposition processes.

2 Procurements within epproved operating budgets for varioys
divisionsfunits which are not subject to other authorizations way be
! authorized by respective € il Divpiny Deputy/Assistant Divectors,
3 Inmate Welfare Fund merchandise for resale may be procured by the

Warden. OQther procurements from the Inmate Welfare Fund require the
following approvals;

4 Procurements of $1,000 or jess require prior approval of the
applicable Warden and the Deputy Divector of Administrative
Services,

h. Procurements of more than $1.000 but less than $10,000 require

turther approval of the applicable Cluet Dty Deputy: Assiszany
Director and the Director.

¢ Procurements of $10,0C0 or more require Rurther approval of the
Board.
| 4. Procurements from the Paws in Prison Fund are-shall be limited to operational

support of the program and require the following approvals;

a. Progurements of $1,000 or less require prior approval of the Chief
Deputy: Deputy/Assistany-R Director H-Aelrmmdrgive-hargeesin
charge of the Pass 1 Prison prosram.

A
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b, Procurements of more than $1,000 but less than §1 0,600 require
further approval of the Directar.

<. Procurements of $10,000 or more vequire further approval of the
Board,

3

Eiergency procuremens require approval of the Director

8. Sole source purchase of equipment exceeding 350,000 requires approval
of the Board. Exception: in the event that there is a farm equipment item
avzilable for purchase ar auction, advanced approval for sole source
[rrovurement must be obtained from the Office of State Procurement and
the Board of Corrections Farm Liaison prier to submitting a bid, If the
bidd is successful, details of the purchase wiil be provided in the tollowing
monthly report to the Board.

7 Procurement of capial equipment itams from all fund sources requires
approvai of the Director. However, the Director may delegats approvai
authority to the applicable { i | Depure Deputy/Assistant Directors for
procurement of specific capital equipment items and/or specific doliar
AMGUNts as specified in administrative directive(s), intemal policy and/or
procedure,

8. Procurement of commodities and services required for authorized
construstion/renavation projects shall be approved by the Assistant
Director of Construction,

9 Procurement of goods ut lizing Non-Revenue Tax Raceipts which are
derived from the coinless imate ielephone system are to be heldina
speciai fund administered and ex pended by the Director of the Departinent
of Correction within guidelines established by the Board of Corrections
disbursemnent in support of department operations or debt service,

B. Lhsposition of Commeadisies

Disposition of commodities and natural resources shall be governed by applicable
state and federal taws, guidslines and procedures, Accordingly:

I Sales of industry produced commedities and services and farm produced
commaodities are governed by applicable state and federal laws, guidetines,
and procedures.

2, Sale, demelitionand/or disposition of buildingsaud, Jand el

Tmeretned By dpphanble shaeand dedessl Fotensinidul i e apidd
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provedures ~apd. seerfine S0 K require approval of the Do !



o

= Procircaent P chasime Duegesition and ¢ sl Guidelines Page 4 of'é

the Board. Iteimnslinim of an Bt requee e Diregton and Bond

witfding s s aline

apptos e pesid b ol

Sttt T metiet] ool e g b e da Pt cemid-at i

RE

fedriie apnrnct of the el
Leases
Leases of offices, siorage space, land for agriculurel operations. and buildings to

house inmates shall be soverned by applicable state and federal laws, procedures
and guidelines. In addition, the following approvals are required;

I Leases of office, storage space and equipment require approval of tha
Diirsctar,
2, Leases of land for agricuitural operations or buildings to honse inmates

require approval of the Director and the Bosrd.

3 Lease purchases exceeding 550,000 require approval of the [¥rector and
the Board,

Procureizeny o Lang, Buldings, Constrigpon mdior Reptnarion Projecis
Procurement of land, buildings, construction and/or renovation prajects shall be
governad by applicable state and fedaral laws, guidelines, and procadures. In
addition, the following approvals are required:

I Procurement of Jand, buildings, construction and/or renovation under
#50,000 requives approval of the Director,

2 Procurement of land, buildings, construction and/ar renevation projects
553,000 and graster requires approval of the Board.

Contracts for sommodities or services shall be governed by applicable state and
foderal faw, guidelines, and proceduwres. In addition, the following approvals are
required:

l Professional andior Consultant Sepviees. Corttracts for Professional andior
Congultant Services require approval of the Director. Contracts for
$50,000 or greater, inchusive of amendments, further require approval of
the Board.
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2 Archievtura araday Lipganeering Sénvices. Contracts for architectursl
and/or engingering services for new construction require Board selegtion
and approval of contracior, Selection and approval may be based on
Board participation on an interview commitiee or on recommendation of
the Director. Amendments that increase or decrease the percentage of the
total contract amount o be paid the contyactor reguire approval of the

Board.

ted

Medical Services. Contracts for medical services reguire Board selection
and spproval of contractor. Amendments that affect the scope of services,
the per ininate per day contract rate exceeding the contract bid ras
previously approved, the method of calculation of compensation, and other
adjustments to fees to be paid require approval of the Board,

4. Legal Serviegs. Contracts for legal services for representation of the
departments require Boar approvai of the contractor. Amendments
affecting the scope of services or fees to be paid require approval of the
Board.

5, Private Facitiy Operation Servives. Contracts for operation of prison
tacilities require Board selection and approval of contractor, Amendments
that affect the scope of serviees, the per inmate per day conwact rate
oxceeding the contract bid rate previously approved, the methed of
caleulation of compensation and other adjustments ta fees 1o he paid
require appraval of the Board,

6. Multiple Award Contracts —Pusspassttr- AR Code 11362 t Formatred: Sinkuthroich

*  The Office of State Procurement may enter into Multiple Award
Contracts to facilitate the Farm operations if advantageous to the State,

F. lp-Housg Review- All contracts for medical, fegal, and operation of privats
facilities require review by the Department’s Staff Attorney prior to consideration
of the Board.

G. Banervency Board Appreval

Should an emergency situation necessitate immediate procurement of
cemmmodities or services that require approval of the Board as outlined herein, the
Director will contaet the Board Assistant 10 request 2 special meeting by
telephone for Board consideration and approval,

H. Reponts
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The Department shall provide a monthly report to the Board listing now or
rencwed contracts of $10,000 or more.
Y. STANDARDS:
American Correctional Asseciation (ACA), ACA Standards for Adult Correctional
Institutions.
ACA 1227128
APPROVED BY THE BOARD OF CORRECTIONS:

U
{iste
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Arkansas Department of Correction

ADMINISTRATIVE DIRECTIVE
SUBJECT: Employee Driver’s License
| NUMBER:  17-2918-XX SUPERSEDES: 11-4317-29

APPLICABILITY: All Staff

REFERENCE: AR 225, Arkansas State Vehicie PAGE 10f3
Safety Program Rules and Guidelines
l APPROVED:  Original Signed by-Wendy IKeHey EFFECTIVE DATE: H/4347

I. POLICY:

Any ADC employee whose assigned job duties, as per the job description, may
require him/her {0 operate a state vehicle, or a private vehicle on state business, is
required to possess a valid driver's license at all times while on duty.

IL PURPOSE

This policy is intended to insure that all ADC employees who drive on state
business, in a state owned vehicle or are reimbursed for driving a private vehicle,
have valid driver’s licenses and good driving records in accordance with the
Arkangas State Vehicle Safety Program.

.  PROCEDURES:

A, If the employee's driver's license becomes invalid due to suspension,
revocation, or expiration, or if the employee for any reason does not
possess a valid driver's license, the employee must immediately notify
his/her supervisor. Failure to do so will result in disciplinary action and
may include termination of employment,
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B. An employee who fails to possess a valid driver's license and whose duties
require him/her to operate a state vehicle shall be suspended without pay
until the employee regains possession of his/her driver's license or until
he/she is reassigned to suitabie job duties. The suspension should not last
longer than 15 days before progressing to the next level of action as in this

policy.

C. Actions against an employee who has accumulated 10 or more points on
his/her current Traffic Violation Report shall be as follows:

1. Drivers Who Have Accumulated 10-13 points: The employee
must complete a defensive driving course approved by the
Department of Correction. If the position is required to operate a
vehicle, the employee should also receive disciplinary action in
accordance with the Employee Conduct Administrative Directive.

2. Drivers Who Have Accumulated 14-17 points: Authorization to
drive on state business shall be suspended for no less than five (5)
working days (40 hours). If the position is required to operate a
vehicle, the employee may recetve progressive discipline in
accordance with the Employee Conduct Administrative Directive
to include suspension without pay during the time the authorization
to drive on state business is suspended. In both cases, an approved
defensive driving course must be completed within 60 days after
the suspension begins. Upon completion of a defensive driving
course, written confirmation of course compietion must be
provided to the Agency Director, A VSP-5 form must be
completed and confirmation of course completion attached and
sent to Central Human Resources.(See item § for exceptions)

3. Drivers Who Have Accumulated 18-23 pomts: Authorization to
drive on state business shall be suspended for no less than ten (10}
working days (80 hours). If the position is required to operate a
vehicle and the employee has already been suspended for the
accumulation of excessive points, the employee may receive
progressive discipline in accordance with the Employee Conduct
Administrative Directive to include termination. If the position is
required to operate a vehicle and the employee has not been
suspended previously for excessive points, the employee shall he
suspended without pay during the time the authorization to drive
on state business is suspended. In the case of suspension, an
approved defensive driving course must be completed within 60
days after the suspension begins. Upen completion of a defensive
dniving course, written confirmation of course completion must be
provided to the Agency Director. A VSP-5 form must be
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completed and confirmation of course completion attached and
sent to Central Human Resources, (See item 8 for exceptions)

4 Drivers Who Have Driving Privileges Suspended or Revoked By
the Office Of Driver Services-Shat] not be permiited to drive on
state business for the duration of the suspension or revocation for
no less than | day but not to exceed 15 days (1o more than 120
houss) Authorization shail be reinstated only after evaluation and
approval by the Agency Director. Drivers with restricted permits
may be authorized to drive on state business as allowed by the
restricted permit and ouly with the Agency Director approval,

3. Drivers Who Have Accumulated 24 or more points on their current
traffic violation report - Authorization to drive on state business
shall be terminated in accordance with Employee Conduct
Administrative Directive, If the position is required to operate a
vehicle, the employee will be terminated,

6 If an employee reaches any stage as described above within a
three-year time period and has already completed the ADC-offered
defensive driving course, the employee will be required to take
another ADC-approved defensive driving course at the employec’s
expense,

7. Each warden/administrator will receive a weekl ¥ updated list of
their respective unit/area employees who have excessive points
and/or suspended licenses. In addition, a list of aj] employees who
have excessive points and/or suspended licenses will be provided
to the Management Team weekly,

8. Drivers Who Receive dseRviehor convicion kel for Driving
While Intoxicated (DWI), Driving Under the Influence (DU, or
any type ot Driving Without a License - Authorization to drive on
state business shall be suspended for no less thant twenty (20)
working days (160 hours). Authorization may be reinstated only
after evaluation and approval by the State Insurance
Commissioner. A Defensive Driving Course approved by Agency
Director must be completed within sixty (60} days after the
suspension began with written confirmation of course completion

sent to Agency Director

D. Actions taken with respect to an employee pursuant to this Administrative
Directive may be in lieu of or in addition to actions taken pursuant to the
department’s policy concerning employee conduct standards and the rules
and guidelines of the Arkangas State Vehicle Safety Program.
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APPROVED: EFFECTIVE DATE:
I POLICY:

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

IL. PURPOSE:

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

IT1i. DEFINITIGNS:

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

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

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

An employee who applies for and recejves a demotion, or who has been
administratively demoted, will not be eligible to receive a promotion to a
higher classification during the twelve (12} months following the
demotion.

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

Demotion. A change in duty assignment of an employee from a position

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

If an employee enters a position that is authorized to receive a Labor
Market Rate or a Tier Plan Rate and receives z promotion, demotion, or
transfer within the same Jjob family or tier level within twelve (12) months,
their base salary must be adjusted with the applicable percentage increase
or decrease according to provisions of the pay plan and autherity of the
Office of Personnel Management.



AD2018- Employment Jof9

Iv,

o3

New Hire, Employees entering state service for the first time.

Relifre.  Employees refurning to state service after a break in employment
ol two or more pay periods.

Displaced Worker,  An individual who has worked for an employer that

has downsized or closed within the last twelve (12) months, in which they
were  continucusly employed for three (3} or more vears, wili be
considered for hire with the ADC without a high school diploma or GED.
All other criteria must be suceessfully completed. This individual will not
be eligible for any type of promotion and/or merit increase/promotion unéi!
he/she has acquired a GED.

Transter, Employees transferring between state agencies or institutions or
laterally within the Department of Correction without a break in service,

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

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

PROCEDURES:

A,

Position Vacancies:

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

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

3 Positions assigned to G813 and above, IT08 and above, MP03 and
above, or Senior Executive position vacancics, are not required to
be advertised. The Director has the authority and discretion to
appoint or transfer individuals into these classifications.

4. Classified position vacancies within the general salary pay plan
must be advertised according to procedures established by the
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Department of Finance and Administration, Office of Personnel
Management, except when an emergency hire is warranted.

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

Individual units may advertise monthly for Correctionai Officer
(CO) I's if there arc open positions available at that unit. Each
application must have a completed disposition within thirty (30)
days of receipt. If an application is not dispositioned within thirty
(30} days, no new applications may be accepted.

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

B. Employment/Selection Process:

1.

The Rating System set forth in this policy shall be utilized by the
Hiring Authority and/or interview committee for scoring applicants
selected for interview. Scoring shall be conducted in a2 manner that
ensures objective criteria are used for selection of the most
qualified applicants for vacant positions. Points shall be awarded
to applicants for the following criteria: education, experience, and
military service. The Rating System shall include:

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

Related EBxpericnce. An applicant’s experience leve for
the job classification is awarded one-quarter (.25) points for
cach month of related experience exceeding the minjmum
requirements, up to a maximum of ten (10) points.

ﬁteﬂn’s_Stgtp_s. An applicant may qualify for five (5) or
ten (10) points in accordance with provisions of the
Arkansas Veteran’s Preference Law. To claim Veteran’s
Preference, an applicant must be honorabiy discharged
from a tour of active duty, other than active duty for
training only, with the Anned Forces of the United States,
or served honorably in the National Guard or Reserve
Forces of the United States for a period of at least six (6)
years, whether retired or discharged. Five (5) points are
awarded for standard veteran’s preference. A disability
discharge is ten ( I0) points. Discharge must be for
“Honorable™ or “Under Honorable Conditions” only.
Disabled veterans or the spouse of a disabled vetcran shall
have ten (10) points added to his/her final rating score. The
applicant must produce a copy of their DD214 long form or
NGB form 22 to receive veteran’s preference points. Total
points awarded for veteran’s status cannot exceed ten (10)
points.

interview. Scoring for interviews shall be determined by
assessing 1) the completed application form, 2) other
written material gathered or presented and the applicant’s
responses to questions which support the knowledge, skills,
and abilities (IKSA’s) of each job specification. The rating
shall be multiplied times the numerical weight {(importance)
assigned for each KSA to determine the interview score,
which must be 60% or higher. Any supervisory position
requires an interview score of 70% or higher.

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

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

If the Hiring Authority chooses to interview only those applicants
with a minimum pre-score, then all applicants with that pre-score, or
above, must be interviewed.

4, The Hiring Authority or Human Resources jmust conduct a
background check on all new employees, contractors, volunteers,
and Interns/Student Services prior to them assuming their duties,
order to identify whether there are criminal convictions that have a
specific relationship to the job performance. The background check
shall include comprehensive identifier information to be collected
and run against law enforcement indices. Jf suspect information on
matters with a potential terrorism connection is returned on an
applicant, it is forwarded to the local Joint Terrorism Task Force
(JTTF) or other similar agency, The background check shall
mclude, but is not Hmited to, NCIC/ACIC record review, Justice
Exchange, two (2) or more favorable employment reference checks,
and Maltreatment Registries check. If the NCIC/ACIC report
reveals ten (10) or more points assessed against an applicant’s
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driver’s license, or reveals that a license is suspended or not valid,
the applicant is not eligible for hire if the position applied for
requires a driver’s license or requires driving a state vehicle. If the
applicant only has one (1) favorable employment reference, or has
no employment history, approval to hire may be granted by Central
Human Resources, The Hiring Authority must be notified if the
references cannot be ¢btained within three (3) working days.
Documentation relative to the emplayment background check must
be attached to the promotion/hire packet.

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

6. Pre-employment screenings as may be required by department
policy or procedure will be conducted prior to final review and
approval of selectee. Such screenings may include, but are not
limited to: 1) a drug test, 2) g physical assessment, 3) a
tuberculosis test, and 4) the ability to perform essential job
functions. Applicants rejected for failing to pass a test for drugs
will not be reconsidered for twelve (12) months from the date of
rejection and upon reapplication must have successtully completed
a state licensed drug rehahilitation program during the twelve-
month period. A final offer of employment may not be made untif
all required documentation hag been received and administrative
approval has been received,

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

8 Positions classified as G309 and above; [T08 and above; and
MPO03 and above will be approved by the Director. (GSQ7 and
GS08; IT06 and IT07; and MPO2 and below will be approved by
the applicable Deputy/Assistant Director. GS06 and below will be
approved by the Hiring Authority and the Human Resources
Administrator.
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C.

