Following are administrative directives and administrative memoranda issued by Arkansas
Community Cotrection with an effective date from Apel 1, 2018 through June 30, 2018.
Policy & Procedure Development AD 18-11 (effective 4/30/2018)

Internal Affairs A 18-09 (effective 4/30/201 8)

Rescarch & Program Evaluation AD 18-19 (effective 5/24/2018)

Acceptance of Gifts, Grants and Donations AD 1807 (effective 4/30/2018)

Health Care Co-Pay Program A 18-22 (effective 6/25/2018)

Fraud, Waste and Abuse of Resources AD 18-21 (effective 6/11/2018) This replaced the “Resource
Control” AD

Medication Assisted Treatment of Opioid Substance Use AD 18-04 {effective 4/9/2018)
Resident Conduct AD 18-01 (effective 4/16,/201 8)
Code of Ethics & Rules of Conduct AD 18-23 {effective 5/30/2018)

Performance, Goals and Compensation System (PGCS) AD 18-18 (effective 5/18/2018) This
replaced the Employee Performance Evaluation AD

Fqual Hmployment Opportunity & Affirmative Action Program AT 18-13 (etfective May 28, 2018)

Procurement and Receiving AD 18-08 (effective March 16, 2018)
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Code of Iithics & Rules of Conduct AD 18-23 (eftective 5/30/2018)
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Two Union Nuational Plazs Building
105 West Capitol, 3rd Floor
Little Rock, AR 72201-5731

501-682-9510 (office) 501-682-9513 {fax)
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Policy and Procedure Development

TO: Arkansas Community Correction Employees

FROM: Sheila Sharp, Director

SUPERSEDES: AD 15-i216-24

APPROVED: Signature on File EFFECTIVE: December3t2016April

I. POLICY. ACC will produce and maintain sebhicientpelernolicies and
procedureprocedures to guide the activitics of staff, agents, and offenders; and where
appropriate, visitors. Agents are volunteers, interns, contractors, and vendors.

II. EXPLANATION. Written policy and procedures are essential to the operations,
management and review of Arkansas Community Correction. All ACC policy must meet
state and federal laws, Executive Orders, Board of Cotrections’ guidance and legislative
requircments.

ITI. POLICY FORMATS. Policy formats used by ACC include:
A. Administrative Regulations.

Administrative Regulations are official statements of general applicability that guide the
agency. Administrative Regulations are the agency’s rules and must be promulgated
according to the Arkansas Administrative Procedures Act.

Administrative Regulations must be approved by the Board of Cotrections, the
Governor’s Office pursuant to Executive Order 15-02, and the Arkansas Legislative
Council prior to implementation.

B. Administrative Directives.
Administrative Directives are official statements for internal agency management that

explain Administrative Regulations, laws and policies and sct specific procedures for
their implementation. Administrative Directives must be approved by the Dircctor,



IV,

C. Administrative Memoranda.

Administrative Memoranda are official statements specifying procedures for applying an
Administrative Regulation or Directive, a law or policy to a particular area of operation.
An Administrative Memorandum may also be issued to establish day-to-day operational
procedures not specifically covered by Administrative Regulations, law or policy. The
Director, Chief Deputy Director, Deputy Ditectot or Assistant Director responsible for
operation of that area must approve or author the Administrative Memorandum.

D. Manuals.

Manuals are official statements that provide supplemental direction and procedures
compatble with applicable law and policy.

E. Other Formats.

Other formats may be used where needed such as guides, handhooks, operating
procedures and post orders.

RULES - PERTAINING TO AGENCY DOCUMENTS

A “rule” means an agency statement of general applicability and future effect that
tmplements, interprets, or prescribes law ot policy, or describes the organization, procedure,
ot practice of an agency and includes, but is not limited to, the amendment or repeal of a
priot rule.

"Rule" does not mean:

¢ Semest-eeneetiings stalement that concerns the internal management of an agency
and that dedaocs not affect the private rights or procedures available to the public;

*  Pechratorrrubingsy declatatore ruline issued pursuant to Ackansas law section 25-15-
206; or

* Intra-agency memoranda.

A rude will expire after 24 yvears unless it is extended throueh die nide makine nrocess

pussuant to Achansas law 25-13.402,

POLICY REVIEW, REVISION AND CREATION.

A. Policy Review and Creation in General. Policy creators and reviewers should
consider how well the policy conforms to laws, Executive Orders, other ACC policy,
ACA standards and efficient operation of the ACC. (2-CO-1A-05; 2-CO-1A-17; 4-
ACRS-7B-08}
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——G____B. Annual Policy Review. The ACC Management Team must ensure

Administrative Regulatons, Administrative Directives and applicabic manuals that
pertain primatily to their areas of responsibility are reviewed annually. The “Appeed
Policy Heviewand Forms” page on the agency intraner kstecan be used to “vicw” the

policies and manuals each Management Team member of their designee s responsible
tor reviewing: for the annual poli

This review must be documented using the torm(s) available on the agency intranet. This
review must be completed no later than June 1 for the proceeding 11-month period.

Deputy Directors, Assistant Directors, Area Managers and Center Supervisors must
ensure written guidance they produce is reviewed annually, and this review is
appropriately documented.




e 1 C. Recommending and Pi‘ocessi11.-:_13<)lic-..- Revisions and New Policy. Al
Polictes, Procedures and Manuals are posied to ihe Policy and Forms 1ab on the ageney

Iiranct Management Team Members assioned 1o conduct the Annual Policy Review

are responsible for submicting revisions 1o existine policics /rules /maauals o for

The

development of any new bolicies / sules /manuals that may be deemned NECUSSATT.
agency intranet > Policy and Forms > Policy Review Committes website will inelude

any revisions that mar already be in progress 0 any recommendations for revisions can

be considered in light of edis already proposed.

Any employee may submit proposed revisinns theoueh the supervicion chain (o the

Depury Direcror Ievel. Appronriate subject matior cxnerts supervisors and managers

may be asked 1o review, edit and comment oo the propesed polic v revisions EOE T

submission to the Polic v Committee.  Onece revisions are made, the ans plicabie

Management Team Member must non fv the Agency Policy Coagdinator thag the

rule is ready for consideration by the Agency Policy Committee. (4-ACRS. TR0

The Policy Section Coordinator or another person designated by the Lcvuty Dirccior of

Commugications and Public Affairs will be primarily responstble for coordinating the

tinal review of cach policy on the Policy Review Committee website,

3. Policy Review Committee, The ACC Director v will appedng at les number of

cach agency division o serve on 2 Policy Review Committee, 'i he Pohu" Reviow

Commtitee will meet as LECessary 1o review changres to existinge or new polictes /rules,

Ahe Depure Phrecior of Communicanons and Public Afairs will serve ay Chamrperson of
the Policy Review Committee. The Ageney Policy Coordinator and/or Dreputy Direcior

of Communication and Public Affaiss MAY Make non-substantive cdits (o submissions (o

improve consistency, clarity, and accuracy.

The Agency Policy Cootdinator will forward commirtee metnbers an agenda containing

L to items o be reviewed at least 3 davs 1 advence of the established mectin.

Committee members must read cach proposed pulicy priog (o the mecting. They

should make any recommended edits using “teack chanves” and add rheir commonts as

appropriate.

At the mectiny the committee must decide to:

* aceept the policy as submitted

* _accent the policy with minor revisinns ar

® return o the Management Team Membor to address concerns identified by the




he Agency Policy Coordinator will route all frems recommended for approval by The

Poliey Review Committee to the Chief Deputy Director and Dircetor for final

approval/signature.

L. Durinp annual policy reviews. the Deputy Director of Commmunications apd Public

Adfaire must gnsure ageney rules that will expive betore the end of the nes Faeal Vear

due tothe 24-vear limit arg roviewed and rencwed theoneh the Admipistrative

Procedures Agt process ar the Direcior approves of allowine the sule to CXpL,

F. Review After Regpruiar and Fiscal Legislative Sessions. {Arkansas Code 25-15-216)

Assembly, the Deputt Dircctor of Communicanons and Public Affairs musi review any
newly cnacted laws to derermine whether

As soon as practical after cach reoular session and tisca] session of the General

o Any existing rule should be cepealed or amended; or

¢ Aoy new rule should be adopted,

Authe conclusion of cach review the Deputy Digvctor must provide a writien seport of
the review to the Director,

A copr of cach report must be maiatained as a_public record by the arency,

G. Policy Writing and Reviewing Guidance.

Policies must be written using clear language and approved formats. For new and
revised ARs, ADs and manuals, the Deputy Director of Comeunications and Public
Affairs must:

® ensure approptiate review

* consider recommendations

® process pursuant to policy

® obtain appropriate approvals

* ask the Policy Section Manager to accomplish the following:

when applicable, process pursuant to the Administrative Procedures Act
publish ARs and ADs on the ACC public website

publish ARs, ADs, mannals and related forms on the intranet, and
nofify appropriate staff and others of the new or revised policy.

o 0 O O




Approval and Filing Requirement Details.
Rules.

Rules, as described above, must be processed pursuant to the Administrative
Procedures Act (Arkansas law beginning at section 25-15-201), Governor’s
Executive Order 15-02, and guidance provided by the Secretary of State, Bureau of
Legislative Research and State Library.

Administrative Regulations. The Deputy Ditector of Communications and Public
Affairs must ensure Administrative Regulations are reviewed, approved and filed as
follows:

a. Initial review by the appropriate Deputy Director, Dircctor and then the Board
of Corrections

b. In compliance with the Administrative Procedures Act and Governor's
Executive Order 15-02, to include:

* public notice

* inirial filing pursuant to Sectretary of State guidance

¢ obmaining the Govetnor’s approval

¢ initial filing with the Bureau of Legislative Research for presentation and
approval by the Legislative Council (Rules and Regulations Sub-committee)

* final rule filing with the Secretary of State, Bureau of Legislative Rescarch
and State Library.

Administratve Directives.
"The Deputy Director of Communications and Public A ffairs must cnsure
Administrative Directives are reviewed, approved and filed as follows:

® the ACC Director must approve all Administrative Ditectives

¢ the Board of Corrections must approve the employee Code of Frhics and other
documents as directed by the Board

* review and concurrence by the appropriate managers

e filing pursuant to the agency Records Management Administrative Directive.

Manuals must be approved by the Chief Deputy Director, Deputy Ditector or
Assistant Directot responsible for operation of the area that the manual addresses,

Law Libraty. The Deputy Director of Communications and Public A ffairs rmust
ensure distribution of the approved Law Library Policy Table of Contents.



VL

+1. Supervisor Responsibilities for Distribution and Training,

Supervisors must ensute new and revised policy is provided in a timely manner to
appropriate staff, agents and offenders. When appropriate, policy must be provided
prior to implementation.  (4-ACRS-7B-07 and 08)

QUARTERLY POLICY REPORT FOR LEGISLATIVE COUNCIL.

The Deputy Director of Communications and Public Affairs must submit a quarterly report
on behalf of the Board of Corrections to the Arkansas Legislative Council. The report must
contain all new and revised Administrative Regulations, Administrative Directives and

Administrative Memoranda issued in the previous quarter. (Arkansas law section 12-27-106)



Arkansas Community Correction

: : Arkansas Community Correction
A Two Union National Plaza Building

105 West Capitel, 3rd Floor

Little Rock, AR 72201-5731

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

ADMINISTRATIVE DIRECTIVE:09-0HINTERNAL-AFEAIRS-18-09 Internal Affair

0. Arkansas Community Correction Emplovees

FROM: Sheila Skarp. Director

SUPERSEDES:-—Nene ——Page-1 AD 09-01

APPROVED: Sisaature-on-File
EFFECTIVE: January 12,2689

1.__POLICY. is-BEEACC policy is to ensure the agency adheres to ail local, state and federal
statutes, as well as state and agency rules and regulations. Violations of statute and/or state or
agency rules and regulations will be investigated in an objective and thorough manner. When
appropriate, investigations are reported to and/or conducted by proper state and/or federal
authorities and efforts are coordinated with other appropriate law enforcement agencies.

RESPONSIBILITIES OE THEILINTERNAL AFFAIRS SECHOM-UASKGUIDANCE.

A. The EASInternal Affairs Section operates under the oversight of the Director and direction

of the BECACC Internal Affairs Administrator who reports directly to the Director.

B. _The Internal Affairs Section is responsible for the following activities:

i

PETCEN e |
tHE-aHa

I._investigating alleged violations of local, state or federal laws, agency policies,
coordinating any activities or findings from an investigation with other law
enforcement agencies;

S e nrartda annertisi i S et ive 2 lesrin b
Mo s 155
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Arkansas Comrnnity Corvedtion
Tnternal Affairs AD 18-09 — Page 1



2. investigating incidents such as the discharge of a weapon, acts of misconduct such
as discrimination, harassment, computer misuse, prohibited sexual activity,
violations of the “whistle-blower” law or other incidents or allegations as
requested by the Director;

g
J
]

€._The Internal Affairs Administrator must injtiate an internal investigation when

1. itis unclear from initial reports whether a crime occurred

1~

the incident notification involves use of force in which the offender is seriously

injured or in which the force used appears excessive

a deparumental issue co-gxists with an investioation bv the Arkansas State Police

L]

or other law enforcement agencies

4. _the department mav be liable for damages in an accident

5. there is a PREA-related issue. and

6. when instructed to do so by the Director-shall, or in the Director’s absence. the

appropriate Deputy/Assistant Director.

D. The Director must be apprised of all [AA investigations and progress therein-being
soneirees etha tAh,

E. The activities and findings of the [AA investi gations are confidential except thatwhen
disclosure is required by state or federal law or ordered by a court.

Arkansas Commpnity Correction
Internal Affiirs AD 18-09 — Page 2
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Arkansas Community Correction
A Two Union Nauonal Plaza Building
105 West Capirof, 3rd Floor
Tibebmins, it e Moo ! Littie Rock, AR 72201-5731
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ADMINISTRATIVE DIRECTIVE: 18-19 Research and Program Evalyation

TO: Arkansas Department-of Community Correction Center Eraplovees

EVALGATHIN-

FROM: Sheila Sharp, Director
SUPERSEDES: AD 86-11 — i
A W
APPROVED: Signature on File EFFECTIVE: -September 12;2043May
24, 20618

I. &—APPLICABILITY. This policy applies to all Department- ot rlansss Community

Correction (BEEACC) employees and people outside the agency who request and conduct

research.

I H—-POLICY. The_\rkansas Depattment of Community Cotrection supports programs
of research, evaluation, statstics, audit, and planning, mcluding studies and evaluation of the
performance of varous functions and activities of the department and studies addressing
treatment of offenders and programs. Researchers must protect the privacy of individual
employees, offenders, and other involved parties and their records. Researchers must
comply with agency policy guidance and all legally acceptable practices concerning research
activities. (4-ACRS-7D-12; 4-APPFS 3D-36, 3D-37)

I, #=—DEFINITION OF RECIDIVISM. A criminal act that results in the rearrest,
reconviction, or return to incarceration of a petson with or without a new sentence during
a three-vear period following the person’s release from custody. (Reference Arkansas
tawiiode 5-4-101; ACA 4-APPFS-3D-3 8)

“HWe provide rna;npurrun.'fie.\'ﬁu‘ posiiive change”



1v. B.—GUIDELINES.

A. ActheBECACT Management will encourage, permit and use research and evalnation
acrivities conducted by qualified individuals.

B. - Be—All Employees will cooperate with approved research efforts and bring ro the
attention of management any research activity that may adversely atfect offenders.

C. ~€.——Research Plan Requirement. A research plan is required unless one of
the following cxceptions applics:

L. = Employees Conducting Research. Research proposals ate
not required when emplovees perform research activities within the normal
scope of their job duties.

2. - —2: Employees  Conducting  Program  Evaluation.  When
emplovees collect data for PGEACC approved reports (such as the Residential
Jurisdictivn Population report) or approved business systems (such as eQOMIS or
AASIS), a research plan is not required.

D. —-B—Recidivism Studies and Reports. Rescarchers {including employees)
condueting recidivism studies and reporting pursuant to Arkansas fewe—seetionCode 5-
4-101 or 16-1-161, must comply with reporting requirements specified in the law.

“We provide opportunities for positive chonge "



E. ——F. Research Plan Development / Implementation.

b Researchers must work with the Chief Deputy Ditector
and other designated staff to decide what questions should be addressed, the
data to be gathered, and how the data will be presented. Rescarchers must
submit proposed research plans for review and approval/ disapproval of the
PEEACE using Form AD3-HFemm-1, Rescarch Aporo Request &

Londuet-Resswrehliorm, and submit thar form to the Chief Deputy Director.
Research plans must meet or exceed the review criteria outlined in agency policy.
Changes to an approved research plan must be pre-approved by the REE- )\
This includes any research design modifications ot changes in scope, dara
collected, or the tools used in the collection of data, Researchers must follow
approved plans. The Chief Deputy Director will tequest review and approval by
the approptiate Deputy Director or Assistant Director. The BEECACE will
consider comments/approvals, negotiate approprate revisions, and will be the
final approval authority for the plan.

— 2 The Pepartmentof Communit-Correetion
Chief Deputy Directors is responsible for establishing standards for evaluation,
any-forms fegessary foreompletionto submit-be subritied with a request to
conduct research, and a proteal £y the review of the-proposals. Proposals
submitted for review must be evaluated on the following:

a. -—&———Soundness of tesearch design and methodology, including sampling
procedures

b. - b— - Duplication with ather projects cusrently proposed or underway

¢ —e&——Relevance of the proposal in relation to the goals and objectives of
the department

d. ——d———Amount and type of assistance required from departmental
pessonnel. Under no condition will BECACC approve research requests
that pose a significant burden on employees or significant sests-that-DCC-

coatsio N

€. ~—8——Impact on offenders/clients and whether or not
offenders will be paid to patticipate in the study and the amount
of that compensation,

f. £ Security of information and data collection
system, to include verification (accuracy), access to, and protection of
dara. Any costs associated with system access, modification or collection
of data shall be the responsibility of the researcher.




i—

g. g Written description of the method for dissemination

of research findings.

h, — 4 A restatement or inclusion by reference of the

nformation in this policy regarding protection of offenders involved in
research projects. An equivalent statement may be acceptable.

#———A statement that results will be published in a
manner that protects the privacy and confidentiality of offenders and
staff. Researchers must include a signed copy of the Non-Disclosure
agreement, AB43-18-Form 3, stgredbyfor all individuals who will have

access to confidential data.

j- + -For external researchers associated with an

instrtution of higher education, any and all resezrch tools and
methodology must have been approved by thar institutior’s Instimutional
Review Board (IRB) before any research is conducted and documentation
of H%PIRP) approval must accompany the request to DEC,

—A

F. —¥+——Protection of Offenders Involved in Research Projects

L.

+——--Offender participation in research will be voluntary, Pror to
participation in any research activiry, researchers must abtain 2 completed
taformrand signed “Informed Consent to Participate in Researchs43-48-
Form Zrsigred-by” forr from each offender involved in the project. This
form is not required when research is limired to review of offender records
or general observations are made of offender activities where no record i 13
made of a specific offender’s s actvity.

A The-depastment

2.

