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Introduction To Handbook

The purpose of the Lakin Correctional Center and Jail’s (LCC&J) Handbook is to provide you
information that will help you while making your transition into our facility. It is important that
you take the opportunity to ask any questions that you may have during your initial intake into
the facility in order to avoid future violations of the rules and procedures within the institution.
Often people don’t feel comfortable speaking in a group setting, especially in a new place with
unfamiliar people. The Inmate Request Form should be used in these circumstances.

The LCC&J Handbook will also serve as a reference for you throughout your stay here at Lakin
Correctional Center and Jail. LCC&J Handbooks are located in every unit and may be checked
out from the Officer’s desk at any time. It is expected for all inmates to have a general
knowledge of the contents of the LCC&J Handbook as it was designed for you in order to
answer questions that you may have regarding procedures, programs, and/or security issues and
other helpful information. It is our hope here at Lakin Correctional Center and Jail that this
Handbook will serve as the first tool of many resources that are made available in order to assist
you in making the proper choices on a daily basis and enable you to live a productive lifestyle
while housed in this facility. It is our hope that the choices you make will be physically,
mentally, and emotionally healthy for you, your family and support group. It is recommended
that you take full advantage of the opportunities and resources made available to you and to not
only focus on your incarceration. Please, keep an optimistic outlook on your reentry into society
and reunification with your family and support group. You should focus on the goals and
objectives that you are expected to be working toward while housed at Lakin Correctional Center
and Jail.
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West Virginia Division of Corrections and Rehabilitation Mission Statement:

The mission of the West Virginia Division of Corrections and Rehabilitation is to enhance public
safety by providing safe, secure, and humane correctional facilities, operating an effective
system of offender re-entry and community supervision, reducing offender recidivism, and
assisting victims of crime.

Lakin Correctional Center and Jail Mission Statement:

It is the mission of Lakin Correctional Center and Jail to maintain a safe, secure, humane, and
cost-efficient correctional institution for the public, staff, and inmate population and that
provides work, education, and other self-improvement opportunities to assist female offenders in
becoming law-abiding citizens.

Lakin Correctional Center and Jail is the only all-female prison in the State of West Virginia.
Lakin Correctional Center and Jail currently houses 520 minimum to maximum security adult
female felons. It has a Residential Substance Abuse Treatment (RSAT) Unit. The unit has 10
multiple occupancy cells housing a total of 40 inmates. The program is an intensive substance
abuse treatment program that is cognitive restructuring in nature and designed to address the
needs of the female population. Lakin Correctional Center and Jail also has the Keeping Infant
Development Successful (K.I.D.S) Unit, which is a program that houses at a maximum of five
inmate mothers and their infant (up to 18 months), after meeting strict guidelines and criteria. It
gives the inmate mother the opportunity to bond with her infant and be an integral part of the
infant’s early childhood development.

West Virginia Division of Corrections and Rehabilitation Re-Entry Initiative:

It is the Policy of the West Virginia Division of Corrections and Rehabilitation to maintain a
mechanism that ensures that all inmates have access to a program of release preparation prior to
their release in to the community and that all staff carry out their responsibility in a manner that
is consistent with a human service orientation and is a balanced approach between supervision
and programming of offenders’ individual risk and needs.
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Introduction of Staff

Superintendent
Deputy Superintendent
Associate Superintendent of Operations
Associate Superintendent of Programs
Associate Superintendent of Security
Correctional Hearing Officer
Trustee Clerk
Medical Director of Nursing
Director of Classification
Re-Entry Coordinators
State Shop Supervisor
Mail Room Supervisor
Hair Care Supervisor
Laundry Supervisor
Jobs Coordinator
Commissary
Program Facilitator
Lead Teacher
Special Housing Unit;
Segregation Commander
Case Manager
Counselor I
Office Assistant
RSAT/J-Building/Modular Unit Staff:
Unit Manager
Case Manager
Counselor I
Counselor I
Substance Abuse Therapist IT
Substance Abuse Therapist I
Office Assistant

General Population (A and B Pods) Unit Staff :

Unit Manager
Case Manager
Counselor I
Counselor I
Office Assistant
General Population (C and D Pods) Unit Staff:
Unit Manager
Case Manager
Counselor IT
Counselor I
Office Assistant

J.D. Sallaz

Shelby Searls

Nathan Ball

Vacant

G. S. Dickenson

Angela Roach

Loraine Wright

Heidi Beegle

Tammy Larch

Trenton Leonard and Dawnjonelle Cochran
Chantell Hoffman

Courtney Roush/Karen Absten/Tabitha Stanley
Ashley Spaulding-Smith

Loretta Smith

Joe Thornton

Tammy Brooks

Samantha Rollins

Lori Loomis

Paul Stump

Staci Bain
Amber McDaniel
Vacant

Philip Putney
Paula Ray

Vacant

Cindy Williams
Robert Updegrave
Lynn Roslinski
Windy Fauver

Paul Stump
Jennifer Caldwell
Beverly Ross
Lora Long
Amanda Payne

Stephen Roush
Tara Rake
Vacant

Lisa Leport
Amanda Payne
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Policy Directives Viewable by Inmates

111.06 Financial Responsibility for Inmates

117.01 Collection of Rent from Rent from Inmates

117.03 Mandatory Savings for Certain Inmates

128.00 Financial Transactions Between Inmates

128.01 Arts and Crafts Sale

151.02 Computation/Restoration of Inmate Good Time

308.03 Substance Abuse Testing and Sanctions

308.06 Alcohol Abuse Testing and Sanctions

325.00 Discipline of Inmates

325.02 Inmate E-mail, internet, Website, Etc. Prohibition

325.08 Unit Behavior Management Team

325.11 Work Camp Behavior Management Team

326.01 Administrative Segregations

327.01 Access to Courts

328.00 Access to Counsel

329.00 Institutional Law Libraries

330.00 Access to Programs and Services

331.01 Diplomatic Representation

331.02 Transfer of Inmates Under Federal Treaty

334.01 Inmate Grooming Standards

335.00 Inmate Grievance Procedures

400.03 Issuance of Property to Inmates

401.12 Individual Reentry Program Plans

401.15 Notary Public Services

407.00 Labeling of Inmate Clothing

407.01 Clothing and Bedding Supplies

408.00 Bathing and Personal Hygiene

410.10 Eye care/Contact Lenses

410.12 Medical Respite Application Procedure

42401 Inmate Medical Co-Payments

452.01 Counseling for Pregnant Inmates (ACC, LCC, PCC, BCC, CWRC, & HWRC)

454.06 Oxford House Project

454.07 Accelerated Parole Program

456.03 Human Gift Registry

457.04 Registration of Offenders

500.00 Work Assignment-Education Participation Eligibility and Pay Scale

501.01 Academic and Vocational Education

503.00 Mail Privileges for Inmates

503.03 Incoming Publications

506.00 Library Services

507.00 Inmate Marriages

510.00 Religious Services

511.00 Religious Special Diet

700.05 Supervision Fee Procedures for Parolees/Probationers

2000.12 Non-Possession/Use of Tobacco Products/Tobacco-Like Products by Inmates Housed in Community
Correctional Centers
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Operational Procedures Viewable By Inmates

1.00 | Misston Statement

1.01 | Development/Distribution of Policies and Procedures and the Accreditation Process

1.02 | LCC Table of Organization and the Accreditation Process

1.06 | Inmate Related Official Contacts

1.08 | Commissary

1.09 | Inmate Funds

1.19 | Records Department

1.21 Research Activities

1.22 | Correctional Related Criminal Statutes

1.23 | LCC Citizen Involvement and Volunteer Services Program

2.00 | Building and Safety Codes

2.01 | Size and Organization

2.02 | Inmate Housing

2.03 | Environmental Conditions

2.04 | Program and Service Areas

2.09 | Maintenance Department

3.06 | Inmate Searches

3.06-1 | Inmate Movement — Housing

3.06-2 | Parole Board Hearings

3.07 Inmate Movement and Pass Control

3.12 | Fire, Safety and Emergency Procedures

3.19 | Daily Operational Schedule 071201

3.24 | Inmate Rules and Discipline

3.26-1 | General Population Step Down

3.28-1 | Attorney Client Consultation

3.29 | Special Management Procedures

3.30 | Law Library

3.31 Sexual Abuse-Assault Awareness and Prevention

3.33 | Inmate Grooming

3.35 | Inmate Rights

4.00 | Reception, Orientation and Intake Unit Procedures and Privileges

4.00-1 | Reception Operating Procedures

4.01-1 | Receiving Orientation Unit

4.02 | Food Service

4.02-1 | Food Service-Correctional Staff & Support Services

4.03 | Sanitation-Monthly and Annual Inspections

4.04 | Water Supply

4.05 | Waste Disposal

4.06 | Housekeeping Plan

4.07 | Inmate Property and State Shop Procedures

4.07-1 | Laundry Services

4.08 | Bathing and Personal Hygiene

4.09 | Hair Care Services

4.10 | Responsible Health Authority
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4.10-1 | Hospital Duty
4.10-2 | Medical Respite Application Procedures
4.12 | Inmate Movement — External
4.13 | Non-Prescription (over the counter) Medication
4.18 | Off-site Medical Treatment
4.24 | Medical Co-Pay
4.26 | Availability of Social Services and Rehabilitative Services — New format
4.27 | Substance Abuse Programs
4.45 | Inmate Serious Illness, Serious Injury or Death
4.50 | Marital Counseling — Inmates
4.51 | Pregnancy Counseling Inmates
4.52 | Release Preparation
4.53 | Temporary and Graduated Release
4.54 | Notification of Death & Death Bed Visits
4.55 | Final Release
4.56 | Drug Testing — Parole Release
4.57 | Sex offender Registration
4.58 | KIDS Program
5.00 | Programs Division
5.01 | Inmate Work Programs
5.02 | Correctional Industries Building Procedures
5.04 | Inmate Telephone Communications
5.04-1 | Inmate Telephone Call Monitoring
5.05 | Visitation Program
5.06 | Reading Library
5.07 | Arts Crafts
5.09 | Educational Vocational Programs
5.10 | Public Transportation
5.13 | Religious Services — New Format
5.14 | Inmate Marriage — New Format
5.15 | Building Guidelines
5.16 | Rover Rehab
5.17 | Pod Rep
5.18 | Recreation Activities
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Lakin Correctional Center & Jail

Rules and Regulations
Effective: 01 April 2019

f
Superintendent’s Signature: /Jil <

Each inmate will be present in her cell or other assign‘éd place for count. Inmates will not
do anything that can confuse or delay a count. Employees are required to count living,
breathing flesh and are authorized to awaken an inmate to resolve any doubts during a
count.