D

E.

Following acceptance of an offer of employment, all other
applicants will be notified of the decision by the Central Human
Resources Office.  Approved promotions and transfers should
occur within two (2) weeks following the employee’s acceptance
of the position and notice to his/her supervisor, unless alternative
arrangements are authorized by the gaining and losing Hiring
Authority.

Transfer:

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

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

Demotion:

Rehire:

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

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

The Hiring Authority will review Rehire applications and refated
previous work history to determine the reason(s) the emplovee
terminated employment with the Department of Correction,
Applications from persons not recommended for Rehire will not be
considered for at least twelve {12) months from date of
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termination; however, the Human Resources Administrator may
approve rehire after six (6) months if termination was unrelated to
either (1) contraband or (2) inappropriate relationships  with
inmates, unless the employee lefi pending an investigation.
Applications from persons terminated for violation of the drug
testing policy will not be considered for at least six (6) months, and
the applicant must have successfully completed a state Jicensed
drug rehabilitation program since termination to qualify for rehire
consideration.

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

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

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

E Procedures Manual/Required Forms:
The Human Resources office shall develop detailed administrative

procedures and required forms to guide the employment process. The
forms will be placed on the Department intranet site.
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I POLICY:
Stalf will facilitate inmates” aceess 1o Mental Health Services while preserving confidentiality
and privacy of inmates” mental health requests and interviews to the extent consistent with

institutional safety and zood order,

. EXPEANATIONPLRPOSE:

It is Emportant that inmates have aceess to Mental Health Services govemned by policies
that adheres to the sxpected professionat levels of confidentiality to the extent possible
in a prisan setfing.

HI. PROCEDURE:

I. The limits to, and exceptions from, confidentiality shall be explained to an inmate during
intake and, if appropriate during subscquent contact with Mental Health Services staff,

2. Inmate requests for Mental Health Serviees may be made by submitting a request for interview
I the sick calt menta heaith request box er in the manner that requests are handled in the inmate’s

housing area,

3. Mental Heaith Staff shall pick Up raquests cach working day and triage each request,
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4. Requests will be responded to by Mental Health Services stsff within five {5} business
days notifying the Mental Heakth Administration and the inmate of ono of the tollowing:

g} The request is not a request for Menial Health Services and has been forwarded
[ to the properly identified member of'staif (o be handled.

5} The request is of such a nature that the problemy can be resolved without
face-to-face contact, which response shall list the details of the proposed
resolution,

¢} The reguest necessitates un interview that has been sehediled on a
certain date or within a specified ime range,

d} ‘Whatever other scknowledgement is appropriate to the request,

[5 Imates i Liwhidowsn Zestecin ged Dunsamy AT ity Bl Totest services Trows Menea] Health | Pormatted: strikettyaugh

‘ Services sear! - Formatted: No undeting
who will moke rounds in Jrehdown pestriet vesed by arcas st loa thred tes Formakted: Indent: First fine: 0,13+
oweekiy, Formaited: Strikethrough

, . - Formatiad: No undecline
6. Immaies may be referred for Mentaf Health Services by any member of staff, by persons -

ouiside of the Depariment whe are on the inmate’s Fmergency Contacy Yorm, or by other
inmates. Inmates thus referred will be told only that 0 referral was matfe, not the name
of the referring party,

7. Efforts shall he made to ensure the privacy of inmates when being cvaluatediussessed by
Mental Hezlth Services staff through balancing an inmate’s right to services, and right to
Privacy, while also ensuring the safety and securi ty of the inmate, other inmates, and staff
This effort may resuit in sussions being conducted with Gpen doors, with securjty present,
and/or with an inmate being evaluated/assessed iy bis or her assigned cell.

8. Correctional Officers bermanently assigned to a Menta) Health Services aren miay participate
directly in treatment with the agreement of the SUPCTVISOTY freatment staff

Unit Policy Formatted: ¥o undefine
for their custody status. Mental Health Services staff may request 3 modification of the T
way that an inmate is restrained only if the inmate needs to write or move chiects
as part of an assessment.

;9 Inmates se-tovldows iy Fealnetveed howsgne brought for counscling will be restrained as required I Farmatted: Strikethrough

10, Emergency services should be initiated by direct COMIMUNication between the person with knowledge
of the emergency, and a member of Mental Health Services. Mental Health Scrvices staff shall
then assess the situation ang consult with necessary clinjcal staff.

IV.  REFERENCES:
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ACA, Standards
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L POLICY:

It is the policy of the Arkansas Departiment of Correction and 2 goal of the correctional
process i6 teach personal responsibitity for behavior, while preserving the imental health of
all inmates in its custedy. It is recognized that personal responsibility for behavior may be
influenced by serious mental ilinzess, and that such influznces must be taken into account
inpursuing the goals of this palicy.

Ix, DEFINITIONS:

A Clinical Supervisor refers to a licensed psychologist to train and supervise staff
authorized to do evaluations.

B. Evaleation of an inmate is a mental health evaluation done under the supervision
of a licensed practitioner, and which includes, at a minimum, direct contast with
the inmate.
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For purposes of thig policy, serious mental iliness will be denoted by a ments] heaith
classification of 3,4, or 5,

U}l PROCEDURE:

A At intake an evaluation shall be completed on all individuais entering the Arkansas
Department of Correction and a mental healih clagsification wili be assigned and entered
into the electranic Offender Management Information System (sOMIS),

E This Mental Health classification will be reviewed annually, but will also be reviewad ag
indicated by a licensed ¢linical staff, Staff must update the Mental Health classitication it
it apnears that a change in mental functioning has occurred.

. Individuals who are flagged in eOMIS as seriously mentally ill shall, at the time
disciplinary charges are filed, be referred for assessioent. Tndividuals whao are suspected
of being mentally il shail, at the time disciplinary charges are filed, be referred for
evaleation.

3 The disciplinary portion of the electronic Offender Management Information
System (eOMIS) will caution the staff member entering the disciplinary that an
evaliation by Mental Healik Services is required,

T —_
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E. If a staff member assigned to da the eval
disciplinary precess would tmmpair a ther

uatien bsiieves that Invelvement in the
apeutic relationship with the inmate,

he o1 she should ask that the ¢valuation be reassigned,

*r]

It additional time is needed to complete an evaluation due to the need for more
extensive testing or consultation, the staff member conducting the evaluation wil)
request an extension from the Disciplinary Hearing Officer, and will make a
recommendation as to housing the inmate as is normally done on Disciplinary
Court Review or in segregated status in a mental heaith unit,

G The evalugtion will result in recominendations to the Disciplinary Hearing
Officer that are believed to répresent the optimal strategy for preventing future
repetitions of the mishehavior while maintaining the mental heajth of the inmate. These
recommendations will be forwarded to the Chief of Security or individual acling in that
capacity for the unit/center, ¥ there are security concems about any of the
fecommendations, they will be discussed with the supervising psychologist prior to being
sent 1o the Discipiinary Hearing Officer. Ifno securily probiems are identified, the
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shouid the inmate be found guilty of the offense,

The evaluation will also inciude

& recommendation as to wi

a counsel substitute for the disciplinary hearing,

The completed evaluation will become part of the Disci

be kept in the inmate’s Mental Health record,

The Disciplinary Hearing Officer w

307343

Yy a0 connidercd Dbindig.

hether or not the offender needs

plinary Record. A copy shall

ill make decisions regarding the recommendations

and nchude those chosen in the “additional sanctions and general comments” on the

Disciplinary screen,

Sheuid the Disciplinary Hearing

Officer have questions or concerns about any

recommendations made, these should be directed Jointly to

Supervisor and the Chief of Sac

urity.

Once the disposition of the disciplinary is complete, the me
responsible for the evaination will be notified,

thie Clinical

ntal health staff
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Ariainsas Department of Correction

ADMINISTRATIVE DIRECTIVE

SUBJECT: Assignment ty Programs

NUMBER: (81232 T —SS— -SUPERSEDES: 12
320-09

APPLICABILITY: Al inmates

REFERENCE: AR-833 - Health Services _ = ~—PAGE 1 of-S0{ 5

APPROVED: Origina} signed by Ruov-inbis EFFECTIVE — . _DATE:

PRIl ke S

I, POLICY:

Each new commitment coming into the Arkansas Departrent of Carrection shail be
evaluated as to his ar her need for the correctional programs available and
recommendations for assignrment to needed programs shall be made, prioritized on need,
cusiody ievel and Hime available in the system,

iL. EARPLANATIONPURPOSY

As correctional resources are Hmited and incarceration is costly, it is important (o {ecus
résources on inmates with the highest levels of need, and to ensure completion of
correctional programs prior to the inmate’s earliest release date.

Ii. EFINITIONS:

A. New commitment: Any offender committed to the Arkansas Department of
Carrection for the first time, or any offender retuming to the Arkansas
Department of Correctian with a new sentence,
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B, Evaluated; Interviewed, and if found to be in g target group, receiving specialized
assessment related to potential progeam needs,

C. Necd: Each program will determine tevels of nead and advise the Mental Health
Services Intake Coordinator of these levels. The fevels may be adjusted
depending on the avatlability of program slots.

D Correctional Programs: are generally those programs that are directed at the goal
of correcting offenders 1o enhence the safety and welfare of society and ihe
offender. These shall include, but nat be limited to:

1. Alcohol and drug treatment
Z Sex offender treatment
3, VYocational traiming
b oot anp Program
E Custody Level: Defined as in the current Administeative Directive on Custady

Classification, or on segregated siatus.

F. Time! Amount of time 1o serve between completion of injtia) assigniment and
earliest potential release date, Note: The initial Essignment can be waived to the
exient necessary for an inmais to participate in a treatment program prior to
histher release date,

IV.  PROCEDURE:

A——All new commitments 1o the Arkansas Depertment of Correction will bee--

evaluated using the Social History program in eOMIS. elll'li‘ﬁév—t%ﬂxt“r'*ill"";'ifﬁ{i-‘l‘_’v

abreiily—enistg foshing tediserduith — $es R gl History -atrendv—existo: B

UYL ety Ehegroetheage Feliiing - - histopy tﬁm.a'e-h!"e—w-;pena:'awm--—-a,-.ih:(-'41 Iy

| h&ve-ehmgeé-iﬂ%he—im«emﬁ)ﬁhm#d-he—Feaf-iewe{kaﬂd—&;admcx»}— “Fhe-exeeption will

| be—the— b FETP PRt swhet—progea. —ethsaibaihiy w-pemileterntiod e
Admmesratrs—iake st —r—aceoniatice —wihhe oL anp- I3 sitibalyey:
Adutiptstrative Pirective,

B A Program Referral form will be complered and signed by the counselor and the
mnnate. £ possible this will be done while the inmate i still in intake, If time
does not permit this action 1o be completed, the Program Referral form will be
emailed, faxed or sent a3 a hard copy to Mental Health Services at the inmate’s
parzat unit, where it will he reviewed with the inmate and signed,

{ Formatted: lustded, Tob S

;ﬂ Notat 0.56"

! Formazred: tndert; Lo 0.5", Hanging:
0.5", Space After: 0 pt, Numbered + Leveir 1
H

i+ Nurnbering Sivle: 4, B, C
| Aligronent: Left -+ Akigned ab o,

after: 056" + Tndent at: .55
i at g.he"

P Sartat 12
231" + Tab
, Tah stops: Not



PAD foqs 2

C.

2 Assignment to Programs Page 3 of 5

A copy of the Program: Referral form will be phaced in the Inmate Record and the
recommendations entered into eQMIS.

If'the Program Referral form shaws “HIGH" need for a correctional program, and
the inmate has a sentence of three (3] years or less, the classification cominitiee
should assign the inmate to the correctional program immediately upon
completion of tntake if necessary te aliow for completion of a treatment program
prior to the inmate’s release date, if eligible at that point in time. Otherwise, the
classification committes should assign the inmate to the carrectional program
immediately upon completion of initial assignment if eligible at that point in time,

lomates who have “HIGH® need for 4 correctional prograim and sentences of three
(2} years or less may be assigned to half-day correctional programs while
completing their initial assignment unless their injtiaf assignment must be wajved
for them to compiete treatment,

Inmates with “HIGH™ program needs, and senienceas greater than ten (10) vears
will be placed oy a waittny Hst uaitamed by the prograny aslifsteor or
upervisot . These mdividuals wiil e froposed 196 the clasificatun commities for
adintssion wto e sorrectionyd Preogram 0% slows become avaiable, The
admissions will be prioritized on the basis of time left to serve. Unit classification
will work with program staft to keep program slots filled. Requesied inmates are
to be transferred to programs. Any intnate not wanting to participate in a
recommended program may refuse upon admission or any time after, A refusal
form musi be signed. and a copy sent to the unit Institutional Release Officer
(IRQ), immate’s ADC file, and program administrator. Program staff will update
and keep current inmate status on referpal page in eOMIS.

Han individual scheduled for admission to the correctional program is engaged in
an assignment which has high instituiionai need, the classification committee mav
defer admission with the approval of'a Deputy or Assistant Director forupto
three (3) months,

Should there be insufficient time available prior to first release date for an inmate
o complete a program referal by staff, efforts will be rmade to pravide alternative
Brogeamming 1 meet the need aad the Parole Buard wil] be nollied via the
gileies it the ineate s electronic recond that a nead has been idemnified,
Additional program referral information will be provided to the IRO andsor the
Parole Board upon reguest, Parole Board mandates 1o program completions will
be given priority for open prograw slot entrance consistent with program rules,

If the inmate refuses assigmment to a correctional program, a Disciplinary Report
will be written. Exception: An inmate will tiot receive a disciphinary for waiving
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participation in an aleohol and drug ereatment program if the inmate enralls and
completes another program that inciudes a substance abuse compoient where that
alternative program has been approved by the Deputy Director for Healih ang

[ Correctiona! Programs, -When g disciplinary is written, it will be up o the
Bisciplinary Hearin g Officer to provide due frocess arwd determine whether the
inmate hes refused 1o follow a fegitimate order. The hearing officer may summon
program statf to submit 2 written statement in support of the assignment, or to
appear at the hearing,

i An inmate who {34ils 1o vomgHete & correctional Prowram, of wha s to cinsplete
the alternative pramam with a substance abse compment approvixd pueaint to
paragraph 9, shafi receive a disciplinary for failure to coinplete. However, an
inmaie who is removed from & program due to receiving a disciphinary will not be
written an additional disciplinary by program staff for the removal.

. An inmate mandated by the Iaraie Board, accepted by a Work Relesse program,
309 placement, oy ASP placement will be placed inw the recommendedd
correctional program or treatiment Program as s0on as pessible, thereby waivin g
the release date restriction,

L. Any inmate who receives 4 diseiptinary report while in » correctional program
will be suspended from the program for the duration of any time done inrunitive —_— o
resteRate Jestiictive housiag. ~The mmate wiil be returned 1o the programupon L Formaited: Ko urderiine =
H release from segregata gestrictive housing untess. in dhe nudgment of the e mma{iewu}}&:gm i

correctional program manager, relurning to the program would Jjeopardize the T
f safety of staff or innutes or the good urder of the program, -limates who lose

titme from a correctiona) program due lo segregated status may be reguired 1o do

makeup work or repeat phases of the program,

M. Inmates assigned 1o correctional programs will receive monihly feedhack on theiy
i participation and progress in the program. -This feedback will be documensed in
the treatment record. Should an inmate fail 1o make adequate progress for three
consecutive months, the staff of the prograin will meet and determine whether the
I inmate should remain in the program. -If a decision is made to discharge an
inmate from the program, efforts wiil be made o direct (he inmate to alernative
freatment that may be more suitable,

N Any inmate discharged from 2 eorrectional program prior 1o completion may
appeal the discharge to the office of the administrator, director or superintendent
J responsible for that program area. -If the discharge is not overturned, the immate
may apply for readinission to the correctional program after discharge as outlined
below,
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1
2
3.
4

No seoner than six mouths for the first discharge;

No sooner than twelve months for the second discharge;

No sooner than eighteen months for the third discharge;

No consideration for the program will be given follewing the fourth
discharge.

Documentation will be made in the inmate recard that the lnmate is non-
amenable for treatment.

G For any inmate lsaving a correctional prograin, a brief termination summary will
be prepared outfining:

W

Whether or not the inmate completed, refused, or was removed from the
prograrn;

Whether program participation was enthusiastic, adeguate or resistant:

What concerns program staff has about the inmate implementing skills
learned in the program: andior

Other program needs or plans for transition into the community

This termination summary will be placed in the inmate’s record and made
available 1o the Parole Board,
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SUBJECT: Body Armor
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i REFERENCE: AD-F-38:AB14-04Use of Furce

APPROVED: Original signed by Wendy kellevRas-Hobby— ~EFFECTIVE DATE:
072542014
i POLICY:

B s the polivy of the Arkansas Depurtiuent of Correction Lo develop and wmmtain
procedmes {or enhancing officer safety and security practices, It s mandatory that
Correctional Officers and Faod Production persemiel wear the siab reostiane
{spike vest level 1) at the Cumming, Vamer, Fast Arkansas Regionaj and the
Maximaum Security correctional facitities.