ACC will not conduct nor allow others to conduct medical, pharmacological,
cosmeticoer-other test-or experimentsinvelvingeflenders, exclading, Thic
ddoes noy preclude individual treatment of an offender fhased on his/her need+
b\“ﬂ%@ﬂﬂ%—ﬁ{if s a spt:uﬁc medical procedu.re thai 15 not generally available.

e abfan o o s-deteprunes-thiere 1o a nead (o trant tho o fendas tiih o
Sfi-orHnaer-SpivSteia-detesrines-iere Isa reed-la tred-the- et rend ety H -

eV medseaal proeedures-it-witbbe-thraugh an-ngreement-belweenthe-otffender

and-the- phﬁw&mhﬂ%e*plana&eﬂﬂﬁheﬁeﬂm@-&nd—ﬁegaﬂw—aspee%
afthe-treatment—OH

\ahe&thwuea#eh—éﬁes—ne&pmm pﬂ%l-}é}dﬂ{—&t—uﬂdﬁe—ﬁﬁk—@ ACRS- 4C-
20)




G. —&+——Review, Approval, and Dissemination of Research Results

. 3——-Pror to publication or dissemination, researchers must submit 2
draft of internal/external research results to the Chief Deputy Director
and obtain the Director’s approval,

2. ——The Chief Deputy Director will ensure thar all research project results
are reviewed by the appropriate Deputy Directors and others and will forward
reviewed results to the director with a recommendation to approve,
disapprove, or approve with specific revisions.

3. 3r—Researchers are responsible for the dissemination of their findings to the
public and shall provide copics of their reports upon request to any person or
entity requesting a copr.

4. 4 Researchers shattmust provide at least four 43-conies of any publication
derived from the research to the-Department-ef Communit-Corection A\ C(

for retention and internal distribution.

e
=
&

logy-Admintstrator-willwork with statfand vesearchers
te-zonduet-a-cost-and-feas assessrent-ol-the-request-andreportresultstothe

(e Ty M) ieaodo. Miith-a

AretReputy Disctor-—With-appreval-the Informa
gathering systems-to-facilitate-data-collection.-analvs sr-eonrtroting daia-gathering
eogts—

B

5. &z -Managers/Directors Use of Research Results. Managers and Deputy
Directors must make appropriate use of research results and program
evaluation data. Uses for such information include analyzing the department's
present activities as a basis for decision making and policy development.

Y. M—FORMS.

De-AD 1214 18 19 Form 1, Research Apnrval Request to-Eearduet-
Researeh
BHe-AD 43-00-——13.19 Form 2, Informed Consent to Participate in Research
BECAD 333480 ——18 19 Form 3, Non-Disclosure Agreement,

AD I8 19 Porm 4 ACE Tnrerndl Fevicw Notive of Decsion

e 300 hin,




Arkansas Commanity Correction
RESEARCH AFPROVAL REQUEST FORM

L Primary Investigator (person submitting this request)

Full Name

Organization

Phone Work: Home (OPTIONAL):

E-mail

Address

IT. Title of Rescarch Proposal:

Il Is this rescarch required to satisfy an academic requirement (i.e., master thesis, doctoral
dissertation)? {_Yes i No

If YES, please provide the following information regarding your research advisor:
L T

Name

Title

Educational Institution

Phone: Work: Home (OPTIONALY):

E-mail:

Address:

Are you an employee of the Arkansas Community Correction? i Yes il No
If yes, Agency/Department: Position:

Research Approval Request AD 18-19 Form 1



V. BACKGROUND INFORMATION

Please list your qualifications to conduct the proposed research (e.g., previous research
projects, academic background), or other related information that documents your
qualifications. Attach curriculum vitae if available.

V. ADDITIONAL INVESTIGATOR(S) AND BACKGROUND INFORMATION

Please identify any additional individuals who will handle the data/information provided to you

pursuant to this request (this includes any persons whe will have direct or indirect, initial or review, access
to said data/information): ) ~ =
NAME/TITLE PHONE E-MAIL

1.

2,

3. |

For certain types of information, it may be necessary for the Department to conduct a criminal history
background check for any individual(s) who will be handling that information. Such background
checks include, but are not limited to, ACIC, NCIC, and FBI records. If you are requesting criminal
history data, specifically, you must also complete and include signed copies of ACC Form 3 — “Non-
Disclosure and Release of Information’ for the Primary Investigator and all additional personnel wheo
will handle the information provided by ACC.




Vi.

RESEARCH PROPOSAL (you may attach additional sheets as necessary)




A.

Research Overview:

Please identify the specific topic, issue or problem under study, why it is important and describe
the overall research approach. Please discuss: 1) the purpose of the research, 2} the specific
research questions and hypotheses, and 3) briefly review previous research and theory on the topic
and how your study relates to previous work.




V1.

RESEARCH PROPOSAL (cont’d)




Research Desien:

First. please deseribe in detail how the study will be conducted. This review must in¢lude a
discussion of? 1) research subjects (e.g. inmates, staff), 2) the specific research methods to be
employed, such as surveys, interviews, observation, etc. Please pay particular attention to sample
selection and instrumentation (provide a copy of any instruments io be used), and 3) a brief review
of proposed methods of data analysis and reporting.

Second. please provide a breakdown, by source (researcher vs. Department) of the
costs/resources required to successfully conduct the proposed project.

Third. please outline a projected research time frame as well as any other pertinent information
necessary to adequately describe the project.




VI.

RESEARCH PROPOSAL (cont’d)




C. Expected Qutcomes:

Please discuss the expected outcomes of your study, and how and by whom this research will be

used. Additionaly. please explain the anticipated benefits of the research to Arkansas Community
Correction.




Arkanszas Community Correction

INFORMED CONSENT TO PARTICIPATE IN RESEARCII

Title of Project:

Primary Investigator

Full Name:
Organization:
Phone:
Email:

Mailing Address:

Project Start Date:

Expiration Date (if applicable):

Purpose:

Procedures:

Benefits:

Right to Withdraw

Statement of Confidentiality: Any information obrained
that protects vour privacy and maintains the confidentiality of y
and federal laws and ACC rules and regulations,

mn connection with this rescarch will be used in a mannce
our records in accordance with all applicable state

THIS SECTION TO BE COMPLETED BY THE RESEARCH PARTICIPANT

Participant’s Consent: I have been satisfactorily informed of the above descrbed research project and have read
and understood the deseription provided hercin, T understand that my participation in this rescarch project is
voluntary and T am free ta stop participating at any time, without any conscequences, cven after signing this form.

Participant Name (Print)

Participant Signatire

Offender Number

Dare Signed

Informed Consent to Participate in Research ACC AD 18-19 Form 2







Arkansas Community Correction
NON-DISCLOSURE AGREEMENT

This agreement is entered into between the Arkansas Community Correction {ACC). hereinafter
referred to as the Agency, and:

(Printed Name of Researcher)

Herein after referred 1o as the Researcher, wher-eby ACC agrees to provide information or aceess to
information for research, evaluation, or statistical activities to the researcher.

1. The Researcher will not use Agency information to the detriment of the Agency or the subjects of the
research. or for any purpose other than those stated in the research plan, and will abide by the
confidentiality, and security. and dissemination provisions of the Agency,

2. The Agency will provide access to offender records or other information as requested in the approved
research request. The ageney reserves the right to suspend immediately fumishing information under
this agreement and to require the return of information already furnished when any rules, policy,
procedure or law is violated or appears to be violated,

3. The Researcher will use secure destruction methods for any copies of source documents obtained when
they are no longer needed for the purpose for which they were provided.

4. The Researcher will allow only the persons identified in the Research Request access to confidential
Agency information and will not disseminate, further disclose, nor allow the persons Fsted to further
disseminate or disclosc the information,

5. The Researcher will implement procedures that will effectively protect Agency and offender
information from unauthorized access, alteration. or destruction.

6. The Researcher will abide by the laws and regulations of this Stale, the agency. and the federal
govemment and any present or future rules, policies, or procedures adopted by the same, to the extent
they are applicable to information provided under this agreement. This includes complying with accepted
professional and scientitic ethics and fssues of legal consent and relcase of information. The Researcher
agrees to be subject to any civil or criminal penalties applicable to the use of confidential
information accessed under this agreement under Arkansas or federal law,

7. If the agreement is to provide offender record information on a continuing basis, the Agency reserves
the right to immediately suspend furnishing information under this agreement should any rule, policy,
procedure. regulation. or law be violated or appear to the Agency to be violated.

8. The Rescarcher agrees to indemnify and save harmless the State of Arkansas, the Agency, other
signatory agencies and their employees from and against any and all causes of actions. demands, suits,
and other proceedings of whatsoever nature; against all liability to others, including any liabilities or
damages by reason of or arising out of any files, arrest, or imprisonment or any cause of action
whatsoever: and against any loss, cost, expense, and damage resulting there from, arising out of or
involving any negligence on the part of Recipient in the exercise of enjoyment of this agreement.

9. The Ageney or researcher may. upon written notice, terminate this agreement at any time,

AUTHORIZATION FOR RELEASE OF INFORMATION

O 1 authorize ACC to perform a eriminal background check on me at the time of application and throughout
the term of this agreement with ACC. Such criminal background checks include, but are not limited fo
ACIC. NCIC, and FBI records.

OO0 Ido not authorize ACC to perform a criminal background check on me.

Neote: Refusal 1o authorize a criminal background check may resuit in the denial of access to certain protected classes
of information. Similarly, granting authorization does not guarantee access to said information.

Researcher ACC Authorized Representative




Name {Print)

Name (Print)

Researcher Signature

Date Signed

Signature

Date Signed




Arkansas Commanity Correction

Research and Planning
Two Union National Plaza Building
105 West Capitol, 2™ Floor

Little Rock, Arkansas 72201-5731 (r

ACC INTERNAL REVIEW NOTICE OF DECISION

This notice is te inform you of the results of the Arkansas Community Correction internal review of vour

provided below, Please also see the following attached documents for additional inforniation:

ACC Administrative Rezulation 1.9 — Research and Program Evaluation
ACCT Administrative Directive 13-10 — Research and Prosram Evaluation

ACC RESEARCH PROJECT NO:
ACC INTERNAL REVIEW TYPE: Expedited & Full &
RESEARCH APPLICANTIS):

PROJECT TITLE:

PROJECT TIME FRAME:
APFLICATION DATE;
INFERNAL REVIEW DECISION:  Approved T Revision Required & Denied =
INTERNAL REVIEW DECISIGN DATE:

REQUIRED ACTIONS (il applicable); None 1 See Attachment &

COMMENTS (if applicable: None 71 Sce Attachment

$ .
e ol g =

Verified By Signatgre:

Research and Plannmg Admimstrator ;
Arkansas Community Correstion Baie:

ACC Notice of Internal Review Decision ACC AD 18-19 Form 4



Cell Number:
Foad:




Arkansas Community Correction

C Arkansas Community Correction

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

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

ADMINISTRATIVE DIRECTIVE: 18-07 Acceptance of Gifts, Grants and Donations

TO:  Arkansas BQP&%?H%—?—ﬁf—Community Correction Employces

ADMINGSTRATIVE DIRECTIVE: 0917 ACCERPTANCE QEGIETS. GRANTS AND
DONATIONS

FROM: GBAVIR-GUNTHARPSheila Sharn, Ditector

SUPERSEDES: NONE——PAGEIAD (9-17

APPROVED: Signature on File ———EFFECTIVE;: NevemberApril 30, 20092015

BCCACO) employees.

II. POLICY. YheDepartment-ofirkinsas Community Comuniiy Correction (DEC V(¢ )
may accept tangible gifts, grants, expendable items (exg=for exampie stamped envelopess or
hygiene items) or other donations (excluding volunteer services) that enhance its ability to
mect the agency mission. These donations may be accepted as authorized in this policy.
Donations of volunteer services will be handled in accordance with the Administrative
Directive on Volunteer Services.

HI. GUIDELINES.

A. General-purpose items donated with no conditions or stipulations fot use may be
accepted on behalf of the DECACT by the members of the Boatrd of Corrections
(BOC), the BPECALC Director (Director), Deputy and Assistant Directors, Center/Area
Supervisors, and Administrators. General purpose donations will be used for purposes
authorized by the Director.

Avkaersas Commridty Correction
Acceptance 57 Gifts, Granzs ond Thoeaiions A0 1807 pape §



B. Donations with conditions or restrictions may be accepted by the Director or a BOC
member on behalf of the BECACC, They will be used only as stipulated by the donor.
The donor must provide a complete written description of the item(s) donated, including
the specific restrictions 2nd/or conditions imposed concerning use. The Director will
determine the appropriateness of the restricdons and forward acceptances of the
restricted use item to the donor, with copies 1o the recciver and the DEAS.] Jeputy
Dhrecror of Admipistrative Services. The receiver shall provide written confirmation of
receipt to the Director, with a copy to the Deputy Director of Administrative Services
HBAS);, providing a complete description of the item donated, and detailing its
proposed use and location. The receiver is also responsible to maintain adequate records
to demonstrate compliance with the conditions or restrictions imposed.

receipt (signed by the Director) is provided to the donor for tax purposes with a copy to
the receiver of the donated item(s); ensure the donation is documented appropriately
(eg+lur example. added o equipment invenrory,) and a monthly statement of receipts of
donations is provided to the Director for submission to the BOC.

D. The acceptance of donations shall not pose a conflict of interest and shall NOT be taken
for personal use. The presentation of donations does not automatically require
acceptance. Employees should refer to the Code of Ethics and Rules of Conduct for
further guidance.

Arkansas Communing Coreecrion

- Grants aud Dozarions AD 1X-07  Page *

Acceptaice of G,




Arkansas Community Correction
Two Union National Plaza Building
105 West Capitol, 3rd Floor
Little Rock, AR 722015731
‘ ﬁ 501-682-9510 (office]  501-682-9513 (fax)
Serving Justice

ADMINISTRATIVE DIRECTIVE: +0-0818-22 Health Care Co-Pay Program

TO: Arkansas Community Correction (ACC) Emplovees
FROM: DAVID-EBERHARDBIRECTOR —Page1Sheila Sharp, Director

SUPERSEDES: AD 92-0710-68

APPROVED: _ Sigmature on File EFFECTIVE: October— 29,
204:8june 25, 2018

I.  APPLICABILITY. Department-of-Arkansas Community Cotrection (P ACC) emplovees,

residents confined in BEEGACT residential centers, and contract health care providets.

II. POLICY. Itis BPCCACT policy that BECACT residents participate in economic sanctions
programs for health care services to encourage responsible use of medical services,

III. DEFINITIONS.

A. Chronic Care. Routine follow-up care for long-term medical conditions that may result in
deterioration of one’s general health condition, or possibly be life threatening if not
monitored on a routine basis. Such conditions include, but are not limited to diabetes,
cancer, heart disease, hypertension, and HIV.

B. Co-payment (co-pay). The amount sct by the Board of Corrections to be charged for
resident-initiated services.

C. Emergency. A condition or injury that may result in imminent risk of itreparable
deterioration to body systems or death and tequires immediate medical attention as
determined by the health authority or responsible physician.

D. Follow-up. Follow-up refers to any appointment initiated by health care staff subsequent
to a previous examination or treatment.




Prosthesis/Orthotic. An artificial device to teplace or augment a missing body part or to
compensate for a defective body function, including, but not limited to the following:

1. artificial limbs

2. eveglasses

3. dentures

4. hearing aids

5. orthopedic shoes or shoe inserts

6. crutches, braces, support bandages, girdles, etc.

Reasonable and Necessary Health Care. Medical, dental or mental health treatment
that, if not provided, can be reasonably expected to result in irreparable harm to an
individual as determined by the responsible health authority.

GUIDELINES.

Access to Services. Qualified health care personnel must act promptly on requests for
health care services. Access to health care services must not be impeded or denied by a
tesident’s inability to pay the co-pay fee.

Assessment of Fees. The BEEACC is authorized by the Board of Cotrections to charge a
fee for resident-initiated health care services as described below to encourage responsible
use of medical services. Services must be provided ot made available (in the case of a
missed appointment) prior to assessment of a co-pay fee. Health care co-pay charges and
exemptions are as follows:

1. Co-Pay Charges

$3.00 for each resident-initared request for medical or dental care unless an exemption
applies.

® $3.00 cach time a resident misses an appointment for, medical, dental or mental health
care visits, including specialty referrals, unless the resident was not at fault

Up to 100% of the REPLACEMENT cost for lost, stolen, damaged or destroyed

prosthetic/orthotic devices excluding normal wear

Note: Medical staff should explain to the resident the estimated amount he/she is
expected to pay for lost, stolen, damaged or destroyed prosthetic/orthotic devices
before placing an order. For items such as eyeglasses, the resident may choose not to
putchase the itemn. Charges for items such as a wheelchair must be assessed with an
entty on the co-pay log.




2. Exemptions from Co-Pay Charges

¢ INITTIAL ASSESSMENTS provided during the reception and classification process,
classification, physical exams, intra-system transfer evaluations, pre-segregation
screenings or periodic physical examinations.

* EMERGENCY SERVICES provided.
* MENTAL HEALTH SERVICES

* INJURY where the resident was NOT involved in horseplay, a fight ot while
committing a rule violadon.

e VISI'TS OR TESTS INITIATED BY A HEALTH CARE PROVIDER,
INCLUDING THOSE BY MEDICAL, DENTAL AND MENTAL HEALTY
STAFF

¢ PERIODIC HEALTH EXAMS such as annual or other similar routine periodic
examination, or routine preventative cate tests such as mammography, PSA, eye or
dental exam, etc., not due to an acute condition.

* ANY PROVIDER-INITIATED HIV

e HEALTH CARE VISITS SCHEDULED BY THE HEALTH CARE
PROVIDER, AS OPPOSED TO INITIAL CARE REQUESTS SUBMITTED
BY THE RESIDENT. Such visits include but are not limited to written referrals, lab
tests, x-rays, EKGs, dressing changes, suture removal or other procedures related to the
initial problem.

* DESIGNATED CHRONIC CARE CLINIC VISITS, OR FOLLOW-UP
TREATMENT FOR CHRONIC CARE CONDITIONS.

¢ VISIT REQUESTED BY THE PROVIDER OR THE RESIDENT TO
ORDER MEDICATION RENEWALS.

¢ INFIRMARY OR HOSPITAL CARE.
* ANY CARE RELATED TO PREGNANCY.

* THE COST OF A PROSTHESIS while confined and there is enough time
remaining before release to schedule evaluation, fabrication, fitting and dclivery
appointments.

EC. Charges and Deposits. Medical co-pay fees will be collected and deposited in a3
ACL account according to procedures established by the Deputy Director for
Administrative Services.

1. When a medical co-pay fee is posted to the resident’s account, the balance will not be
reduced below five dollars ($3.00). Any amount not charged to the resident for
medical services due to an insufficient balance will be established as a medical co-pay
debt owed by the resident.

S8

Medical co-payment debts or charges must be deducted before commissary charges are
allowed.

3. “Christmas funds,” “Gate Money” or other funds provided by the State as
maintenance pay may not be taken to offset medical co-pay debts.




V. PROCEDURES.

VI.

A. Orientation.

1.

1o

During the medical segment of the otientation program, each new resident must be
informed of the medical co-pay program and must sign AD 16-0818-22 Form 1,
Resident Co-Pay Program Notice and Acknowledgment” If the resident refuses to
sign, the refusal must be noted on the form and signed by two BCEACC cottectional
or medical personnel (witnesses).

The signed copy of the Offender Co-Pay Program Notice and Acknowledgment form
will be placed in the resident’s institutional record.

B. Collection of Fees.

1.

!\J

Residents will access, medical, dental, or mental health care services by completing and
submitting ABH0-08Ferm3—the form utled “ACC Health Service Request.”

Upon completion of 2 medical, dental, or mental health care visit requiring a co-pay fee
the resident’s number, name, and co-pay charge, will be entered on AD $0-9818 22
Form 2, “Health Care Services Co-Pay Log.” The resident and Health Services Unit
staff member will sign, attesting that the services were provided. If the resident refuses
to sign, the Health Services Unit tepresentative will enter “Refused to Sign” in the
resident’s signature block, and will sign after the entry. Another Health Services Unit
representative (or if not available, a Residental Supervisor) will sign.

The Health Services Administrator (HSA) must ensure the Health Care Services Co-
Pay Log is completed for cach 24 hour period (from 00:00 to 23:59) and taken to the
Center Business Manager the morning of the next working day where the appropriate
chatges will be made to the resident’s account. A copy must be maintained in the
Health Services Unit but must not be filed in the Medical Record.