General Population inmates are required to display their 1D card at all times. No stickers,
pictures, etc.... are to be attached to the 1.D. When wearing the Khaki Uniform, the 1.D.
will be clipped to the left shirt pocket with the picture showing. The 1.D. will be visible
at all times. A $5 replacement fee is charged for lost or damaged ID cards.

No food or beverages are permitted in the following areas:
a. Corridors

b. Gym

¢. Visitation Areas (Non-Contact)
d. Classrooms

e. Libraries

f. Attorney/Client Visiting

g. Multi-Purpose Rooms

h. Chapel

i. Medical or Medical Waiting Area
jo Segregation/Recreation Area

k. Showers

Red lines are used to designate restricted areas. Inmates will not cross any restricted area
lines without permission.

Entering any cell other than your assigned cell will not be permitted.
Littering of any type will not be permitted.

Inmates will not go beyond any posted sign stating: “No Inmates Beyond This Point”,
without authorization from a correctional employee.

Any item not issued or permitted by LCC & J Operational Procedures or altered from its
original state will be considered contraband.

Items will not be hung on cell walls.



10.

11,

12.

13

14

15

16

17.

18.

19,

20.

21.

22.

Inmates will be responsible for keeping a clean and orderly cell at all times.

Inmates attending education classes, law library, reading library, church services, or hair
care center will not exit these areas unless authorized by staff, hall officer, or central
control.

[tems will not be hung over cell windows or cell door glass, nor shall any item be placed
in a way as to block cell windows or cell door glass. No items will be placed over vents
or under door openings to obstruct air flow.

Items will not be hung on light fixtures in cells.
Cell doors will not be propped open at any time.

Passive Recreation shall take place in the Day Room Area. Loafing on the upper tier is
not permitted; however, inmates may go to and from their assigned cells. Every half hour
Inmates will be permitted to enter or exit their cell for a five (5) minute period with the
cxception of returning from the shower.

Bunks will be made daily, or anytime the inmate is awake.

When walking through a corridor or hallway, inmates will walk in single file lines and as
far to the right as possible.

No food or drink will be permitied in the Segregation Recreation Area.

It will be prohibited for an inmate to enter another housing area other than her own
assigned housing area without permission or escorted by staff or as authorized by work

contract.

Radios, cassette players, televisions, or CD players that are played so loud as to be heard
at the Control Panel with the cell door shut will be considered to be creating a
disturbance.

Inmates will not have their cell open in order to carry on conversations with other
inmates.

Showers will be taken during passive recreation times. Other times may be approved by
staff due to work, medical conditions, or other health reasons. Only one (1) inmate will
be permitied in a shower stall at a time. Inmates living on the bottom tier will shower in
the bottom tier showers. Inmates living on the top tier will shower in the top tier
showers.



23,

24.

25,

26.

27.

28.

29.

30.

31.

32.

33.

34,

35,

36.

37.

Inmates will not be allowed in office areas without staff being present, i.e. Unit
Manager, Case Manager, Counselors.

Loud and/or profane language will be considered creating a disturbance.

Inmates will be fully clothed at all times (including bra and panties). This includes
cells/rooms, meals, pill call, and to and from showers.

Inmates will only change clothes in shower stalls. Bathrooms will be used for Modular
Unit inmates and C-wing inmates in J-Building.

Loafing on the stairs will not be permitted.

Inmates will not use blankets and towels, etc., as floor rugs.

Only white soled tennis shoes will be permitted on the gym floor.

Inmates will be groomed properly daily to include showering. Inmates reporting to
school, work, or recreation not groomed properly will be returned to their housing area
until they comply. A violation report (VR) may be issued.

Inmates are only permitted to have approved in-cell arts and crafts items in their cell.
Inmates will not disrupt school classes, church services, Law/Reading Libraries, efc.
Inmates must be appropriately dressed to include Khaki Pant, Khaki Shirt, T-Shirt, Socks
and Shoes when departing the Housing Unit with the exception of when going to and
from the Recreation Yards and Gymnasium. Inmates will be appropriately attired when
in common areas, regardless of whether wearing state issued or personal clothing. Pants
will be worn at the natural waistline.

No items from the facility Dining Room will be removed from the Dining Room. Only
authorized LCC Commissary items will be permitted as part of the in-cell possession

limit.

Inmates will not be permitied to carry any items into the Dining Room, other than ID
Card/Unit Card/Meal Card.

Inmates will keep their fingernails clean at all times. An inmate’s fingernails will not be
longer than her fingertips.

Inmates will not be permitted to pass items from one unit to another or pass items
through any door



38.

39.

40

41.

42.

43.

44

45

46.

47,

48,

49.

50.

51.

52.

Inmates may be charged with a violation of disciplinary rule 2.10, self-mutilation if the
Inmate failed to eat by the fourth {4) consecutive meal, unless the institutional physician
directs otherwise.

Common sense and good judgment will be used in the amount of property accumulated
in a cell. Anything such as, but not limited to a potential life hazard in event of fire, that
attracts pests or vermin, operation of an unauthorized store, etc., is prohibited. An
employee may direct an inmate to dispose of excessive property and may contact the
Inspector as necessary. See Operational Procedure governing Offender Property
Possession/lssue Authorization.

Inmates will not cut, alter, or deface any state issued or personal purchase clothing.
Alterations or repairs to state issued clothing will only be conducted by the State Shop.
Inmates will immediately report any injury or wound.

Inmates will not compromise or attempt to compromise the integrity of any employee.

Inmates will not cut, alter or deface cell fixtures.

No inmate is permitted to receive anything from staff in regard to gifts/items, etc., nor
are they permitted to give staff gifts/items, etc.

Inmates will speak to all visitors in a respectful and courteous manner.

No inmate is permitted to communicate in any way from one Pod to another or from one
Recreation Yard to another. This includes talking, gestures, hand and arm signals, etc.

Use of sanitary items and cleaning supplies are not to be abused or used in any manner
for which they were not intended.

Inmates are not permitted to stand or kneel on the Outdoor Recreation Yard benches.
Inmates are permitied to take one (1) drink, one (1) book, six (6) pieces of hard candy,

one (1) deck of playing cards and Walkman with headphones only 1o the Outside
Recreation Yards.

Inmates are not permitted to question or request from LCC staff that a rule
violation/write-up be “kicked-back.”

Inmates are not permitted to have any hairstyles/haircuts that are faddish in nature or
hairstyles/haircuts that are gang related.



53. Inmates are only permitted to wear ball caps or toboggans on the recreation yard or in
their assigned cell.

54. Inmates are only permitted to wear a doo rag in their assigned cell.

55. ALL OF THE ABOVE RULES MAY BE SUSPENDED AND/OR CHANGED
WITHOUT PRIOR NOTICE BASED ON THE DISCRETION AND AUTHORITY OF
THE UNIT MANAGER OR HIGHER AUTHORITY.

THESE RULES WILL BE ENFORCED ON ALL SHIFTS UNTIL CHANGED IN WRITING OR
SUPERCEDED.



Personal Property Distribution

Any personal property that is brought into this institution will be thoroughly searched by both
canine unit and intake staff for contraband and any non-allowable property. Non-allowable
items will be destroyed or sent home at the expense of the inmate within 30 days. If you choose
to dispose of the property, it will be listed on a destruction of property form and you will be
required to sign said form.

Items that you are allowed to keep will be listed on a pink property card and you will sign for
cach item. At any time, if you wish to destroy any of these items, you will notify the mailroom
and bring the property to the mailroom to be destroyed. If you have property in your possession
that is not on your property card or you do not have property that is listed, disciplinary action
will be taken.
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State Shop Services

Lakin Correctional Center and Jail provides the inmate population services from the State Shop.
The State Shop is the department in which all inmates will be issued their clothing, bedding and
linens. Upon arrival at LCC&J all inmates are issued standard WVDCR clothing. Each of the
items of clothing is either stamped or labeled with the inmates Name and/or OID#. At this time
each inmate will be given a mattress and pillow. These items will also be clearly marked and
remain your responsibility throughout your incarceration. Each time you move from cell to cell,
these items will be moved with you. DO NOT FOLD THE MATTRESSES WHEN MOVING,
it causes damage to the outer cover and if it becomes damaged, you will be required to pay for a
replacement.

E

The State Shop hours of operation are Monday through Friday, 8:00 am to 4:00 pm, excluding
holidays. Clothing exchanges will be done based on the following schedule:

Monday Tuesday Wednesday Thursday Friday
Pick Up Control Unit & None Modulars A & B Pods C & D Pods
Folders J-Building
From:
Exchanges A & B Pods C & D Pods Control Unit & | None — Usually Modulars
For: J-Building Intakes
Drop Off Modulars A & B Pods C & D Pods None Control Unit &
Folders For: J- Building

Clothing will not be exchanged unless it is no longer serviceable and/or no longer fits properly.
No exchanges will be made due to minor stains, color or preference. Any item that is need of
repair must be brought to the state shop on your next scheduled exchange day. It is the
responsibility of each inmate to maintain proper care of clothing and linens. Any deviation from
this could result in disciplinary action.

In order to exchange items, you must submit a completed State Shop Request Form to the State
Shop as assigned.

Any inmate who submits a request should not send those requested exchange items to laundry
that day. Any inmate who reports to the State Shop for an exchange without the required items
will receive a violation report for refusing an order.

Note: The State Shop will be closed the last week of each month for inventory and during parole
week. Any other deviation from the normal State Shop schedule will be advised via memos to
the units.
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Laundry Services
Lakin Correctional Center and Jail does provide laundry services for the inmate population.