Il.  PURPOSE:

Protectig ihe vomimunity. sl visitors and inmates is the prunay mission of the
Drepartment of Correction. The purpose of this policy 15 ta enhatce the safety of
Currcetional Officers and Food Prodduction personnel m the Maxnnum-seeurity
facilities.

i1 QEFINITIQNS:
1. Custodial Activities: Duty assignments and/or tasks that place or could

reasonably be expected to place officers in situations where they would be
required to perform security functions.
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2

Level | Spike {Body Armar): This body armer protection class is intended to
address threats expected in a COTTRCHioNs environment from improvised
weapons,

PROCEDURES:

A. Issuance of Body Armor

1.

ted

All Carestional Officers and Food Production Personnel at the Cummins,
Virner, Last Arkansas Regonal, and the Maxomym Securny Linits shali be
msved ageney approved budy armar (Leved | Spike Vst This body armor is
@ e considered part of the uitiform thys af] porseane! shall prosent 4 neat,
professional and clean appearance,

Body armor will be issued by the Training Academy Uniform Issuance
Officer. Documentation will be maintained on all body armor jssued to
include the manufacture hame, medel number, size, serial number of esch
panel of the body armor, name of officer and employee ID number, Al hody
armor worn by Cortectional Officers and Food Production personnel will
comply with standards estabiished by the Natjonal Institute of Justice,

Body armor issued 19 security emplayees shall be wom only while on duty.
Exceptions may be made by the Unit Warden/Center
Supervisor/Administrator only in extenuating cirenmstances.

Body armer that is worn or damaged shall be replaced by the agency.
Employees who fose, misplace, mmisuse or abuse body armior issued by ADC
will be subject to disciplinary action_;zg&g:;_\‘(it_?_;_:}lggm‘gy_ﬁg[_ﬁ]_g lostrdamags
of the vew, il apyshioabls

Separation Process: Employees are required te tura in ali state property upon
separation from the departiment. Failure to comply will result in a delay in the
tssuance of the finaf check owed to the employee and could result in
prasecution for failure 16 turn in state property or a civil suit for damages.

Al staff may eleet (o purchase bedy armor at their gwn expense, The threat

level vest purchased must be eqital to or greater than the Level 1 Spike Vest

da spevificd my the Mutiena] natibge of Jsuee Mangal: Stah Ronis ulee of

Pessanal Bods Armur (N7 Svdand - 0118 10y,

& St} pur

Lt shull provide 1o the ol ssstunment belore -
1 the foligwing. Manfactugers Ny §

He Aust iy wern he un
Seral Mo, Lot Ne.: Dateaf \ G and the level rating on the vest,
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B. Use of Body Armor

L. Security Officers and Food Production Staff shall only wear agency
approved body armor.

2. Body armor shall be worn under the uniform shirt,

3. Correciional Officers and Foed Production personnel that are assigned to 2
uniformed function at the Cummins, Vamer, East Arikansas Regional and
Maximum Security correctional facilities are required {o wear hody armor
while engaged in custodial activities unless exempt as follows:

a.

When a physician determines that staff has a medical condition that
would preciude wearing body armor. The staff member inay use
sick/annuai or family medical leaves in accordance with the Agency
Leave, FMLA, and or ADA policies.

When Field Security Staff ure conducting duties outside of the Tacility’s
perimeter, However, when Field Security staff enters the perimeter of
the facility to conduct custodial activities, body armor (Spike Vest)
must be worn;

C. Inspections/Care/Maintenance and Replacement of Body Armor

1. Bupervisors shall be responsible for ensuring that body armior is worn and
maintained as required by this policy through routine ohservation and
periodic documented inspections,

2. Officers shail routinely inspect personal body armor for signs of damage and
general cleanliness. Officers are respensible for reporting darmage or
excessive wear to the stab resistant panels or carrier to their supervisor.

3. Dirtand perspiration may erode stab resistance panels; therefore, each officer

shall

be responsible for cleaning personal body armor in aceordance with the

instructions from the manufacturer,

4. Officers are responsible for the proper storage, maintenance and care of body
armor in accordance with the instructions from the manufaciurer.

5. Body armor will be replaced in accordance with guidefines and protocols
established by the National Institute of Justice,

|
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D. Research, Evaluation, and Training:

i The Trainin g Academy shali develop and provide training that
demonstrates the Proper wear, care, cleaning, storage, etc., of personal
body armor during BCOT/ICOT, Further, instructions for the care,
cleaning, storage, etc., shall be available for review on Spotlight and as a
refresher course on the agency eCADEMY.

2. The Emergency Prepareduness Coordinator shalj on 2n ongoing basis,
assess weapons and amumunition currently in use and monitor
technological advances in the body armor industry and the suitability of
approved body armor to mitigate those threats.

3. The Internal Affairs Admisistrator shall mainiain statistics on incidents
where armer has or has not brotected officers from harm.

REFEREMNCE: AD Escape Procedure 1o be lollowing wscape ang ipprehension of escaped mmate(s)
AD Tmnspartatim:ﬁEscorting outside of unjvcenter
Arkanszs Department of Correstion Employes Handbook
National Institute of Justice Standards
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Arkansas Department of Correction

ADMINISTRATIVE DIRECTIVE
{ SUBJECT: iy vbati niq RBs0N PUBLIC WEEBSITE
| NUMBER: 15-1418.xx SUPERSEDES: Newl3-11
APPLICABILITY: All empioyees and inmates within the Department of Correction,

REFERENCE: \R M Pubtic & ¢ eogpanity Relusiape 1 Mol fof X
nnd AR 84; Inmate Records PAGES Lotz

APPROVED: £3viuinat Minned by W vindy hedley EFFECTIVE DATE:
24/3015

i. POLICY:

It shall be the policy of the Department of Conestion to allow conventoi pebhc access to
uiformation related to i1 NN seriees, wd vteule, s aditiznn A6 bt solited o an

inmate’s criminal history, offensc(s), sentencing and institutional behavior,
0. _PLRPOSE
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| 8. Inmawe R geords
| To the extent permited by tedvral Lew, di Dhepartiitent - Ot shall post and
| aintain on its pubii s trstdhibda bl websitg thye follusweng tnnmate records:
L. The offense and sentence for any conviction for which the inmate ig incarcerated,
including:
| 2} Whether the inmate is subject to s suspended sentence, if known: and

b) Ths terms of the suspended sentence, if applicable.
2, ta+The disciplinary record for each mmats,
&} For the purpose of this listing, the term “disciplinary racord” means a list of each
major disciplinary violation and the date of the viglation oceurring after July 1,

2015, for which the fnmate has been found geilty;

] bY (8)-The disciplinary record for each inmate during the time the inmate is being
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considered for parole. Far the purpuse of ehis listing,
means a list of all disciplinaries and the date of the
has been found auilty, regardiess of the date:

the term “disciplinary record”
disciphiaries for which the inmate
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L:3._The risk assessment scores (except scores completed as part of mental health
treatment) for each inmate completed after April 1, 2015, The risk ABSESEMENt
—heseetionfisting shall include the name of thestate ageney that cumpleted the

risk assessment, the date iha risk assessment was conducted, and the level of
Assessiment. A gencral explanation of how risk assessments are seored will be posted
on the web site;

= _The inmare’s sustody and classification level;
3 Any known aliases of the nmate;

&, A current photograph of the nmate;

-

UL R IT TRl TE RS the Dot

VA e of the IR S s rs,

&8, A complete Telony conviction summary {or the [nmate to the extent fat such
inftrmation is available 1o the Departraent;

Y.___To the extent the information s available to the Department, the existence of auy order
of protection, no contaci order, or other order from an in-state or out-of-state court that
prohibiis contaet or somm unication with another person by the immate;

de i sapige fid o ih [y LA RH T Ty R T

Pio v glerg

%10, Any programs {except drug treatment programs) completed by the inmate while in

custody;

i2._The inmate’s parole oligibility date or datz he or she is o be relezsed from incarcoration
as well as a general explanation of iow an nmate’s parole eligibility date is caleulated,
including an explanation of good time credits,

Tty
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Ariansas Department of Correction

ADMINISTRATIVE DIRECTIVE

SUBJECT: ACIC/NCIC Operations and Procedures
i NUMBER: 16-4218- SUPERSEDES: 11371442

APPLICABILITV: Al ACIC/NCIC Operaters

| REFERENCE: ACIC Manual PAGE: i of54
| APPROVED: Qriginal Signed by-Wendy-Ialley EFFECTIVE DATE: 9232016

i. POLICY:

1t shall be the policy of the Arkansag Department of Correction (ADC) 10 comply with all
applicable provisions of Taws, ruks, regutairns and guidehnes that perain to the Arkansas
Crime Infomarion Center 1 ACHCY, the Natiarad Critme tateemation Cower (NCIC) and
Crimiual Justice Information Services {CI3) in the operation and utilization of the erime
information systems.

fL BEFINITIGNS:
Al ACIC is the Arkansas Crime Information Center, ACIC administers the general

policies and regulations governing the operations of ACIC, NCIC and NLETS in
the Siate of Arkansas.

B. NCIC is the Netional Crime Information Center,
C. NLETS is the National Law Enforcement Telecommunications System.
D, CJIS is the Criminat Justice Information Services, which includes any system used

G process, store, or transmit CII.
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E Aceess Device means o computer terminal, microcomputer workstation, mobile
data device or other ¢lectronic equinment used to communicate with the ACIC
computer syste,

F. Access Device Cperator is appropriately trained staff that access ACIC or NCIC
{hereinafter roferved 1o simply as onerators).

0L PROCEDURES:

A, Access and Use of Information

f

23

+4,

Information cbiained from ACIC, NCIC and NLETS fe for the
administration of ¢riminai Justice and for offiaig] yse oy, Any other uge
must be suthorized by written departmental policy and specifically approved

by ACIC, Unautherized relegse of information may result in fines and/or
imprisonment as preseribed in Ark. Code 12-12-212,

freidant Rosposnee Pracedes W ihere By suspecten] inisuse ol the
AL iy aifiemadion. tie medent stoughed | .
20 Woriddenef shae Fishuy, The Warden g

destnee shoutd wolieen UL by sttt intornuton e

the wlleged nssuse of ACIC M titoriatigte e e L The Warden
shoutd then nouly St Adlyirs antl ACIC ol th s gie-tine g —
* Formattad: i jst Paragraph, Mo bullots or
icial eriminal i epie at e Ty - . = S nerabering, Tab stops: Mot at 27 + 306" =
Only official crimnal justice hessages may be transmitted inestate over 356 A asa b g 54 5 10"

ACIC or out-of-state over NLETS. Messages shali not inelude non-criminal
Justice anncuncemenis, greetings or any other matters outside of official
business,

_The Department shal Bisintain at least one occess device on 2 24-hour-a-
day, 7-day-a-week hasis. The Department may provide assisiance o other
eriminal justice agencies in the form of record inquiries and message
transiniitals.

#4. . The Department shall maintain » Secondary Dissemination log. to record gl

B. Securi

H

eriming] history information obtained from she ACIC/NCIC system and
provided to other criminal Justice agenaies,

ty

ACIC access devizes shal] b placed in securs areas, away trom public or
non-oiiicial access, Proceduras shall be instituted 1o protect access devices,
documentation: and records, Proper identification shall he required before
201mIIng neyae e Hpment-by-maintenance personnel or ather officials
from outside the FBENCY 1o vyl Access device sites are subject o
periodic ACIC security inspections.
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Z. Al eperators will be familiar with the procedures for disseninution of
criminal histary files.

3. All operators will keep the access device lecked whern left unattended 1o
prevent unauthorized access,

4. All printouts, listings or other official records from the ACIC/NCIC/NLE TS
st be bumed or shredded for proper disposal.
| Fovmatted: List Paragraph, No bulieis o
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Terminal Agency Coordinator

-l The Direetor of the Department of Correcrion will designate @ Tenminal

Agency Coordingtor {(TAL) The TAC should have completed ACIC
training requirements and shall perform the following functions:

a Serve as the Department’s liaison with ACIC;

b. Distribute documents and materials from ACIC to appropriate
personnel;

b Inform ACIC of personnel matters coenicerning ACIC training

classes, changes in operater assignments and changes in TAC
designation;

d. Assist ACIC personnel in audits, security checks and othor relared
matters.
Z, The Depariment shail provide ACIC with the required documentation

concerning background investigations of all aperators,

3 Successful completion of the ACIC training class is required of ail
aperators.
Training

All individuzls that operate the ACIC access devices or have accessg to Criming]
Justice Information £C31) must be trained in accordance with ACIC or CJI8
requirements. Access device operators shall be required to meet the foliowing
ACIC training requirements.
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Basic Class, Within five (5) days of employiment or reassignment to operate
an ACIC Access Device, the employvee should fill our a Request for ACIC
Tratning Form and sead it to the Terminal Agency Coordinator (TAC), All
Gperators must complete the Level | ACIC/NCIC truining within the first
sixty (60) days of assignment a5 an access device operator.

ievel i operators (radio room persenncl) must be esrolled in a Level 11
class within one (1) year of completing their Level | clpss,

Re-cerification Class, As required by ACIC, al! Certified Operarors must
suceessiully pass the appropriate Nex Test Exam, which is aviilebie online,
within every second calendar year of their last certification,

CHS Training. As required by FBI CIIS Security Policy, all persons not
ACIC Certified that aceess Criminal Justice information must receive CIiS
Security and Awarencss training on a hicnaial basis. The initial waining
shouid be dene within six (6) months of assigrument o any pasition dealing
with CJI,

Warrant Bntries and Validations

i

The operator will verify that a warrant has been issued prior w entry into the
system. (Unusual conditions may permit the entry of a temporary wairant as
authorized by the NCIC manual.)

Messages received from other law enforcement agencies advising thar they
have received a “HIT” an an Arkansas Department of Correction warrant
and needing confirmation wiil be respoided to promptly by the operator,
who will:

o, WYerify status of the warrant.

b. Notify the requesting agency of the status and provide an
approximate time that an official with the Department will conisct
them,

¢ Motify the Duty Director/Warden as soon as possible,

g, Remove the warrant from the system after it has been determined

that the correct person is in custody of a law enforcement agency,

The TAC or designee will verity all rocords appearing on the moenthly ACIC
validation listing and forward the appropriate documentation 1o ACIC,

Warrants that are no longer valid will be removed from the system,

!

J
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Arknnsas Department of Correction

Director’s Office
PO Box 8707
Pine BIUfT, AR 71611-8707
Phone: 870-267-6999
Fax:  §70-267-624458
www.adc.arkansas.gov
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ADMINISTRATIVE DIRECTIVE

SUBIECT: Relesse Process

| NUMBER: 18-14.43 SUPERSEDES: 13-13614-44

APPLICABILITY: To Unit/Center employees, especially records staff

| REFERENCE: AR 803 PAGE 1 of 14

| APPROVED: Original signed by Ry itobts  EFFECTIVE DATE: 0842926014

HIR

POLICY:
To establish a procedure by which gll inmates are refeased from the institution,

EAPLANATIONPURPOSE:

Appropriate guidelines must exist 1o ensurs a1l obligations have been met before an
inmate is released.

PROCEDURE:

When an inmate is scheduled for release from the institution, it will be necassary for the
appropriate sections to clear the inmate and sign the attached Clearance Shest verifying
that the inmate is eleared for release. The Clearance Sheet will originate in the Records
Office and wilt be made part of the inmate's permanent institutional file,

Each section will be responsible for checking the following pertaining to the inmate
heing released:

1, Shift Licutenant/Captain - Disciplinaries which may not have reached the file that
could affect inmate's relesse: notification to count room for adjusting unit count.






!

H

& Commissary - Close sut of inmate’s account,
3t Mail - Check for any undistributed maif and obtain forwarding address.
f 4 b Vivdoa/Mental Health - Tssue any current prescribed medications to

inmate and provide written instruciions for continuation of medical/mental health
| care upon release iF appropriate,

h

L Lroperiy - Aeceiais thal inTate is ' opos
| L Prosas o ol ey atate Mg
| &8 Premorn - Swoerant- el e Beitponsgastin of s it bprerert s ey

} HE-pessession ofmy-siate praperty-hoer Costied Ol Tieer- 1y vasees i g ol e

Bt ks, Jocka lod gxliodes fus e e gliuped
! 6. Laundry - Ascertain that all state issued clothing has been retrmed.