Department of Correction (ADC} facility to another or to Parole/Probatdon status, the
medical debt information will rernain on the eQMIS banking record so that it may be
collected.

C. Refund of Fees.

1.

b

A resident who believes he/she was charged for medical services inappropriately
should submit a written refund request to the HSA. The HSA will investigate the
incident and determine if a refund is due. If the resident is dissatisfied with the
findings of the HSA, he/she may follow the grievance process.

When a refund is necessary, the HSA will complete a separate Health Care Services
Co-Pay Log sheet, annotate “REFUND ONLY,” and enter the amount of the refund.
The HSA will forward the original Log shect to the Center Business Manager the
morning of the next working day for adjustments to the resident’s account. A copy of
the Log sheet will be maintained in the Health Services Unit for reference purposes.

FORMS.

AD +0-8815-22 Form 1 Resident Co-Pay Program Notice and Acknowledgment
ADD 40-0818-22 Form 2 Health Care Services Co-Pay Log
AB-H-08Form-3ACC Health Care Service Request Form




Arkansas Community Correction
RESIDENT CO-PAY PROGRAM NOTICE AND ACKNOWLEDGMENT

I understand that in accordance with the Arkansas Community Correction
Administrative Directive on the Health Care Co-Pay Program, I will be charged
applicable health care co-pay fees and the amount will be deducted from my
resident banking account. The fec amount is currently $3.00, but this may be
adjusted by the Board of Corrections. (Please refer to the Administrative Directive
on the Health Care Co-Pay Program for a more in-depth description of “applicable”
charges.)

I understand that if T have insufficient funds to cover the charge(s), the amount of
the co-pay fee will be considered as an outstanding debt. Any subsequent funds
deposited to my resident account will be used to pay this debt before commissary
charges are allowed when the balance of my account rises above $5.00.

['had an opportunity during orientation to ask questions concerning the co-pay
policy. I understand that T will not be denied reasonable and necessary health care
services because of inability to pay.

Resident’s Name (Print) Offender No. Resident’s Signature Date

Witness Signature Date Witness Signature Date

AD 18-22 Form 1



Arkansas Community Correction
HEALTH CARE SERVICES CO-PAY LOG

Facility Health Services Administrator Date

The residents listed below incurred co-pay charges for health care services on this date.

| Resident | Resident’s Printed Name Resident’s Signature Health Service Rep. | $ Charge |
No.

Al 18-22 Form 2



ACC HEALTH SERVICE REQUEST FORM |NISF-202 C Revised 2018
wame (Last, First, MI) |ADC# ate of Birth Harracks Date of Request

ob Assignment:
[Description of Problem:

| consent to be treated for the above problem. T understand that in accordance with the Agency’s Policy, I will be charged for healtheare
rervices through deductions of applicable co-payment charges from my resident account, and that if [ have insufficient funds to cover the
charpe, the amount of the co-pav will be set up as an outstanding debt

Inmate S_ignature: |1Jatc:

FOR MEDICAL USE ONLY

FACILITY NAME. |
[DATE RECEIVED BY MEDICAL DEDPT.]

PRIORITY 1: See within 24 hours-emergent need I__T |I‘RIORITY 3: See within 72 hours-routine request |:|

PRIORITY 2: See within 48 hours-urgent need D IT‘RIORITY 4: Face to face visit not needed, respond to reguest in Writingﬁ

Date Triaged: | [[1iaged by(Name)] [Title: |

| If the EHR is unavailable, enter nursing sick call notes in this area:
Vital Signs: BP | Pulse | Temp | [Resp. | We |
Mtotocol Used:

Subjective:

Obtective:

S\ ssesstnent:

lan:

Iducation:

[Reter to: [ ] Physician ] Mid-Level L_| Menta! Health | | Dental [T Other(T ist)

@dical Staff Name: |

Medical Staff Signature: [litle: IDate/ Time: Unit:

Inmate Name: WDC# Date of Birth:




Arkansas Community Correction

Arkansas Community Correction

‘Two Union National Plaza Building
105 West Capitol, 3td Floor
Lirtle Rock, AR 72201-5731

ﬂ 501-682-9510 (office)  501-682-9513 (fmx)
< Serving Justice

ADMINISTRATIVE DIRECTIVE: 0512 RESOURCE - CONTROL 18-21 Fraud., Waste

and Abuse of Resources

TO: DEPARTMENT-OFArkansas Community Correction Employees

FROM: GDHDAVIB-GUNTHARPSheila Sharp, Director

SUPERSEDES: Neu#e-—PAGE-1AD 05-12 _ S
APPROVED: Signature onFile EFFECTIVE: November{i5,2005

L. POLICY. Ttis BEGEACC policy to establish and maintain systems and procedures that zid
in the prevention of fraud and support the ACC culture and environment of honesty and
ethical behavior, consistent with R1-19-4-505 of the Arkansas Financial Management Guide.

II. GUIDELINES.

A. The BEECACC Code of Ethics and Rules of Conduct Hound in-Administrative
Directive-85-133represent DPECSACC's commitment to the culture of ethical and
efficient provision of services. The Code of Ethics describes the expected behavior of
BPEEACC employees providing setvicess and supports the culrure of ethical and efficient

service provided to the citizens of the State.

1. HRSshallintreduee-New employees are introduced to the Code by briefing-them
as-to-s content-during-orientation-sessions.of Fthics when completing the online
New Hire Orientation course. Fach employee reeeivingcompleting orientation
shallmust sign and date an initialOrientation Acknowledgement statement (AB-G3-
-1—3,—F~efm—l-,Em:: dovee Training and Certification policy), signifying he/she received-a

GuRerve ol

1 _ane~ n
Jo cat S upe vy o5kt
-

WM&Fefﬁpieyees-ha#eﬁeeh@dﬂa-eem%understand the Code—each



—3—The-original sighed affirmation- 2. Emplovees must have

access o the Code of the-tnitiallthics and subseguentstatementsshalRules of

Conduct policr and must review and sign a statement ackuowledging the policy
during their annual performance review, The acknowled rment must be madntained

in-the-BCC-employeepersonnelfiles-in-senr to the [luman Resources section
(HES)-with-a-copy-to-the-employee-forhis/her-for inclusion in the emplovec’s

P_(:I‘S()ﬂ;lt".l_ file.

C. Investisations. DOC

B. Investigations. ACC is committed to a thorough investigation of alleged cthical
violations, fraud, waste and abuse, The Office of Accounting’s Internal Audit Section is
responsible for coordinating all investigations and is authorized to request assistance
from PECACC employees that have the experience required to assist or perform such
investigations-H-e—internal-affaies-administraton. Invesdgations will be conducted in a
conifidential manner. Tf an investigation indicates that a loss of state funds has occurred,
the amount of loss shalimusi be reported to the Division of Legislative Audit in
accordance with-RB-3—49-4-2004-of the Arkansas Financial Management Guide. In
addition, any loss of state funds involving criminal activity shalmust be reported to the
Arkansas State Police for 2 criminal investigation.

1.

b

BECACC employees shalhmust not be retaliated against for reporting in good faith,
occurrences of ethical violatons, fraud, waste and abuse of government resources, as
stated in the Arkansas Whistleblower Act (ACAArkansas law sections 21-1-601-
609).

Employees may report allegations of ethical violations or fraud to the Arkansas State
Employees’ Fraud, Waste, and Abuse Report Center or to the Office of Accounting
- Internal Audit Section by-telephone—As described on the poster for reporting

fraud, waste and abuse.

BP_C. Evaluation of Anti-Fraud Processes and Controls.

1

b

In accordance with R1-19-4-505, BECACC will reduce fraud opportunities by
identifying feaud risks, mitigating fraud risks and implementing preventive and
detective internal controls.

The 1dentification of fraud risks will be conducted through an agency-wide fraud risk
assessment, coordinated by the Deputy Director for Administrative Services—every

bvo-years:. The inittal-agency-wide-risk assessment willmust be completed-by
2



c

Peecember3+, 2005conducted in the first quarter of each even-numbered vear and
everytweo-yvears-thereafter—DCCrhe report prepared no later than March 315
ACC management will implement appropriate internal controls and change business
processes when feasible to reduce fraud risks.

"The Office of Accounting — Internal Audit Section shablimust review the infernal
controls and changes made to business processes to determine if the control
activities identified in the risk assessment are properly designed to mitigate the risk of
fraud, waste and abuse of resources. This shalmust specifically include the internal
control activities that are designed to prevent or detect fraud.

Performance of Risk Assessment (including Fraud). R139-5656f The Arkansas
Financial Management Guide contains additional discussion on the risk assessment
process and the Risk Assessment and Control Activities Worksheet that BbCCACC
Administrative Services will provide to document the risk assessment process. The
Administrator for the Office of Accounting will coordinate the process and establish
deadlines as needed to ascertain that the risk assessment is completed. The Internal
Audit Section will be available to facilitate and consult with offices as they go through
the process.

12

Identificaion of PEEACC Activities. In support of the BECACC mission, each
administrator or supervisor has his/her own formal or informal set of overall goals
and objectives. Therefore, the first step of the fisk assessment process 1s the
identification of activities performed in each administration that supportts the
achievement of its overall goals and objectives. The listing of activities of each
administration will be consolidated to a reasonable number of activities, which cover
the major processes in that administration.

Listing Objectives for a-Fach A tivity. Business objectives ensure that BECACC
opetates In an efficient and effective manner and accurately processes financial
transactions to ensure proper financial reporting and compliance with state and
federal laws and rules and regulations. These objectives will also assist in
safeguarding state assets. Therefore, 2 list of all operational objectives of each
acnvity identified in the first step will be made. Objectives may support more than
one activity. Finally, the elimination of fraud, waste, and abuse of assets will be
constdered for each acrivity.

Identification of Risk. PEEACC will identify all risks that would keep the agency
from meeting its objectives. Risks can be both intetnal and external and may intclude
fraud, poor process design, technology, knowledge and skills of current employees,
natural events, etc.

Rating Risk. Fach risk will be rated as to the significance or impact that the risk has
on defeating BEEACC objectives if the threat is realized. This part of the process is
subjective. Therefore, PEECACC will reby xperi

eachreview the objectives and identify any possible risk, and will use Large,
Moderate, or Small as the levels of significance/impact. Next, each tisk will be rated
by the likelihood of its occurrence and labeled as High (probable), Medium
(reasonably possible) or Low (remote).




—F

E.

5. List Control Activities Designed to Mitipate Risk. For each risk with a Large or
Moderate impact and High (probable) or Medium likelihood of occurrence,
BEEACC will list control activities present that will mitigate the risk. Control
activities may include physical control over vulnerable assets, segregation of dutles,
access restrictions to transactions and records, top level management review of
performance reports, controls to measure customer satisfaction, etc. Tf additional
controls are needed to mitigate the risk to an acceptable level, BECACC will indicate
an action plan and a timeline for implementing the additional control activities. (See
Attachment 4 for hypothetical example of how the Risk Assessment and Control
Activities Worksheet will be completed.

Reporting Suspected Fraud. BCC-employeesshall-not-beretaliated-againstfor
inaeconfidentislmanner Allegations of ethical violations-ex-, fraud, waste or abuse may
be reported to the Arkansas State Employee’s Fraud, Waste, and Abuse Report Center
(1-800-952-8248) or the Office of Accounting - Internal Audit Section (501-682-0370)
by completing the DE&A Complaint Forma-complaint form-(AD-05-12_FomnLoras
obtatred-#t) or as described on the Poster for Reporting Fraud, Waste and Abusce and
mailing it directly to the Office of Accounting — Internal Audit Section, Department of
Finance and Administration, 1515 W. 7t Street, Room 215, Little Rock, AR 72201.

An employee with supervisory fiduciary responsibility over all fiscal mateers is reguired

to report a loss of public funds to Arkansas ] .epislative Audic 1 eyislative Audit! within
five business davs of discovering the loss. The report can include apparent or
unauthorzed disbursermnents of public funds or apparent theft or misappropriation of
public funds or property. An emplovee who purposely tails to report is suilty of a Class

A misdemeanor.

Code of Ethics and Rules of Conduct-{3-3068-69).. The PCECACL Code of Ethics
and Rules of Conduct i HHstrath treett . HS-ate
Rules-of Conduet—It-shallmus; be reviewed, along with this policy, and discussed by
cach supervisor with each employee they supervise. A signed original shall be forwarded
to HRS initially and discussed annually thercafter and included with performance reviews
and promotions for classified positions on or around January 3, for unclassified
positions. Employees are responsible for being familiar and complying with the Code,
and for annually signing the Code acknowledgement statement.

) = i)

Posters Concerning Fraud, Waste and Abuse of Resources. Supervisors should
ensure that the Fraud, Waste, and Abuse poster (Attachment 1) or other document
containing the same information is placed in conspicuous places, accessible to
employees.

INLATTACHMENTSREFERENCES /FORMS.

Poster for Reporting Fraud, Waste and Abuse ithis 15 on the DP&A website)

L omplaint Form—— AttachmentPoster for Reporting Eraud



Arkansas State Employees'
Fraud, Waste & Abuse Report Center

SFLEE) Ve ba tTP R 3 lor ran . CEpg 2y 2 g2 o

this is on the DF&A website
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Arkansas Community Correction
Two Union National Plaza Building
105 West Capitol, 3rd Floor
Little Rock, AR 72201-5731

ﬂ 501-682-9510 (office) 501-682-9513 {fax)
C Serving Justice
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Arkansas Community Correction Employees

FROM: Sheila Sharp, Director

SUPERSEDES: AD 14-1317-20

APPROVED: Signature-onfile EFFECTIVE: Apeil24; 2617

L.

II.

II1.

APPLICABILITY. This policy applies to Arkansas Community Correction {ACC) Residential
Services Division employees and residents.

POLICY. ACC employs a system of graduated sanctions, atmed at modifying behavior, for
resident conduct violations. Center rules and regulations must be enforced through the use of
Modified Therapeutic Community (MTC) techniques and the disciplinary process described in
this and other ACC policy. To maintain 2 safe and secure environment and teach respect for self
and others, rules must be enforced in 2 manner which encourages positive and constructive
resident behavior and 1s aot punitive in nature but for the putpose of correcting unacceptable
bchavior.  Behavior that is injurious, illegal, or threatening to the Center safety and/or good
order will result in sanctions that are substantial and swift. Otherwise, sanctions should be
progtessive as the severity and/or frequency of resident behavior escalates and intended to
cotrect unacceptable behavior. (4-ACRS-6C-03 and 6C-04)

DEFINITIONS.

A. Booking Slip. A form or slip of paper used by residents or staff to document an infraction
of 2 major rule or to document behavior when a pull-up is considered to be an ineffective
way of resolving a house rule violation or poor attitude.

B. Consequences. Something that logically or naturally follows an action or condition. Logical
consequences are imposed for the purpose of correcting behavior and are not intended to
punish, although they may be perceived as such by the recipient. Natural consequernces are
subsequent actions or conditions which occur without human action or intervention.

C. Disciplinary Detention. Restricting a resident to an area of a Center, such as the dorm or a
locked cell, as sanction for a cardinal rule violation, as adjudged by the Disciplinary Hearing
Committee (DHC).

Arkansas Community Correction
AD +718-20-01 Resident Conduct Page |
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Iv.

D. Hearing Assistant. A Center staff member appointed to assist certain accused residents in
understanding the charges against them, the possible consequences and the procedures
involved in the disciplinary hearing process.

E. Inquiry Status. .\ temporary non-punitive duty status that may be assigned by the Senior
Residential Supervisor to an accused resident during an inquiry or adjudication of alleged
misconduct. The status requites a closer level of supervision approptiate for the specific
circumstances of an incident and may include escorting during movement, tempotary job
reassignment, modification of the schedule of activities, ot restriction to an area of a Center
such as the dorm or a locked cell.

F. Learning Experience (LE). A situation or circumstance or exercise/assignment which
allows a person to learn the purpose or value of an action or concept.

G. Modified Therapeutic Community (MTC). A therapeutic approach to behavior
modification through assigning roles to residents and holding them accountable for following
prescribed rules, values, and norms.

H. Poor Attitude. Displays defiant, sullen, uncooperative, or apathetic behavior.
L. Privilege. A special advantage or benefit granted to a select individual or group upon

achievement of a targeted level of competence on a job or in a program and demonstration of
the ability to assume greater responsibilities.

J. Pull-Up. An immediate verbal correction of an ohserved house rule violation of poor

attitude designed to bring the sitvation to the attention of the offender in a positive way.

K. Cardinal Rule Violation Report and Notice to Accused Resident. A form used to
document allegations of cardinal rule violations for processing by the DHC and inform the
accused resident of chatges against him or her.

L. Sanction. A logical consequence imposed by the DHC when a tesident pleads or is found
guilty of a Cardinal rule violaton.

RESIDENT CONDUCT.

A. General. Resident conduct rules will be made available to residents and staff by providing
access to such materials as a Resident Handbook and policy made available in the Center Law
Libraty. Centers operate as modified therapeutic communities causing residents to practice
pro-social roles, behaviors, and attitudes so they can live successtul, law-abiding lives while at
the Center and upon return to society. MTC authotity and decision making responsibility
rests with Center staff. Residents are assigned various areas of responsibility and
accountability in the functioning of the community. In fulfilling responsibilities, residents are
accountable to peers and staff for their performance, attitude, and behavior. All residents are
responsible for complying with community rules and meeting or exceeding community
norms. Residents are responsible for calling attention to behavior of peers which conflicts
with community rules and norms.

Arkansas Community Correction
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92

93

94 B. Categories of Rules. The categories of rules ate cardinal, major, and house rules.

95

96 1. Cardinal Rules. Cardinal rules are those which address threatened or actual harm to the

97 physical and/or psychological safety of commmunity members. They govern resident

a8 conduct and discipline at all Centers. Violations of these rules arc the most serious,

99 Alleged cardinal rule violations are handled by the DHC during a disciplinary process and
100 may tesult in sanctions imposed. Cardinal rules are listed on Attachment 1, “Cardinal
101 Rules” and sanctions are listed on Form 2, “Explanation of the Disciplinary Process.”
102
103 2. Major and House Rules. Major and house rule violations are not handled by DHC.

104 These violations are handled by the MTC through treatment techniques (consequences)
105 in the form of learning experiences and peer pressure to positively influence behavior. (4-
106 ACRS-6C-01)
107
108 2. Major Rules. “Major Rules” are rules which help in developing resident pro-social
109 living skills. Major rule violations are less serious than cardinal but more serious than
110 house rule violadons.ﬁﬁmwha:wﬂmﬁﬂwéw-méﬁ%&thﬁ
111 Beput-Directorof Residentisl Sermdeccaih Hiput-from-Center Superrisons,
112 Revisions to malor rales i ay be made foilowing the process for policy revizions
113 described ia the Policy and Procedire Develupmont administradve dirccis o)
114
115 b. House Rules. “House Rules” are rules designed to facilitate barmony and
116 cooperaton among residents. House nule violations are less serious than cardinal and
117 major rule violations. Additions to house rules for a particular center may be
118 proposed by the Resident Management Team and approved by the Center Supervisor.
19
120 C. Consequences.
121
122 Learning experiences (LEs). LEs are assigned by the MTC and are not punitive in nature.
123 They are instructive action(s) which address the behavior or conduct to be corrected. Even
124 though treatment measures are not inteaded to punish, they may be perceived as punishment
125 by the recipient. In addition to any possible sanctions imposed by the DHC, the MTC may
126 also provide treatment of behavior or artirudes resulting from cardinal rule violations.
127 Assigned LEs must not be intentionally degrading or humiliating. They must not be
128 dangerous, inflammatory, or verbally or physically abusive. Examples of LEs are as follows:
129

a. Loss of privileges e. Talk contract 1 Reduction in Status

b. Extra work f. Glue contract j. Others as appropriate

c. Sermunar & Ban
130 d. Verbal before speaking h. Sergeant at arms
131 Note: Procedures for treatment of major and house rule violations are found in the
132 Admunistrative Manual for the Modified Therapeutic Community.
133
134
135
136

Arkansas Community Correction
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137 V. DISCIPLINARY HEARINGS FOR CARDINAL RULE VIOLATIONS.
138

139 A. Procedure. All parties should be treated impartially and fairly. The basic elements of the
140 procedure in the Center disciplinary hearing are as follows:

141

142 1. Written notice of the claimed violation, an explanation of the disciplinary process, and the
143 appeal process is provided to the accused resident at least 24 hours in advance of the
144 hearing. Hearings may be held in less than 24 hours if the resident waives in writing
145 (Form 1, Cardinal Rule Violation Report and Notice to Accused Resident) his/her right
146 to 24 hours advance notice.