These services are provided on a weekly basis, however due to Holidays, the schedule is subject

to change. If for any reason the laundry schedule is changed, the inmate population will be
notified. A memo will be given to your Unit Team and they will inform you of the change.

9.
L

2o

8

All inmate laundry is to be in the Laundry cart by 6:00 am daily to ensure that your
clothes will be washed that day.

You’re provided with two laundry bags. Use both bags, DO NOT OVER STUFF YOUR
LAUNDRY BAGS. Don’t fold your clothes before putting them in your laundry bags. If
the clothes are folded, this restricts a good flow of water for washing and the air to dry
them.

DON’T put Khakis/Reds and Whites in the same bag. It is procedure for Laundry not to
fold any bags containing whites. Therefore, if you put whites in your khaki/reds bag,
your clothes WILL NOT be folded.

On the day that we wash whites, secure your bra in your pillowcase or sock. This means:
stuff your bra in the sock or pillowcase and tie a knot on the end. This will keep them
from getting tangled with the other laundry. NO PERSONAL SHOES WILL BE
WASHED.

All bags are to be tied LOOSELY. Do not tie it in a knot. If you tie it in a tight knot, this
means that your clothes may not get thoroughly dried and/or folded.

When you send your sheets and blankets, only send your sheets and pillowcases in the
laundry bags. Your blanket is to be folded neatly and placed in the laundry cart.
REMEMBER: Your bed needs to be made with one blanket for cell inspections.

Make sure that all items are out of your pockets before sending them to be washed. This
includes sanitary napkins, pens, Chap Stick, etc. If the items you leave in your pocket
causes damage to other inmates clothing, you will be responsible for replacing the
damaged items.

If for any reason you have any clothing item that has any bodily fluid stains on them, you
are required to rinse them out and get a biohazard bag from your officer. Place these
items inside of the bag, and then place the bag inside of your laundry bag. Once your
laundry bag has been received in Laundry, the biohazard bag will be removed and
washed separately. Make sure that you only place the soiled item inside of the bag. If
there are items inside the bag that are not contaminated, you will be written up for
Refusing an Order. If a biohazard bag is not available, then you are to place the soiled
laundry in a clear trash bag and place inside of your laundry bag.

Page 1 of 2



% You are only permitted (2) laundry bags, therefore any inmate found with more than (2)
will be written up. You are not permitted to alter the number on the laundry bag for any

reasomn.

%+ Laundry Bags are not to be removed from the housing unit or room when you are moved
to another cell. These bags are assigned to the room not the inmate,

ANY INMATE NOT FOLLOWING THESE INSTRUCTIONS IS SUBJECT TO
DISCIPLINARY ACTION. IT IS YOUR RESPONSBILITY TO ENSURE THAT THESE

RULES ARE FOLLOWED.

SCHEDULE: (subject to change due to Holidays, etc.)

MONDAY:

TUESDAY:

WEDNESDAY:

THURSDAY:

FRIDAY:

All pods Khakis/Reds
Blankets for A, B, Medical and Shu only

WHITES (panties, bras, socks, thermals, towels, sheets.
Grey t-shirts, etc.) This includes personal purchase whites

Sweatshirts, Sweatpants and shorts only
All pods Khakis-Reds
Blankets for C, D, J Building and Mods.

Coats- do not place your coat in a bag and make sure it is
clearly marked with your ID number

WHITES (panties, bras, socks, thermals, towels, Sheets,
Grey t-shirts etc.) This includes personal purchase whites.
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MAILROOM SERVICES

Lakin Correctional Center and Jail provides mail services for all inmates. The Policy Directive
for Inmate Mail is 503.00. Mail is distributed to each inmate / housing unit within 48 hours of
receiving the mail into the facility, excluding weekends and holidays.

All mail can be sealed, except for inmate to inmate mail. All mail is to be placed in the Blue
mail box, outside of MDR A by 8:00 am each morning.

e Privileged Mail: Written mail to or from the courts, counsel, officials of the West
Virginia Division of Corrections and Rehabilitation, state and local Chief Executive
Officers, administrator/designee of the Division of Corrections and Rehabilitation Inmate
Grievance System, and members of the West Virginia Board of Probation and Parole. All
incoming legal mail is opened in the presence of the inmate and signature is required
upon receiving.

¢ General Mail: Written communications and letters which are not privileged or
attorney/client mail.

* Attorney/Client Mail: Written mail to or from an inmate with his/her attorney of record.
Such mail must clearly state “legal mail” on the envelope or must clearly indicate it is
from the inmate’s attorney of record.

* Inmates may correspond with other incarcerate inmates, pursuant to the following:

o Mail with or between inmates is restrictive housing/segregations is not permitted

o Inmates wishing to correspond with other incarcerated inmates must first receive
written permission from the Warden/Administrator of both the sending and
receiving facilities.

o Inmate to inmate letters must be placed in mail depositories or Facility Post
Office in an open (unsealed), stamped envelope, and are subject to be read by
designated facility authorities.

o Inmate to inmate mail must only be written correspondence and not contain any
items, money or articles.

o Inmate to inmate mail must not contain information that is a threat to the life and
safety to others or that can be considered disruptive to the orderly administration
of any correctional facility.

o Inmate to inmate letter will be appropriately stamped on the envelope by the
sending facility with initial or abbreviations identifying the sending facility.

o All mail sent out of LCC&J should have the address as follows:

Inmate Name, OIS # (Housing Unit or Mailbox #)
Lakin Correctional Center and Jail
11264 Ohio River Road
West Columbia, WV 25287
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Incoming General Mail: Incoming mail shall be inspected and opened outside the presence of
the inmate. All mail is subject to inspection.

o All contents will be removed and one (1) black and white photocopy will be
made, including the envelope.

o Photocopies will be sent via normal facility mail procedures.

o The envelope and its contents will be held for fifteen (15) days and then destroyed
(if not stored as evidence).

Money orders and/or cash to an inmate is not permitted. All money must be sent to Century
Link.

Packages: “Care” packages are not permitted. All packages received are to be sent from
approved distributors and vendors only.

Publications: All newspapers, magazines, puzzle books, etc. are to be sent directly from the
distributor / vendor. Inmates ordering publications are required to send full payment (voucher)
with the order. The “Bill Me Later” option is not permitted. Only 5 subscriptions are permitted
at one time.

Basic Information:

* You are allowed to receive pictures, which will be copied. Pictures are not allowed to be
Polaroid or no larger than 5 x 7 in size. Inmate photos, photos of weapons or photos
showing nudity will not be permitted.

* You are allowed to receive greeting cards, which will be copied. All greeting cards are to
be signed by the sender.

e Perfume / Cologne / Lipstick: These are not allowed in any form.

* Stationary items: Postage stamps, greeting cards, paper, envelopes, ink pens, etc. are to
be purchased through the Commissary. These items are not to be sent in from the
outside.
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Commissary

Every inmate will be permitted to order on Monday. You will be allowed a $75.00 limit each
week. The commissary forms will be picked up in the gym only. For general population, no
forms will be handed out unless one is turn in. You are only permitted one form in your cell
unless it is the week to order property for the unit you’re in.

How to fill out vour Commissary Order Form:

v Commissary forms are to be filled out with a pencil.

v" Make sure to fill the bubbles in completely. If your OID# is incorrect your form will be
rejected and you will not receive commissary for that week. Do not skip boxes; start in
the left hand side of the box. Do not fill in the empty boxes with 0’s.

v If you make a mistake, please put all (9°s) in that box and move on. Do not throw away
and get a new form.

Your unit will be called to the gym to pick up commissary: At this time you will bring your
completed forms with you. You are required to have your id with you. You are not permitted to
bring another inmates form unless arrangements have been made by staff. When turning in an
order form you must have the funds on your account at the time you are turning in your order. If
you do not have adequate funds to cover all items purchased this will result in disciplinary
action. If you ordered a hygiene item and it was not in your bag you will be permitted to fill a
form out to replace that hygiene item only.

Keep in mind when making commissary purchases; you have an in-cell possession limit. If you
exceed your in-cell possession limit, you will be required to destroy or mail the items home at
your expense.

You will not be permitted to fill your form out in the gym also you will not be given your form
back once it has been turned in. When your unit is called for commissary you are to report
directly to the gym and find a seat, at no time should you talk above a whisper. Once your name
is called you will show your id and get the bag, check all items to make sure you have received
the entire order. When this is complete you will go to a Commissary staff Member sign the
receipt, get your stamps soda and detergents. At this time you will let the staff member know
what items you are missing if any, this will be verified and a credit issued. (At no time once you
have left the gym will a credit be issue for missing items.) This is when you may ask to reorder
the missing item at this time. MAKE SURE TO KEEP YOUR RECEIPTS. When you have
completed this process you are to return to your seat. Once seated you are to tie your bag shut
and wait to be called back to you housing unit. At no time are you to open your bag, show or
hand items to another inmate.

If you return to your housing unit and notice an item is molded or bad just take the item and your

receipt to the officer, The Officer will dispose of this item and sign your receipt just bring the
receipt on you next shopping day for a credit.
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Any inmate that chooses to go to outside recreation and not remain in your pod during
commissary call will receive a credit for their order and it will be returned.
SEG, Intake, Diagnostic and Medical Unit: The commissary will be delivered to your unit. At

this time you are to turn in your order form for the next week. Staff members will not wait on
you to fill out your form you must have this done.

If you are in Intake or on SEG, LOP or AD-SEQG this is to be written in the Top Right Hand
corner of your order form. You will place your order according to your status at the time you
turn the order in (not delivery date).

Do not wait until the day of the order to ask for an order form. Commissary will arrive on
Monday unless otherwise posted. All forms are to be turned in upon entrance to the gym.

Please make sure to add the correct amount of Taxes to purchases made.
Property Order forms will be collected once a month per unit. The schedule is as follows:

First Monday A-Pod, Medical and Modular Unit
Second Monday B and C-Pod

Third Monday D-Pod and SHU

Fourth Monday J-Building.

You are permitted to order up to $200.00 this does not include your regular weekly commissary
purchase.