! BE Parcle/Transfer - Ascertain that inmate i eligible and has been approved
for parole/iransfer whether regular paroleftransier, or regular
paroleftransfer with special conditions; verily receipt of debit card (i¥
[ applicabile}, and confirm that iransportation arrangements are made. o

* :Fn:’ma’tmd: Normal, Indent. Left: 37
| = et Lo - A-venameidt bioste bag eoinpdted degirenen e relog-e | Hanglng: 0.5
TR RN T el et [y ez ot on ol e e
———-releases: . L -
* 7 | Formatted: Indent: Laft: 05
9. R‘ecords - Ascertain that all other sections designated by this policy have - {:n-r-i;igat_f:::[:\deﬁt: First u;e: e
stgned off on the Clearance Sheet. Check all commitment orders by e = -
information directly from the commitment te verify time computation and
release eligibility by completing the appropriate Release Verifieation
Checklist (Regular Parole/Transfer, Discharge, Court Order-ivs-f3imet
—— Eawpy, -Notify the Shift - o
Lieutenant/Captain if the inmate is being released o0 a et {‘“F;m;tﬁt&d: Indent: First iine: 0.5
detainer. e I
16, Hebby Craft Supervisor ~ To verify that the inmate has no wark craft pending
debts.
11 Work Release Supervisor — To notify the employer and coordinate the returp of

the work release uniforins,
12, Victim Notification — Upon discharge/parole of an inmate, the Records
Supervisor/Institutional Release Officer will be responsible for notifying the
} Yictim Coordinator by written notification and/or by phone call,

i3, All inmates must have a DNA test befors being released on parole or discharge.
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Formatied: Indent; |ef 3", First line: o°

144, Records Supervisor wijl ehsure that the proper sex offender Paperwork is
completed.
i i35, Chaplain will offey nmates a resoyrce guide to assist them in transition, a ligt of

ex-inmate friendly religious institutions, and any other faith based related
assistance requestad,

in6 Release of the inmate from custody will normally terminate his or her grievance,
unless the partics are under court order to exhanst remedies or the grievance
tighlights 3 problem thar needs (e be addressed at the discretion of tiwe Chief
Deputy/Depury/Aseiztant Director.

! 192, Warden/Deputy Warden shall sscert the inmate out of the unit once all release
paperwork is complered.

’ At ~—~§§—Tﬁ-N£M_-R~1¥i}—:
P SeHes rCuted WO B A G i — Kci‘e.ﬁm—?-‘rf«:ﬁw
AR ATTACHMENTS:
22 AALAMANTS

#1 - Clearance Sheet

#2 - Release Verification Checklist - Regular Parole

#3 - Release Verification Checklist - Discharge

#4 - Release Verification Checkiist - Court Order s
3 —lelerse Yy it do bk ing - Bowet:6 wiap - | Fermatted: Header
#36 - Sex Offender Acknowledgement Form LT T
| A57 — Sex Offender Registration Form



ATTACHMENT #1 (UPDATF)
ARKANSAS DEPARTMENT OF CORRECTION
e ———- LINIT
CLEARANCE SHEET
INMATE: _ ADBC#_
T.E. OR DISCHARGE DATE:
The abave named inmnte is belng released from this institution by:

Regular Parole/Transfor Early Parole (Act 41%) Emergency Powers Act

. Transfer Eligibilicy o Early Parole (Act 1721) Emiergency Powers Act
—— ... Transitionai Housing {Ace §70) Fer Court Order
o Act 290 BOND
DISCHARGE st ad Ban Camgp

Parole to Detainer
Bischarge to Detaimer

The following sections, prior to release by the Records Office, must ciear each inmate being prosessed for
refease Trom this institution.

Shift Licoten ant/Cyupin S e Time and Date:
(Sisrature)

Commissary: __ Time and Date: e
{Signature)

Mail Room: Time and Date: .
(Signature)

Medical Records: Timcand Date:
{Signzature)

Mental Healsh: Time and Date: .
{Signature)

Proporty: = Time and Date: _ o

. Sty

Kev Coatrol: S = = Time and Daie:
(Signaturch

Laundry: Time and Date: -
(Signature)

Parole: L Time and Date: — w
{Signaturc)

Classification: Timeand Date: .
{Signaturc}

Lbont Caang, e — e ———— Fomv ot e —
{Signrture)

Worlk Release Supervisor: Time and Dage: g
{Signatore)

Hebby Craft Supeevisor: Time and Date: -
(Signature)

Vb Erievanee: e e — Fime aned beges - - -

- Niumaiure

- e ST e—-thne agd Pae s

Chaplaan:

e w—(-&f-&ﬂﬁl [
Inmate Debit Card; — - Time and Date: o
(Immate Signature)  (ADC Namber)

The above nanted inmate has been clesred by each of the abave sections, the Records Office has checked alf
commitment papers, verified the time computation and relense cligibility dates, and the inmate is efeared for
release. I heve advised the Preputy Warden if this inmate is being released to a detainer.

—_—— B —_— e



Records Supervisor (Sigratare}

frmate Names o
T.LEJB.E. Date:

1h,

2l

FLETP

(11

.

Warden/Center Supervisor o Designes (Signature)

ATTACHMENT #2

—— e ADC #

N EP.A? Yes( 3 No()
————— —

BECULAN PAROLLITRANSF 1R

Release Verification

YES D

Has time computation Liten verifieg by cliecling Telony class, Act seateneed vader,
termer Rradus, conzecutive O Contcurrong Sentences, Senitence bugin tade,
Joittime cryitits, desd time?

I v2, have the COMpUiar seiries beoy CIHTRAred
against the CONBNINTORE Uocurments™

Has P.E/T.E, eNgihility dets, posh in the compatey spg
Enstitetinag) file beesn rress-checked for neearacy?

B 50, s parale date been rewehed:
Thas bt onativn i Pargly 3 e Sheet been Verified 9 ensure eompdianes with an smpnaci

Felouse shite, coyade e uf an specizl patclition ar programy, or parole detaliver
fet B gl SpeenzE o enditions hoen FEIT I

Have query Ales, v, QH, wnd QR beeu checled te asceriain
thid thare wre e oulstanding swarrams or Riditlansi tormg that wauld ajeer
redense epitafiin:?

i outstatiting wareane Is present er wddltlonal term Tequires
fezaienbrtion of tinte, answer is NO,

DNA testing L bl BECSEIRGDS

AR A gy ez — S o D s

Does Sex & Chilg Offender Act of 1964 apply (Arkaisas Convickion)?

Does Bex & Chilg Offender Act of 1997 APPIY (Mt af Sture Convictignj?
TYES, has offender been reglktered or hay registration hoeq nptaed?

Hus fmste bren out rg Free World Canre durieg this ircarcars fon?

HYES, did mmae receive New Time?
ety with LS attinaded flising the q!]'ﬂ!_.lf“"5_1!;{-:];5’__\;%9_{[ o

Hus inmate been 1n diseiplinary eenr(?
IYES, did inmare reoeive w redection i clisz or Jags of Gond Time?

Has Condithona! Order of Ralense been Signed by gl Appropriste partles?

Is inmate parading Begin ol

i ol b detalner?

HYES, hns the sklfe Supervisor been #dvised the in mate s b be relensed
to & detafner only?

Forunatted: Indent: Firep fine: 0

Formatted': Font: Bald
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ATTACHMENT #3

fumtate Name: —  —— _ _ADCH_____ e =
Discharge Date: .
DISCHARGE
Release Verification
YES NG

1 Has time computation been verified by checkiny R

felony class, Aet senteneed under, termer Status,

consecutive oF concurrent Senfences, sentence begin date,

Jail time credits, dead time, and by comparing computer

entries against the contmitment document(s)?
1. Has minitnum reiease date, both in the computer and - A

instituticnal file been cross checlied for accuracy and

if s0, has minbnum release dace been reached?
3. Have query files, QW. QH, and QR been checked to uscertain e

that there are no ovtstanding warrants gr additional terms that

would alter release eligibility? 17 ouistanding warrant is present

or additional term requires recaleulation of time, answer is NO.
4, Has the discharge boen signed by the Unit Warden or AN

his/her designece?
5. DINA testing ¢ vt b WIREQULR DY o e _
e CHR RS e DN Lot

done e e
6. Daes Sex & Child Offender Act of 1997 appiy? If YES,

has offender heen registered or has registration been updated? == —
7. Has ismate been ont to Free World Court during this incarceration?
7b. If YES, did inmate receive New Thme? _
— Verifv with AN AT atbnthed durg 2 inminte's iy citreerption,
8. Has inmate been to diseiplinary court® If YES, did inmate receive

& reduction in class or loss of Good Time?
2. Docs inmate have victims listed? If yes, have they heen confacted? .
10a. Is inmate discharging to o detainer?
1GY, 1T YES, has the shife supervisor been advised the inmate js to he released to a detainer

only? .

Records Sup;;i;;r

Wi rden:'l)’czp-ug.".f\;istnm Warden

{ Formatted: Header Indens First fing; 9.5~
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Iimate Name: T o e ADC W
Relense Dayer - .

i Is vourt order an original o certified copy?
1, Hag the glseha rge form boan signed by the Unit
Warden or his/tier designee?
3a. Have query fifes, W, OH, and QR been checked iy ascertaln
that there are no ouistanding warrants gr additiona) rerms thay
woitld alter releage eligibility?
b, K entstanding warrant Is present
o ndditional term requlres recaleulation of time, answer is NO.
4n, DINA testing g2 f}-&5mu11"'::r|1-ri._tgi?
It HAss waning Tes Mo ehivpree ™. .. e - SO
Sa. Does Sex & Child Offender Act of 1507 pply (Arkansas Convictina)?
Sh. Does Sex & Chltg Gffender Act of 1997 apply {Qut of State Convietion)?
a, Has nmate been out 6 Free Workd Court during this ncarceration?
6h, IYES, did inmate recefve New Time?
S it v et g sated durio inguaces ncyroes
Ta. Does intrate have vietims Yisted?
75, IFYES, have hey been contacted?
&a. Es inmate discharged to a detajner?
8h, IF YES, has the shift supervisor been advised the inmate s to be

C_fmr! Order Refease Check S_heex

COURT sRbER

Redease Verificatinn

ta n detainer enly?

e
Records Supervisor

ATTACUMENT 2 Formatted: {up: 0?25‘, Boftom: (.3
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Pine Bluff, AR 7161 1-8707
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Arkansas Department of Corraction www.ade.arkansas.gov

ADMINISTRATIVE DIRECTIVE

SUBJECT: Inmate Disciplinary Manual

NUMBER: 18-728 SUPERSEDES: 17-2508
APPLICABILITY: Inmates and Siaff

REFERENCE: AR-831 - Disciplinary Rules PAGE: 1 of 39
and Regulations

APPROVED: Original Signed by-WendyIKelley EFFECTIVE DATE: 40/22/204%

1. FOLICY: Te ensure that institutional Ruies and Regulations are enforeed through an
unbiased and prudent fact finder and to provide appropriate due process throzghout the
disciplinary process. The behavior ot offenders commiited to the eustody of the
Department shall be controlled in an tmpartial and consistent manner.

! IL ENPEANAT FONPL RIOSE: The Depariment shall establish and designate Major and
Minor Disciplinary Hearlng Officers who shali hear and adjudicais all reports of
infractions of institutiona! ruies and regulations that are referred to them, These
authorities shall be designated as the Major ar Minor Disciplinary Hearing Officers,
respectively. When inmate behavior requires discipline, these procedures shail be
followed to ensure that 1o unnecessary disciplinaries are written and that:

A, there is no bias in favor of the charging officer;

5. thers is no presumption of guilt;

C. there is a relable imethod of determining whether an infraction has in fact occuired;

2 blatant forms of partiality which can result from prior knowledge, involvement, biag, or

personal interest in a particular case are minimized; and
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I

Sanctions are imposed to discourage further fuie violations with the u3e of Punitive
Segregation only when the presence of the inmate in the general bopulation, due o the
betavior of the imaie posing a direet threat 1o the safety of persons or a clear threat 1o
the safe and secure operations of the facility,

DEFINITIONS:

Al

The Discipiinary Hearing Administrator is the Internal Affairs Administrater, The
Disciplinary Hearing Administrator is respansible for ensuring that Disciplinary
Hearing Officers aye trained and will regularly review the hearings conducted by these
hearings officers.

Disciplinary Hearing Officer - conducts hearings on Major Disciplinaries known as
Major Discipiinaw Court,

Serving Ofﬁcer/Notifying Officer — servey charges on the fnmate(s), nay appoing a
Counisel Substiture and receives the inmate’s list of withesses regarding the charge angd
provides the inmate with 2 copy of the Dis;cipiinary Hearing Officery repori. The
Warden is responsible for ensuring that these officers are properiy trained.

Minor Discip]inary Officer - conducts hearings on miner disciplinary charges referred
to as Minor Disciplinary Court, The Warden designates an officer to be trained to
handle the mingy discipiinaries at histher unit,

Disciplinary Report - the factual basis for the charge of e viclation{s} and the rule(s)
viclated.

Charge - the details of the rule viclation(s) contained in the Disciplinary Report,
Assault — g witifu attempt or threat{s) 1o infljct injury upon the person of another.
Battery — the actua) use of physical forpe upon the persen of another.

indecens Exposure — public exposure of ene’s genitais for gratification or pleasure,
Masturbation — manipulating one’s genitals to arouse or gratiiy 8 sexual desire; does

0t require exposure,

Correctiong) School System, and any employee or confracror providing services within
an Arkansas Department of Correction facility through contract of agresment with the
Arkansas Departmant of Correction,

Counsel Substiture - gtaff appointed to assist the inmate through the disciplinary
process including the appeal process if necessary,
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M. Intraduction - introduction shall he estailished through investigation that the charged
inmate nssisted in the article being brought on ADC property, moved about on ADC
property. or stored in any manner on ADC property,

N Business day is Monday through Friday, cxcluding legal State recognived Holidays.

0. PREA Charge ~ any rule violation that is connected to the Prison Rape Elimination Act
{(PREA) and requires a response directed by the Departtnent’s PREA Policy. The
ouicome for a PREA violation may direct 2 precaution indicating predator or victim
identifications. This would neiude viclations of sexual misconduct, rape or forced
sexual act. masturbation in the presence of another, sexual threats, sexual harassment,
demanding sexusl acts in irade, and aiding or abetting in any of the gbove.

V. GENERAL RULES FOR MAJOR DISCIPLINARIES:

A. To prevent the filing of unnecessary disciplinaries, reasonahfe effost shouid be
made to firs! counsel the inmate about his/her behavior,

B Each Major Disciplinary Court shall consist of one Disciplinary Hearing Offiver, who
shall have singular authority for determining guilt or innocence and agsessment of
appropriate punishment.

. The Disciplinary Hearing Officer(s) assigned to the Randall L. Williams Correctional
Facility will conduct hearings at all units.

D. The officer who serves the disciplinary shall have the authority to appoint a staff
Counse| Substitute at the time the disciplinary is served.

E. Disciplinary action(s) shall be determined by a schedule of punishments that are based
on the sericusness of the rule violated.

F. The appeal process shal be directed to the Warden/Center Supervisor, then to the
Disciplinary Hearing Administrator and then to the Director.

V. TRAINING:

Al The Disciplinary Hearing Administrator will he fesponsible for maintaining an
mstructionz] folder containing information on the praper procedures for holding major
and minor diseiplinary hearings, serving disciptinaries, rules and regulations of each
unit, plus other pertinent information which eouid pe helpful in implementing these
policies and procedures. The folders will be available for training and review. The
Disciplinary Hearing Administrarer is responsible for training all Disciplinary Hearing
Officers.

B ‘The Disciplinary Hearing Officers will be requived to review and he kiowledgeable of
all the policies and procedures including the use of the electronic offender management
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A

L

L. BEHA
Al

sysiem for processing disciplinary records. This inel

vdes the fnmate Handbogk,

Empioyee Hancheok, applicable state and federal Jaws, AR's of the Arkansas
Depaitment of Correction, ADs of the Arkansas Department of Correction, and Unit

operating procedures.

Each Warden will designate Serving/Metifying Officer(s) and ensure they are trained on
Department policies mcluding the Inmate Disciplinary Manua! and procedures for

serving disciplinaries,

Each Warden will designate one or more Minor Disciplinary Officers and ensure that
such officers are trained on Department policies including the Inmate Disciplinary

Manval and procedures for conducting minor discipi

VIOR RULES AND REGULATIONS:
-8 BUBES AND REGUEATIONS

inary court.

The following rules and regulations shall govern inmate behavior ac all units,
Nete that some rule numbers are not in order as categories were coimbined, but
historical information wiil be maintained; additionally, nunibers reserved for
histerical pumpases are not listed in this policy. The “hotd™ waords below

indicate what should display on the ADC website for

- major rule viclations; in

some instances it will he the category unless words in the specific rule violation
are boided in which case those words will display on the website,

ROUP DISBLPTION CATEGORY

01-1,

B1-6.

Banding together for any reason which

disrupts unit operations which may include
taking over any part of the unit or praperty of the
Department, seizing one or more PErsens as
hostages, or interrupting operations.

Rule violation may result in joss of atl good time.

Direct invelvement in writing, circulating or signing
a petition, letter, or similar declaration thai poses
a threat to the security of the faeility.

Any rule violation set forth shove that is found to be
related to recroitment or patticipation in a security
ihreat group. or is motivated by racial, religious, or
gender discrimination. Rule violation may resujt in
the loss of all good time.

INDIVIDUAL DISRUP TVE BEHAVIOR CATEGORY

02-2.

Under the influence of and/or any use of
illegal drugs, aleohol, intoxfcaiing

PENALTY CLASS

A
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chemicals or any medication in an
unavthorized manner.