147

148 2. The right for the accused to be present at his/her hearing as provided for in this dircctive,
149 unless removed for poor behavior, or waived by the resident.

150

151 3. An opportunity to identify witnesses (not necessarily to appear in person) and present
152 evidence in his or her behalf cxcept when 1t would be unduly hazardous to institutional
153 safety or correctional goals. However, 4 resident may not contfront and cross-examine
154 witnesses.

155

156 4. Provision for the resident to ask questions regarding any aspect of the hearing that is
157 uncleat.

158

158 5. Adecision made by an impattial hearing body.

160

161 6. A written statement, following the hearing, as to the evidence relied upon and the

162 reason(s) for the decision.

163

164 B. Disciplinary Hearing Committee (DHC). The DHC is a group which adjudicates alleged
165 cardinal rule violations. It meets to conduct hearings and impose sanctions when

166 appropriate.

167

168 L. Membership. DHC members are the Assistant Center Supervisor (chairperson),

169 Treatment Supegvisor, and Senior Residential Supervisor. Center Supervisors may

170 authorize, in writing, alternates for thesc positions.

171

172 2. Compmittee Responsibilities.

173

174 a. In hearings and when administering the disciplinary process, ensure there is no bias in
175 favor of the accuser or accused; there is no presumption of guilt; therc is a reliable
176 method of determining whether an infraction has occurred; there is no partiality
177 which may stem from prior knowledge, involvement, bias, or personal interest in a
178 particular case; a ACC staff member does not serve on the DHC convened for a
179 violation he or she witnessed; when an RMT determines that a history of lesser

180 violations constitute a Cardinal Rule Violation, the RMT member who alleges the
181 violation is excluded from the DHC; and 2 trained designee is appointed to serve in
182 place of a DHC member who is involved in the case as a witness or in a capacity
183 which might pose a conflict of interest.

184

185

Arkansas Community Correction
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230

231
232

233

Review and be knowledgeable of ACC policies and procedures as they relate to
residents of Centers.

Give careful and impartial consideration to the facts and circumstances presented
during hearings and render fair judgments of guilty or not guilty based solely on
information obtained duting hearings including statements of the offender charged,
other witnesses, and evidence.

Review the Hearing Summary Report, Form 3, for completeness and accuracy and
sign, as appropriate.

Make a request to the Center Supetvisor to be excused from a hearing if a member
believes there is a conflict of interest or inability to set aside prior knowledge or
Involvement in an incident or other concetns that may prevent him ot her from
rendering a fair judgment.

Ensure priot disciplinary records of residents are not considered during a disciplinaty
hearing, except when determining sanctions.

As appropriate, write booking slips on residents found guilty of cardinal rule
violations so they may also be put before the MTC for thetapeunc treatment to
correct the unacceptable behavior.

For the purpose of disciplinary action, a good faith report of sexual abuse based upon
a reasonable belief that the alleged conduct occurred must not consttute falsely
teporting an incident or lying, even if an investigaton does not establish evidence
sufficient to substantiate the allegation. (PREA 115.278(f))

When considering sanctions when there was sexual contact between a resident and
staft, sanctions must NOT be imposed unless there was a finding that the staff
member did not consent to such contact. When considering sanctions, constder the
range of available sanctions, the determination of guilt, and any mitigating 2nd
extenuating circumstances. Also consider whether a resident’s mental disabilities or
mental illness contributed to his or her behavior when determining what type of
sanction, if any, should be imposed. Then choose sanctions that are commensurate
with the nature and circumstances of the abuse committed, the resident’s disciplinary
history, and the sanctions imposed for comparable offenses by other residents with
similar histories. (PREA 115.278)

3. Chairperson Responsibilities.

a.

Ensure the Administrative Review Officer (ARO) properly tape records hearings
noting date, times, persons present during phases of the hearing and announces tape
recorder meter numbers when appropriate.

Ensure all appropriate procedures are followed.

Review guilty pleas entered during the hearing to determine whether the resident
clearly understands the plea and the consequences of the plea.

Arkansas Community Correction
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Afford the resident an opportunity to speak in his or her own behalf and to present
any relevant documented evidence which the resident may wish to subtnit.

Guide the activites of participants to easure a fair and impartial hearing.

Ensure no effort is made to unduly influence opinions ot votes of other committee
members when voting guilty or not guilty or administering discipline.

4. Support Functions. The ARO, who provides administrative support to the DHC,
performs the following functions:

a.

Manage administrative activities associated with processing violations referred for
DHC consideration. Ensure actions have been propetly reviewed by appropriate
supervisots, are complete, and assign a control number for use in associating
documents generated for each specific case {i.e, all forms for a charged offender have
the same control number for a particular incident}

Coordinate with the DHC chairpesson for scheduling charges to be considered by the
DHC and properly announce hearing times to DHC members, the accused, and
others as appropriate.

Prepare meeting dockets and case packets, assign meeting locations and gather
necessary equipment

Participate in the heatings and afterward record and propetly inform all participants
(including the accused resident) of decisions of the DHC.,

Ensure the Hearing Summary Report cleatly indicates the evidence relied upon, and
supporting reasons for the DHC decision, and that the report is signed by all DHC
members. Names/1dentities of witnesses must not be disclosed to the accused
resident.

5. DHC Scheduling. The DHC must meet as often as necessary, between rthe hours of 6:00
am. and 6:00 p.m., to discharge its dutes as expeditiously as possible. Ttis recommended
that the DHC meet at least one day each week. Form 4, The Disciplinary Flearing
Committee Docket, completed by the ARQ, should be used to schedule agenda items for
committee hearings. The DHC should avoid convening on weckends and holidays.
However, if secutity considerations mandate such mcetings, or if the Center Supervisor
deems it necessary, the DHC may convene on a weekend or holiday to perform its
functions. In such cases, the DHC should restrict business to that which is necessary to
alleviate the concerns expressed by the Center Supervisor.

C. Evidence. Physical evidence pertaining to alleged violations will be confiscated, labeled, and
secuted in designated areas in accordance with ACC administrative regulation on Searches
for, Control and Disposition of Contraband and Evidence and Center standard operating
procedures (SOPs). Evidence submitted by residents must not include witness statements
other than the resident’s own statement in his or her own behalf. Evidence will be propetly
stored or disposed of following the hearing and any appeals.

D. DHC Witnesses. Written witness statements for use by the DHC will be obtained only by
ACC staff. Witnesses may be disqualified if statements or testitnony are not material to the
alleged violation, e-g-for example, character witnesses. The DHC chairperson may set
reasonable limitations on the number of resident and staff witnesses. When such limitations
arc imposed, the ARO must document the reasons in Part I (temarks section) of the rule

Arkansas Community Correction
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violation report form. Tfinformation is required from witnesses who did not submit written
statements at the time of the incident, the choice of how to obtain these statements (in
writing, orally, or by telephone) is at the discretion of the ARO based on guidance from the
DHC chairperson. However, the ARO may recommend and DHC members may choose to
hear oral testimony from residents or staff. The DHC also may request oral testimony and
call additional witnesses during proceedings in an effort to provide a fair and impartial
hearing. When testimony is obtained from a witness during a DHC heating, the accused
resident and any assigned hearing assistant must not be allowed in the room during such
testimony. 1f a witness for either side is not readily available to provide additional testimony,
an extension for further inquiry may be granted by the DHC chairperson.

E. General Guidance.

1.

Authority to Excuse DHC Members. The Center Supervisor has authotity to excuse
members of the DHC for cause of upon receipt of a request to designate a replacement
member in order to ensure an impartial hearing.

Eatering Pleas and Waiving Hearing Appearance. Bargaining for a guilty plea or
dismissal of chatges is prohibited. An accused resident may waive the right to appear at
the DHC hearing. In waiving the right to appear, the resident has the option of pleading
guilty or not-guilty. The ARO should ensure that if the resident does not or refuses to
enter a plea or indicates that he is unsure of his plea, a plea of not guilty is entered. If a
resident waives the right to appear, or enters a plea of guilty during a hearing, he or she
loses the right to appeal the DHC determination concerning guilt but retains the right to
appeal the sanctions imposed. If the guilty plea is entered during a hearing, it must be
voice recorded. Tfa resident waives his ot her tight to appear at a hearing the approptiate
portion of Form 3, “Hearing, Appearance Waiver, and Plea,” must be completed, then
signed by the resident, a staff witness, and when requited pursuant to the form, a second
Winess.

Hearing Participation.

a. Appropriate persons involved in the disciplinary process, i.c., accused resident and
any assigned assistant (unless hearing appearance was waived in writing or resident
was removed due to poor behavior), DHC members, the ARO and witnesses, are
tesponsible to attend and participate in hearings, presenting input with dignity and
honesty. The accused resident and hearing assistant must be present only during
approprate portions of the hearing. The hearing assistant is authotized to be present
only when the resident is present. They must not be present during witness
1nterviews, reading of witness statements (although he or she will be advised of the
general content of statements), or DHC deliberations.

b. Residents have no right to cross-cxamination of witnesses during a DHC hearing.

Incidents. Except for gathering witness statements, conducting official inquiries and
necessary counseling, incidents pertinent to the hearing may not be discussed in advance
of the hearing.

Removal from Hearings. A resident may be removed from a hearing for poor behavior.
Such removal must be noted for the record and the heating must continue.

Arkansas Community Correction
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Duty Status. When appropriate, the Senior Residential Supervisor will place a resident
accused of a cardinal rule violadon on inquiry status or continue the resident’s normal
duty status depending upon the security needs of the center. During the absence of the
Senior Residential Supervisor, the Shift Supervisor will make the determination of
appropriate status and notify the Senior Residental Supervisor immediately upon return
to duty. Final authority for any restrictive status is with the Center Supervisor who must
be notified as soon as possible but no later than 24 hours (or next duty day in case of a
weekend or holiday) from the time the status is assigned. Any restrictive status should be
for no longer than necessary to inquire into alleged violations, maintain sccutity or, when
appropriate, conduct a DHC hearing. Specific approval of the Center Supervisor is
required if a restrictive status will exceed 72 hours without a DHC hearing. The assigned
status will remain in effect until changed by the Senior Residential Supervisor or Center
Supervisot, or completion of the DHC hearing, at which time the imposed sanction, if
any, will go into effect, unless the DHC has suspended imposition of the sanctions. In
the event a resident is placed on inquity status and is subsequently assessed disciplinary
detention resulting from the rule infraction, the DHC may, in its discretion, credit the
time spent on inquity status to the sanctions imposed,

F. Appeals of DHC Actions.

1.

[

E.Jl

Notice of Right to Appeal. During 2 DHC heanng resulting in a finding of guilt, the
resident must be informed of his ot her right to appeal.

Filing Appeals. The resident must submit an appeal on a Disciplinary Hearing Appeal
Fotm, Form 8. In all steps of the appeals process, the resident must set forth in detail the
grounds for the appeal. If the resident fails to receive a response within the appeal time
trame, he or she may appeal to the next level.

Center Supervisor’s Review and Response. Any appeal by the resident must be submitted
to the Center Supervisor within fifteen (15) calendar days from receipt of the written
results of the hearing, The Center Supervisor must review the appeal and may affirm |
modify, or reverse the DHC action. The Center Supervisor must respond to the resident
within ten (10) days, excluding weekends and holidays, from receipt of the appeal.

Deputy Ditrector’s Review and Response. If the resident is not satisfied with the Center
Supervisor's response, he or she may make a written appeal to the Deputy Director of
Residential Services within three (3) days, excluding weekends and holidays, from teceipt
of the Center Supervisor’s decision. The Deputy Director of Residential Services must
respond within thirty (30) days, excluding weekends and holidays. The decision of the
Deputy Director Residential Serviees is final. 1n cases where a rulc violation report is
written by a Center Supervisor or the Center Supervisor is directly involved as a witness
in the incident, the resident may appeal directly to the Deputy Director of Residential
Services. In this case the appeal may be further appealed to the Chief Deputy Director, if
necessary.

Sanctions. Sanctions must NOT be inctreased during the appeals process.
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G. Extension of Hearing Time Lines.

1.

9

Hearing Extension Authority. The DHC Chairpetson may grant an extension of time {or
a hearing only if additional information or inquity is needed to arrive at a fair decision.
Lxtensions for other reasons require the approval of the Center Supervisor. An
extension may be granted for up to five (5) additional days, excluding weckends and
holidays. If additional time is needed, the extension must be renewed and subsequent
extensions must not exceed five (5} days, excluding weekends and holidays, per extension.
The ACC Director must approve any extension over thirty (30) days total. The Center
Supervisor may give an extension of more than thirty (30) days without the Director’s
approval in situations where the resident is absent from the Center. In all cases except
resident absence, a copy of any approved hearing extension (Form 9) must be forwarded
to the resident charged. Requests for limited extensions of time may be prepared and
submitted by the ARO and granted by the Center Supetvisor.

Grounds for Extensions.

a. The resident escaped and is not in custody. A Disciplinary Hearing Extension (Form
9) must be initiated after an escape indicating “The resident is got in custody.” When
a copy of the arrest warrant is obtained, the DHC need not hold a hearing to
determine guilt, only to determine sanction(s). The arrest warrant is all that is
necessary to support a finding of guilt. A eopy of the arrest warrant must be attached
to the Hearing Summary Report as evidence. The sanction heating will be conducted
within ten (10) days of receipt of the arrest watrant unless an extension of this time is
obtained from the Deputy Director of Residential Services. The presence of the
escapee 1s not required when the DHC determines sanction{s). The DIC sanction
hearing is an administrative process and does not preclude prosecution in the courts
for violation of the law pertaining to escape and/or other appropriate charges.

b. The resident is out to court, the hospital or is otherwise away from the Centet.

¢. The resident is awaiting a decision of the prosecuting attorney regarding filing of a
criminal charge
The case requires mote extensive inquiry.
An emergency situation exists at the Center;

t.  The volume of nile violations scheduled for hearing is excessive and additional time is
necded to ensute a fair determination in each case.

g Avalability of staff or other situation requiring extension.

H. Resident Hearing Assistance. Residents have no right to an assistant or retained counsel,
however, a staff representative (hearing assistant} will be appointed to assist an accused
resident when the need is identified.

1.

Detcrmining the Need for Resident Heating Assistance. The following guidelines should
be used in determining when a hearing assistant may be assigned to aid a resident in
processing a rule violation and/or appeal:

a. Anaccused resident has an 1.Q. of 75 or less or a rcading level below fourth grade;

b. Tssues involved in a disciplinary proceeding are so complex that the resident is not
likely to understand the nature of the charges;

Arkansas Community Correction
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The accused resident is unable to understand and speak the English language;

d. The accused restdent is assigned to a mental health program for treatment of mental
disorder or mental retardation; and/or

¢. The resident has special needs-eg=because of such things as hearing or sight
impairment.

2. Designation of Hearing Assistant. The Center Supervisor must designate and prepate a
list of staff members approved to serve as heating assistants. The ARO must notify
assistants (through the supervisory chain) of case assignments. When the need for an
assistant is determined by the DHC at the heating, the chairperson must immediately
recess ot postpone the disciplinary hearing so the assistant may have an opportunity
to meet with the accused resident prior to entering of a plea.

3. During Hearing. Hearing assistants have no voice in the decision making of the DHC,
Additonally, when the assistant performs the required duties for a resident in 2
disciplinary hearing, the assistant must not remain in the hearing room when the resident
1s excused.

4. Refusal of Hearing Assistance. All residents have the right to refuse the services of 2n
assistant. Residents who refuse assistance for any reason, however, will not be afforded
the opportunity to have a different petson assigned. Any refusal is a waiver of access to
assistance, which should be noted an tape, if during the hearing, or on the Cardinal Rule
Violation Report and Notice to Accused Resident, along with the resident’s signature in
the bottom portion of part II, if prior to the hearing. The hearing should proceed. When
completed, the Hearing Summary Report will also indicate the refusal of assistance.

5. Extensions. In the event an assistant requires additional time to explain the necessary
information t the resident for a fair determination of the charge, the chairperson may,
on request from the heating assistant, grant an extension of time for additional
information or further inquiry

6. Appeal Assistance. Once the DHC has made a decision and advised the resident of the
appeal procedure, the assistant will be responsible for aiding the resident in the appeal
process if the resident requests such assistance.

VI. DISCIPLINARY PROCEDURES. The Modified Therapeutic Community deals
constructvely with failures. When applying Cardinal Rules to any one violation, the resident’s
positive and negative behavioral histoty will be considered.

A.

Cardinal Rule Violation. When a staff member has a reasonable belief that a Cardinal Rule
was broken, the disciplinary procedures described below must be followed.

1. The staff person who develops a reascnable belief that 2 Cardinal Rule has been violated
must perform the following:

a. If there 1s an incident over which control needs to be taken, ensure appropriate acdon
Is taken to provide for secutity and safety. When warranted, notify the Shift
Supervisor so additional support can be provided and/or the emergency plan can be
activated;

Arkansas Community Correclion
AD 1718-20-0] Resident Conduct Page 10
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b.

C.

Make a list of persons who may be potential witnesses with regard to the incident;

Have persons with relevant knowledge of the facts related to the alleged violation
complete an Incident or Hazard Report/Witness Statement form associated with the
administrative directive about reporting incidents and hazards, ensuring they record
their observations ot facts, not their opinions, conclusions or interpretations; and

Complete Parts I and 111 of Form 1a, attaching all incident reports/witness
statements. Forms must be forwarded to the Shift Supervisor or Senior Residential
Supetvisor as soon as possible but no later than the end of the shift, unless additional
time is allowed by the shift supervisor or the shift supervisor cannot be contacted.

2. The shift supervisor must perform the following:

a.

b.

C.

Ensure appropriate action is or has been taken to provide for security and safety;
Make appropriate notifications to the supervisory chain;

Review all incident reports for clarity and completeness. Complete, or have the
appropriate person complete, any required Rule Violation Report. Get clarification of
witness statements if needed, without influeacing the statement, and by requesting
witnesses to record only observations and facts as opposed to opinions, conclusions
or intetrpretations; and

Log each Incident Report/Witness Statement in the duty log. If there is 2 Rule
Violation Report, forward the onginal along with all associated Incident
Report/Witness Statements to the Senior Residential Supervisor as soon as possible
prior to leaving for the day. If there is no Rule Violation Report, forward Tncident
Report/Witness Staternents directly to the Senior Residential Supervisor.

3. The Senior Residential Supervisor must perform the following:

4.

Ensure approptiate action is or has been taken to provide for security and safety and
emergency plans have been initiated when warranted;

Make appropriate notificatdons to the chain of supervision;

When appropriate, designate an inquiry officer to collect information regarding the
incident;

Review all incident reports for clarity, completeness, and quality control of inquiry
reports; and complete, or have the appropriate person complete, any required Rule
Violation Report;

Forward the Rule Violation Report with all related statements to the AR within 48
hours of the-determininge that the incident occurred. {excluding the date of the report,
weekends, and holidays). FEnter the resident’s name in the ARO’s Cardinal Rule
Violation Report Log, Form 6, if the ARO is unavailable;

Arkansas Community Correction
AD +7]8-26-01 Resident Conduct Page 11
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2.