You are also permitted to receive a special package every 90 days if you are write- up free. Make
sure you have a signed request giving you permission to order items. The items must be shipped
directly from the company. They must be exactly what you have requested on your form. Any
items received prior to approval will be contraband — no exceptions.
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Inmate Grievance Procedures

Lakin Correctional Center and Jail provides the inmate population a way of bringing
complaints to the attention of the Administration. The grievance procedure will be
explained during the Orientation Program. Inmates are also able to obtain a viewable
Policy Directive 335.00 to read more concerning the Inmate Grievance Procedure. An
inmate who wishes to make a complaint must fill out an Inmate Grievance Form. This
form is accessible in the housing unit as well as in the Law Library. You may also contact
your Unit Team to obtain a Grievance Form. There shall be no reprisals against any
inmate who files a grievance.

The first step is for an inmate to fill out a Grievance Form and it is to be placed in the
gray box marked Inmate Request and Grievance. This form will be given to the Unit
Manager or appropriate Staff Supervisor, who will attempt to resolve any issues. The
inmate must fill out the Grievance Form in a correct manner. The response time at this
level is five (5) days, excluding weekends and holidays.

If the Unit Manager’s or appropriate staff’s response to the inmate’s complaint does not
resolve the problem, the inmate will then initial the Grievance Form “Appealed to the
Superintendent/Administrator”. The LCC&J Superintendent has five (5) days to respond
excluding weekends and holidays.

Should the inmate feel that the Superintendent’s response is not adequate, she shall have
five (5) days after receipt of the Superintendent’s response to initial the Grievance Form
“Appealed to the Commissioner”. After receiving the letter of appeal, the Commissioner
has ten (10) days to respond to the inmate, excluding weekends and holidays. The
Commissioner or designee may respond by letter to the inmate.
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Religious Services

Lakin Correctional Center and Jail has a full time Chaplain who works with religious volunteers
to meet the spiritual needs of the facility as well as the inmate population. LCC&J currently has
over one hundred religious volunteers. These volunteers represent the majority of faiths here at
LCC&J. There are monthly religious services that are posted on a calendar which is placed in
each of the pods. Several times throughout the year there are special services held. One such
service is Kairos, an interdenominational Christian ministry. All inmates will be made aware of
any and all special services and/or activities. If at any time you wish to have spiritual
counseling/guidance, you may put in an inmate request in order to accomplish this.
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Classification

Lakin Correctional Center & Jail is principally committed to maintaining an inmate in the
least restrictive classification level, as appropriate, for the safety of the public, staff, other
inmates and the safe, secure and smooth operation of the facility and the West Virginia
Division of Corrections and Rehabilitation (WVDCR). An inmate’s classification will
determine the area of LCC&J where she will be housed and/or her eligibility for transfer
to another WVDCR facility; the conditions under which she will be allowed to leave her
cell/room and types of programs, program delivery, work assignments and privileges for
which she may be eligible.

Classification Continuum:

Advancement through the classification levels shall be on a continuum. All inmates,
whether classified to LCC&J or inmates transferred to LCC&J from other WVDCR
facilities, shall not advance from one (1) classification level to the next until they have
met the eligibility requirements for the next level.

To advance to the next level of the classification system, an inmate must:

e Maintain excellent behavior and demonstrate a positive attitude.
e Perform satisfactorily in available work and educational/vocational
assignments.
¢ Comply with the recommendations set forth in her Individual Reentry
Program Plan (IRPP)/ LSCMI Case Management Plan.
e Bec able to meet the eligibility criteria established for each classification, as
outlined in this procedure.

Inmates may advance more than one level in the classification continuum if the following
criteria are met:

e The inmate meets the eligibility requirements set forth by the WVDCR
Classification Manual for the given level.

New Commitments and Intra-Agency Transfers:

When a newly committed inmate arrives at LCC&J, she will be assigned a Case Manager
and Counselor, be initially classified as Intake and be housed, as appropriately. Within
thirty (30) days of being received at LCC&J as a new commitment, the inmate will
receive an Initial WVDCR classification by a Classification Committee. The month of
her intake date will be the month of all future regular annual/semi-annual reviews (e.g. If
an inmate is received at LCC&J in May, her regular annual reclassification reviews will
be every May. If the inmate is within five [5] years of discharge/parole eligibility, the
months of classification would be May and November).
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Classification Levels:

1.

Level V_(Maximum): Classification wherein an inmate’s prior public and
institutional records (or, as in the case of inmates in Intake Status, her Public
Risk Score is 5 and the lack of an established institutional record) indicate that
she is generally in need of intense supervision due to her extreme risk to the
public, staff, inmates and the safe, secure and smooth operation of the facility
and the WVDCR. Inmates classified as Level V are generally those in the
most severe and restrictive classification relative to housing, rules, movement,
programs, program delivery and privileges. Security is the top priority in the
management of Level V inmates.

a. Inmates classified to a Level V classification have demonstrated behavior
or a behavior pattern of manipulation, agitation, aggressive or violent
behavior, escape/attempted escape and/or are disruptive to normal security
operations and smooth functioning of LCC&J or the WVDCR.

b. Level V also applies to inmates who are unclassified and diagnostic
inmates.

c. There are five (5) classification categories within Level V:

1) Ad-Seg: Inmates classified and assigned to housing in the Control
Unit.

2) Punitive Segregation: Inmates serving Punitive Segregation sentences
as determined by the Correctional Hearing Officer.

3) Detention: Inmates placed in pre-hearing detention pending a hearing
before the Correctional Hearing Officer or Classification Committee.

4) Receiving/Intake: Inmates who have not completed initial
classification and diagnostic procedures with a Public Risk Score of 5.

5) Special Management Status: Condition of confinement for inmates
requesting or requiring special monitoring or preventative measures
that could entail separation from the general population.

Level IV: Classification wherein an inmate’s prior public and institutional
records indicate that she is in need of close supervision due to her risk to the
public, staff, inmates and the safe, secure and smooth operation of the facility
and the WVDCR. Inmates classified as one of the Level IV classifications are
generally those in the next most severe and restrictive custody relative to
housing, rules, movement, programs, program delivery and privileges.

a) In order for an inmate to advance from Level IV to Level 111, she
must have actively participated in recommended and/or
appropriate rehabilitative programming, received good work
and/or housing reports and not have an overall institution/behavior
history that indicates a threat to the public or the safe and secure
operation of the facility.
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3. Level III (Medium): Classification wherein an inmate’s prior public and
institutional records indicate she is in need of general supervision due to her
risk to the public, staff, inmates and the safe, secure and smooth operation of
the facility and the WVDCR.

a. In order for an inmate to advance from Level III to Level II, she must have
actively participated in recommended and/or appropriate rehabilitative
programming, received good work and/or housing reports, and not have an
overall institution/behavior history that indicates a threat to the public or
the safe and secure operation of the facility.

4. Level II (Minimum): Classification wherein an inmate’s prior public and
institutional records indicate she is in need of less supervision due to her
reduced risk to the public, staff, inmates and the safe, secure and smooth
operation of the facility and the WVDCR.

a. Inmates assigned an Initial WVDCR classification (reception/diagnostic
evaluation) of Level II may be assigned for transfer to a less secure
WVDCR facility.

b. In order for an inmate to advance from Level II to Level I, she must have
actively participated in rehabilitative programming, received good work
and housing reports and have an overall institution record that indicates
that she is not a likely security risk.

5. Level 1 (Community): Classification wherein an inmate’s prior public and
institutional records indicate she is in need of minimal supervision due to her
reduced risk to the public, staff, inmates and the safe, secure and smooth
operation of the facility and the WVDCR. Inmates classified as Level I are
generally those in the least restrictive custody level. Inmates classified Level I
may be eligible for consideration for placement in all LCC&J programs.

a. Inmates assigned an Initial WVDCR classification (reception/diagnostic
evaluation) of Level I may be assigned for transfer to a less secure
WVDCR facility.

Classification System: A Classification Committee consists of the Classification
Director, Unit Manager, Case Manager, members of the Counselor/Therapist staff,
Education, Mental Health or Medical staff, a member of the Security staff and members
of an inmate’s housing Unit Team; any three (3) of whom constitutes a quorum. The
terms Classification Committee and Unit Team may be used interchangeably in this
procedure.

1. A Classification Committee has the responsibility and authority to determine

classification and programs (LSCMI Case Management/Individual Reentry
Program Plan). Control of an inmate’s movement, privileges, work

Page 3 of 5



assignment, and program delivery will be based upon the inmate’s
classification.

Whenever it becomes apparent that an inmate has been misclassified, that
inmate’s Unit team will immediately notify the Classification Director. Said
notification shall be in writing and shall include all relevant facts and
circumstances regarding the inmate’s misclassification. If the Classification
Director, upon review, determines that the inmate has been misclassified, the
Classification Director will direct the inmate’s Unit Team to reclassify the
inmate.

3. The following guidelines will be used during the classification process:

a. Notice of Hearing: The inmate will receive prior written notice of her
appearance before a Classification Committee stating the time and place of
the meeting, the reason for the inmate’s appearance and listing all items
and/or written material which will be used in the classification decision
making process. This notice will be given to the inmate a minimum of
forty-eight (48) hours (excluding weekends and holidays) before her
appearance.

Opportunity to Respond: The inmate may waive, in writing and no less than forty-eight

(48) hours prior to her scheduled review, her personal appearance before a Classification
Committee. If the inmate does not appear, a review will still be conducted and the
inmate’s absence will be noted by the Classification Committee.

1.

The inmate will be permitted to speak for herself and offer other facts and
information on her own behalf. She will be permitted to discuss her
participation in programming. The inmate will not be permitted to have a
representative at any classification hearing or review.

The inmate’s appearance before a Classification Committee will be
documented on the appropriate classification forms and stored in the central
file.

The Classification Committee will issue a written decision to the inmate
within five (5) working days after the hearing date. The decision will indicate
the inmate’s classification, housing and give specific reasons for the
classification decision. The decision may list requirements or
recommendations for the inmate to follow (refer to Individual Re-Entry
Program Plan/LSCMI Case Management).