02-3  Monetary Misconduct - Entering into
unauthorized contractual agreements, faiinse
to urm in all checks or monies received, obiaining
meoney through fraud or misrepresentation
{examples include buying articles on a payinent plan,
faifure to tum in tips received on work release,
misieading someone to obtain meneyj.

02-4. Empioyment Misconduct — Work Release inmates
wha quit a job without prior approval, get fired for
wmisconduct, tardiness or shirking duties, or
fail to notify ADC staff when too i1l to wark,

02-3. Unanthorized use of mail or telephone,
including passing unauthorized messages,
three-way communication(s), calling on another's
phone cods, posing as another person, and telephone
comraunications with unauthorized persons,

02-11. Tattocing, piercing, and self-mutilation intended o
change oneself or another’ s appearance; this
does not include attempis to comnt
svicide or injure oneself uniess solely for
manipulation — See Administrative Regulation 824,
Procedure for Handling Alleged Disciplinary
Infractions of Mentally Diserdered inmatces.

02-12. Failure to iieep one's persen or quarters
in accordance with regnlations, or faiture to
wear Departmeni-issued 1D, or clathing
according fo center/unit policy.

02-13. Breaking inte, or causing disruption of,
an inmate line or interfering with gperations.

02-15, Tampering with, or blocking, any lock or
iocking device.

(2-16. Refusal to submit to substance abuse testing,
02-17, Creating unnecessary neise, including

disruptive or aggressive play in areas
other than designated recreation areas.
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(2-20.

02-21.

Unagthorized communication, contast, or conduct with
a visitor or any member of the public or staft,

Running from, avoiding, or vtherwise resisting
apprehension.

interfering with the taking of count.

Unexcused absence from work/schoof assigniment
or cther program activity,

Out of place of assignment,

Provoling or agitating a fight,

Insolence te a staff meniber.

Refusal of job assignment inciuding participating

n a treatment orogram, boot camp, or ¢lass assigiment

or violating program rules that results in dismissaj
from a program.

12-3. TFailure te obey verbal and/or written order(s)
of staff,

12-4. Refusing a direct verbal order to leave or enter any
area of the Institution or ADC property including, but
not Himited to, a cell, barracks, chow hall, transportation
vehicle, or hallway,

13-2. Lying to a staff member, including omissions and
providing niisinformation.

13-3. Malingering, feigning an illness,

BATTERY CATECORY

04-4. Battery — Use of physical force upon staff,

04-3. Apsravated Battery - Use ofa weapon in hattery upon
another persen (ot an inmate}. This Rule vioiation
may result in loss of all good time and the logs for
ane {1} calendar vear of the privilege to purchase or
possess any item which was used as a WEARON,

04-8. Battery — Use of physical foree upon an inmate,



| 187-28 Inmate Disciplinary Manual

04-17.

04-18.

Throwing or attemipting to throw substances, A
Known or unknown, toward or upon ancther parsorn.
Rule violation may result in loss of all good time,

Aggravated Battery upon inmate ~Use of WEapon in A
a battery upan another inmate. Rufe violation
may result in the loss of all good time.

ASSAULT CATEFGORY

g5-3.

054,

Assault — Any threat(s} to inflict injury upon another, A
diveetly or indirectly, verbally or in writing.

Making sexual threat(s) to ancther person, divectly or A
mdirectly, verbally or in witting.

LHEFE. DESTRUCTION OF PROPERTY OR EXTORTIHON CATEGORY

06-1.

07-1.

07-4,

08-4.

03-0.

08-7.

Demanding/receiving meney or favors or anything A
of value in return for an offer/promise of protection
frem others, or o keep information secret,

Unantharized wse of state property/supplies. B
Theit or possession of stalen property. A
Destruction or intentional misplacement of B

property of another or the Department,

Adulteration of any foad(s) or drink(s) with A
intent to harm others. Rule violation may result in the
Toss of all good time.

Setting a fire or destruction or tampering A
with fire detection or suppression device.

POSSESSION/MANUFACTURE OF CONTRABAND CATEGORY

09-1.

09-3.

Passession/introduction of any firearm, A
ammunition, weapon, fireworks, explosive,

unauthorized combustible substance, or

unauthorized tool. Ruie violation may result

in loss of all good time.

Possessionfintroduction/manufacture of any A
drug, narcotic intoxicant, tobacco, chemical,



09-4.

09-5,

0%-9,

09-14,

08-15,

09-18,

09-17,

bO187-28 lnmmate Disciplinary Manyal

or drug paraphemalia not prescribed by medica)l staff

Possession or movement of HIOnEY oF cuiTency,
uniess specifically zuthorized,

Possessiondinoduction of ciothing or property not
issued to inmate nor authorizad by the center/unit,

Counterfeiting, torging, or unauthorized
possession/introduction of ary document, articie of
identification, mongy, security, or official paper.

Passession/introduction/use of unautherized electronic
device(s), including fNash drive, MP player, DVD
player, ete. Rule violation may resylt

in loss of all good time.

Possession/iniroduct;'onfuse of a cell phone or any cell
phone componsnt {c.g., sims card, charger, battery, ete.}
or an unzuthorized messaging device, Rule viglation
may resuil in the loss of al] zood time and may resuft

in the loss of Inmate T clephone System

privileges for one (1) vear,

Use of internet or social media,

Preparing, conducting, or participating in
& gambling operation,

SEXUAL ACTIVITY CATREGORY

[0-1.

i0-2.

1.3,

10-4,
10.5.

10-6.

Engaging in sexual activity with another consenting
persomn.

Making sexual proposals to another person,
{PREA)

indecent EXPOSEre; may result in s referral
for criminal prosecution,

Bestiality
Masturbation in the presence of another inmate,

Engaging in non-abusive sexual activity
with another person.
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[0-7. Demanding sexual contacr in trade or for protection
from physical harm or menta) anguish, or
ather victimization.

04-14. Rape or forced sexual act with/on an inmate. Rule
violelion may result in the loss of all goad time. {PREA}

04-19. Rape or forced sexual act on staff, voiunteer,
contractor, or other individual not incarcerated
al the ime of the incident. Rule vialation may
result in the loss of all good time.

FRAFFICKING AND TRADING CATEGORY

15-2. Asking, coerceng of offeriing inducement to
anyone 1o violate Department policy or
procedure, innate rules and regulations,
center/onit operating procedures.

t5-3. The purchase ar exchange of unauthorizeq

articles or authorized arficles obtained through
unauthorized channels,

ESCAPE CATEGORY

16-1. Cscape, or atiempt to escape from custody
of the Departiment of Correction; may result
in the {oss of all good time.

[6-2. Failure to refurn from any approved activity
of furicugh at the designated time.

A

Determination of Charges - Only one rule violation may be charged for a given
behavior. The violation cited should be that which most accurately categorizes
ifie behavior, However, a Disciplinary Report may cover an ineident which is
made up of a sequence of several distinct behaviors, each of which is arule
violation,

1 Example of several rufe viclations in one SEQUENCE;

An inmate stavs in the barracks, missing work call {Rule 3-2, Unexcused
absence from work); a correctiona) officer finds him/her in the barracks and
gives him/her a direct order to Join histher work detsif which the mmate refuses
{Ruie 12-1, Failure (o obey a1 order); and the inmate stands up and threatens to
punch the officer it the officer doesn't leave nim/her alone {Ruie 5-3, Assault).
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Vii.

2. Example of several ruje violations for a given behavior that should result
in one rule charge, the onc that Most accurately categorizes the behavigr:

While exposing himself, an inmate i irasturbating at his ceil door with all his
clothes off while walching an officer in frent of the dayroom of inmates [Rule
10-3, Indecent Exposure, and Rule 10-3, Masturbation in the presence of

another irmate; this should resu?

MAIOR DISCiP) INARY COURT
e R PV INARY COURT

tin one charge of 10-3)

A, Establishment of Cous — The Major Disciplinary Court shall be composed of a single
Disciplinary Hearing Officer who will be directed in e performance of those duties
by the Dy seiplinary Hearing Administrator,

B. Responsibilities of the Major Disciplinary Hearing Officer

! The Major Disciplinary Hearing Officer is charged with the
responsibility of enstring that all yyles promulgated by the Arkansas
Department of Correction fegarding major disciplinary hearings are

followed,

2. In all major disciplinary proceedings, the Disciplinary Hearing Officor
shiall fully explain the charges and inform (he Inmate of the possible
consequences it found guilty. The Disciplinary Hearmg Officer shail
further ensure that there is no undye ajr of hostility in the proceedings
and that the proceedings and detiberations are not conducted in 2
pertiinciory manner, The Disciplinary Hearing Officer wili he vigilant
in averting any racial, religious or gender discrimination duting the
proceedings or in the assessment of punishment. Ay such signs of

immediately feported to the Warden/Center

Supervisor, Diseiplinary Hearing Administrator and the Diirector,

discrimination wi il be

3. The Disciplinary Hearing Officar shal] hear all of the facts of the case
and shall have singular authority for deciding guilt or innocence and the
punishment assessed, except as outlined in the AD un Evaluations for
Disciplinary Court Proccedings for Sertously Mentally U1 and Mentally
Deficlent Inmates regarding punishment, and AR 834, Procedure for
Hangling Alleged Iy scipiinary Infractions of Mentaily Disordered

inmates,

4. Regarding guilty pleas, the Disciplinary Rearing Officer musr ensure
that the inmate linderstands the charge to which he/she I8 pleading
guilty. Guiity pleas will be monitored 1o determine whether the inmate
offers any supporiing evidence Indicating innocence of the charge a5

written,
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The responsihifitizs of the Diseiplinary Hearing Officer regarding
Counsel Substitutes are enumerated under Section V] (33 (1)

C. Responsibilities of the Building or Field Chief Security Officer

IR

(9%

Prior to the Major Disciplinary Hearing, the Chief Security Officer wil|
review all disciplinaries and may do one of the following:

a. Forward the disciplinary to the Disciplinary Hearing Officer with
bis initials on the feport.

b, Reduce it to a Minor Disciplinary

3

Dismiss the charges and file the Discip!inary Report as a matter of
record,

d. Convert the Minory Discipiinary to a Major Disciplinary

Regerding provision {b} and () above, the Chief Security Officer wil]
consult with the charging person on any decision which resulis in
dismissal or reduction. In the event the Chief Security Officer dismisses
the Disciplinary Repori(s), a copy of the dismiszed disciplinary shali be
forwarded to the Assistant Warden for Security or Center Supervisor for
filing as a matier of record. Copies of these I2pOIts are not to be
included in the inmate's permanent jacket. Reasons for such dismissals
should be docamented on the face of the Disciplinary Report(s).

The Chief Security Officer may sel reasorable limitations on the number
of inmate witnesses. The Chief Security Officer wiji document the
rezson{s) for the lintitation on the Major Disciplinary Form {F-831-1)
under "Witness Statements.” in the event that 2 limit {usually five) is

* placed upon inmate witness Statements, the same limit must be applied

to statements taken from staff,

May exclude any witness {es) who were not present at the time of the incident
and inguire from the offender what testimony from that witess wonld reveal.

D, General Considerations

L

The Major Bisciplinary Form {F-831-13 will be completed for Major
Diseiplinary Reports against an inmate and will include specific details
of the rule infraction alleged against the inmate. At a minimum, the
details shall include who, what, when, where, how, and why the charge
is brought, The charging person should be the staff with the most
knowledge of the event, Once the Disciplinary Report is written, the
charging person may seek assistance from others for purpasss of
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correcting any mistakes i gramumar or punctuation; howevar, the actual
content of the Disciplinary Report must not be changed,

The Major Disciplinary Form {F-831-1) must be stgned by the charging person,
affirming that the information in the FEpOIL i true and correct, Any refevant
supporting docoiments (such as incident reportsy should be attached to the major
disciplinary form, The completed form with any attachments should be
forwarded immediately to the Chief Security Officer. This process will be
completed electronically in the electronic Offender Management Information
System (eOMIS) when that system is available,

Any witness (es} (o the inftaction shall prepare siatement (s) to be
attached to the charging person's report of the inciden:. Witesses
inclide any ininates, employees, and/or free world persons who have
firsthand knowledge of the infraction. Wimcsses whe appear to testify
before the Disciplinary Court witl have their staternents recorded. I¥
written withess statements are submitted to the Disciplinary Court, those
wiil be reviewed by the Disciplinary Heaitng Officer and documented in
eOMIS. In the event a witness requested by an iamaie is denied, that
fequest may be submitied o the inmate in writing,

It will be the responsibility of the Disciplinary Hearing Officer to
theroughty review all availahle documents concerning the Major
Disciplinary Reports. He/she will determine whether or net additional
information is necessary and may grant an extension of Hme pursuant te
these guidelines it necessary.

E. Hearings

8

The Major Disciplinary Court shall meet or be held by video conference
a8 often as necessary al a convenient Place and time between the hours
of 6:00 a.m. and 6:00 pan., in order to administer the mstitutional
disciplinary functions as expeditiously as possilie. It is recommendad
that hearings be held at [east weekly. The court should avaid convening
on weekends and holidays to minimize interference with inmate
visitation; however, if security or administrative necessity as determined
by the Warden/Center Supervisor dictates, then the hearin gs may be heid
an a weekend or holiday. Any weckend or holiday hearings will be
Himied to business as hecessary 1o alleviate Lhe concemns expressed by
the Warden/Center Supervisor,

A charged inmate must be given at least twenty-four (24} fours prior
notice of a disciplinary proceeding. The inmate may call wimesses by
giving the serving officer the names of the individuals he/siie wighes 1o
cali, The manner in which the witnesses’ statements are presented to the
canrt shall be within the discretion of the Disciplinary Hearing Officer.
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3 No disciplinary will be heard after seven {7) business days from ihe date
it was written except pursuant to an authorized extension. The day the
diseiplinary is written is riot to be counted in calculating the seven {7)
business days.

For example, an inmate receiving a disciplinary on Tuesday at 9:00 a.m. or
10200 p.m. shonld be tried no later than 6:00 p.m. the foillowing Thursday
assuming there were no holideys,

4. Upen convening to consider cases of inmate violations of rules and
regulations, the Major Disciplinary Court shall canse the inmate to
appear betore it unless the inmate waives in writing or through behavior.
In the event that an inmate wishes 1o waive hisfher appearance, a waiver
form will be completed and 2 copy provided ta the charged inmate and
must be reviewed by the Warden/Center Supervisor or designee, 17 the
inmnate waives histher right to appear and is found guilty, he/she camnot
appeal the decision,

Sl Once the inmate is present before the Major Disciplinary Court, the
recorder will be turned an, the reading noted, the time and date enterad,
and the charged inmate identified by name and ADC number,

6. The Disciplinary Hearing Officer will identify imse!fhersetf in the
presence of the inmate and inform the inmate that this is, in fact, a Major
Disciplinary Court Hearing,

7. The Disciplinary Hearing Officer will scrutinize the Disciplinary Report
to determine whether all time Imits and procedural reguirements have
been met.

g It must be determined whether all allowed witness statements requested
by the inmate and 21} sther items of physical or documentary evidence
are present before the cout. The court may sumimon any additional
witnesses it deems necessary. Witness staterments may be taken in
writing, orally in persen, or by telephone.

All written witness statements, whether taken prior to the hearing or obtained at
the request of the court, will be reviewed and a copy included in the disciplinary
record, The choice of how the witness statenient will e taken is left o the
discretion of the Disciplinary Hearing Officer. If more information or
clarification is needed from the charging person or other witnesses, such
information may be obtained through the means described above {written, oral,
telephone). In the event that such testimeny is obtained with the witness
appearing before the court, the charged inmate is not to be allowed in the room
during testimony and the immate does nat have a right to cross-examine
witnesses. The inmate will receive a statcment of fact{s) from the Disciplinary
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Hearing Oificer if provided by the charging officer. The Disciplinary Hearing

Offi

Cer may grant an extension to the inmate if the witness is not readily

available to provide additionat testimony,

g.

i2,

13

14.

ié

17

The inmaie should be informed that he/she has been charged with a
specific offense, the possible consequences of a finding of guilt
including possible loss of privileges, loss of Good Time, loss of Class
Status, assignment to Punitive Isolation, additional duty, change in
assignment/unit, resti tutien, or any combination.

The inmate should then be asked whether the nature of the proceeding
and the passible consequences are understood. If it appears that the
inmate does not understand, the policy regarding Counsel Substitutes
(see Section VH-T and 1) must be followed.

The rule violation{s) and the charging person's report will then be read 1o
the inmate,

The inmate will be asked to enter a plea of guilty or not guilty. Guilty
pleas must be explored to determine whether the inmate is certain of the
charge being admitted, Any refusal to enter a plea siall be construed as
a plea of not guilty,

The inmate must be afforded an opportunity to speak on histher own
behalf and submit any documentary evidence exeludin g witness
statemients. All docomentary evidence presented wiil become a part of
the disciplinary packet. Alf witness statements are to be gathered by
ADC employees after the inmate has submitted a witness list to the
serving officer. Ininates will not be allowed to gather and submit
wiltness statements con their ewn,

After the inmate has made a statzment and/or presented a defense, the
recorder will be muted and witness statements will be reviewed and
docurnented,

The Disciplinary Hearin g Officer must carefully weigh all evidence with
special emphasis upon individual pieces of "primary evidence." Rumor
or suspicien about an inmate’s behavior shall not be tzken info account,

After the Disciplinary Hearing Officer has weighed ail of ihe evidence, a
decision shall be made regarding guilt/innocence.