Intorm the ARO of the name of the inquiry officer, if designated; and

Monitor the actvities of the Shift Supervisor and ARO to ensure prompt and proper
processing.

4. The Administrative Review Officer must perform the tollowing:

a.

b.

h.

Log the Rule Violation Report and assign a control number;
Review the Rule Violation Report to ensure completeness and ACCUracy;
Obtain additional information through appropriate inquiry, if necessary;

Schedule a time and date for the hearing before the DHC and complete the
Disciplinary Committee Hearing Docket, Form 4 within the 5-day period following
receipt of the Cardinal Rule Violation/disciplinary packet from the Senior Residential
Supervisor (excluding weckends and holidays). Ensure the resident has 24 hour
notice of the scheduled hearing ualess he or she waives the requirement for 24 hour
notice. An extension must be obtained if a heating cannot be held within 5 days
(excluding weekends and holidays) of receiving the DFC packet from the Senior
Residential Supervisor following the inquiry;

Complete Form 7, “Amendment of Cardinal Rule Violation Repott,” when the DHC
chairperson determines a more appropiate rule should be cited in the Cardinal Rule
Violation Report or to correct administrative errors. Recommendations to amend a
charge to a2 major or house rule violation, or to dismiss a charge, require Center
Supervisor approval. Feedback should be provided to the officer preferring the
charge whenever amendments are approved,

Provide assistance to the designated inquiry officer and ensure the resident charged
has received notice of the rule violation charge, Form 1a, but not Form 1b which
names witnesses. Also ensure the resident is provided with Form 2 and, when
approptiate, Form 3.

Coordinate with the DHC Chairperson and the accused resident to review and
process any plea of guilty entered prior to a heating;

Obtain, or have an inquiry officer obtain, any additionally required witness
statements;

Advise DHC members, accused resident(s) and the heating assistant, if assigned, of
the time and date of the hearing and control number of the Cardinal Rule Violation
Repott so members may review repotts in advance of the meeting;

Artend DHC hearings, ot ensure the presence of a designee approved by the Center
Supervisor, and read the charges and possible sanctions when called upon by the
chairperson, tape record meetings and take approprtiate notes; and

Arkansas Community Correction
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k. Complete the Hearing Summary Report, Form 5, following the hearing and process
(distribute and file) completed actions.

3. The Inquiry Officer or ARO must perform the following:

a.  No later than 24 hours ptior to the DHC hearing, use Form 1 Parts T and 11, to advise
the accused resident(s) of the alleged violation(s); tead to the resident from Form 2a
& b his/her rights, DHC procedures, the appeal process, and possible sanctions; and
ensure that he/she understands. Obtain the resident’s signaturc on Forms 1a and 2a.
{(4-ACRS-6C-02)

b. Ensure the accused resident understands the full impact of waiving his/het right to
appear at a hearing (scc Section V.E.2). If the resident indicates a desire to do S0,
cscott him/her to the ARO for further processing,

¢. Obtain a list of requested witnesses from the accused, Part IT of the form, and advise
the resident that he or she is expected to be at the hearing unless he or she waives
appearance in writing, or is removed due to poor behaviot.

d. Review the list of persons who have relevant knowledge of the facts refated to the
alleged violation and obtain any additionally required witness staternents;

6. The Hearing Assistant must perform the following:

2. Immediately before a disciplinary hearing, review with the accused resident his /her
rights, DHC procedures, and the appeal process (Form 2 a & b) and answer any
questions he/she may have.

b. Provide general assistance to the accused resident before and after the hearing but
may not testify ot argue for the resident or give the resident advice;

¢. Be ptesent at hearings only duang the portions requiring the resident’s presence,
unless the restdent waives (in writing) the right to appeat or is removed due to poor
behavior;

d. Under certain ciecumstances, assist with the presentation of evidence on the resident’s
behalf at the disciplinary heating and any subsequent proceedings;

¢ Aid the resident in the appeals process.
B. Disciplinary Hearing.
The DHC can choose to suspend the imposition of sanction(s) for up to 90 days during
which time the resident must commit no further Cardinal Rule violations. If the resident

commits new infractions duting the suspension petiod, the suspended sanction will be put
into effect along with any sanction imposed fot the new violation.

Arkansas Community Correction
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VII.

VIIL

IX.

DISCIPLINARY RECORDS MANAGEMENT.

A. Process. Except during deliberations, all activities of the DHC hearing must be L e
recorded. Written statements, whether taken prior to the hearing or obtained at the request
of the committee, must be read into the tape and a copy attached to the disciplinary records.
In cases where there are numerous witness statements and there is no substantial difference
among the statements, one or more representative statement(s) may be voice recorded and
the ARO will indicate the names of the other witnesses and the fact that their statements are
cumulative. The record of the DHC hearing will indicate the hearing decision and supporting
reasons and a copy must be provided to the resident. Clerical errors during any part of the
process will not invalidate the acdon. Corrections to clerical errors will be made and noted as
such, and, when appropriate, the resident will be allowed 24 hours extension prior to the
hearing, unless waived, if the alteration results in a change to the alleged violation.

B. Information File. The ARO must be responsible for maintaining an instructional folder
containing information on the proper procedures for holding disciplinary hearings, rules and
regulations of the center, and other pertigent information helpful in implementing this and
related policies and procedures. The folders will be available to persons who have a valid
reason for such review.

C. Records. The ARO and others as appropriate must handle and store disciplinary records in
accordance with the Offender Records policy with the exception of audio tapes. Audio tapes
may be stoted separately and may be degaussed and reused or destroyed after one year.

TRAINING. Center Supervisors must ensure DHC members, designees, AROs, inquiry
otficers, hearing assistants and other staff involved in implementing this policy are trained
(initially and anaual refresher) on the disciplinary process and their roles prior to assurning
responsibilides. Initial training may include “practice heatings” to allow members to become
tamiliar with their roles and responsibilities during hearings.

ATTACHMENTS.

Attachment 1 Cardinal Rules

Attachment 2 Major Rules

Attachment 3 House Rules

Form 1___ Cardinal Rule Violadon Report and Notice to Accused Resident
Form 2 Explanation of the Disciplinary Process
Form3  Hearing Appearance Waiver and Plea

Form 4  Disciplinary Hearing Committee Docket
Form 5  IHearing Summary Report

Form 6  ARO Cardinal Rule Violation Report Log
Form7  Amendment of Cardinal Rule Violation Report
Form 8  Disciplinary Hearing Appeal Form

Form 9  Disciplinary Hearing Extension Form
Supplement Disciplinary Hearing Guide

Arkansas Comimunity Correction
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CR 01

CR 02

CR 03

CR 04

CR 05

CR 06

Arkansas Community Cotrection
CARDINAL RULES

Residents must not escape and/or attempt escape or take a hostage. Unauthotized departure from
the center, failure to return from work assignments outside the Center compound and/or return from
furlough. Holding an unwilling person captive, with or without threatening harm, is considered as taking a
hostage.

Residents must not commit or attempt arson. The willful, reckless or negligent act of attempting,
causing, or starting a fire which potentially or actually damages or destroys life or property, or causes
disruption to the safety and security of the center and/or inhabitants.

Residents must not commit an assault. Engaging in conduct that creates substantial danger of death
ot serlous injury to another person.

Residents must not commit battery. Engaging in conduct that causes death of serious physical injury
to another person.

Residents must not possess or use weapons. The possession or concealment of a weapon
{(commercially manufactured or handmade} on one’s person, within one’s property or within one’s
assigned room or other area or the use of a weapon.

Residents must not commit sexual abuse. Sexual abuse of 2 tesident by another resident includes any
erbshe-folowingsessoxual ac if the victim does not consent, is coerced into such act by overt or implied
threats of violence, or is unable to consent or refuse:,
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Sexual abusc 1s described further in the Prison Rape Elimination Act (PREA) policy.

CR 07-A  Residents must not engage in sexual harassment. Sexual harassment includes repeated and

unwelcome sexual advances, requests for sexual favors or comments, gestutes, or actions of a derogatory or
offensive sexual natute by one resident directed toward another person.

CR 07-B Residents must not engage in sexual misconduct. Sexual misconduct includes consensual sex

CR 08

CR 09

CR 10

between residents. Sexual misconduct includes kissing, visible displays of affection, love letters to
another resident or staff, and other sexually-oriented activity that is gencrally considered inappropriate in
a residential center.

Residents must not possess or use controlled substances or alcohol, The possession, concealment,
or use of any mind-altering substances not prescribed by a physician, including alcoholic beverages and
unauthotized possession or use of prescription drugs.

Residents must not refuse to submit to substance abuse testing; residents must not attempt to foil
or defeat a drug or alcohol screening test. The refusal to submit to a test administered in accordance
with agency guidance on substance abuse testing.

Residents must not violate laws. Any act or acts defined as felonies or misdemeanors by the State of
Arkansas and Federal government. NOTE: Violations of law are subject to criminal prosecution,
regatdless of disciplinary action taken by ACC.

AD 17-2818-01 Attachment 1
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CR 14

CR 15

CR 16

CR 17

CR 18

CR19

CR 20

CR 21

CR 22

CR23

CR 24

CR 25

CR 26

Arkansas Community Correction

CARDINAL RULES (continued)
Residents must not engage in gang activity and/or representation. The recognized reptresentation
whether real or not, of any gang affiliation through use of known gang signs, dress, mannerisms, etc,

Residents must not refuse to follow orders by staff. The refusal by a resident to follow an order given
by a staff member (sec also, House Rule 3).

Residents must not tamper with safety or security devices. The tampering with, adjusting, modifying
or attempting to modify any mechanical device used for fire safety, security, or communications purposes
(eg=for example, fire extinguishers, sprinkler systems, locks, alarms, smoke detectors).

Residents must not engage in repeated violations constituting non-compliance. The refusal to
participate in programs, complete learning experiences and comply with tteatment instructions.
Obtaining numerous minor violations of major or house rules in non-compliance with community values
and norms of behavior,

Residents must not submit false or misleading official statements. Knowingly giving or filing
statements which allege facts which are not true o failing to state the full true facts, deliberately intending
to mislead staff. (Sce also, Major Rule 2 regarding unofficial statements.}

Residents must not threaten, intimidate, bribe, or abuse a staff member, including contract or
volunteer staff, Threats, intimidation, or abuse of a staff membet through actions, gestures, or language
(see also, Cardinal Rule 17).

Residents must not threaten, intimidate, bribe, or abuse a non-staff member. Threats, intimidation,
or abuse of a non-staff mermber through actions, gestures, or language (see also, Cardinal Rule 16).

Residents must not evade detection or actively attempt to sabotage the taking of a count.
Hiding, creating a significant diversion, or disruption during the taking of 2 count (see also, House Rules
1c, 6, 8, and 9.

Residents must not leave his/her authorized area for the purpose of engaging in or promoting
illicit activity. Being found in an unauthorized area with evidence of an illicit activity such as alcohol
distilling components (sce also, House Rules 3, 6, and 8).

Residents must not steal. Taking, controlling, receiving, concealing, or displacing othets’ propertyswsieed
astmore-than-$106-60.

Residents must not possess, conceal, or use contraband. Possession, concealment, or use of any iretmn
not authorized for possession by the resident,

Engaging in injurious behavior. Marking, rubbing, burning, scratching, or curting one’s self or the body
of another person for the purpose of producing a tattoo, mark, friction burn, brand, or injury or for any
other purpose (see also, Cardinal Rule 03 regarding assand).

Damaging or destroying property. The unauthorized use of equipment or supplies ot purposefully
damaging, destroying, or defacing state or other property, regardless of the value.

Residents must not break the law or any rule while on furlough. Aninfraction of any law or rule
while on futlough.

Inciting or encouraging anocther resident to violate a rule. Contributing in any manner which causcs
another resident to violate a rule.

Residents must not possess or use currency ot communication devices. Residents must not possess
or conceal currency. Residents must not possess ot use any communication device or its components such
as ccll phones, cell phone chargers, pagers, or regular phones other than the “blue phones” authorized for
collect calls.

AD 17-2018-01 Attachment 1
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Arkansas Community Correction
MAJOR RULES

Restdents-mustnot steab—he-mkingcontrolling recelving— sricestinpertisplocing-ot
orthep - propesis 006 ess:_NG horse play. Residents must not particinan in

anv action that may be considered rowdy or conld possibly esealare to a fevel of confranmtion.

cause niury, or cause unsafe condidons.

False accusations or reporting. Residents will not falsely accuse others. Residents must
not give false alarms or reports including false reports of safety hazards (see alvo, Cardinal Rule
15 regarding official statements).

Failure to follow safety requirements. Residents must follow safety guidance and apply
common sense to ensure the safety of themselves and others. This includes using appropriate
safety equipment such as safety glasses, gloves, and guards on equipment.

Residents must not engage in a fight. The resident will not physically attack a person or, if
defending him/herself, continue the fight aftet his/her assailant is subdued. (See Cardinal Rules
03 and 04, fights that constitute assanlt or battery.)

Trafficking or trading. Residents must not sell, loan with the intent of gaining interest in
any manner, or trade as in 2 barter system,

Failure to wear appropriate identification. Residents are to wear their correct 1D badge at
all dmes when not in their assigned sleeping area.

No gambling. Residents must not engage in any activity for the purpose of betting or
gambling for money, favors, privileges, commissary products, or other rewards.

Failure to follow visitation rules and guidelines. Residents will follow all rules for
visitation at all times.

Giving inappropriate feedback to staff. Residents must not respond to staff ditecdon in an
inappropriate manner by using profanity, sarcasm, arrogance, and/or snide remarks, or

making inappropriate gestures to staff (see alo, Cardinal Rute CR 16).
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Arkansas Community Correction
HOUSE RULES

HR 01 Be Professional. Residents must demonstrate professionalism as described below:

Exchibir Conrteous,
Patient, and
Respectful Attitudes.

Ule Appropriate Gestrres
and Langnage.

Act Appropriately.

HR 02 Be Punctual

HR 03 Obey Rules, Policies,
Procedures and
Orders.

HR 04 Use Privileges
Appropriately.

Residents must be patient, courteous, and respectful when dealing with
others. Residents must be tactful when performing duties, control his or
her temper, exercise patience and not become involved in arguments, even
in the face of provocation.

Residents must not use gestures or language that is profane, offensive, rude,
sassy, insulting, or disrespectful (see Cardinal Rules CR 06 regarding official
statements, CR 16 regarding threats/abuse directed toward staft, CR 17
regarding threats/abuse directed towards non-staff, and Major Rule 09
about responding to staff direction).

Residents must not engage in horseplay, fighting, practical jokes or other
conduct that endangers the safety of employees, offenders, or others. (Sec
Cardinal Rules 3 regarding assault, 4 regarding fights, 25 regarding injurious
behavior and Major Rule 12 distinguished from this rule by the degree of
severity.)

Residents must be on time in accordance with schedules and insiructons.

Residents must not commit or omit acts which he or she knows, or should
know, would constitute a violation of any written rules, regulations,
procedures, directives, memoranda, and verbal orders.

Residents must not partake or benefit from a privilege unless the privilege
has been earned and approved by the Resident Management Team or
appropriate staff.

HR 05 Do Not Practice Slick Residents must not be involved in activities, conversations, or behaviors

and/or Devious
Behavior.

HR 06 Be in an Authorized
or Assigned Area.

HR 07 No Harassing,
Insulting, or
Manipulating Others.

HR 08 Comply with ACC
Therapeutic
Programs.

HR 09 Disruptive Behavior.

with the purpose of misleading or tricking another, or avolding any rulc,
assignment ot directive.

Residents must be in thetr scheduled location unless they have permission
from a staff member to be in another location. When not scheduled to be
in a particular activity, tesidents may move within permitted areas.
Reasonable travel to areas adjacent to an assignment, such as to a restroom
Ot to carry out an assigned task, does not require permission.

Residents must not deliberately harass, insult, or attempt to manipulate
another resident, through conversation or any other interaction. Residents
must refrain from using sarcasm, making snide remarks and/or acting
arrogantly (see Majot Rule 09 regarding responding to staff direction)

Residents must fully participate in all assigned prograins by being in their
assigned place, at the scheduled time, with the appropriate material and
with proper preparation for scheduled activity (see Cardinal Rule 18
regarding the taking of counts).

Residents are not to band together or congregate in a manner which is
distuptive to the Center or Community’s normal function or activity.

AD +7-2018-01 Attachment 3



Arkansas Community Correction
CARDINAL RULE VIOLATION REPORT & NOTICE TO ACCUSED RESIDENT

PART 1
Instructions: Complete both sides of this form. Please submit completed forms promptly to the Shift Supervisor. The Inquiry Officer or
AR will provide a copy of SIDE A to the aceused and SOD,

Accused Resident’s Name (Print) Resident’s Number Incident Date Time [ AM [ ] PM Location
Description of Alleged Incident Continuation Sheets Attached: pages, or [ | NONE

Alleged Cardinal Rule(s) Violated (Violation Code Number & Description):

Remarks (ARO: Document any limitadons on witnesses and the reason):

Certification: [ certify that the above description of the incident is true and accurate to the best of my knowledge and belief.
Reporting Employee Name (Print) Date of Report Reporting Employee Signature
PART 2 NOTICE OF RULE VIOLATION

STAFF MEMBER READ TO ACCUSED:

This is notice that you ace accused of the rule violation described above. You are ordered nor to attempt to influence anyone to make untrue
or musleading statements on your behalf, or to speak to anyone concerning this incident other than your counselor, hearing assistant (if
assigned}, inquiry officer, or others acting in an official capacity, concerning this incident. If you want the Disciplinary Hearing Committee ta
hear from any witnesses on your behalf, you must list those witnesses in the space below at this time. The appointed staff inquiry officer will
obtain statements from all witnesses. You aze nor to discuss this incident with witnesses or attempt to obtain statements from them. Your
hearing on this matter is scheduled for:

O AM[JPM on (Day/Date): at (location):

Note to Staff Member: Also have the resident complete Form 2, “Explanation of the Disciplinary Process.”
If the resident indicates a desire to waive his/her right to attend the hearing, complete Form 3, “Hearing
Appearance Waiver and Plea.”

D Tagree to waive the 24 hour advance notice for a hearing and accept the dare and tme indicated.

Resident's Sigmature
List the names of your witnesses. Witnesses must be identified at the time of this notification,

Signature of Resident signature of Notifying Officer Date/Time of Notice
Was a Hearing Assistant refused by resident? ] YES [] NO If yes, signature of Resident:

CONTROL NUMBER:

Original: DHC Hearing Packet AD 1+7-2618-01 Form | Side A
COPY: SIDE A ONLY to resident



Arkansas Community Correction

CARDINAL RULE VIOLATION REPORT & NOTICE TO ACCUSED RESIDENT (continued)

PART 3

INSTRUCTIONS: List the names of persons involved or witnessing the incident, including staff, and identify whether they arc accused or a witness.

Names (Print) Resident Number (N/A if Staf])

Check Appropriate Box

[ ] Accused [ ] Witness
[ ] Accused [} Witness
[ ] Accused [ ] Witness
[T Accused [ ] Witness
[ ] Accused [ ] Witness
[] Accused [ ] Witness
[ ] Accused [] Witness
[ ] Accused [ ] Witness
L ] Accused [ ] Witness
Remarks by reporting employee:
PART 4 SHIFT SUPERVISOR'S SECTION
Disciplinary detention or inquiry status was imposed. [ ] YES ] NO
If so, approved by whom?
Reason for derention:
REVIEWED BY:
Shift Supervisor’s Name (Print) Shift Supervisor’s Signature Date Time
PART 5 SENIOR RESIDENTIAL SUPERVISOR’S SECTION
REVIEWED BY:
Senior Residential Supervisor’s Name (Print) Sentor Residential Supervisor’s Signature Date Time

PART 6
RECEIVED BY:

ARO SECTION

Date Time

[1vEs [INO [ Refused

ARO’s Name (Print)

ARO: Is Hearing Assistant appointed?