The inmate may appeal the classification decision. Classification appeals

shall be made to the Superintendent (PD 401.01 Attachment #1). Appeals
must be filed within five (5) days of receipt of the Classification Committee
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decision sheet. Appeals regarding initial placement in Ad-Seg shall be made
to the Commissioner of Corrections.

. An inmate may request (and is encouraged to make) an appointment with her

Case Manager/Counselor in order to review her program and progress status
between her classification reviews.

Page S of §



Overview of Work Release Selection Process

It is the practice of LCC&J that inmates serve their sentence at the lowest possible
custody level, keeping in mind the needs of safety for the community, correctional staff,
and other inmates. Inmates from LCC&J, under the custody and control of the
Commissioner, shall be eligible for the selection and transfer to a community-based
facility. However, inmates who are eligible for selection and transfer to a community-
based facility must meet the following minimum criteria prior to being considered for
placement:

% Be within twenty-four (24) months to possible release (RSAT compliant inmates

can be within thirty (30) months of possible release).

¢ Utilizing the Correctional Classification profile, an inmate must be classified as a
Level II (Minimum) or Level I (Community).

% Must have served a minimum of thirty (30) days at LCC&J and be accurately
classified.

¢ Must have a minimum of sixty (60) days without a Class I violation and have no
infractions within thirty (30) days preceding the date of transfer. Inmates with a
clear conduct record may be given priority.

% Must have no outstanding felony detainers (moderate or high risk on the Severity
of Felony Offense Scale), including outstanding warrants and must not have any
Federal detainer of any kind.

% Must be able to seek employment and retain employment, with physical ability
verified by medical personnel prior to transfer to a community-based facility.

¢ *¥In order to be eligible for review for the Charleston Correctional Center and
Jail Residential Substance Abuse Treatment Unit, and inmate must be compliant
with RSAT**

At least once a month, a three (3) member panel shall review the inmate’s eligibility for
possible placement in a community-based program. This committee shall conduct an in-
depth file review and an updated assessment of risk of all eligible offenders. The
offender will be notified of the results of the review. Those inmates who are approved
for a community-based facility will be transferred, as space is available.
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Program and Treatment Options

At a minimum, level of risk must be recognized as an important factor in determining program
recommendations. At the time of the CASE MANAGEMENT PLAN development and updates,
Case Supervisors will utilize the following general guidelines in the recommending of general
programs. Offenders who are referred to programs provided by the Department of Education
must present their CASE MANAGEMENT PLAN to enroll. Offenders will be referred to all
other programs utilizing the Resource Referral Form.

A. Identification of Need: Individual needs will be determined through scoring of the

B.

LS/CMI and other approved assessments.

Low Risk versus High Risk: Research has consistently shown that high risk offenders are
the target population for making significant impacts through intensive programs and
services, while low risk offenders have been shown to actually increase in risk if
programmed at intensive levels. Therefore, Case Supervisors should provide program
recommendations that fit specific level of need of each individual offender.

Cognitive program model: The core of criminality is rooted in poor decision-making
skills which are compounded by anti-social and criminal thinking. Addressing
criminogenic needs through cognitive-behavioral interventions has shown the most
impact in reducing risk within correctional populations, and should be the cornerstone of
all correctional programs intended to instill change within offenders.

a. Thinking for a Change (T4C): An integrated, cognitive behavior change program
which may be recommended by program staff for offenders based on the offender’s
background, their personality and behavior, attitudes and orientation.

Substance Abuse Programs: the majority of men and women within the correctional
system are incarcerated for reasons relating to alcohol/drug/drug use/abuse/addiction.
Substance abuse programming does not need to be voluntary to be effective. Studies
have consistently shown that offenders with low motivation for change and healthy living
relating to their substance use are just as successful in their recovery as those with high
motivation for change and healthy living.

a. Cognitive Behavioral Interventions to Substance Abuse (CBI-SA): A curriculum
designed for offenders who are moderate to high need in the area of substance abuse.

b. Residential Substance Abuse Treatment Unit: Offenders whose are identified on the
LSCMI as scoring high-very high in AD and high-very high overall will be referred
to RSAT.
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If an RSAT Unit is an appropriate referral for an inmate and the inmate refuses
participation in the RSAT Unit, the Case Supervisor shall not Change the
recommendations to Non-RSAT.

c. Alcoholics Anonymous/Narcotics Anonymous (AA/NA): Offenders may voluntarily
attend meetings when announced.

E. Sex Offender Programs

a. Sex Offender Programs should be recommended for all offenders with a current
offense that involves sexual violence or abuse or with a history, or an offense of
sexual violence or abuse. This includes offenders who have “hidden” sex crimes (i.e.
dismissed charges, offenses with a sexual component that were pled down to non-
sexual crimes, etc.). It is a two-part program designed to educate, challenge beliefs
and assist in rehabilitation.

b. Sex Offender Program Education: Consists of five (5) sessions that include topics
such as consents vs cooperation, sex offender registration requirements, and effects
on the victims.

Upon completion of SOP Education, the program facilitator will make the
determination for the offender to continue in the SOP Treatment.

c. Sex Offender Program Treatment: Consists of 52 sessions with topics such as the
offender’s deviant offense cycle, thinking errors, problem solving skills, family
issues, development of healthy relationships, level of victim empathy, and relapse
prevention plan.

F. Adult Basic Education/GED Preparation (TASC): Case Supervisors should refer each
inmate not possessing a GED or high School Diploma to Education for assessment and/or
placement in ABE/GED Classes

G. Vocational Education Programs: Almost all offenders could benefit from having a
vocational trade before reentering society. While it is generally best for offenders to do
vocational programming as close to parole eligibility or discharge date as possible, there
are exceptions.

H. College Courses: College courses are provided at most facilities and can be
recommended if the inmate shows the ability to be successful and has a high school
diploma or a GED.
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All recommendations from DCR Staff will be made from the inmates LSCMI, however, if
you wish to attend additional programming, as electives, you can sign up thru the
Education Department. This does not go thru DCR Staff and it will not be placed on your
IRPP until completion.
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Administrative Modification of Child Support

Administrative Modification of Child Support is a tool that has been designed by the United
States Legislature in order to assist parents whom have been ordered to pay child support while
incarcerated.

If you have been ordered to pay child support and are currently incarcerated, the West Virginia
Bureau of Child Support Enforcement (WVBCSE) will assist you in establishing paternity of the
child the order is for, and attempt to petition a judge to reduce your child support order to an
amount that is based on the pay that you receive for your job here at LCC&J. This process is of
no cost to you. All procedures are funded by the U.S. Legislature.

Please be aware that if you are ordered to pay child support, and you are unable to meet these
requirements, your child support balance increases by 10% each year, due to interest.

If you are interested in this program, please refer to the You Are a Parent handout in the
“handout” section of this handbook. If you would like to apply for a modification of your child
support order, contact your unit staff or ask the LCC&J paralegal or inmate legal representative
for assistance.
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Sexual Assault Awareness

Facts Related to Sexual Assault:

Anyone, male or female can be sexually assaulted.

Age is not a factor concerning sexual assault.

Physical attractiveness is not a factor.

Sexual orientation is not a factor concerning sexual assault. A rapist may be
either heterosexual or homosexual. The victims may be either heterosexual or
homosexual.

Nobody “asks to be raped.” The victim of an assault is not at fault. Sexual
Assault is a crime of violence and has nothing to do with lust or passion

Sexual Assault Awareness: Most research regarding inmate on inmate sexual assault has

focused on male inmates at risk from other male inmates. However, staff and female
mmates do report that female inmates can and do sexually assault one another. It is
reported that physical force may be used but more often the assaulter will use
intimidation and emotional abuse to coerce another inmate into a sexual relationship. As
with men in male prisons, it is reported the stronger women will seek out female inmates
that appear weaker-physically and/or emotionally. Violence among women in prisons is
frequently similar to domestic violence situations.

Sexual Assault Prevention/Intervention:

Avoid isolated areas when possible.

When possible stay within eyesight of correctional staff

Be aware of your body language. Do not walk with your head down and eyes
lowered.

Do not accept food, cigarettes, or other items from inmates. Do not go into
debt in any manner. You may be expected to “repay” these debts with sex.
Be aware of inmates that say they will protect you. Protection frequently has a
cost also.

Do not give out information about your family, friends, or financial support.
Do not purchase large amounts of commissary or otherwise give the
impression of having money available to you.

Avoid talking about sex and avoid unnecessary nudity.

Reporting Sexual Abuse/Assault:

If you are being intimidated or are in fear of sexual assault from another
inmate immediately report this to a staff member or more than one staff
member if necessary. You may also send an Inmate Request directly to the
investigator or any other staff member you feel comfortable reporting this to.
If you are sexually assaulted, immediately report it to institutional staff. The
sooner you report the assault the better the chances evidence can be obtained
that will help prove the assault.

When a sexual assault is reported you will be medically checked.
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¢ Any Inmate that feels they have been the victim of Sexual Misconduct by a
staff member can call the Sexual Misconduct Hotline. Above each phone there
is the phone number to contact in order to report Sexual Assault.

Inmates are to use their Inmate ID number as if making a normal call.
To report Sexual Misconduct by an employee call “01”.

All calls to this number are at no charge to the inmate or the Facility.
All calls are recorded and tracked to the Inmate making the call.
Inmates are to use this line as a communication link to the
Administration for Sexual Misconduct issues ONLY.

Any calls received not related to Sexual Misconduct will be subject to
Disciplinary Action in accordance with Policy Directive 325.00, 2.01
Refusing an Order.

YV VVVVYVY

Treatment and Counseling
¢  You will be referred to mental health services for assessment. Treatment will
be provided as necessary.
e Victims of sexual assault may experience feelings of self-loathing, anger,
rage, humiliation, nightmares, depression, and isolation among other things.
Physical symptoms may include headaches, stomachaches, sleep disturbances
and loss of appetite. Report any concerns to medical or mental health services.

Page 2 of 2



umxmm Health

Q;Wexiord Health

JURCES INCORPORATED

Lakin Correctional Center and Jail

ACCESS TO CARE

HEALTH CARE SERVICES
INFORMATION ABOUT YOUR HEALTHCARE

We all want to be taken care of when we are sick. Sometimes this is easy and sometimes it
requires a lot of work and cooperation. It may help to know how Wexford Health Sources,
Inc. feels about taking care of your health needs.