It the event that the inmate is found guilty, punishment must be imposed
within the guidelines established by this policy.
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I8, The Video Conferencing System wil) then be un-muted. The inmate
must then be informed as to the finding of guilt or innocence on each
particular rule violation and musi be informed of the punishment, if any,
limposed,

14 The inmate must be informed of his right 10 appeal and to obtain staff
assistance in the fashioning of an appeal if neaded,

20 The inmate will receive an oral statement detailing the reason for the
finding of guilt or innocence at the time the Discipiinary Hearing Officer
wmforms the inmate of the verdict, The Disciplinary Hearing Officer wil]
reduce these reasons to writing priot 16 the conchusion of that business
day and the unit discinlinary iticer will provide a typed copy or ISSR
100 {electronic generatoy disviplinary hearng resulis form) generated by
eOMIS to the inmate within twenty-four (24) hours.

The ininate is not required to sign the typed copy. It js sufficient to indicate that
the inmate signed {or refused to sign) the original COpY.

21. When the Disciplinary Hearing Officer has completed hisfdier work for
the day, the Discipiinary Hearing Gtficer shali complete the disciplinary
court repert.

22, Oncethe Disciplinary Hearing Officer's report has beer compicred, the
disciplinary action shall not be altered in any way except as provided
herein.

F Disciplinary Actions

1. The Major Disciptinary Hearing Officer, upon determining that an
imnate is guilty of vislation of institutional rujes, may apply any or ai} of
the sanctions from the penalty class of the most serious role violated,
Additional sanctions may be applied from the penalty class
corresponding to the additionai rule{s) violated. However, sanctions
defined in ierms of days (i.2., ioss of good time, punitive segregation,
loss of privileges, and extra duty) may not be applied more ihan once per
disziplinary action,

2, Note that the punishiment rendered should not be more than the
Biscaplinary Heuring Officer Finds Recessary Lo discoaruge repeated rule
violiions in the Rure. Punitive lsetation and 1 oss of Guod [une
above 365 days should only oceur when there has boen a battcry, threat
af bodily harm or threat 1o the secure operation of the unii,

3. Any or sl sanctions may be suspended for up o six {6) months,
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Disciplinary Hearing Officers may not amend an inmate’s level in the
¥amer Super Maximum (V3M] Program, but those actions can be
considered by the Classification Coinmttioe when reviewing that immate.

Range of Allowable Sanctions

i

Penalty Class "A"»

i,

H

€«

Punitive Segregation up o thirty {30) days. Inmages serving a
punitive disciplinary sentence shall NGt eam meritorious goed
time,

Loss of earned good time up to 305 days (joss of all earned good
time is allowable for offenses listed that include the statement
“Inay resulf in foss of ail good time™),

the use of the Inmate Telephone System is involved., it shatl
result in the loss of telephone privileges for one (1) year.

_Loss of designated privileges, up o six1y (60) daysor tie By 011 - -
Al ] S s e | Formmiter: Indent: Laft: 2%, Mo puliels ar
i nembering

ST o e s 1

A ety s gl RAUTIES (E TR TS

Restitution based on replacement cost or the valye of lost,
intentionally misplaced, or destroyed property.

Reduce up to three (3} steps in class.

Recommend to Classification Committee for change of
asstgnment/unit, including, if apprapriate, an out-ofgtate
assignment,

Extra duty up to two (2} hours per day for up to thirty (30) days.

Possessionfintroduction/use of a ceil phone will result in the loss
of Inmate Telephone System privileges for one (1) year.

For PREA reiated violations, referral to tie Clagsification
Committee for consideration of precautions based on the findings
of the investigation and outceme of the Disciplinary Hearing,
The Classification Committee will consider PREA status in
housing and job assignments end potential placcment in
programming based on the putcome.,




[ 189-28 Immate Disciplinary Manual
17

2. Penalty Class "B"*
8. Loss of earned good time np 10 one hundred fifty (150) days.
b. Loss of designatad privileges up to forty-five (45} days,

c. Restitution based on repiacement cost or the value of lost,
intentiemally misplaced or destroyed property.

d. Extra duty up to two {2) hours per day for up to fifteen {15} davs.

e, Formal reprimand and/or warning,

f. Recommend to Classification Committee for change of
assignment/unit, including, if appropriate, an oul-of- state
assignment.

g Reduce up 0 two (2) steps in class.

h, Punitive segregation of up to fifteen (15) days for a second or

subsequent guilty verdict that is within thirty (30} days of the
previous guilty verdict for the same disgiplinary violation and
which interferes with the safe and secure operation of the facility

3. Penaliy Class “{7#
a. Loss of eamed credits up to sixty (60) days.
b. Loss of designated privileges up to thirty (30} days,
C. Restitution based on replacement cast or the value of lost,

intentionally misplaced or destroyed property,

d. Extra duty up to two (2) hours per day for up to fen (10) days.

2, Formal reprimand/waming,

£ Recommend to Classification Commitiee for change of
assigoment/unit, including, if appropriate, an cut-of-state
assignment.

£ Reduce one (1) step in class.

¥In addition to any other punishment authorized under this Administrative Directive,
the use of any commissary item in connsction with the violation of any of these rules
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may result in the loss of the privilege to acquire that type of item for up to twelve {12}
moenths,

Major Disciplinary Appeal Process

1 At the time of notification of the verdict in a disciplinary proceeding, the
inmate will be notified that hefshe has the right w appeal any decision
of, or disciplinary action taken by, the Disciptinary Hearing Officer,
directly to the Warden/Center Supervisor of the unit/center involved,
This notification will be documented by having the inmate sign the from
of the disciplinary indicating that he/she understands the right 1o appeal,
Ifthe inmate waives his/her right to appear and is found guilty, hefshe
cannct appeal the decision. In the svent the inmate is iHiterate, the
Disciplinary Hearing Officer shall, at the request of the inmate, direct
ithe inmate's Counsel Substitute {Seeticn VI (1) (1) ta assist him/her in
wiiting the letter of appeal

2 The appeal must be written within the space provided on the Appeal
Form. Al grounds for appeal should be briefly stated and include the
reasons why the conviction or punishment should be reversed or
modified. This staternent will be considered at all levels of appeal and
may not be re-written at each stage.

A The appeal shall be submitted in writing and must be submitted
within fifteen {15) business days afler a copy of the Disciplinary
Hearing Officer's report is offered to the inmate and shall set
Fouth in detai! the grounds for any appeal. The Warden/Center
Supervisor has thirty (30) business days from receipt of the
appeal 1o respond, except that if the inmate i§ serving punitive
time as a result of the disciplinary, the Warden/Center Supervisor
should answer the appeal within tern (10) business days.

h. It the inmate is not satisfied with the respense, hefshe has fifteen
(15} business days from receipt of the Warden/Center
Supervisor's decision to appeal o the Disciplinary Hearing
Administrator, who hag thirty {30} business davs to respond.

C. If the inmate disagrees with the response, he/she has fifteen (13)
business days from receipt of the Disciplinary Hearing
Administrator’s decision to appeal to the Director, The Director
has (30% business days to respend. The written appea) must set
forth in detail the grounds for such an appeal,

d. If the immate fails to receive responses in the lime frame set forth
above, he/she may appeal to the next level,
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e During any stage of the appeal, the reviewer may affirm the
action of the Disciplinary Hearing Officer or alter it as he/she
deems just and proper except at no point in the appeal process
shali the penalty be increased.

In cases where a Disciplinary Report is written by a Warden/Center

Supervisor, the inmate may bypass the appeal to the Warden/Ceniter

Supervisor and appeal to the Disciplinary Hearing Administrator,

Extensions

Limited extensions of time may be granted by the respective
Warden/Center Supervisor i the following circumstances:

a. charged inmate has escaped and is not in custody;

b, immate is Ut to courtshospital or otherwiss off the unit/center;
<. the case requires more extensive investigation;

d. emergency situation exisis at the unit/center; or

€. volumne of disciplinaries scheduled for hearing is excessive and

mors time is needed to ensure a fair determination in each case.

‘The Disciplinary Hearing Qfficer may grant an extension if additional
information or investigation is needed in1 order to arrive at a fair
decision.

In the event that an extension is granted, 2 copy of the extension form
shall be forwarded to the charged inmate. An extension may be granted
for 5 period of up to five {5) additional business days. Ifa grester length
of time is needed, then the extension must be renewed and will not
exceed five {3) business days per extension. Any extension over thirty
{30) days must be approved by the Directer. The Warden/Center
Supervisor may give an indsfinite extension whiic the inmate is absent
from the Unit/Center,

Regarding escapes. the time limit wili not begin to run until the inmate is
returmed to the unit where the disciplinary hearing will be held. The
Warden/Center Supervizsor should check the appropriate box on the
extension form and enter the time and date when the fnate was
retumed 1o the unit/center. The time and date entered will serve as the
starting point for the time Iimit,

Special Cases
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Counsel Substitntes

a.

The following inmates shall be entitted to a Counsel Substitute in
disciplinary proceedings;

Those inmates s designated by the Chief Security Officer, or the
investigating officer.

Those inmates wha the Disciplinary Hearing Officer believes are
lliterate o incompeiem nciading any inemate witly ) IQ o wixty
{60) or below or u reading teve] below towth (4} grade (records
of School District and/or Mental Health will he checked).

Inmates facing disciplinary proceedings whers the jssueg
involved are so complex that he/she is nor 1§ kely to understand
the nature of the charges,

Any inmate not abje tg undersiand and speak (he English
language.

Inmates assigned 5 Mental Health Classification of 3or4if
recommended on the 834 Form,

The Counsel Substitutes shall consist of members of the staff as
designated by the Warden/Center Supervisar, These individuals
wiil be on notice that they are the Counsel Substitutes and shouid
be prepared to be of service at the Disciplinary Hearings. The
Warden/Center Supervisor shall prepare a fist of approved
Counse] Substitiites who shall be immediately available 1o the
investigating officer, the Chief Security Officer, and the
Disciplinary Hearing Officer on request. When it is determined
that an inmate is in need of a Counsel Substitute by the officer
who serves the disciplinary and/or the Chief Security Officer, the
Counsel Substitute should be notified in advance so that he/she
can be on notice of which inmate is involved and the nature of
the disciplinary. When the Counsel Substitute determination is
niade by the Disciplinary Hearing Officer at the hearing, he/she
shall immediately recess or postpone the disciplinary hearing so
the Counsel Substiinte may have an Spportinity to meet with the
accused inmate prior to the entering of a plea. The Disciplinary
Hearing Officer should then proceed with the next disciplinary,
having noted the starting and stopping place on the recording
prior to the recess and further noting the starting and stopping
place on the recordin g when the disciplinary hearing js
feconvened with the Counsel Substitute present,
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d

Counsel Substitutes have no voice in the decision making of the
cowrt, Furthermore, when the Counsel Substitute performs the
required duties for an inmate ina disciplinary hearing, the
Counsel Substitute shall not remain in the disciplinary hearing
room during deliberation,

All inmates have the vight to refuse a Counsel Substitute, Any
refusal is 4 waiver of the Counsal Substitute and the refusal by
the inmate shonid be noted on the recording and the disziplinary
form, and the disciplinary shouid proceed without any Counsel
Substitute.

Fin the event that a Counsel Substitute requires mare time o
prepare the necessary mformation for s fair determination of the
discipiinary, the Disciplinary Hearing Ofticer may grant an
extension of time for further investgation,

nee the Disciplinary Hearing Officer has made 2 decision and
advised the inmate of the appea) procedure, the Counsel
Substitute wiil be responsible for aiding the immate in the appeal
process. ‘The responsibility of the Counsel Substitute to the
inmate shall be restricted to the presentation of evidence on the
inmate’s behalf at the disciplinary hearing and any subsequent
proceedings, and providing an adequate explanation of the
charges and consequences to the inmate both before and after the
hearing.

2. Use of Confidential Information and Informants

a.

I the charging person does not have firsthand knowledge of the
ever, the charge may be brought based upon information
received from an informant(s); however, no disciplinary shall be
based solely upon information received fom a confidential
informant(s), There must be corroborating evidence that
supports the information received from the confidential
mformant(s) for the disciplinary to proceed.

The charged inmate has no right to confront and Cross-examine
an informant against him/ker or to know ths informant's identity
or statement, It is mandatory that any time confidential informant
information is provided; the Disciplinary Hearing Officer shali
ensure that the confidential information does not become known
ta other inmates. This information shall be marked confidential
and entered into cOMIS,

In cases where a disciplinary is written primarily upon
information from a confidential informant, the record myst
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contain the informant's signed statement in fanguage that is
factual rather than subjectively conclusive and njust establish
that the informant had personal knowladge of the matter,

d. In cases where the charging person is ahle to verity information
obtained from a confidentia) wformant, and the charging person
1as obiained independent carroborating evidenee of the event, it
is nat nevessary to peovide the jnformant’s name and statement to
the Disciplinary Hearing Officer.

£ n the event that the Major Disciplinary Hearing Officer uses ag
evidence an investigative report which is classified ag
confidential, the Disciplinary Heariy & Otfioer is responsible for
ensuring that the con fidential report is safsly returned 1o the
Disciplinary Hearing Administrator without becoming known to
inmaies or unauthorized staff. When describing the report under
"Lvidence Relied Upon," it is sufficient to uge the phrage
“"Confidential Report," and state the conclusion of the report
without detailing any of the specifics contained i the report.

Contraband and Other Physical Evidence - fphysical evidence is
involved in or crucial to the determination to be made by the
Disciplinary Hearing Officer (such zs Weapons or contraband), then
photographs and/or written, reports of that evidence will be presented to
and considered by the Disciplinary Hearing Officer, Following the
hearing, any contrahand may be disposed of pursuant to the Inmate
Property Contral Administrative Directive, but myust be described in
great detai! under "Evidence Relied Upon,” Photographs and written
reports should be entered into the slectronic offendear system and made a
part of the inmate’s permanent file,

Malingering

a. Certain Disciplinary Reports may require testimony from
healthcare staff such as when the inmate's defense is that he/she
Was toa il to abide by an institutional rule. Whenever 4 charged
inmate’s defense is iliness, the unit healtheare staff must pe
contacted to detemine whether the mmate was examined for &
compiaint of iilness and whether, in the opinion of the person(s)
who examined the mmate, the inmate was felgning liness or not
sufficiently il ro Justify a lay-in,

a A statement from the healthcare staff will be obtained either in
writing or by telephone, If written, the statement will be attached
to the Disciplinary Repart, noted under “Evidence Relied Upon™
and made a part of the inmate's permanent file, If by telephone,
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the statement should be recorded and, if necessary, repeated for
the recording device, and guoted on the Bisciplinary Mearing
Action Form {F-831-3) and, when available, in eOMIS under
"Evidence Relied Upon." I the proper eniry is not made under
"Evidence Relied Upon,® indicating the source and content of the
testimony from the healthcare staff, the disciplinary action will
he deemed invalid and expunged from the inmate's records,
Where ain inmale’s defense For failure to work is iliness and
healthcare staff reports that the inmate did not report to medical
ot subinil a sick call on the date of the infraction, the defonse
shall be found without merit as it is the responsibility of the
inmate to go to the healilicars staff for treatment of an iliness, If
the inmate did solisit treatment from medical staff, but was
cleared to report to work, the heaithcars report should be entersd
under "Evidence Relied Upon” and considered in conjunciion
with any other evidence available to the court. If the heaithcare
staff reports that the inmate was in fact too ifl to perform hisher
designated work task, the inmate shali be found not guilty.

When an inmate is already performing his‘her work assi gument,
and complains of itliess, the inmate should be sent or escarted to
medical. If the inmate receives a May-tn,"” then there should be
no Disciplinary Report. If the inmate is cleared by medical and
is ordered to go to work bur refuses, g disciplinary may be
written. If the inmate is sent hack to work and refurns to worlk,
he should only be given a disciplinary when the officer has some
conerste evidence that the entire episode was contrivad to harass
staff ar to temporarily aveid work. In such case, the heaWhears
staff must be contacted to determine whether, in the opinion of
the person(s) who examined the inmate, the immate was feigning
iliness. 1f any iliness was determined to he present, even though
not sufficient to warrant a lay-in, the inmate should be found not
guilty when the inmate returned to work sfler heing seen by
medical staff.

Upen contacting the healthcare staf? for information, the name
and statement of the person contacted must be entered under
"Evidence Relied Upaon,™

Damaging Property

a.