[f appointed, reason for appointment:

[f Yes, Name:

CONTROL NUMBER:

Original: DHC Hearing Packet

AD +72818-01 Form 1 Side B



Arkansas Community Correction
CARDINAL RULE VIOLATION REPORT & NOTICE TO ACCUSED RESIDENT (continued)

Accused Resident’s Name Resident Number

PART 7 CONTINUATION PAGE

Incident Date

CONTROL NUMBER:

AD 17-2018-01 Form 1 Side C



Arkansas Community Correction
EXPLANATION OF THE DISCIPLINARY PROCESS
Resident’s Rights
1. You have a right to appear befose the Disciplinary Hearing Committee for alleged Cardinal Rule violations. Any disruptive
behavior on your part will result in your removal from the hearing and the hearing will continue in your absence.
2. You have a right to name witnesses and present evidence on your behalf. You do not have a right to question witnesses or be
present during the reading of witness statements or questioning of witnesses.
3. If found guilty you have a right to appeal the finding of guilt, the sanctions imposed, or both the finding of guilt and the
sanctions imposed (see the exception to this in item #5).
4. If vou waive (give up) vour right to appear before the Disciplinary Hearing Committee a hearing will be held without yon
unless you have entered a plea of guilty.
If you enter a plea of guilty (on the “Hearing Appearance Waiver and Plea” form or at the hearing), vou understand that
your plea is an admission that you have done what is alleged in the stated charge(s), and that the Disciplinary Committee will
decide the sanctions you will be given. The sanctions which can be imposed are listed on the back side of this form (these
will be read & explained to the resident). If you enter a plea of guilty, you watve your right to appeal the finding of guilt,
but retain your right to appeal the sanctions imposed.
6. 'The Disciplinary Hearing process is described in the Arkansas Community Correction (ACC) Administrative Directive titled
“Resident Condnet” which you may review in the Center library.
Disciplinary Hearing Committee Procedures
1. You will be asked if you received this form explaining your rights, the disciplinary hearing procedures, and the appeal process.
‘The rules you allegedly violated will be read. You will be asked if you understand the chatrges.
You will be asked whether you plead guilty or not guilty for each alleged rule violation.
If you plead guilty to any charge, the committee will determine what sanctions will be given.
If vou plead not guilty to any charge, you will be given an opportunity to make a statement and/or present evidence.
You will be asked to leave the room while witness statements are read to the committee members.
The voting members will make a determination of guilty or not guilty for each charge.
You will be recalled and informed of the decision.
If found guilty, you will be given an opportunity to present matters in extenuation (partial justification - a partial excuse) or
mitigation (information that may be considered for fairness or mercy) prior to the committee determining sanctions. You will
then again be excused. The voting members of the committee will determine sanctions and vou will be recalled.
10, You will be informed of your sanctions and the appeals process will be explained. The ARO will present you with an appeals
form if so desired. This will conclude the hearing.
Appeal Process _
If found guilty of any charge, you have a right to appeal to the Center Supervisor. If you choose to exercise this right vou will submir
your appeal within 15 calendar days after recetving the “Hearing Summary Report.” In all steps of the appeal, you must set forth in
detail grounds for the appeal. If you do not receive a response within 10 days (excluding weekends and holidays) of receipt of vour
appeal by the Center Supervisor, or if you are not satisfied with the answer to your appeal by the Center Supervisor, you may appeal
to the next level within 3 days of receiving the Center Supervisor’s decision or the due date of that decision, whichever is sooner. The
next level in the appeal process is the Deputy Director of Restdential Services. The decision of the Deputy Director is final.

t‘-“

= o

2 90 1o o

At no point in the appeals process must the sanction be increased, If you file an appeal in which you allege facts that are not true,
knowing the statements are not true, or in which you fail to state true facts, deliberately intending to mislead the Center Supervisor or
Deputy Director, you must be in violation of center rules and must be dealt with accordingly.

I, Resident (Print Name): acknowledge that T have read or had read to me an
explanation of the disciplinaty process including my rights, the heating procedures, sanctions which may be
unposed, and the appeal process. I fully understand these rights, possible sanctions, and procedutes.

Resident’s Signature Date Staff Witness Signature Date

AD 17-2018-01 Form 2a



Arkansas Community Correction
EXPLANATION OF THE DISCIPLINARY PROCESS (continued)

Allowable Range of Sanctions for Cardinal Rule Violations

The DHC can choose to suspend the imposition of sanction(s) for up to 90 days, during which time the resident must
commit no further Cardinal Rule violations. Tf the resident commits new infractions during the suspension period, the
suspended sanctions will be put into effect along with any sanction imposed for the new violation. The allowable range
of sanctions which can be imposed by the DHC for resident violations of Cardinal Rules are as follows:

. Submit a violation report recommending revocation of probation or suspended imposition of sentence (SIS), or
recommending transfer to the Arkansas Department of Correction, as appropriate.

1o

Disciplinary detention for up to 30 days.

3. Extra duty up to two hours per day for up to 60 days.

4 Restitution of actual cost of lost, damaged or destroyed property, not to exceed the depreciated value of the
property. Resident will not be allowed to spend any monies in his/her commissary funds until full restitution is
achieved.

5. Change of job assignment, and/or change of room or housing unit assignment.

6. For residents cligible for good time, loss of up to 365 days of earned good time. For violations of
escape/absconding, loss of all good time is required by law.

7. Reducton in class level,

8. Loss of commissary, telephone, visitation, and/or privileges not to exceed 60 days.

Resident's Stonature Ihe Staff Wimness Monguee Date

Notea Cardinal Rule violation mav result in a decision by the Resident Mana rement Feam 1o denv carly

pelease.

Original: DHC Hearing Packet AD +7-2818-01 Form 2b
Copy: Resident



Atrkansas Community Correction
HEARING APPEARANCE WAIVER AND PLEA

Instructions: This form is completed before a hearing when a resident chooses to waive his/her right to
appear before the Disciplinary Hearing Committce. A plea at the hearing is handled differently.

RESIDENT

I,
Disciplinary Hearing Committee (DHC) on (date):

have been advised of my right to appear before the

and I hereby waive my right to appear.

Further, T enter the following plea(s) with the understanding that a plea of guilty is an admission that [
have done what is alleged in the Rule Violation Report and Notice to Accused Resident form and the
Disciplinary Hearing Committee will meet to decide sanctions T will be given.

A plea of “Not Guilty,” indicates T did not do what is alleged in the stated charge(s). If I have any
reservations about enteting a plea of guilty, T have entered a plea of “not guilty.”

Regatding Rule Violation Report and Notice to Accused Resident form, control number

Cardinal Rule # Violation, I plead | ] Guilty [] Not Guilty
Cardinal Rule # Violation, I plead [ ] Guilty [ ] Not Guilty
Cardinal Rule # B Violation, I plead [ ] Guilty [] Not Guilty
Cardinal Rule # _ Violation, I plead [ ] Guilty [ ] Not Guilty
Cardinal Rule # Violation, I plead  [] Guilty [ 1 Not Guilty

Funderstand that by waiving my right to appear I also give up my right to appeal the decision of the
DHC concerning my guilt, but retain my right to appeal the sanction(s) imposed.

Residents signature  Remdent number Date
Sraff Witness Signature ' Date
STAFF
I advised resident at

Resident’s Printed Namg Datc Time

of his/her right to appear before the

Resident’s Location upon Notificaton, ws=sueh 4 floor, ccll number

Disciplinary Fleating Committee on  however, the resident declined to

Datc

appearand || entered the plea shown above; [ ] refused to enter a plea and was advised
that a not-guilty plea would be cntered on his/her behalf.

Staff Printed Name Date Staff Signature

Second Staff Witness Printed Name Date ‘Second Staff Signaturc
(Obtain sccond witness if ressdent refuses to sign waiver)

Ornig: DHC Hearing Packet Copy: Resident

AD +7-2018-01 Form 3
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Arkansas Community Correction
HEARING SUMMARY REPORT

This form is used by the ARQ to document action taken by the Disciplinary Hearing Committee (DHC).

Instructions: Attach the Rule Violation Report before forwarding to the Records Section for input into eQMIS and filing. A copy with
supporting documentation (s (or Lxample, witness statements) must be maintained from the hearing date for any subsequent official
access (esgsfuw example, artorney/client request for review). Ensure that the control number for this action is placed at the bottom and that
it agrees with supporting documents. Provide a copy of this form to the SOD.

Resident’s Name (Print) Offender No. Hearing Dare Hearing Location

[1am
Ham{]em = [pm

Tape Number Beginning Meter Ending Meter Begmning Ending
Reading Reading Time Time
Hearing Assistant was: [ ] Not Designated
Hearing Assistant’s Name (Print) If Designated [] Refused by Resident

CARDINAL RULES THAT RESIDENT 1S ACCUSED OF VIOLATING
L] Guilty [ ] Not Guilty [ No Plea [ Guilty

[] Not Guilty
Rule No. Short Tide of Cardinal Rule Violated Resident Pleads DHC Finding
(] Guilty [] Not Guilty [J]NoPlea [ ] Guilty
[] Not Guilty
Rule No. Short Title of Cardinal Rule Violared Resident Pleads DHC Finding

[ Guilty [] Not Guilty [ ]No Plea [ ] Guilty
S (] Not Guily
Rule No. Short Tide of Cardinal Rule Violated Resident Pleads DHC Finding

O Guilty [] Not Guilty [ JNoPlea [ ] Guilty

. [] Not Guilty
Rule No. Short Tiie of Cardinal Rule Violated Resident Pleads DHC Finding
Summary of Evidence relied upon to make a decision:
SANCTIONS:
DHC Chairperson Signature SRS Signarure o Treatment Supervisor Signature
Resident Signature (for Receipt of 2 Copy) B ARO Chairperson Signature
CONTROL NUMBER:
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Arkansas Community Correction
AMENDMENT OF CARDINAL RULE VIOLATION REPORT

T

Resident’s Name (Print) Resident’s Number

The charge in your Rule Violation Report Dated: Control Number:

The charge in your Rule Violation Report has been amended:

From:

To:

1 hereby acknowledge that I have been notified of the amended charge.

B _ o Ham Oem

Resident’s Signature Date Time

Serving Ern[_)loyee’s Name (Print) Serving Employee’™s Signature

Remarks or Other Amendments:

USE THIS SECTION TO OBTAIN CENTER SUPERVISOR APPROVAL
IF A CHARGE SHOULD BE CLASSIFIED AS A MAJOR OR HOUSE RULE

Charge Recommended to be: I:I MAJ|OR or D House Rule DHC Chair Initials:

]:l Approved |:| Disapproved D See Comments Below

Center Supervisor’s Signature
Comments:

CONTROL NUMBMER:

DISTRIBUTION OF APPROVED AMENDMENT: Original to Official Record
Copies to: Accused Resident, Center Supervisor, ARQ, SOD




Arkansas Community Cotrection
DISCIPLINARY HEARING APPEAL FORM

To: Center Supervisor Date:
From:

Resident’s Name (Print) Resident’s Number
Instructions

You must first file your appeal with the Center Supervisor within fifteen (13) calendar days of receipt of the Hearing Summary Report
notifying you of a finding of guilt and sanctions. State the nature of your appeal, indicating the specific reason that you believe the finding of
guilt and/or the sanctions in vour case should be reversed or modified. It is not necessaty to attach any documents associated with your hearing,
You may use the back side of this form, and may attach no more than one 8 %2 x 117 page as an attachment,

Concerning the Hearing conducted on (date): by the ACC Disciplinary Heasing Committee,
I am appealing the following: )

] Finding of Guilty or

] Sanction Imposed or

1 Both Findings and Sanctions as they pertain to my alleged offense.

In support of my Appeal, the following information is provided for your consideration (you may alve ase back of this form):

[ certify that the information provided in this Appeal is true and correct to the best of my knowledge and belief.

Resident’s Sipnature Date
Center Supervisor's Response 1o Appeal (Due within 10 days of receipt of the appeal)
Date Appeal Received: [ ] Affirm [ ] Reverse [] Modify as Indicated Below
Remarks: B
Reason For Action: o B
Center Supervisor’s Signature Date

Deputy Director’s Response 1o Appeal (Due within 30 days of receipt of the appeal)

I'acknowledge receipt of the response to my appeal from the Center Supervisor, I D DO ’:l DO NOT wish to contnue my appeal to the Depuey Director
of Residential Services (I3DRS). | understand that the decision of the Deputy Direcror is final. NOTE: Further appeal to the DDRS must be within 3 days
of receipt of the Center Supervisor’s decision.

Date of Center Supervisor’s Response: Date of Appeal to DDRS:

Resident’s Signanure Date
Indicate any addition comments to support why you believe that your appeal should be upheld:

Deputy Director’s Response to Appeal (Due within 3¢ days or receipt of the appeal)

Date of Receipt of Appeal: D Affirm I:' Reverse I:l Modify as Indicated Below

Remarks:

Reason Action Taken:

Deputy Director’s Signature Datc

CONTROL NUMBER:

AD+72818-01 Form 8a



DISCIPLINARY HEARING APPEAL FORM (continued)
DATE:

CONTROL NUMBER:

AD 172018-01 Form 8b



Arkansas Community Correction
DISCIPLINARY HEARING EXTENSION FORM

TO: DATE:

FROM:

RE: RULE VIOLATION  Rule Violation DATED: CONTROL NUMBER:

Request extenston of the disciplinary hearing for resident (Print Name):

for a period of _additional days (excluding weekends & holidays), until (date):

for the reasons indicated below:

The resident is not in custody.

Resident is out to court/hospital, or is otherwise away from the residential center.
Awaiting the decision of the prosecuting attorney regarding the filing of a felony charge.
The alleged violation requires additional inquiry.

An emergency situation exists at the residential center.

The volume of tule violations requires rescheduling to ensure a fair hearing,

Availability of staff or other situation requiring extension {explam).

Oooooooog

Lscape, arrest warrant was received on: at CJAM [ Pm

Remarks:

Signature of Requestor
Decision of Center Supervisor

Request for extension is APPROVED unil (date): OR is I:I DISAPPROVED

Center Supervisor’s Signature Date

NOTE: An extension may be granted for up to five (3) working days. Should additional time be required the extension must be rencwed and
will not exceed five (5) additional days per extension. The Arkansas Community Correction Director must approve extensions when the total
will exceed thirty (30) days. The Deputy Director of Residential Services (DDRS) must approve any extension of time to conducr a sancton
hearing pertaining to escape.

Decision of Director or Deputy Director of Residential Services

Request for extension is APPROVED uatil (date): - _ OR is [ ] DISAPPROVED
Director’s Signature 7 Dae Deputy Director of Residential Services Signature
Remarks:
CONTROL NUMBER: N
DISTRIBUTION: Original to ARO AD +-2018-01 Form 9

COPIES: Accused Resident, Center Supervisor, DHC Chairperson, and SOD



Supplement

Arkansas Community Correction
DISCIPLINARY HEARING GUIDE

Explanation of This Guide

This hearing guide should be used to conduct disciplinary hearings in order to assure resident rights are provided for as
outlined in agency policy. Use of this guide will also enhance uniformity among centers. This guide is a publication of
the Deputy Director of Residential Services and any changes must be made by his/her office. The DHC Chairperson
and ARO use this guide when conducting rule violation hearings. Most sections are designed to be read aloud as a
script. Some text is only for the information of the DHC Chairperson and ARO and is set off in brackets [ ] or
parcntheses { ).

INOTE: Prior to convening the Hearing, the Chairperson should verify with the ARO the presence of the accused
resident, the resident’s Hearing Assistant (if appointed), the Senior Residential Supervisor, and the Treatment
Supervisor. Also, ensure that the DHC members have read the appropriate Rule Violation Repotts, for the purpose of
ensuring they have the ability to make an impartial judgment in each to be heard by the Committee. In those cases
whete an alternate member may be required, arrangements for an approved alternate should be made in advance,]

CHAIRPERSON: Will the ARO please turn on the tape recorder and open the hearing?

ARO: The meter reads ~on tape number
The date is __and the dme is [JAM [] PM.
This hearing is on charges brought against
Resident Resident No.

Case Control No.

My name is: and I am serving as the

Administrative Review Officer and providing supporr for this hearing.
The voting members of the Disciplinary Hearing Committee are:
the Assistant Ceater Supervisor Who serves as the Chairperson

the Senior Residential Supervisor and

the Treatment Supervisor

CHAIRPERSON: [Read for the Record] Do any voting members believe that they cannot rendert an unbiased
opmion in the case we are about to heat? If so, please so indicate at this time and we will
obtain a replacement. Are there any voting members who request to be excused at this dme?
[f no, continue as indicated beiow)

Disciplinary Hearing Guide Page: 1



CHAIRPERSON: Resident did you receive a form that explained
the disciplinary process, including your rights, the hearing procedures, sanctions which may be
imposed, and the appeals process? Do vou understand the rights you are afforded art this disciplinary
hearing? Do you understand the disciplinary hearing proceedings, and do you know what to expect
at this hearing? Do you understand how the appeal process works in the event vou are found guilty
after a plea of not guilty? Do vou understand the possible sanctions?

[Allos the resident to respond to each guestion. If the resident does not understand, attempl lo clarif).]
[Indicate for the record that the Explanation of Disciplinary Process form, bar been sqgned &) the resident and is part
of the DHC packet. If the resident waived bis or ber right o be present during the bearing, verify that the ARO has a
sigred bearing appearance watver. If the resident entered a Littlly plea on the bearing appearance waiver for all charges,
proceed to 1he sanctions phase.]

CHATRPERSON: Resident you ate charged with the following
Cardinal Rule Violation(s):

1. Cardinal Rule
Cardinal Rule

3.  Cardinal Rule =

A description of the alleged mcident is as follows:
[Read the “Allsged Cardinal Rude(i) Violated” and *Description of Alleged Incident” sections of the Rude Violation
Report and Notice to Accused Resident (Form 14).)

&

Resident do you understand the charges and the violation
that you arc alleged to have commirted?

[Noze, If the Resident staies that be does not understand, atfernpi to determine what is not understood and clarify.)

Resident if at any time duting this hearing you do not
understand points addressed, you should say so and I will attempt to clarify.

Resident if vou have been charged with a viclation of a

law, you may also be taken to a court of law, tried, and if found guilty, be subject to a sentence
imposed by the court, regardless of the findings at this hearing,

Resident . for each charge, you must enter
a plea of NOT GUILTY or GUILTY.

How do you plead to the charge of:  Cardinal Rule

How do you plead to the charge of: Cardinal Rule

How do you plead to the charge of:  Cardinal Rule

Disciplinary Hearing Guide Page: 2



[Note: If the resident does not or refuses to enter a plea or indisates that be is nnsure of his plea, a plea of ot guilty will be entered on the
record by the Chatrperson. If the resident or Chairperson enters a plea of not Latlty to any of the charges, continue with the process that
Jollows. Ifa guilty plea is accepted for ALL charges, skip ahead to the = (artow)

CHAIRPERSON: Resident statements have been gathered from witnesses,
both staff and/or other residents, subject to any limits allowed by administrative directive.
These statements will be read after you make your statement and/ or present evidence. The
witness statements will be read while you ate out of the room. If you wish to make a
statement or present evidence on your behalf, please do so at this time.

[Note. Resident may respond here]

CHAIRPERSON: Resident - you will now leave the room while the witness
statements are read, and deliberatons are conducted by the committce.