We Believe You Need To:

Have the opportunity to be seen by a qualified health care professional.
Know what the health care staff plans to do for your illness.

Have the opportunity to ask questions about your illness and treatment.
Be able to see a specialist when your illness requires it.

General Information
All offenders incarcerated at Lakin Correctional Center and Jail will be provided reasonable
access to adequate medical care, which includes but is not limited to, care of the chronically
ill and emergency situations 24 hours a day. Licensed nursing staff is available in the Health
Care Unit around the clock. Dental, Eye, X-ray, and EKG are some of the services provided.
Periodic physical exam and annual skin testing for TB are standard services provided by the
health care staff.

EE AR

Treatments by Nursing Staff
Injuries, such as: lacerations, sprains, possible fractures and burns.
Indigestion, constipation, diarrhea, and hemorrhoids.
Cold and flu symptoms, cough, nausea and vomiting.
Rashes, athlete’s foot, jock itch, and blisters.

Insect bites, poison ivy, muscle strain and urinary tract infection.

Eye Clinic

S

B EA

If you have a problem with your eyes, you must submit a Health Services Request form
stating your problem and bring it to open sick call. Your name will be placed on the Eye
Doctor list if criteria is met. If the eye problem is an emergency, speak to your Unit Manager
or a Correctional Officer so they can contact the Health Care Unit immediately.

Health Education

At Lakin, we provide Health Education for residents. The educational topics often coincide
with Chronic Care Clinics while others are often seasonal (cold weather, injuries, insect bites,
etc.) Please check the bulletin boards frequently for new information. We welcome
suggestions on educational topics.

We also provide educational videos for offenders to watch and group classes. We have videos
on a wide variety of topics, from HIV/Aids to surviving a heart attach to Hepatitis C.

Any question on offender education can be brought to the attention of any nurse in the
Medical Unit by submitting your question on a Health Service Request form.
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Conditions Considered an Emergency
Chest pain that radiates to the arm or jaw. T
Shortness of breath
Heavy bleeding
Sudden onset of confusion

BEEEA
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Any life threatening condition

Dental Services

If you have a dental problem, you must submit a Health Services Request form stating your
problem and bring it to open sick call. If you have an emergency dental problem such as
severe tooth pain, recent cracked teeth, any severe or continuous bleeding after dental
procedures, contact your Unit Counselor or the Correctional Officer on duty in your unit.

Doctor Call

Doctor call is by appointment only. A medical Provider is here 40 hours a week. The
doctor/NP will see patients who have initially been evaluated by the nurse and referred for a
problem, for medication orders, or for chronic care. You will be called to medical by staff
when needed. In order to comply with the State Co-Pay Policy, any resident that missed an
appointment may be charged for that appointment.

Dress Code

The dress code in the Medical Unit requires residents to be clothed according to Lakin
Correctional Center and Jail’s Policy.

Evaluation of Daily Request

Residents needing to see a nurse must complete a Health Services Request Form. These are
available in your housing unit and in the medical unit. We have an Open Sick Call System
daily starting at 8:30 am. Please bring your completed Health Services Request Form to Open
Sick Call. If you are on the Work Crews, working in MDR, GED testing, or taking
Cosmotology classes, your sick call is at 7:30 p.m. If you are on Segregation Status, you
submit your Health Service Request Form in the appropriate box, and you will be called down
accordingly. If you experience an Emergency, let your Officer know.

For any questions regarding the co-pay policy, please refer to the co-pay policy, which is
posted on your housing unit. A copy is also available in the Legal Library. The boxes located
in each housing unit may still be utilized. Utilize the boxes within the housing unit only for
KOP refills, accessing PSI med, or if you are on Seg status. The sick call slips placed in the
box will be evaluated and addressed by medical staff as deemed by Wexford Health Sources.
All offenders will be seen regardless of ability to pay. No medical services will be refused to
any offender.

Examples of Treatments by Nursing Staff During Nurse Sick Call

Joint pain, muscle soreness, and sprains

Indigestion, constipation, diarrhea, and hemorrhoids

Cold and flu symptoms, coughs, nausea and vomiting.

Rashes, athlete’s foot, yeast infections, and blisters

Insect bites, poison ivy, muscle strain, and urinary tract infections

BEREEA
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Co-Pay

Nurse Sick Call $3.00
Nurse Sick Call ($3.00) with referral to Dr. ($2.00) for total of $5.00
Non-emergency visit for treatment by the nurse $3.00
Self-inflicted/self induced injury/illness requiring nurse $3.00
Self-inflicted / self-induced injury/illness requiring doctor $3.00
Missed, non-excused scheduled appointment $3.00
New complaint presented at appointment and not related to original

appointment $3.00
Scheduled non-referred Doctor $5.00
Non-emergency scheduled Dental Visit $5.00
Fee per prescription (excluding chronic care prescriptions for Chronic Care

Patients) $2.00
Over-the-counter medications-priced as established according to the

Standard marketing practices $2.00

Remember...Fully Complete the Health Services Request Form

Print your name, your DOC number, your housing unit, date submitted and briefly state your
problem. Sign your name and bring to open sick call.

Pill Call (MEDICATION PASS) Times

6:00 AM
NOON
4:15PM
9:00 PM

AS NEEDED MEDICATION WILL BE GIVEN AT REGULAR PILL PASS TIMES.

No medication will be given before or after the designated pill call times unless a verifiable reason can be given by
Security.

Self-Administering Medications

This is a program which you may want to participate in while at LCC&J. You will need to
submit a Health Services Request to be placed on this program. Your compliance and
medications will be reviewed and you will be informed of your eligibility for the program. You_
must be 100% compliant with all medications to be considered as eligible for the program.
Self-Administration Medications are dispensed as needed.

Access to Care
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Grievances

If you do not agree with the care you have received, believe you have been denied care, believe
you have been wronged, or any other problem, please bring it to the attention of the Health
Services Administrator. Problems usually can be solved quicker and more easily informally.
If resolution is not to your satisfaction, you have the right to Grievance process. For
grievance forms, contact your Unit Counselor.

Mental Health Therapy and Intervention is Available

If you feel you need to talk to mental health professional speak with your Unit Counselor,
Unit Manager or submit a Health Services Request. The mental health staff will review the
request and a member of that staff will see you.

Advance Directives / Living Will

Information and help is available in the Medical Unit if you wish to develop advanced
directives / living will. These are direction for your care in case of a terminal illness and / or
cardiac arrest. For more information- please submit a Health Service Request.

Access to Care 4 0f 4
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Hepatitis and HIV/AIDS information

HIV is Human Immunodeficiency Viris
AIDS is Acquired Immuno Deficiency

Hepatitis C is a virus that affects primarily the liver.

Hepatitis C and HIV are viruses that enter a person’s body through bodily fluids such as blood, semen,
vaginal secretions, needle sharing and nasal cocaine pipes. Do not share your “works”. There is no
cure yet available for HIV/AIDS disease.

Hepatitis C and HIV are not spread through shaking hands, toilet seats, eating in restaurants,
swimming in pools, donating blood, being bitten by a mosquito or any casual contact.

Abstinence or not having sex. Not sharing any body fluids is the only way to prevent getting these
diseases. Using latex condoms during all sex situation is not fool proof but it can limit your chances of
getting diseases. Do not share needles or drug paraphernalia with anyone. DO NOT GET TATTOOS OR
HAVE SEX WHILE IN PRISON

Treatment is available to slow down the disease if you test positive for HIV. Antiviral medication can be
obtained by prescription. The doctor may also prescribe certain medication to boost the immune
system.

Always wear gloves when cleaning up blood spills, report any exchange of bodily fluids to the Medical
Unit (for example, a fight where there is a blood splash or sharing needles and tattoo equipment). This
is just a brief over view of these diseases.

The medical unit here at St. Mary's will be happy to address any further concerns or questions you may
have regarding these diseases.

IF YOU WANT a Hep C or HIV TEST, PLEASE SUBMIT A HEALTH SERVICE REQUEST

Prevent Hepatitis A

Hepatitis A is a liver disease caused by the Hepatitis A virus.

Hepatitis A can affect anyone. Hepatitis A is still a common disease in the United States. Young
children can be infected with the virus but not show symptoms. These children often spread the illness
to older children and adults.

Good personal hygiene and proper sanitation can help prevent Hepatitis A. Vaccines are also available
for long-term prevention of Hepatitis A virus infection in persons 2 years of age and older. Immune
globulin is available for short-term prevention of Hepatitis A virus in all ages.

Hep C, HIV/AIDS 10of8
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How do you get Hepatitis A?

Hepatitis A virus (HAV) is found in the stool of persons with Hepatitis A. HAV is spread from person to
person by putting anything in the mouth that has been contaminated with the stool of a person with
Hepatitis A. The virus is easily spread in areas where there is poor sanitation or poor personal hygiene.

Persons with Hepatitis A can spread the virus to household members or to sexual partners. Casual
contact as in the usual office, factory or school setting, does not spread the virus.

Who is more likely to get Hepatitis A?

Persons who share a household or have sexual contact with someone who has Hepatitis A.

Men who have sex with men.

Persons who use street drugs.

Children and employees in child care centers (especially centers that have children in diapers) where a
child or an employee has Hepatitis A.

Travelers to countries where Hepatitis A is common.

Persons with clotting factor disorders who receive factors concentrates.

Residents and staff of institutions for developmentally disabled persons when a resident or an employee
has Hepatitis A.

Workers who handle HAC infected animals or work with HAV in a research laboratory setting (this does
not include laboratories doing routine testing).

How do you know if you have Hepatitis A?

Children who are infected often have no symptoms. Three of every four adults who get Hepatitis A have
symptoms. Symptoms usually develop over a period of several days.

Symptoms may include:

QO Yellow Eyes O Nausea O Tiredness QO stomach Ache
O Dark Urine O Fever O Loss of appitite O Vomiting

A person can spread HAV about one week before symptoms appear and during the first week of
symptoms. Persons with no symptoms can still spread the virus. This often happens with young
children who unknowingly spread HAV to older children or adults.