Any inmate who is found guiliy of destroying, damaging, or
intentionally misplacing property may be ordered to miake
restitution in the amount of the replacement coets or the value of
the property, depending upon individual circumstances as found
by the Discipiinary Hearing Officer.
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b. The Disciplinary Hearing Officer shai] levy against the
institutional account of the inimate for the reasonabie value of the
property intentionaliy destroyed, misplaced, o tie reasonable
value {0 repair intentionaily damaged propeny after making
mguiry to determine such valyes, The levy against the imate
account shall centinue unti] the obligation is fully discharged,

ooy In cases where the Disciplinary Hearing Officer finds destruction
or damage was cavsed by negligence as opposed 1o witlfulness,
tine Disciptinary Heartng Officer should determine whether the
inmate knew or should have knows that the behavior in question
would likely cause damage or destruction of the preperty,
whether the inmate acied in direct contravention of written or
verbal orders, or any other circumstances which reflact upon the
appropriateness of levying against the inmate accousnt,

d. The reasoning supporting any decision to order restriution for
damaged property muost be fully detailed under "Reasons for
Punishment” on the Disciplinary Hearing Action Form {F-831-3;
and electronically when available in 20MIS,

& The Disciplinary Hearing Officer shall not, under any
circumstances, order restitution between inmates, or berween
inmates and staff. Restitution shail only be used as a too] to
discourage the destruction or damage of property by causing
inmates i take fiscal responsibility for such destruction, damage,
or intentional misplacement,

K. Specific Prohibitions

H No Disciplinary Hearing Officer shall conduct hearings whan that
officer is the charging person or has firsthand knowledge of a particular
disciplinary episode.

2. No staff shall communicate to a Disciplinary Hearing Officer, by way of
suggestion or order, the finding or punishment that the Disciplinary
Hearing Officer should find. An exception is Mental Health staff
compieting a written 834 form {Menza) Health Form).

N A Disciplinary Hearing Officer is to make their decision based solely
upon the evidence presented thern in disciplinary court and i not to be
influsnced by staff or a supervisor abouf an inmate’s guilt or itmocence.

4 If the Disciplinary Hearing Cfficer is instructed as to making a finding
on a disciplinary or on the punishment 1o assess, hefshe shail disqualify



I 18228 Inmare Disciplinary Manual

25

LA

himself/hersalf from hearing that disciplinary and will report the
communication to the Disciplinary Hearing Administrator.

Any Disciplinary Hearing Officer who believes that he/she is unable to
render an objective decision in a particular case should request
disqualification from that case. In the case of the Discipiinary Hearing
Adminisirator, the request will be made to the Director.

When the use of indecent or vulgar language is used by an inmate in the
grievance process or there is a malicious use of the grievance procedure,
disciplinary zction may be filed against the inmate. Under such
circumstances, the Chief of Security or Assistant Warden, or theiy
designee, will determinz ifa Disciplinary Repart is warranted, If sa,
only the Chief of Secarity or Assistant Warden, or their designes, may
write and submit the report for processing. Under no circumstances
shall the employee, whe may be the subject of a grievance, write and
subinii a Disciplinary Report against the inmate submitting the
grievance,

PREA Considerations — inmates involved in sexual contact with an
emploves, voiunteer, contractor, vendor of the Arkansag Drepartment of
Correction, OR any smployees, volunteers, contractors end vendors of
another law enforcement/correctional agency that kave taken temporary
custody of an ADC inmate for the purposes of transport, holding for
court, contractual bed space, or other requirements, cannot he charged
with a role violation for this conduct. Under the Guidelines of the
PREA, inmates canmot consent to such contact and are considered
victims of a crime. In order to bring charges for sexual contaet with any
employee or other above categorized individual, the investigation must
show that forcible rape or Torced sexual contact occurred by the mate
towards the employee or agent. This does not inciude visitors or citizens
not acting in sore official capacity such as co-workers at a work release
site,

Records

Net Guilty Verdicts - Disciplinary Reports which resuft in 2 finding of
not guilty shall not be made a part of the inmate's permanent file
although such finding wilt be documented in eCMIS,

Expungements - Disciplinary Reports which indicate a finding of guil
and which are reversed by the Wardens/Center Supervisars, Dsciplinary
Hearing Administrator or Director are to he expunged from the inmate's
permanent file, but will remain a part of the offender’s slectronic record,
and wiil be forwarded to the Assistant Warden/Cenrer Supervisor for
filing as a matter of record. Such reversals shall also restore good time
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or class status which may have been reduced by the Major DHseiplinary
Hearing Gfficer.

(2]

Suspended Sentence — [nmates whe are found guiity of rule violations
and assessed punishment may receive A suspended imposition of the
sentence. In such cases, the Disciplinary Report will become 1 part of
the inmate’s permanent file, I the inmate is found guilty of anather rule
violation during the peried of a previously Impased suspended santence,
the suspended punishment must be revoked and imposed and additional
punishiment pursuant to the subsequent disciplinary episode tnay also be
imposed. The punishment may be made consecutive,

4. Guiity Verdicts - Al disciplinary hearing report forms which render a
verdict of guilty shall be transmitied by the Disciplinary Hearing Officer
to the Supervisor of Records whe will provoptly note the action takes
against each inmate, The Supervisor of Records shall make whatever
changes are required regarding statutory good time, meritorious good
time, paroie interview date and institutional status and cause them to he
made 2 pait of the inmate's permanent file.

M. Major Disciplinary Forms

The Major Disciplinary Forms consist of six (6) separate forms. The Major
Disciplinary Forim (F-B31-1), the Drsciplinary Hearing Action Form (F-831-2), and the
Disciplinary Hearing Action Form (F-83 1-3) must be completed entirely pursvant to
svery major disciplinary hearing, regardless of the verdict. Data related to each form
should be entered and maintained clectronically when available in eOMIS. The ISSR
100 electronic printed form shall contain all data found in F-831-1, F-831-2 and F-g31-
3 after data entry.

L. The Major Disciplinary Form {F-831-n

a The charging person is responsible for providing the Major
Disciplinary Hearing Officer with accurate reports of rule
viotations. All information pertaining to the chargs(s) must be
detailed by the charging person. The charging person must ¢ 2
an affirmation regarding the accuracy of the charges.

b The notification officer must indicate histher name and the time
and date the inmate was notified of the impending major
disciplinary action, The inmate may call witnesses at the time of
notification by informing the notification otficer of those
individuals he/she wishes io call as witnesses. The notification
officer shouid then iist the witnesses called and instruct the
Inmate to sign the form under "Witness Statements.”" 1fihe
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inmate refuses to sign, such refusal should be noted wirh the
initials of the notifying officer.

The Chief Security Officer (Building or Field Majors or their
designees) must review sach Disciplinary Report srior to a
hearing for screening purposes, Afler indicatin & the appropriate
decision, the Chief Security Officer must initial and date the
form under "C.8.0. Review."

There must be an indication of whether an extension was granted
and, if so, whether the extension form was completed,

The Disciplinary Hearing Officer is reminded of the policy on
Counsel Substitutes. When assigned, it shouid be so indicated
and the neme of the Counsel Substitute entered, When not
assigned, the appropriate space should be marked.

A copy of the Major Disciplinary Form (F-831-1 or 1S8R 1003
shall be forwarded to the inmate.

2. The Disciplinary Action Form {F-831-2)

A.

=0

The Major Disciplinary Hearing Officer must ensure that al}
information at the top of The Disciplinary Action Form (F-831-
2} is correct, Care should be taken to note the tims when the
hearing starts and stops. [fthe fnmate refuses to attend, there is
s rerminder that the waiver form must be completed. In all cases,
the inmate’s plea will be entered accurate] Y.

Staternents made by inmates in their defense or otherwise should
be entered in as great detail as possible under "Inmate's
Statement."

Under "Questions,” the Disciplinary Hearing Officer should
indicate the general line of questioning pursued. The
Disciplinary Hearing Officer should prebe for any and all
additional informaton which could aid in teaching a fair
determination of fact.

The Disciplinary Hearing Officer must indicate the verdict
reached and, if applicable, the punishment assessed, and shal)
indicate the class that the inmate may be placed in,

Under "Factual Basis for Decision," the Disciplinary Hearing
Officer must give a short statement of the facts as the
Disciplinary Hearing Officer perceives them after reviewing ail
of the evidence. This section should not be confused with
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"Evidence Relied Upon" or "Reasons for Panishment." This

should fnclude a sammary of the reasons for finding the inmate
guilty or not guilty, In fulhliing this funclion, it is not sufficient
to adopt and copy the exact wording of the Disciplinary Report,

f, The mimate must he provided a copy of this form,
3. The Disciplinary Action Form {F-831-2)

a. Under "Evidence Relicd Upon,” the Disciplinary Hearing Officer
must include a Iist of the individual pieces of evidence that were
relied upot in reaching a disposition. Shorthand phrases such as
"Officer's Statement® will not he sufficient 1o perform this
function. The evidence must not only be described, but must be
explained. The content ol any evidence relied wpon should be
given, Thus, ifa charging person's report is 1o be relied upon,
the Disciplinary Hearing Officer should so state and then proceed
1o capiain exactly what it was in the persan's repart that the
Discipiinary Hearing Officer relicd upon. In cases wherg
weapons or contraband are invelved, a notation should be made
ir the proper siot indicating the form in which it was observed
and further describing the item with particularity,

b. In any case where the Disciplinary Hearing Officer makes a
finding of guiity notwithstanding the fact that there was some
evidence which purported to exoncrate the inmate, the
Disciplinary Hearing Officer must inciude a statement indicating
the reason why such evidence was discotnted.

€. Under "Reasons for Assessment of Punishment,” the
Disciplinary Hearing Officer must state why ha/she felt the
particutar disciplinary warrantad the punishment assessed.

H is not enoogh to state, "nature and seriousness of offense and past bistory.” 1 is
important that the Disciplinary Hearing Officer keep in mind that the purpose
served 15 that of providing an independent reviewing authority with an adequate
basis from which 1o determine why a particular inmate received the particular
punishment imposed, Special care should be glven to document reasons for
differences in punishments given to different fumates in the same incident. Factors
to be weighed in assessing the punishment should include, but not be limited o the
seriousness of the offense and the extent to which the offense threatened
institutional security; the number of major disciplinaries received by the fnmate for
similar offenses, the overal! institutional record of the inmate; the attitude of the
inmate including histher witlingress to cooperate fully with the Diisciplinary
Hearing Officer; pevsonal facters which may have influenced the inmate 1o beliave
peerly (i.e, death in the family); inmate's willingness or lack thersof to retum to
work and perform as expected; any hostility which the inmate may have exhibited
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toward the Disciplinary Hearing Officer; any remorse the inmate may show
regarding histher behaviar: any effect a contemplated punishiment may or may not
have in impressing upen the inmate the need for behavior modilication; any effect a
coniemplaied punishiment may have in terms of rewarding the inmate with a second
chance if the Discipiinary Hearing Officer believes behavior will improve as a
resuit thereof’ the class status of the tnmate should be kept in mind when asscssing
the punishment (punitive time may not be necessary for a Class 1 inmate if the
Disciplinary Hearing Officer feels that a class reduction would sufficiently impress
upon the inmate the prohibition against the particular behavior), As mentioned, the
above are suggested factors to take into consideration when assessing punishment
and are by no means exliaustive. The Digeiplinary Hearing Officer shauid stay alent
o any mitigating or aggravating circumstances associated with a pariicular
disciplinary episode. The Disciplinary Hearing Officer inust initial the "Reason for
Punishment” in the appropriate space.

d The Disciptinary Hearing Officer must credit the inmate with any
time spent in Restrictive Housing as a result of the behavior
which is the subject of the disciplinary againgt any assessed
Punitive Isolation sanction. For example, an inmate assigned to
Restrictive Housing when the behavior oeeurred does not get any
credit; but an inmate who is assigned to Restriclive Housin g
from general population as 2 result of the behavior that result in
the disciplinary being written will he given credit for the number
of days in Restrictive Housing at the time the sanctions zre
issued. This credit does not extend the number of days of
Punitive Isolation that may be assessed. {Nor does the lack of
Punitive Isolation days determine whether an inmate may be
assigned to Restrictive Housing pursuant to that policy.)

e A reminder is included regardin g the proper procedures for
informants and alfeged malingers.

f. The inmate, having been informed of the right to appeal, is
instructed to sign the form indicating that he/she understands the
right to appeal. Ifa Counsel Substitute has been assigned, hefshe
should also sign. If an inmate refuses to sign, the Disciplinary
Hearing Officer should so indicate by initialing the slot reserved
for the inmatc's signature,

z. The Disciplinary Hearing Otficer must sign and date the
disciplinary form.

h, The inmate must be provided a copy of Discipiinary Action
Form (F-831-3).
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4. The Major Disciplinary Appeal Form (F-831-4)

a. The Major Disciplinary Appeal Form is self-explanatory, The
inmate is to check yes beside “Punitive Isolation” if the appeal iz
in reference te a finding of guilty on 2 particular disciplinary
episode which resulted in the imposition of Pusiitive Isolation as
a disciplinary measure. This is desigried 10 aid the ininate who
has heen sentenced 1o g relatively lengthy isolation period and
who may have a valid appeal pertaining to guill andior
punishment, The Warden/Center Supervisor should prioritize
thess appeals,

b Inmates serving short periods of punitive time should not be
discouraged from utilizing the procedure, as their appeals will be
expedited by the procedure. Inmates not servin £ punitive thne
are not permitted to mark ves besidz "Punitive Appeal".

. Appeai Forms will be available with carbon copies, and the
original shall be submitted for the appeal. The copies remain
/ith the inmate and will be submitred if the original is not
returned within the policy’s timefiames,

5. The Disciplinary Extension Form (F-83i-5)

The Disciplinary Extension Form enumerates six (6) legitimate reasons Sr the
granting of an extension, Ifthe Disciplinary Hearing Officer or Warden/Center
Supervisor grants the extension, a copy of the signed Form F-821-5 must be
forwarded to the inmate,

&, The Waiver of Disciplinary Hearing Form {F-831-6)

Physical force shall not be used 10 secure the presence of the inmate before the
Majer Disciplinary Hearing Officer. All inmates shali be afforded the opportunity
to be present hefore the Major Disciplinary Hearing Officer unless thay waive that
right in writing or through behavicr. In the event an inmate reflises to appear, the
"Waiver of Disciplinary Hearing Form" must be filled out. The inmate will not be
subjected to any further Disciplinary Reports as a result of availing himselfherself
of the walver procedure.

VIHI. MINOR DISCIPLING:

4, Minor Diseiplinary Reports — (Form F-831.7 and Elecironic Form I88R 102y
shouid be used as a tool to discgurage less serious misconduet, The rule
vielations for which an inmate may receive a Miner Disciplinary Report are
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identical to those viaiations for which a Major Disciplinary Report may be
written. Minaor discipling reports are withia the discretion of the charging
person. Their purpose is to sufficiently impress upon thie inmate the need for
behavior modification without burdening the inmate with the stigma that
attaches to Major Disciplinary Reports.

B. Due Process — The due process considerations inherent in the major disciplinary
process shall not apply to minor disciplinariss; bowever, the inmate shall he
allowed to be present and te make a statement in his/her heha!f.

C. Minor Disciplinaries

! Each Usnit Warden of the Department shall astablish and designate a
Minor Diseiplinary Officer to hear and dispose of any and all minor
infractions of institutional riles and regislations.

2, The Minor Disciplinary Officers at sach unit shail be nominated hy the
Chief Security Officer of the Buitding or Field and approved by the
Warden/Center Supervisor, The charging officer cannot serve as the
Minor Disciplinary Cfficer on any charges hefshe initiated or witnessed

3. An officer must have attained the rank of Lievtenant with at leas: three
(3) years of experience as a carrectional officer to sarve as a Minor
Disciplinary Officer,

4, The Minor Uisciplinary Officer will hear charges as often as necessary
and at a piace and a time convenient to expeditiously administer the
mstitutional minor disciplinary fimetions. These hearings will hs
condueted within seven (7) business days of the incrdent,

3. Upon hearing the charges against the inmate, the inmate’s defense and
testimony, the Minor Disciplinary Officer shall render his/her decision
as to guilt or innocence and the appropriate action (G be taken,

6 The Minor Disciplinary Officer, upon deterironing that an inmate is
guilty of a minor violation of institutional rules and regulations, may
take any or all of the following actions:

a, Wam, reprimand, or excuse the inmate.
b. Revoke privileges for up to twenty (20) days.
c. Assign extra duty {extra duty will be useful work that is not

intended as harassment), No inmate shall be worked past s
reguiar bedtime nor will he be allowed to do any extra duty
assessed himn by the Minor Disciplinary Officer in lien of his
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il

12.

13,

SANCTIONS:

Any employes

regular work assignment, Extra duties must not exceed two (2)
hours per day and a maximum of ten (16) days,
At no time shall ar inmate be putin Punitive [solation by the decision of
the Minor Disciplinary Officer. Geod Thme and Class Status shall not
be reduced by the Minar Bisciplinary Oficer,

Disciplinary action should be taken by the Minor Disciplinary Gificer as
500N as possible after the discovery of the viglation, Any mingr
diseiplinary action which has not besn heard alter seven (7) business
days shall ke dismissed,

The Minor Disciplinary Form {F-831-7) shall he filled out in its entirety
for each infraction and eniered electronically when available jn eOMIS.