[ Ak the resident and hearing assistant (if assigned), to leave the room, then proceed.]

(Note: The accused resident shonld not be located where he or she can wew any witness catfed ]
CHAIRPERSON: Will the ARO please read all witness statements conrained in the DHC packet?
ARO: [Read witness statements, bring in witnesses to state their observations.)

CHAIRPERSON: All committee membets arc reminded of their obligation to render a fair and impartial
judgment, based solely on the statements, facts, and evidence which was presented at this
hearing. To ensure credibility of the hearing process, a finding of not guilty should be made
unless there is reasonable evidence that the accused tesident commirted the alleged rule
violation. Committee members are reminded that any part of the resident’s prior disciplinary
record must not be considered in determining whether the resident is guilty or not guilty,

CHAIRPERSON: At this time, will the ARO please turn off the recorder and leave it off during deliberations
concerning whether the resident is guilty or not guilty.

[Wiitness statements can be road again if needed or requested)

[Note: be sure fo take notes listing the primary facts or evidence which resulis in the committee s findings.]

[Note: The ARQO will turn off the tape recorder and is excused during deliberations. Following appropriate discussion, a vote must be
taken. A secret written ballot may be used at the discretion of the Chairperson. Use procut sigps of paper for this process. During
deltberations for findings of guilty or not guilty, the Chairperson or another member, should keep brief notes of the “primary evidence relied on
1o reach their decision.” The description of the primary evidence relied on should not include identitios of witnesses. The DHC is attempting
to reach consensus on the verdict; howeer, consensus is not mandated; majority rules. When the C, hairperson is satisfied that a fair
discussion and hearing has been held, be or she will ask the ARO to recall the acensed resident (and hearing advisor, if appointed).]

Disciplinary Hearing Guide Page: 3



CHAIRPERSON: Will the ARO please turn on the tape recotder and open the hearing?

ARO: This is a continuation of the hearing for Resident

Resident Number: __ and Case Control Number:

All persons present when the hearing adjourned are again present.
CHAIRPERSON: Resident the Disciplinary Committec

has considered and discussed the evidence presented, and with at least two-thirds of the
voting members concurring, has determined the tollowing findings:

For the charge of:  Cardinal Rule CR-
[Read the title of the charge]

The Committee finds you:

For the charge of:  Cardinal Rule CR-

[Read the title of the charge.) -

The Committee finds you:

For the charge of: Cardinal Rule CR-

[Read the titie of the charge.)

The Committee finds you:

[Note. The chairperson will read the above for each charge ruled on.}

{Note. If the resident was found guilty on any of the charges, annonnce the following:]

CHAIRPERSON:  The primary evidence relied on for this/these finding(s) is as follows:
[State what the evidence relied on was.]

> [ If a guilty plea was accepted for ALL charges, continue Proceedings at this poinf]

CHAIRPERSON: Resident you now have the opportunity to present
matters in extenuation (this is a partial justification or a partial excuse for committing the
violation), or to present matters of mitigation (this is information that may be considered
fairness or mercy) prior to the DHC determining an appropriate sanctions.

Do you have such information to offer?
[Note. Resident may respond here.]

Disciplinary Hearing Guide Page: 4



CHAIRPERSON: Resident _ (and hearing assistant if appointed)
you may now leave the room while the Hearing Committee deliberates on the sanctions
to be imposed.

Consider designating a place for the resident to wait.]
{ [graling ; 3

CHAIRPERSON: Will the ARO please turn off the recorder for the deliberations phaser

[The ARO may be excnsed during deliberations]

NOTE: At this time, the commiltiee can review the resident’s prior disciplinary record to assist them in determining what the
sanctions should be. Sanctions imposed by the DHC and opteons for suspending the impositions of sanctions are gided by the
policy on Resident Conduct. ]

NOTE: The sanctions should be determined by a majority decision. However, of the Chairperson believer that the majority of the
conmitice has determined sanctions which are foo liberal, too severe, or not progressive in nature, the Chairperson may require the
commitlee lo reconsider ifs decision to ensure appropriate sanctions.]

[After deliberations, bring back the resident, hearing assistant (if appointed), and ARO.;

CHAIRPERSON: Will the ARO please turn on the tape recorder and open the hearing?

ARO: This is a continuation of the hearing for Resident

Resident Number: and Case Control Number:
All persons preseat when the hearing adjourned are again present.

CHAIRPERSON: Resident the Disciplinary Committee has
considered the information offered in extenuation or mitigation as well as your previous
disciplinaty record, and has determined the following sanctions:
(Read the sanctions)

Resident ___ you were advised of your appeal rights in writing
prior to this hearing and given a copy of these rights. If you do not understand the
appeal process, you may ask the ARQ for assistance in filing an appeal in accordance with
the policy on disciplinary appeals.

The ARO will now announce the final meter reading and turn off the recorder and that
will conclude this hearing.

AROQO:; The final tape metet reading for Case Control Number

is

Disciplinary Hearing Guide Page: 5



Arkansas Community Correction

C Arkansas Community Correction

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

ﬂ 501-682-9510 {officc}  501-682-9513 (fax)
Serving Justice

ADMINISTRATIVE DIRECTIVE: —ECODE-QEETHICS AND RULES OF
CONBUCT

ADMBPHESTRATIVE-DIRECTIVE:17-3418-23 Code of Ethics and Rules of Conduct
TO: Arkansas Community Correction Employees

FROM: Sheila Sharp, Director

SUPERSEDES: AD 15-9917-34

APPROVED: __ Sipnatureon File EFFECTIVE:
Fuby17,-2047

I. APPLICABILITY. This policy applies to Arkansas Community Cotrection (ACC)
employees. In a manner generally interpreted to be appropriate, this policy also applies to
ACC agents. Agents include volunteers, interns, contractors and vendors. (4-APPFS-3C-02)

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

III. GUIDANCE. The Code of Ethics and Rules of Conduct, at Attachment 1, represents
ACC’s commitment to ethical and efficient provision of services. It describes the expected
behavior of ACC employees and agents. The agency encourages people to focus on positive
character traits and actions to setve as positive role models for offenders. Supervisors must
provide a copy or access to a copy of this policy initially and again during performance
reviews. Employees must review this policy annually prior to signing their performance
evaluatton.

IV, AFFACHMENTS AT TACHMENT.
Attachment 1 Code of Ethics and Rules of Conduct




Attachment 1

Arkansas Community Correction
CODE OF ETHICS AND RULES OF CONDUCT

CODE OF ETHICS

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

1.

9.

10.

11.

13.
14.

16.

17.

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

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

I'will adhere to agency policy.

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

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

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

['will respect, promote and contribute to a work place that is safe, healthy and free of
harassment in any form.

I will report any illegal of unethical behavior that could affect either an offender or the
agency.

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

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

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

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

I'will NOT use my official position to secure petsonal ptivileges or advantages for myself or

others.

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

Twill NOT enter into any formal or informal activity or agreement that presents a conflict of
Interest or is inconsistent with the conscientious performance of my duties.

(4-APPES-3C-02)



R-2,

R-5.

R-6.

R-8.

RULES OF CONDUCT

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

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

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

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

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

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

property.

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

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

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

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

a. Prohibition of Sleeping. An employee must remain awake while on duty. If unable to do
so, and 1n danger of falling asleep, he or she must repott to a supervisor, wha must
immediately release the employee from duty, and place him/her i appropriate leave
status pending futther supervisory review and appropriate action.

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



R-11.

R-12.

R-13.

R-14.

R-15.

R-16.

R-17.

Insubordination. An emplovee must promptly obey any lawful order of and follow all
reasonable instructions issued by a supervisor or supertor.

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

Abuse of Process/Retaliation. An employee or agent must not knowingly make false
accusatons of misconduct or initiate any action against other employees, agents or offenders
in retaliation for their filing of a lawsuit, grievance, report (to include a report filed on alleged
infractions), cooperation with an nvestigation, or for any other purpose.

Garnishments and Unresolved Debt. Employees are expected to honor their legal debts
and avail themselves of services such as debt counseling to avoid garnishments. Failure to
honor debts acknowledged by an ACC employee to be valid or reduced to judgment by a
court 1s a rule of conduct violation, Multiple garnishments, for different debts, against an
employce’s wages will subject an employee to progressively more severe disciplinary action.
Hewurl hree garnishments —eseb-for 2 different eebe—debts within a two-year petiod are
grounds for an employee’s termination: with the first parnislument resultips in a written

warning, 1f a garnishment is the result of another person’s failure to honor a debt (for
example, employee co-signed for a relative), disciplinary action may be reduced accordingly.
However, ACC will in no citcumstance act as 2 collection agency or determine the validity or
amount of contested debts.

Possession and Use of Drugs. Employees and agents must not POSSess or use any
controlled substance in violation of state or federal law or ACC policy. Employees and
agents taking prescription drugs must notify their immediate supervisor of any physical or
pharmacological condition that causes physical or cognitive impairment that could affect their
ability to perform the essential funcdons of their duties safely. Impairment s considered to
be 2 condition that can affect judgment, reaction time, or motor skills, as it may affect the
ability to perform certain duties safely and proficienty or to operate a motor vehicle safely.
In instances where an employee or agent believes and/ or medical personnel indicate that a
medication may affect judgment and/or reaction time, authorization to perform certain
essential duties and/or operate a motor vehicle will be suspended. Authorization will be
reinstated upon the cessation of the effects of the medication. An employee may be required
to take sick leave if the medication prevents the employee from doing his or her job.

Use of Alcohol While on the Job. Employees and agents must not perform duties under
the influence of alcohol not consume alcohol during work houts, on or off state-owned or
state leased property, including lunch and break periods.

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



R-18.

R-19.

R-20.

R-21,

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

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

Fitcarms and Other Weapons. The unauthorized possession of firearms, explosives, ot
other weapons during work hours is prohibited. This applies to employces and agents.

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

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

Examples of content that must not be posted on social media or on networked
communication platforms include:

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

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

¢ Prohibited: Cyberbullying. Cyberbullying is using information and communication
technologies to support delibetate and hostile behavior by an individual or group with the
intention of harming another person. Cybetbullying is also hurtful or harassing text
messages or emails; rurmnors sent by email or posted on social networking sites; and
embarrassing pictures, videos, websites, or fake profiles.



R-22.

R-23.

R-24.

R-25.

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

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

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

Contraband. Employees and agents must not introduce ot attempt to introduce any illegal
or unauthorized item (for example, cell phones or other communication devices or their
components, tobacco products, drugs, weapons, etc.) 1nto a facility owned, operated or
contracted by ACC.

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

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

Conlflicts of Interest.

a.Employees must comply with Arkansas law section 21-8-304, which describes the
following prohibited activities:

#__11 An employee must not use or attempt to use his or her official position to secure
special privileges or exemptions for himself or herself or his or het spouse, child,
patents, or other persons standing in the first degree of relationship, or for those with
whom he or she has a substantial financial relationship that are not available to others
except as may be otherwise provided by law.

b=_2. An cmployees must not accept employment ot engage in any public or professional
activity while serving as a public official which he or she mught reasonably expect
would require ot induce him or her to disclose any information acquired by him or
her by reason of his or her official position that is declared by law or regulation to be
confidental.

&3 Anemployees must not disclose any such information gained by reason of his or her
cTploy y . & ¥
position, nor shall he ot she otherwise use such information for his or her personal
gain or benefit,



b.

A Parole /Probation Officer must not directlv sutcrvise an offender who ds a Faunily
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member or an pffender with whom the officer has had a close personal relztiondin,
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R-26. Relationships.

a.

Business Relationships. To avoid any conflict of interest, employees rust adhere to
Arkansas law section 19-11-705 in their relationships with busincsses that provide services
and supplies for state agencies. In addition, an employee who has or obtains any benefit
from a state contract with a business in which the employce has a financial interest must
make a disclosure to the Director of the Department of Finance and Administration
(DFA) in accordance with Arkansas law section 19-11-706 and the DF&A Rules and
Regulations for Implementing Governot’s Executive Order 98-0-4.

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

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

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

An employee must not knowingly establish or continue a social relationship with an
offender who 15 nota family member as long as the offender is in_ADC or ACC custody

or under its supervision and for two years following the offender’s release from custody
or SUpCIVlSlOﬂ T 1.‘1\33 h!l \.,‘LA..Lt 1\.2&'\.\.' & ;i\i A= ;.f\..A.L\..% iy 3 Ll‘té.\_ ‘]¢_.

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

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

Any sexual abuse of an offender under ACC supervision by an employee or agent is
prohibited and is a violation of policy and Prison Rape Elimination Act (PREA)
standards. Any attempt, threat, or request by an emplovee or agent to engage in sexual
abuse activities is also prohibited.

Business and intimate personal relationships between supervisors and subordinates are
prohibited. Personal relationships include dating; cohabitation; touching; ogling,
requiring some sexual performance for sexual gratification— even if it does not involve
touching; and sexual relationships. Business relationships include loaning and borrowing
money and business partnerships. ACC employees at different levels of the same chain of
supetvision must not engage in social relationships that are prejudicial to ot
compromising of good order and discipline.



R-27.

R-28.

R-29.

R-30.

R-31.

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

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

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

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

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

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

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

¢. Limit internal access to personal information to those with a legitimate business reason to
have the information. Use personal information only for the legitimate business purpose
for which it was obtained. Release of any information to persons not involved with the
stated business purpose should be made by the Communications Office in response to a
Freedom of Information Act request.

Discriminatory Behavior Prohibited. ACC does not condone, permit or toletate
discrimination of employees, applicants, agents, offenders, or members of the public. An
employee or agent who knowingly permits, engages in or incites illegal discrimination,
interferes with an investigation, or retaliates against anvone who has filed 2 complaint will be
subject to disciplinary action up to and including termination of ACC employment. The
agency’s tull non-discrimination policy statement is located in the “Equal Employment
Opportunity and Affirmative Action Program” policy.



R-32.

R-33.

R-34.

R-35.

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

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

b. Inappropriate Language and Gestures. An cmplovee or agent must not use violent,
profane, or insolent language or gestures while on duty and while on ACC property.

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

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

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

An employee or agent arrested for a violation of law must immediately report that fact to a
member of his/her supervisory chain. A conviction or admission of any violation that
interferes with or impairs an employee’s or agent’s duties, public trust or the operations or
efficiency of ACC must be considered some evidence constituting a violation of this policy.
However, lack of a criminal complaint, charge, or disposition ot an acquittal of 2 violation of
law must not preclude internal administrative investigation and disciplinary action.

Responsibility to Report Ethics Violations, Fraud, Waste and Abuse. ACC employees
and agents have a responsibility to report occutrences of ethical violations, fraud, waste or
abuse of ACC resources that can be verified through investigation.
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Two Union National Plaza Building
105 West Capitol, 3rd Floor
Little Rock, AR 72201-5731

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

ADMINISTRATIVE DIRECTIVE: 1302 EMPLOYEL PEREORMANCE
EVALUATION18-18 Performance, Goals and
Compensation System {(PGCS)

TO: PEPARTMENT-OE-COMMUNITY- CORRECTION-MCC Arkansas Community
Correction (ACC) Employees

FROM: Sheila Sharp, Director

SUPERSEDES: AD 111 PAGE113-02
APPROVED: Sizptire on-file EFFECTIVE:
Cetober1; 2613

L. APPLICABILITY. This policy applies to Bepartmentotall Arkansas Community
Correction eH-HBGEG(ACC) employees.

II. POLICY. Itis DECArkansas Community Correction policy to administeranevaluate
employee performance in accordance with state guidelines, The Performance. Goals. and
Compensation Svstem (PGCS) establishes statewide performance evaluation (RE}-systerm
that-allewscriteria and a rating scale to provide salary increases as determined bv law and in
accordance with funding as determined bv the Chief Fiscal Officer of the State. All state
agencies must adhere to expected performance rating distribution cuidelines or provide

sufticient justification for anntalreview-ofaggregate employee ob-performance-and
eneoufases : btk ' yeesratings that are lower or

exceed the expected ranve. and ratings mav need to be adjusted accordingly if they
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pariad and ermalovment con.lha tarniinated with o vithont caree g d warid st aacitlhoo st
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notiee-at-any-thne-at-the-option ofeitherthe DCC -emplovee pursuancto the-at-will
emploviment doctiine:

—————-gxpected range. (4-ACRS-7B-06; 2-CO-1C-21; 4-APPFS-3D-17)
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e Merit-pay B. Performance

Compensation.

—-EHgibilib- Requirements—

1.

N
1)

Performance compensation is dependent upon meeting established criteria and the

availability of funds.

b.

2. To be eligible for Ypecionmanco compensatinn the em lovee:
g = CQIMPE,

: HRe-a-regtht } = assthed-pesition-with-the State
AND

B—must have met or exceeded the annual American Cotrectional Association
(ACA) training requirements AND

yaintain Ai; r(..!uncd iramm{ -_\1\}}

must NOT have received a wrirten warning or greater disciplinary action during the

+=-monthrating period AND

R‘SbOUI’CGS _If notification is lecelved trom n OPM of a nerformdnce ey aluatmn

not submitted al-PE-reviewsto-HRS-onby the @ :
hastnv«g—dﬂys—pﬁefdead mes the ﬂupemsor may be sublect to %he emﬁe
ﬂﬁﬁFﬁ-Veé—-pH—F‘erﬁHG—ﬁ-HS

p@l«}ewhsuplmar\ action as determmed by the director.

Promotions/Voluntary Demotions/Transfers. Employees who transfer and

Arkansas Commuﬁfiv Correction
Performance, Goals and Compensation System (PGCS) AD 18-18 - Page 3



employees who have been promoted or demoted are eligible for merit
payperformance compensation if they meet the eligibility criteria.

34. Extended Leave (Military Leave/Extended Military Leave/Catastrophic
Leave/LWOP). Employees on any type of extended leave whe-miss-theirelistbility

é&te—mti{—beare ellglblc for a-merit-payment-upon-theirreturnperformance

—¥_ €. Performance Evaluation (PE) Forms. Raters must use the rating groups and
measurements as determined by the ACC Human Resources Section.

1. Each rating group contains categories, which are referred to as “measurements,”

t2

Human Resources will inform supervisors which ratine 2 vroups arg used for the
tollowing employee categories:

a. Senior Manacement which includes the ACC Director, Chietf Deputy Dirsctor,
Deputy Directors, General Counsel. Assistant Directors. Area Manas vers. Center
Supervisors, and others as app_roved bv the Director.

b. Supervisory which includes employees who supervise staff who are NOT listed
as senior management. Supervisory emplovees must approve leave/time and
conduct performance evaluations or be in a Serceant classification and supervise
emplovees.

c. Non-Supervisory which includes all staff not included in senior manacement or
supervisory positions.

Arkansas Community Cor vection
Performance, Goals and Compensation System (PGCS) AD 18-18 Page 4



iV. PROCEDURES.

A. Employee. An employee should-maintain-records-ofmay provide his/her supervisor with
iput regarding job duties performed, recognition, training and other accomplishments:

- —
RS FoT: wigw— prior to the performance evaluation.

13

__Emplovees are responsible for meeting trainine requirements duringe the training period
described in the Employee Training policy. Emplovees may be allowed additional time

lo complete training equal to the amount of time off if thev were off for Familv Medical
Leave, Catastrophic Leave. or Worker’s Compensation

B. Rater. Raters (supervisors) manage the performance evaluation process as follows:

i Frvmetional Lol Decarintion and. Taol-o LT T e MGt ates oo eds e de s e A ata
T ITUTICTIOUI IO oo I OIeT lt/LlUll LAY LV S R4 )y we L_J\J!J\.l R TS A G i § v P R Sy g A e v e LTTARITOTTIONS
h&ﬁ%%ﬁme&emk%eﬁpﬂeﬁﬂnd%kﬁmm%whwm

i
e~
tr
gl

— [. At the beginning of the rating period, supervisors are encouraged to work with
employees to create a development plan with goals and objectives. The development

plan can be entered into EASE (Empowering Arkansas State Emn plovees application).