Hepatitis A usually does not cause death. There is no chronic (long-lasting) infection with Hepatitis A.
Recovering from the disease produces lifelong immunity from future HAV infection, he/she will never
get it again.

Hep C, HIV/AIDS 20f8
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How can you prevent Hepatitis A?

You should always wash your hands after using the bathroom, changing a diaper, or before preparing

or eating food.

Hepatitis A vaccines provide long-term protection against Hepatitis A and can be given to persons 2
years of age and older.

Children and adults need Hepatitis A vaccine for long-term protection. You will either need two shots

of Hepatitis A vaccine or three shots of the combination Hepatitis A and Hepatitis B vaccine. After
getting your first shot, your doctor or nurse will tell you when to return for the second shot.

Immune globulin, (IG) might be used for short-term protection in two situations:

For travelers instead of, or in addition to Hepatitis A vaccine

For unvaccinated persons, who have recently been exposed to HAV

Immune globulin must be given within two weeks of exposure to HAV in order to work.

Can you get Hepatitis A from food or water?

In addition to getting Hepatitis A directly from infected people, you can get Hepatitis A by:
Eating fruits, vegetables, or ather food that may have become contaminated during handling
Eating raw shellfish harvested from sewage-contaminated water

Swallowing contaminated water or ice.

Can HAV be killed?

The virus is killed by heating to 185 degrees Fahrenheit (85 degrees Celsius) for 1 minute. However,
the virus can still be spread by cooked foods if they are contaminated after cooking. Adequate
chlorination of water as recommended in the United States kills HAV.

Hep C, HIV/AIDS
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How great is the risk for Hepatitis B?

About 5% of persons in the United States will get Hepatitis B sometime during their life. If you engage
in certain behaviors, your risk for Hepatitis B may be much higher.

You may be at risk for Hepatitis B is you:

Have a job that exposes you to human blood.

Live in the same house with someone who has lifelong Hepatitis B virus infection.

Injects drugs.

Have sex with a person infected with Hepatitis B virus.

Have sex with more than one partner.

Are a child whose parents were born in South-East Asia, Africa, the Amazon Basin in South America,
the Pacific Islands, or the Middle East.

Are a patient or work in an institution for the developmentally disabled.

Have hemophilia.

Travel internationally to areas with a high prevalence of Hepatitis B.

How is Hepatitis B virus spread?

Hepatitis B virus is found in the blood and body fluids of persons with Hepatitis B. Contact with even
small amounts of infected blood can cause infection. You can get Hepatitis B by direct contact with the
blood or body fluids of an infected person, for example, by sharing needles or by having sex with an
infected person. A baby can get Hepatitis B from an infected mother during childbirth.

Can Hepatitis B be spread by food?

Unlike Hepatitis A, another form of Hepatitis, Hepatitis B is not spread through food or water. If you
had Hepatitis A, it is still possible to get Hepatitis B. If you had Hepatitis C, another form of Hepatitis
that can be spread by contact with blood, you can still get Hepatitis B.

What is the Hepatitis B carrier state?

Among adults who have Hepatitis B, 5% to 10% develop a lifelong infection: among children, the risk
for lifelong infection is much higher.

Some persons infected with Hepatitis B virus never fully recover and carry the virus for the rest of their
lives. These persons are known as carriers, and they can affect other household and secularl contacts
throughout their lives. In the United States today, an estimated one million persons have lifelong
Hepatitis B virus infections.
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Why is Hepatitis B so serious in pregnant women?

All pregnant women should be tested early in pregnancy to determine if they are infected with Hepatitis
B virus

Pregnant women who are infected with Hepatitis B virus frequently transmit the disease to their babies.
Many of these babies develop lifelong infections, cirrhosis of the liver, and liver cancer. If the blood test
is positive, the baby should be vaccinated at birth and during the first year of life.

How can Hepatitis B be prevented?

No cure is available for Hepatitis B, so prevention is crucial. Vaccines can provide protection in 90% to
95% of healthy persons. The vaccine can be given safely to infants, children, and adults in three doses
over a period of 6 months. For information about Hepatitis B vaccine, visit your public health clinic or
see your physician or public health nurse.

Who should be vaccinated?

Preventing Hepatitis B is important because of the high risk of lifelong infection leading to serous liver
problems.

The following persons should be vaccinated against Hepatitis B:

All babies, beginning at birth.

Adolescents who have sex or inject drugs.

Persons who engage in any of the high-risk behaviors listed in this pamphlet.
Person whose jobs expose them to human blood.

Why should you be vaccinated?

If you are at risk, every day you delay increases your chances of getting a highly contagious liver
disease. The problems caused by Hepatitis B - liver cancer, cirrhosis of the liver, and the danger of
infecting loved ones — are too great. Give your future a shot in the arm. Get vaccinated!

If You Have Hepatitis C

Almost 4 Million Americans Have been Infected With Hepatitis C Virus

What is Hepatitis C?

Hepatitis C is a liver disease caused by the Hepatitis C virus (HCV), which is found in the blood of
persons who have this disease. The infection is spread by contact wit the blood of an infected person.
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How Serious is Hepatitis C?

Hepatitis C is serious for some persons, but not for others. Most persons who get Hepatitis C carry the
virus for the rest of their lives. Most of these persons have some liver damage, but many do not feel
sick from the disease. Some persons with liver damage due to Hepatitis C develop cirrhosis (scarring)
of the liver and liver failure, which may take many years to develop. Others have no long-term effects.

What can | do now that my Hepatitis C test is positive?

Contact your doctor. Additional tests may be needed to check your diagnosis and to see if you have
liver damage.

What if | don’t feel sick?

Many persons with long-term Hepatitis C have no symptoms and feel well, but should still see their
doctor. For some persons, the most common symptom is extreme tiredness.

How can | take care of my liver?

See your doctor regularly.
Do not drink alcohol.

Tell your doctor about all medicines that you are taking, even over-the-counter and herbal medicines.
If you have liver damage from Hepatitis C, you should get vaccinated against Hepatitis A.

Is there treatment for Hepatitis C?

Drugs are licensed for the treatment of persons with long-term Hepatitis C. About 3-4 out of every 10
patients who are treated gets rid of the virus. You should check with your doctor to see if treatment
may help you.
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How could | have gotten Hepatitis C?

HCV is spread primarily by exposure to human blood. You may have gotten Hepatitis C if:

You ever injected street drugs, even if you experimented a few times many years ago.

You were treated for clotting problems with a blood product made before 1987.

You received a blood transfusion or solid organ transplant {(e.g. kidney, liver, heart) from an infected
donor.

You were ever on long-term kidney dialysis.

You were ever a health care worker and had frequent contact with blood in the workplace especially
accidental needle sticks.

You mother had Hepatitis C at the time she gave birth to you.

You ever had sex with a person infected with HCV.

You lived with someone who was infected with HCV and shared items such as razors or toothbrushes
that might have had blood on them.

A person who has Hepatitis C can still get other types of viral Hepatitis such as Hepatitis A or
Hepatitis B.

How can | prevent spreading HCV to others?

Do not donate your blood, body organs, other tissue or sperm.

Do not share toothbrushes, razors or other personal care articles that might have your blood on them.
Cover your cuts and open sores.

If you have one long-term steady sex partner, you do not need to change your sexual practices. There
is a very low chance of giving Hepatitis C to that partner through sexual activity. If you want to lower
the small chance of spreading HCV to your sex partner, you may decide to use barrier precautions such
as latex condoms. Ask your doctor about having you sex partner tested.

There is no vaccine available to prevent Hepatitis C.

What if | am pregnant?

About five out of every 100 infants born to HCV infected women become infected. This occurs at the
time of birth, and there is no treatment that can prevent this from happening. However, infants
infected with HCV at the time of birth seem to do very well in the first few years of life. More studies
are needed to find out if these infants will have problems from the infection as they grow older.

Persons should not be excluded from work, school, play, child-care, or other settings on the
basis of their HCV infection status.
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Hepatitis C is NOT spread by:

Breast feeding.

Hugging

Food or water.

Sharing eating utensils or drinking glasses.
Sneezing.

Coughing.

Casual contact.

If you use or inject street drugs:
Stop and get into a drug treatment program.

If you cannot stop, do not reuse or share syringes, water, or drug works,
Get vaccinated against Hepatitis B and Hepatitis A.

if you have having sex, but not with one steady partner:
You are your partners can get diseases spread by having sex (e.g. AIDS, Hepatitis B, gonorrhea or
Chlamydia).
Use latex condoms. The efficacy of latex condoms in preventing infection with HCV is unknown, but
their proper use may reduce transmission.
The surest way to prevent the spread of any disease by sex is not to have sex at all.
Get vaccinated against Hepatitis B.

For information on viral Hepatitis:

Access our website at
http://www.cdc.gov/Hepatitis /
or call the Hepatitis Information Lind at
1-888-4HEPCDC, 1-888-443-7232
or write

Centers for Disease Control and Prevention
Division of viral Hepatitis, Mailstop G37
Atlanta GA 30333
Or
Contact your state or local health department
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Tuberculosis

The Connection between TB and HIV
(the AIDS virus)
2005

People infected with HIV (the virus that causes AIDS) are more likely than uninfected people to get
sick with other infections and diseases. Tuberculosis (TB) is one of these diseases.

What is tuberculosisTB?

TB is a disease that usually affects the lungs. It sometimes affects other parts of the body, such as
the brain, the kidneys, or the spine.

General symptoms of TB may include:
Weakness.

Feeling sick.

Weight loss.

Fever.

Night sweats.

N

Common symptoms of TB of the lungs may include:

Long term coughing. i
Chest pain.

Coughing up blood.

Other symptoms depend on the particular part of the body that is affected.

TB infection may be spread to other people who share the same breathing space (such as family
members, friends, coworkers, roommates) with someone who has TB disease.

Why is it important to know if | have TB and HIV infections?