Minar Disciplinary Reparts will not be made a part of the inmate’s
permanent file, but it will be recorded in the Offender’s electronic
record. Aller the Mingr Disciplinary Officer hag completed his/her daily
functiens, the minor Bisciplinary Reports shall be forwarded to the
Chisf Seenrity Officer for separate filing as a matter of recorg,

Oace the Miner Disciplinary Officer hag disposed of a minor
disciplinary, the decision shall not be changed or aitered in any Imanner
by the Mingr Disciplinary Hearing Officer,

Findings of the Minor Disciplinary Officer may be appealed to the Chief
of Security, and his/her decision is final. The Chief of Security may
affirm, reverse or modify the desision of the Minar Disciplinary Officer.
The Chief of Security may not uphold a sanction that imposes Punitive
Isoiation, or a reduction of Good Time or Class Status of an inmate.

The Chief Security Officer must subsnit to the Warden/Center
Supervisor a montily report of the minor disciplinary actions, The
Warden/Center Superviser must maintain a file of these reports and have
them available for review by the Disciplinary Hearing Administrator,
The Warden/Center Supervisor and Disciplinary Hearing Administracor
must ensire that each inmate iy treated fairly and equitably.

who violates this policy will ba subject to disciplinary action which may

include termination.



| 187-28 Inmate Disciplinary Manual

33
F-831-1 ARKANSAS DEPARTMENT OF CORRECTION AR 831
= Unit
MAJOR DISCIPLINARY
inmate S e = L ADCH Assigniment - =
Class 15 being charged by ) Title
with rule violation(s) Time & Date

NOTICE OF CHARGES

(I affirm that the information in this report is true to the best of my knowledge)

s gnature of Ch;rging Officer

NOTIFICATION: Gfficer ... Date & Time Notified

Inmate’s Signat_m’c
Witness: YES NG

List of Witness:

C.S.C. REVIEW: Reduce__ Dismiss___ To Disc. Court__ Iniiai_ e e
EXTENSION: No____ Yes  ; Has extension form been completed? 3 ~ =
Presentation by Counsel Substitute is required when it is determined that the inmate is illiterate or
incompetent or that the issues are ex{raordinarily compiex.

COUNSEL SUBSTITUTE Assigned (Name) R S
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i-831-2 ARKANSAS DEPARTMENT OF CORRECTION AR 831
S UNIT
BISCIPLINARY HEARING ACTION
Inmate " ) ADRCH Unit o
Rule Violation{s) ~ e DaterTime of Al Heged Otfenses) ) N
Hearing Date c Time: Start e End _—_ -
Recorder Tape #___ _ Side . Meter: From Teo -
Plea: - . w e Attendance Waived: Yes_
Has waiver form been o comp%eted?
inmate's Statement:
Signature of Inmate o
Court Questions; == D
Verdict . . Pumishment._ T

Factual Basis for Dec1smn {Thls isa sho?eynépi:ihs—éf the facts as_t-hferDiscipliﬁary Hé;iﬁ'ng Officer
perceives them afler reviewing zil of the svidence.)

Disciplinary Hearing Officer 's Initials
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F-831-3 ARKANSAS DEPARTMENT OF CORRECTION AR 831
- e UNIT
DISCIPLINARY HEARING ACTION
Inmate o — ADCE__ Date o
Evidence Relied Upon:
i
2.
3,
4.
5.
b.
7. If refevant, contraband observed: Actual Ttam Photo Receipt_
Deserion N

Reasons \_?;’Eyinw}‘m'(n);manen Purporting 1o Exonerate Inmate Was Discounted:

Reasons for Assessment of Punishment.

Disciplinary Hearing Officer 's Initials

The Disciplinary Hearing Officer is reminded that if an informant provided firsthand
information in the case, then thal informant's name and written statement must only be
presented te the Disciplinary Court. This information will be retained with the Disciplinary
tape by the Diseipiinary Hearing Officer Administrator, also, if an inmate claimed to have been
sick, the opinion of the infirmary examiner must be ghtained.

I have read this report and understand that | may appeal to the Warden about any decision
made in this mater within fifteen {15} days by completing the "Disciplinary Appeal” form.,
Inmate’s Signature o .. Counsel Substitute~ )

5i§ci})iinéry Hﬁ—a;ﬁ Officer - [ affirm that the information is true fo the best of nTy knowledge.
Disciplinary Hearing Officer

Sigmna—t—l.t;’e B o " Daws



J' 187-28 Inmate Disciphnary Manual
36

F-831-4
Major Disciplinary Appeal Form

Inmate Name . . __ADCH

Unit/Centar ] LPunitive Isolation Yes
Mo

Disciplinary (date) ) . by (charging officer)

Appeal to Warden/Center Supervisor. Note, if you do not agree with the decision of the
Date Disciplinary Hearing Officer, you have 15 business days from reosipt of discipiinary
action to appeal to the Warden/Center Supervisor,

Warden's Decision: Affirm Reverse __Modify (See attached if
maodified.)
Signature: Date -

Appeal t¢ Disciplinary Hearing Administrator {DHA}. Note, if you do not agree with
the

Date  tusponse of the Warden/Center Supresvisor, you may apreeal to the Diseiplary Hearing
Administrator within 15 business days of receipt of the Warden/Center Suprervisor’s

response,
DHA’s Decision: Affrn Reverse Modify {See attached if modified,)
Signature, R __Date -

Appeal to Director. Note, if you do not agree with the Disciplinary Hearing

Date Administrator's Tesponse, yol may appeal to the Director within 15 business days of
receipt of the Disciplinary Hearing Administrator’s decision,

Director’s Deeision; Affirm Reverse Modify__ {See attached if
modified.)

Signature: : Date

Notice to lemate:  This formis ro be used for all appeai levels and responses, Briefly
state reasons why conviction or punishment shoutd be reversed or nwdified, This
information will be considered at sl three levels of appeal. Only information that is
contained within this space cn this form will be considered:

Inmaie's Sygnature Date -
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F-831-3 ARKANSAS DEPARTMENT OF CORRECTION AR 831
o
" DISCIFLINARY EXTENSION ?()L;.\I:i
T
FROM.
RE:  Disciplingry Dated o Forruteviclationtsy
DATE:

This is to inform you | am extending your Disciplinary Hearing for a period of ___ *additionai
working days for the following reasons:
{ ¥ lnmate is out to court/hospiial, or otherwise off the Univ/Center,
() Awaiting the decision of the prosecuting attorney regarding the filing of a
felony charge.
{ } The case requires Inore extensive mvestigation. The following is needed:

{ } Volume of Disciplinaries scheduled for hearing is excessive and more Hme is
needed to ensure a fair determination in each case,
{ J Emergency situation exists at the unit.

Retroactive extension:

( } Escaped inmate, nst in custody. Returned to Unit _
Daic Time
vSi‘g_né——t{tr*ei_\fﬂr_davﬁa};;Supervi50;, T)E;i_piinary Hearing Officer Date  Time
Copy delivered to inmate by: p—— o on o
Signaturs Date
cer File

*An Extension may be granted up to five {3) business days. [f greater length of time is needed,
then the extension must be renewed and will not exeeed five (5) days per extension. The
Director must approve any extension over thirty (3G) days total.

Direcior's Signature - Date Lcnéﬁ? ot Exfension

This extension will expire on D . at
Date Time
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F-831-6 Arkansas Department of Correction ARE31
S o Unit
WAIVER OF DISCIPLINARY HEARING
Date of Disciploary e e o -
Fimage o
Rule Violation{s)

R —————

[, nmate LADCH

walve my rightto a hsaring.” o

I agree to this of my own free will, without coercion from any emploves of the Arkansas
Depariment of Correction.

Signed: S ADCH —
Officer Witness: e, DTS = =
Time:

Nots: If the inmate reflses to attend the hearing and refuses o sign, compiste section below

Inmane CADC#

e et et

refused to éiiéﬁdnlh‘é'hearin ¢ and refuses to sign the waiver form,

Date: e Time:

Signature of Officer witnessing refusal-

Reviewed by Warden/Center Supervisor or designee: A
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F-831-7 Arkansas Departinent of Correction AR B3]
) R Unit
MINOR DISCIPLINARY REPORT
Date Time Reposting Officer
Name of Inmate: . - Number __ _ Job =

CHARGE OR QFFENSE:

DISPOSITION {Check One)

Extra Duty S

~ (Describe Briefly)

Loss of Privilege ST
{Describe Brietiy}

Waming & Reprimand

-{Descrﬁée Briéﬁyf'
Not Guilty

Disciplinary Héa?iﬁg Officer

Hearing Date/Time_

Date Penalty Served Skift Supervisor
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Arkansas Department of Correction

ADMINISTRATIVE DIRECTIVE

SUBJECT: Facility, Program, and Court Ordered Tours
NUMBER: 18-XX SUPERSEDES: 16-29

APPLICABILITY: Al staff, especially those involved in
the management of facilities and programs

REFERENCE: AR-009 Public & Community Relations PAGE:10of7
AD 2016-32 Inmate Panels

APPROVED: EFFECTIVE DATE:

i POLICY:

1t is the policy of the Arkansas Department of Correction to establish gudelines
regarding tours of the various facilities and programs of the agency.

il PURPOSE:

In the interest of informing the public of the operations of the Department, the
nature of its facilities, and the various programs designed to advance the
Department’s goals of safety, security, and rehabilitation, it is the policy of the
Arkansas Department of Correction (ADC) to make its various facilities and
programs available to be toured by qualified educational, civic, and community
groups. These tours will be conducted under staff supervision in such s manner
as to ensure the safety of the visitors, and to allow the visitors to observe the daily
operations of Department’s facilities and programs to the greatest extent possible
consistent with the operational needs of the facility or program. In addition, from
time to time an Arkansas court may enter an order directing that an individual
subinit to a tour of an ADC facility. It is the policy of the Department to
accommodate these court ordered tours in a manner that is consistent with the
safety and security of both the individual and the facility.
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HI.  PROCEDURES:

A. Scheduling Guidelings

1. All group tours will be arranged through the Public Information Office.
All group tour requests will be made utilizing the attached form ard
st st beappros edbe spproy ed by both the Public Information
Officer and the Warden/Center Supewisor/Program Aduministrator prior
to the visit. A copy of this directive will be provided to the group
-i'e:‘ﬁ»w:-fcmiiﬁ%fi_f*ﬁtﬁﬂi%&ﬁg&&}:&;}gg; YO uesting a tour. Allowable
Eroups generally include Public and Private High Schools, Colleges,
Universities, Juvenile Delinquency Programs, Government Officials and

tommunity organizations.

2. Normally, group tours will be scheduled to begin at either 9:00 a.m_ or

1:00p.m., Monday through Friday. Special tour days and times may be set
by the facility Warden/Center Supervisor/Program Administrator.

3 The minimum age of those persons touring a facility will be 14 years of
age. If a request to admit 3 tour participant that is younger than age 14 is
received by the Pyblic Information Officer, that request wifl be reviewed,
and either approved or denied by the Director or the Director’s des; gnee.

B. Tour Guidelines

L. Personnel at the facility in charge of the tour will be experienced
personnel who are aware of the needs of the group touring the facility, The
Warden/Center Supervisor/Program Administrator, or his/her des; gnee,
will ensure that appropriate personnel are assi ened.

2. If requested, and approved by the Warden/Center Supervisor/Program
Administrator an inmate panel may make a presentation to the group
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either prior to or following the tour.
C. Guidelings for ¢ redpMemharsuoup Meanber,

1. Group members shall dress in a manner that is respectful of ADC staff, the
inmate population, and the professional correctional environment
maintained by the ADC, ﬁf@l!{'aggmsil_m&ﬂgﬁzﬁg bt is 0ot limited 1o
bRBrief cut, provocative o aher srinappropriate clothingswill-netbe
P ed—Ne; vuch s halter-tops, tank tops, hats, shorts,
miniskirts/dresses, see-through clothing, leggings, jeggings, Hiprop-tod
shoes Jops or camouflage attire mav-be-wers. No sleeveless tops are
allowed because shoulders must be covered at ali times, Clothing
containing metal (such as snaps, buttons, buckles, under wire, ete.} should
be avoided as those items may prevent the visitor from clearing certain
security devices, cause delays and lead to additional searches or result in
denial of entry to the facility. Hairstyles with metal pins may also result in
denial, or delay, if unable to clear security devices.

2. All persons, property, and vehicles eniering State property shall be subject
to search. Anv refusal to comply with searches will result in denial of
current and future entry into the facility.

3, Members of tour groups will not be permitted to give any inmate meney,
gifts, food or any other items. te-aive-tripate. THE FURNISHING OR
INTRODUCTION OF ANY PROHIBITED ARTICLE INTQ A
DEPARTMENT FACILITY IS A FELONY. THIS INCLUDES
TOBACCO, ANY SMOKING PARAPHERNALIA, ELECTRONIC
COMMUNICATION DEVICES, ALCOHOL AND/GR DRUGS.

Note: Members of tour groups will be allowed to carry in only the
following items: identification, car keys, jewelry {being worn), and
a notebook and ink pen or pencil if the tour is for an educational
purpose. No cell phones or other electronic devices are allowed. A
Warden/Center Supervisor/Program Admunistrator may place
additional restrictions on itemns that can be brought into the facility.
All members of tour groups must successfully clear the facility’s
entrance procedures.

4, Any member of a tour group under the influence of ajcohol and/or drugs,
or who knowingly brings, or attempts to bring, any alcohol, drugs,
tobacco, electronic communication devices, etc., into the institution, or
upon its grounds, may be detained for arrest by the appropriate authorities
or removed from the institution grounds immediately. The incident shall
be reported to the Arkansas State Police for potential criminal
procecdings. In addition, such mcidents shall result in the indefinite
suspension of all tour and visitation/telephone privileges of such person(s)
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and or the Sponsoring organization. Former ADC employees and former
Contract employee, designated as “not eligible for rehire,” shall not be
approved for facility tour for a period of three (3) years from their last
date of employment or contract work.

D. Procedures for Court_grdg_'eg Tours

i All Court Ordered Tours will be scheduled through the Publjc Information

2. All Court Ordereqd Tours will be conducted at the Cummins Unjt (male) or
the McPherson Unjt (female). Other units may be designated on a case-hy-
case basis for Court Ordered Tours by the appropriate Deputy or Assistant
Director, Each designated unit wil] adopt a Unit Policy governing such
Visits and provide the current Unit Policy to the Public Information
Officer.

3 Offenders wiil arrjve at a set time by Unjt policy, with their sentencing
order, and a government-issued picture LD,

appropriate Probation/Paro]e Officer will be notified. In addition, any
court ordered visitor who tests positive fiy; an illenat Slestailce_guﬂ_ggji_rﬂ

on a drug test will not be allowed to drive on ADC _Propers.

area by a person of the same gender, who will perform the strip search. All
searches will be conducted in an areg SEparate and private from Inmates
and other staff, if possible, and in such 3 Wway as to ensure tact, privacy,
and a minimum of embarrassment. [f contraband is discovered, it will be
taken by security staff and the court ordered visitor wilj he allowed to
dress. Established procedures wil] be followed in dealing with the

) Court ordered visitors will be dressed in clothing readily djfferentiating
them from the regular inmate population.
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7 All court ordered visitors wiil speak to an Inmate Panel, in addition ta
touring the facility.

8 At the end of the day, the court ordered visitor will fill out a Completion
of Court Ordered Tour Certification Form {Attachment 11). A copy of this
form will be sent to the Public Information Office who will in turn provide
it fo the appropriate Parole/Probation Oftficer.
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Attachment |

ARKANSAS DEPARTMENT OF CORREGTION
TOUR REQUEST FORM
Qne (1) form must be completed per unit. No mors than 20 individuals are aflowad in g group,
and no one younger than 14 is allowed unfess approved by the Director or Management
Teamgesicnee,

e - B —

"Name of |
| Requestor and ——— — Organization |
Title o = N - Name I |
Organization
Address e B - |
|
!
| Contact Phone No Contact Emaii

| Total Number
Total Number of Participants Including Staff e Under 14 y/o

Are any tour participants former ADC employees or former contract employees? [ ves [J No {
If yes, please list: !

{
|
| Inmate Panel Unit/Program to be .
|Requested? _Oyes ONo  Toureqd* _—
Requested ) _ |
Date(s) & Times*

Purpose of the
Tour

S e T ——

* - Avallability is subject to change. Please contact the Public Information Office ai 870-267-6385
for a current list of available units/programs and possible start times.

_"FOR DEPARTMENTAL USE ONLY*™"

T T T T

l —

. Date Received Received By
| [J Approved |
| O Denied ——w o - = |
Public Information Officer Date |
| O Approved }
!

! 11 Denied
i

| Warden/Center Supervisor/Program Administrator Date

if Under 14 vio
| O Approved
| O Denied

. Director or Designes Date |
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- When required, all officials must APPROVE the request before the four can pe confirmed
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Attachment |
ARKANSAS DEPARTMENT OF CORRECTION

COMPLETION OF COURT ORDERED TOUR FORM
DATE: —
THISISTO CERTIFY THAT —_— o _ REPORTED TOTHE S UNIT
ASORDEREDFROM““_ ________“ﬁCOUNTYONm“ =

AND DEPARTED ON ==

~ SIGNATORE ~— — 'DATE

~ WITNESS . DATE

SEAL