!\)

During the rating period supervisors may enter notes and upload supporting
documentation in EASE.

3. Interim Reports— — e

e}

——————b—— for Parole/Probation Services Staff. Six months after being hired into a
Parole/Probation Services position, the supervisor must prepare and process a PE and

Arkansas C ommunhy%ﬁﬁéczion
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submit it to HRS no later than seven (7} months after employment in the position.

Mﬂﬂ%ﬁ%@fﬁ%ﬂmﬁemw (4-APPFS-3D-18)

Background Checks. Supervisors must complete a backeround check on their

L

emplovees each vear in March. Only background checks that rev eal new information
need to be printed. These are to be reviewed by management to see if any action is
required. A list of names will be provided by the HRS to managers. The marager is
to return the list to the HRS indicating that an emplovee’s backeround check was
performed. This is to be forwarded to the Human Resources Administrator,

Raters must complete an evaluation for ALL em ployvees, even those who have onlv
been on the job tor a few days. If an emplovee was in another state position earlier in
the rating period. the rater should attempt to et input about the prior perforimance

and use this in ratine the emplovee. An evaluation must be done even though an
emplovee is on leave without pay. FMLA. or military duty.

The rating scale is as follows:

| Rating Description Rating

' Employee’s performance is exceptional and | 5 Stars = Role Model
serves as a model for other employees. The
employee made a major positive impact on
the agency. _
Employee’s performance consistently 4 Stars = Highly Effective
surpasses established standards. The
employee accomplished tasks and duties
above requirements and made a positive
_impact on the agency.
Employee’s performance meets all 3 Stars = Solid Performer
requirements for the position in a competent
and proficient manner. This represents the
expected level of performance as established
by the agency director or supervisor.

Employee’s performance periodically falls 2 Stars = Needs

short of requirements or the employee Development
_requires development in the position.

Employee’s performance is inadequate and | Star = Unacceptable

employee has demonstrated an inability or
unwillingness to improve or meet
requirements.

Arkansas C ommitﬁity Correction
Performance, Goals and Compensation System (PGCS) AD 18-18 — Page 6



5 Trainine Reaui .

7. Written justification to support the rating must be entered in EASE for cach rating
group assigned by Human Resources.

o Employeces are-responsibleformestingwho received a written disciplinary action

during the rating period are ineligible to receive an overall rating of Hichly Effective
ot Role Model.

it an emplovee does not meet his‘her required training requirements-duringthe

E*aiﬂiﬂg-faeﬁed—deseﬁbedﬂﬂ—ehegnmh}‘ee-ﬁmmﬂuhoum supporting documentation
must be uploaded in EASE.

8. Raters at Community Correction Centers. Raters at Community Correction Centers
must have employees complete the Qualification Inquiry form and provide it to the
center’s Human Resources persennel, (PREA 115.217 [P])

9. Discuss the results of the evaluation with the emplovee after the Human Resources
Administrator has authorized the release.

Important: Raters must NOT provide the emplovee with results of the evaluation
until the Human Resources Administrator has authorized release of the evaluations,

which may be up to two months after evaluations are entered in EASE.

t0. During the evaluation discussion. have the Code of Ethics and Rules of onduct
policy: available for the emplovee to review and have the emplovee sien the Code of
Ethics and Rules of Conduct acknowledioment form.

r=4
o

C. Center Human Resources Personnel. The center’s Human Resources personnel must

ensyre-scan in the completed annual-performance-evaluations-arereceived-by-the
Central-Office, HRS nolater-thap- 30-days-before-the-employee’s- merit-eligibiliey

dater-the-appeal process-deseribes-an-exception:
— {umiﬁﬁﬁﬁ%ﬁe—ﬁa%ﬂﬁeﬁedéﬁm—p&fomﬁmw

o Eeoe B ocidantinl Qm. tean-ctndf—obtain.a.o
oy T UT l\.\—Jl\.l\.rl&l.lul Wl ¥ LY JLI—III oAt

Qualification Inquiry forms: ensure all center staff have completed t

3]
T !\.LJ[\.IVllLlul oF

¢ form;

COPR- nf 295N ekt
COPY o
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Arkansas C ommunity Correction
Performance, Goals and Compensation System (PGCS) AD 18-18 - Page 7



¥

fps-be
—sleits—and-abiltesto

5 ¢ -B-prel
aicrdentifyneedsforadditional educationortraining:

[

.

josifc

tor-t e d th stegPHE
Prior-to any-performancereview with-the-emplovee, forward the eompleted PE

stgnature—Make-appropriate adjustments-based-on-revie
ection.

the

with-

orms 1o

Fficial corments:t

C Human Resources §

AC

¥

toip-hisibhercionaturae sndoan
Ao e s rarmdro U oo oty

the-BE wath dtha amanlotns omd o
TRVICYY e T vy Lo AR SEAE A £ A= g

I3 aviions

d
k=0

(220 L= Juy gy sy B v

T Ty

Fopsard the Functional Ioh Dacerintion. and Taclee foml (£ aamndy and P,
Uy aT O orieT T e o eI Ut PLLYCL Wy wr g e ) W) l]Jll\Jll T T NINY |\\Jlll F

=y
=23

ton

Bb—therevised RE
ihitv-date:

(3

5t

il ,

T ttal 1

LIRS wi

w

——

Me-HR—A

date-dua.

POy I e~ o e e T ey

followiine requireniomtos

Him
Tt

whepsure-campliance wuath
TroTioure o e e ey iR

T ITY

R A o

[N o 4

TheH

u il

2

- nyp
T

LT NN SN picr e a vy o

¥

fopraters who foil to cominlata o thmealy avaliiefi
T TR T ywri O IRt \-r\}lli’rll\.zb‘v A LTI T

ey

eﬂa-p}eyee—eme—l‘:}d-}ﬂg—. L i =

obfmarit nas

Eaorfeitira
oot e

I
L

heishea mmaicchaoos
EALLEL AL CRARLEE N DA E AN LR 1o 0 A § L EAw w i

1y cubnaiccions

Eat e I AT -re

i

G@scdamnntiem o Atea e ctom o

Ifn vatar ha

2

Vv

-

h=)

T T

—the Directorwillnatibv-the HR A,

T Tty AT LT T - U U ot Ty

tosubmita-request

-

i

bl  mesit-pay F4 .

ponsibilities of the reviewing official are as follows:

D. Reviewing Official. A supervisor who supervises others who supervise emplovees is a

reviewing official. The res

1.

ensure duty-areashis/her supervisory staff understand and tasks-aree
comply with the ifreati i :

3

teomesthis policy.

5

ensure ratings are timely-entered on time, are fair- and consistent-with-, and incluc

2.

recorded performance results.

*

ensure employee comments concerning the evaluation are appropriately addressed

3.
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2. Process.

y initiate an appeal of his/her PE by

Employee. A non-probationary employee ma

completing and submitting an

to -
days of receiving the

a.

form
N '“

ol

al”

his/her supervisor within five (5) business

Appe

Who Recelves

Superviso
ho receives an appeal has tenfive

"

Immediate ¢

o

“Appeat-of-Performance Evaluation

rater’s performance rating. _
i M * . g

The
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V. FORMS.

AD 13-02-18-18 Form 1
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Ariansas Community Carrection

eSS ——— | . [
: Arkansas Community Correction
A Two Union National Plaza Building

105 West Capitel, 3rd Ficor
Little Rock, AR 72201-5731

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

ADMINISTRATIVE DIRECTIVE: $418-13 Equal Employment Opportunity and
Affirmative Action Program

TO:  Arkansas Communitv Correction {ACC) Emplovees

FROM: DAVID-EBERHARD Sheila Sharp, Director

SUPERSEDES: AD 6407 — — - — PAGE-311-13
APPROVED: Signature on File EFFECTIVE: Movember

3620 Mav 28, 2018

L APPLICABILITY. This policy applies to Departmentef-Arkansas Community
Correction (BGECACC) employees.

II. POLICY. The BECACC is an equal opportunity employer providing equal employmient
opportunities without regard to race, color, gender, creed, religion, age, genetic
information, national origin, disability or other biases prohibited by State or federal law.
This commitment is supported by practical good faith efforts to implement and maintain
a policy and practice of employing minority group members, women, and members of
other protected classes, on a non-discriminatory basis. This policy and practice relates to
all phases of employment, including, but not limited to recruiting, hiring, placement,
promotion, transfer, layoff, recail, termination, rates of pay or other forms of
compensation, training, use of facilities and participation in BEEACC-sponsored
employee activities and programs. The BEEACC desires to employ individuals who are
dependable, sincerely interested in serving the mission of the Department, and who can
handle agency matters in a professional manner. BeEACC will comply with the non-
discrimination provisions of all applicable State and federal regulations and all personnel!
actions will be carried out on a non-discriminatory basis. {2-CO-HC-09. 3-APPES-

3652 The following tvpes of discrimination are prohibited by law: age. disability. equal
pay/compensation, genetic information, harassment, national origin. pregnancy,
race/color, religion. retaliation. sex. and sexual harassment, (2-CO-1C -09. 3-APPFS-
3052, 4-ACRS-7E-05)




IIl. GUIDELINES.

A. Information Dissemination. Supervisors and managers are responsible for
implementing and administering this policy, applying these principles in good faith
for meaningful progress in the employment of minorities, women and members of
other protected classes. Following are some ways in which the DECACC Equal
Employment Opportunity (EEO) policy statement above will be communicated:

1.

The above policy statement will be referenced in all issues or reissues of
employee handbooks, and recruiting brochures.

Information will be made accessible to applicants, key members of business,
educational and community organizations and institutions through employment
advertisements containing assurance of equal employment opportunity,

Employment and recruiting sources will be provided a copy of the BECACC
policy statement, and

Job openings will be posted in such places as the Arkansas Government Jobs Web
Site, local newspapers when needed. and ACC’s social media sites when deemed

appropriate.

B. Additional Employment Law Information.
Additional information about federal employment law is summarized on the posters
titled: “Equal Employment Opportunity is the Law” and “Your Rights Under USERA:
The Uniformed Services Employment and Reemployment Rights Act” at each BCCACC
office.

C. Implementing and Administering the EEQ Program/Affirmative Action Plan.

I.

The Human Resources Section Administrator (HRSA) must monitor employment
trends and document an annual review of minority employment. If it is
determined that deficiencies exist regarding practices for employment of minority
groups and women, the HRSA must document the implementation of an
affirmative action program that is approved by the Office of Personnel
Management. (2-CO-1C-09)

The HRSA will confer with and assist supervisors in understanding and meeting
EEO/Affirmative Action Program responsibilities.

Special attention will be given to recruiting efforts for positions that are difficult
to fill and/or have an under representation of minorities and women, Requests
will be made to each recruiting source to lend a special effort in the recruiting and

referral of members of the undetrepresentedunderrepresented group.

Arkansas Community Correction

Equal Employment Opportunity and Affirmative Action Program AD 18-13  Page 2



4. Increased emphasis will be given to seeking and encouraging applicants from
minority groups where such applicants with the necessary qualifications or
potentials are available. Organizations assisting the BGCACC in obtaining
employees will be notified of the adoption of this affirmative action program,

5. Supervisors are encouraged to employ qualified minority group individuals in
available positions.

6. Supervisors will advise staff of increased interest in qualified members of
minority groups for job assignments where they have not been employed
previously.

7. Supervisors will ensure minority group employees receive equal consideration
whenever promotional or incentive opportunitics occur,

D. Training. Training programs supported or sponsored by the BECACC will continue
to be open to all employees, as appropriate, on the basis of qualifications, job
relatedness and other non-discriminatory reasons. Such employees who appear to
have management potential will be encouraged to seek advancement into supervisory
or other management positions.

E. Hiring, Placement, Transfer, Promotion, Lay-off, Recall, Retention,
Termination. The BECACC recognizes that to accompiish the long-range objectives
of this EEO/Affirmative Action Program, action must be taken to ensure that job
opportunities of all kinds are made available to members of minority groups and
communities and that qualified members of minority groups should be offered
positions on the same basis as all other applicants or employees. To assure
achievement, employment practices will be reviewed periodically with top
management by the HRSA.

F. Compensation. All employees will receive compensation in accordance with the
same standards. Opportunities for performing overtime work or otherwise earning
increased compensation, when available, will be afforded to all qualified emplovees.

G. Liaison. The HRSA will serve as liaison to enforcement agencies and minority,
women and community organizations that are concerned with equal employment
opportunity.

Arkansas Community Correction
Equal Employment Opportunity and Affirmative Action Program 4D 18-13 — Page 3



Arkansas Community Correction

e S—— . »
: : Arkansas Community Correction
A Two Union National Plaza Building
105 West Capitol, 3rd Floor
. Little Rock, AR 72201-5731

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

ADMINISTRATIVE DIRECTIVE: 13-08-97 PROCUREMENT AND-DISPOSITION
AGHVEHES Procurement and Receiving

TO: DEPARTMENT OFArkansas Community Correction Employees

FROM: GBAVIB-GUNTHARPSheila Shurp, Director

SUPERSEDES: AD 60-04 — - PAGE118-03
APPROVED: Signature an File , EFFECTIVE: Ap+il-30.

L. APPLICABILITY. This policy applics to Bepartmentof Arkansas Community Cotrection
(BEEACC) employees involved in procurement and d‘l‘S‘}‘)G‘a‘l‘HﬁH—ﬁﬂg_L“g_liI_{}‘; commodities
and services.

II. POLICY. Ttis DECACC policy to process documents for procurement and dispasition
etreceiving commodities and services in compliance with applicable state and tederal laws
and precedures-and-Board of Corrections (Board) guidelines. Direction regarding
procurement and éispesitiorreceiving activities tequiting prior Board approval is contained
tn this administrative directive.

ITI. DEFINITIONS.

————8B-—Emergency Procurement. Acquisition of commodities or services-¢osting-$10:000-¢x
mere, which; if not immediately initiated, will endanger human life or health, state
and/or federal property, or the functional ability of a state and/or federal agency.

£B. Procurement. Purchasing, buyirg-renting, leasing, contracting, or otherwise
obtaining commodities or services.

Arkansar Community Corredlion
AD 18-08 Procurement and Reveiving Page 1



DL,

Sole Soutce Procurement. Acquisition of commodities or services whiehsihat by

virtue of specifications, +sarc available only from a single soutce.

IV. GUIDELINES.

A. P}'@e&remeﬂt—?urchas_ing_of Commodities and Services.
1. Procedures for procurement and dispesitionreceiving of commodities and services

3.

agencics with authority to administer thesc activities. Such-guthorityv—as-mav-be

shatbbearc governed by applicable state and federal laws and precedurespolicics of

appropriate—shall-be-tneluded-in-the-Standard-Operating Proceduresfor
Porehasinoand-made auailabla £ omaelos o mveliad b reconree manacanamnt e
ERmL =) \/Jl“\)lllo Tl raacv oy araroTs 1o Ullltll\ YW TV OT Y SO LELTRLNCE N B W Wiy oy 3 lb\,Jll\JEIL-‘T'r

Procurement actions within approved operating budgets, which are not identified as

being subject to other authotizations, may be approved by the Chief Depury
Director, the Deputy Directors and the Assistant Directors.

Restdent Services Cash Fund, Procurement from the Resident Services Cash Fund

oi merchandise for resale and food items may be procuted by the Center

Supervisor. Other procurement aetions-from-the Resident-Services-Cash-Fund

fequirefrom the Resident Scrvices Cash Fuad sequires _the following approvals:

6.

a. Purchases G%ﬁﬂg%%@@@-%l@ﬁﬂ%é—pﬁmp%ﬁ%—eﬁﬂw—aﬁpﬁe&ble

= ry
——b—Purehases-eosting-more-than $1:000-butless than $10,000 require further

approval of the Chief Deputy Director er-appropriate-deputy-direstorand the
BEEDepuiy Director (Bireetor)of Residensial Services,
eh. Purchases of $10,000 or more also require approval of the Director and Board.

Emergency procurements shathnust be approved by the Director or, in his/her
absence, the Chief Deputy Director or a Deputy Director in collabotation with the
Deputy Director of Administrative Services.

Sole source purchase of equIpment requires approval of the Direcror. Sole source
purchase of equipment exceeding $50,000 also tequires approval of the Board.

Procurement of capital equipment items from all fund sources requires the
Director’s approval; however, the Director may delegate approval authority to the
Chief Deputy Director ot the appropriate Deputy-ee-Assistant Director for
procurement of specific capital equipment items and/or for specific dollar amounts,

Procurement of commodities and setvices required for authorized construction/
renovation projects shallimust be approved by the Chief Deputy Directors and the
Deputy-er-Assistant Director designated by the Director to oversee each project.
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B. Regeiving Notification. Fach Arca Manaper. Cealer Supervisor, and Central Office
Deparmmental Manaper should delepgaie the responsibility of recening to gne person

and alopg with a back-up person. Recciving reports must be submirred 1o the

Procurcement Gtfice within 48 hours of receivig dtemds) or services, and submitied

reports should be made on actual maredal received. not on shipping tickety or purchase

orders.

Disposition of Commodities. Sale or disposition of buildings and land and sales
contracts exceeding $50,000 require Director and Board approval. Demolition of any
building requires the Director and Board approvals regardless of the building’s value.

G-D. New and Renewal and-New-Leases.

DE.

Tease of office and storage space requires approval of the Director:; however, if a
new lease/purchase agreement will exceed $50,000 or an existing Iease agreement
will increase by more than 5% per year, Board approval is also required.

Lease of office space resulting in relocation requires the-Director and Boatd
approvals.

Lease of equipment over $210 000 per year requires the Director’s approval.

Lease of land or buildings to house offenders require-appreval-oftherconives

Ditector and the-Board _abprovals,

Procurement of Land, Buildings, Construction and/or Renovation Projects.

Procutement of land, buildings, construction and/or renovation projects require the
following apptovals:

+

Procurement of land, buildings, construction and/or renovation viaderlcss than
$50,000 requirerequircs approval of the Director.

Procurement of land, buildings, construction and/or renovation projects at ot
exceeding §50,000 require beth-Director and Board approvals

Contractss Administered v ACC. The list below reflects the approvals required

for contracts. Amendments whichthar adjust the amount of fees, the percentages of the
total amounts to be paid- or the scope of services or that increase the cost per offender
per day contract bid rate previously approved require the same approvals reguiredas

initially required.

1.

Professional and/or Consultant Services- require the Director’s approval. Contracts
of $50,000 or more also require Board approval.
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Architectural and/or engineering services for new construction and renovations:
require Board selection and approval. The Board may choose to select and approve
contractors by participating on an interview committee or based upon the Director’s
recommendation.

3. Medical Services require Board selection and approval;.  In addition to the
amendments above, any changes in the method of calculadon of compensation; and

other adjustments to fees to be paid require Board approval.

4. Outside legal services for agency representation require Board approval.

n

the amendments above, changes in the method of calculation of compensation: and
other adjustments to fees to be paid also require Board approval.

BrisonResidential facility operation services require Board approval. In addition to

6. All contracts require legal review by the stafiattorneyACC generl coynsel priot to
submission to the approval authority.

FG. Emergency Board Approval. Should an emergency situation necessitate
immediate procurement of commoditics or services that require Board approval-as
outhaed-herein, the Director will contact the Board Assistant to request a special
meeting by telephene-for Beardihe Board's consideration and approval.

&H. Reports. The Director shathwill provide monthly Beard-reports to the Board of new
and/or renewed contracts of $10,000 or more.

STANDARDS._Arkansas Code section 19-11-101: American Correctional Association
(ACA) Standards for Adult Community Residential Services, fourth edition, standard 4-
ACRS-7D-26.
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