HIV infection weakens the immune system. If a person’s immune system gets weak, TB infection can
activate and become TB disease. Someone with TB infection and HIV infection has a very high
risk of developing TB disease. Without treatment, these two infections can work
together to shorten the life of the person infected with both.

Good News!

The good news is that TB infection can be prevented from developing into TB disease and TB disease
can be cured. The first step is to find out if you are infected with the TB germ. You can do this by
getting a TB skin test.
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SOURACES INCORPORATED

What is a TB skin test?

For a TB skin test, a health worker uses a small needle to put some testing material, called
tuberculin, just under your skin. This is usually done on the lower inside part of your arm. After you
get the test, you must return in 2 to 3 days to see if there is a reaction to the test. If there is a
reaction, the size of the reaction is measured.
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Some people who are infected with both HIV and TB will not react to the TB skin test. This is
because the immune system, which causes the reaction, is not working properly. Anyone who is HIV
infected and has a negative skin test should also have other medical tests, especially if they have
symptoms of TB disease.

What must | do if | have TB infection?

Get the required follow-up tests. Follow your doctor’s advice and take the medicine as prescribed.
Today, both TB infection and TB disease can be treated and cured with medication.

It is especially important for people with both TB and HIV infections to take their TB medication. The
HIV-weakened immune system makes it much more likely for them to develop TB disease than
people who are not HIV infected. TB is one of the few diseases related to HIV infection that is easily
prevented and cured with medication.
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STDs Today

Sexually transmitted diseases (STDs) affect men and women of
all backgrounds and economic levels. Despite the fact that STDs
are extremely widespread and add billions of dollars to the
nation's healthcare costs each year, most people in the United
States remain unaware of the risk and consequences of all but
the most prominent STD—HIV, the virus that causes AIDS.

Many STDs affect millions of
men and women each year.
Many of these STDs initially
cause no symptoms, especially
in women. Symptoms, when
they do develop,may be
confused with those of other
diseases that are not
transmitted through sexual
contact.

STDs can still be transmitted
person to person even if they do
not show symptoms. Health
problems caused by STDs tend to
be more severe for women than
for men.

What Are Some Health Risks of STD Infection?

STDs can result in irreparable
lifetime damage, including
blindness, bone deformities,
mental retardation, and death
for infants infected by their
mothers during gestation or
birth.

In women, STDs can lead to
pelvic inflammatory disease
(PID), infertility, potentially fatal
ectopic pregnancies, and cancer
of the reproductive tract.

Acquired Immune Deficiency Syndrome (AIDS)

AIDS (acquired
immunodeficiency syndrome)
was first reported in the United
States in 1981. It is caused by
the human immunodeficiency
virus (HIV), a virus that destroys
the body's ability to fight off
infection. An estimated 900,000
people in the United States are
currently infected with HIV.

STDs Today

People who have AIDS are very
susceptible to many life-
threatening diseases, called
opportunistic infections, and to
certain forms of cancer.
Transmission of the virus
primarily occurs during sexual
activity and by sharing needles
used to inject intravenous drugs.
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Chlamydia

Chlamydial ("kla-MID-ee-uhl") infection is the most common bacterial sexually transmitted disease
(STD) in the United States today. The U.S. Centers for Disease Control and Prevention estimates
that more than 4 million new cases occur each year. The highest rates of chlamydial infection are
in 15- to 19-year-old adolescents, regardless of demographics or location.

Chlamydial infection is caused by a bacterium, Chlamydia trachomatis, and can be transmitted
during vaginal, oral, or anal sexual contact with an infected partner. A pregnant woman may pass
the infection to her newborn during delivery, with subsequent neonatal eye infection or
pneumonia.

Pelvic inflammatory disease (PID), a serious complication of chlamydial infection, has emerged as a
major cause of infertility among women of childbearing age. The annual cost of chlamydial
infection is estimated to exceed $2 billion.

Syphilis

The incidence of syphilis has increased and decreased dramatically in recent years, with more
than 11,000 cases reported in 1996. Syphilis is caused by Treponema Pallidum; the first
symptoms of infection may go undetected because they are very mild and disappear
spontaneously. The initial symptom is a chancre; it is usually a painless open sore that usually
appears on the penis or around or in the vagina. It can also occur near the mouth, anus, or on the
hands. If untreated, syphilis may go on to more advanced stages, including a transient rash and,
eventually, serious involvement of the heart and central nervous system.The full course of the
disease can take years. Penicillin remains the most effective drug to treat people with syphilis.

Genital Warts/HPV

Human papillomavirus (HPV) is one of the most common causes of sexually transmitted disease
(STD) in the world. Experts estimate that as many as 24 million Americans are infected with HPV,
and the frequency of infection and disease appears to be increasing.

More than 60 types of HPV have been identified by scientists. Some types of the virus cause
common skin warts. About one-third of the HPV types is spread through sexual contact and lives
only in genital tissue. Low-risk types of HPV cause genital warts, the most recognizable sign of
genital HPV infection. Other high-risk types of HPV cause cervical cancer and other genital
cancers.

Like many sexually transmitted organisms, HPV usually causes a silent infection—that is, one that
does not have visible symptoms. One study sponsored by the National Institute of Allergy and
Infectious Diseases (NIAID) reported that almost half of the women infected with HPV had no
obvious symptoms. Because the viral infection persists, individuals may not be aware of their
infection or the potential risk of transmission to others and of developing complications.

STDs Today 20f3



¢7Wexford Health

Gonorrhea

Approximately 400,000 cases of gonorrhea are reported to the CDC each year in this country.
Gonorrhea is caused by Neisseria Gonorrhoeae. The most common symptoms of infection are a
discharge from the vagina or penis and painful or difficult urination. The most common and
serious complications occur in women and, as with chlamydial infection, these complications
include PID, ectopic pregnancy, and infertility. Historically, penicillin has been used to treat
gonorrhea, but in the last decade, four types of antibiotic resistance have emerged. New antibiotics
or combinations of drugs must be used to treat these resistant strains.

Viral Hepatitis

Hepatitis A is a cause of acute hepatitis. Fewer than 5 percent of infections are transmitted
through fecal-oral contact during sexual intercourse, mostly among men who have sex with men.

Hepatitis B virus (HBV) infection is an STD with severe complications, including chronic hepatitis,
cirrhosis, and liver carcinoma. Of approximately 200,000 new HBV infections in the United States
each year, approximately half are transmitted through sexual intercourse. Preliminary data from a
large U.S. multisite study indicate that approximately one third of persons with acute hepatitis B
virus infections in 1995 had a history of another STD. In addition to hepatitis B, several other
types of viral hepatitis can be transmitted sexually.

Hepatitis C virus, the most common cause of non-A non-B hepatitis, causes chronic liver disease
in most infected adults. The efficiency of sexual and perinatal transmission of this virus, however,
is much less than that for HBV or HIV.
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1. ADMISSTONS:

1. No perzon shall be confined to a DCR facility withowt a lawial order.

2. Upon admission to the facility for confinement, the following steps will be taken:

completion of the booking process.

Next @]

‘rral.ogout.aspx)

a The inmate will provide personal information to the hooking officer fo enshle ar. l Vi
I

b. A prelimmary medical screening process will be conducted During the screening

process of 2 {emporary inmate if an active case of vermin iz detecied, the temporary
mmate will be delonsed {unless pregnant) and showered to prevent from comtaminating

cther inmates.

¢. The mmate will be searched, body scanned, required to be deloused (untess pregnant),
shower, and shall receive an izsue of clothing, personal hygiene articles and linen. Strip
search, delousing, shower, and issnance of items are not perfomued for temporary
commitied inmates, but clothed body searched will be conducted. A temporary inmate
may be sirip searched if there is reasonable suspicion they are concealing contraband.

d. The inmate will be fingerprinted, phetographed and issued an identification wristband.

€. The inmate will receive a receipt for all parsonal property taken from him or her and

retained by the facilityv.

f The inmate will be classified and assigned o o housing unit in accondance with the

classification section of this manwal.

i

A Handbook of Inmate Rules and Procedurez will be provided fo each inmate. The

Booking Officer will ensure that each admitted inmate receive information explaining
the DCEs zero-folerance palicy regarding sexual abuse and sexual harassment and will
give each mmate information on bow to report incidents or suzpicions of sexual abuse

or sexual hkarassment
b Each newly committed inmate is entitled fo three (3) collect telephons calls.

=
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L All calls except to sftormeys shall be monitored, intercepted, recorded and disclosed

}- Al DCR facilities are “Tobacco Free™

Review
k. The inmate will be charged a processing fee a3 set  forth in WV Code 134-3-8.
Documennt L The DCR will collect any outstanding court fees.
1
Handboc 2. CLASSIFICTION: v
The DCR. uzes a system that classifies inmates by the nature of thelr commitment level of custody
Requirec required. housing assignment and participation in programming. The secregation of inmates based
i upon race, color, creed or national origin i prohibiied.
The following, minivnm housing separations will be maintained: I, l Vi
I

a. male inmates from female inmates;
b. pre-tral inmates from convicted bamates;

Separate housing will be provided for the following purposes;

a. Adnunisirative Segregation;
Protective Custody
Bizciplinary Detention;
Community Custody.
Special Management

=

L

The Shift Supervisor shall make an initial classification of ail incoming inmates; the classification
of tamnates shall be baszed upon specific, objective criteria.

Inmates may be subject to reclassification at any fime; reclassificafion decisions may be bazed
upan changes in legal status, additional information, nmate behavior or other relevant information.

An inmate may appeal his classificaion by filing a request fo the Superintendent on the kiosk
system.

3. RULES OF CONDUCT:

The following rules are net fo be violated by inmates detained in a DCR facility. Any inmate, who
ts accused of a rale viclation, will be given written notice of the alleged viclation. The diaciplinary
procedures shall apply to 21l allegations of viclations of the inmate rules and immates found guiity
of wiolsting the rales will receive discipline a3 cutlined in the disciplinary proceduresz.

3
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Violations of rles of eonduct are clzssified by the severity of the offense; class one violations are
the mest serions and class three violaficms are of lesser zeveriiy.

Reviewv
L
Document
Handbot LOL
Requirec
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. 1.02.
1.93.
1.04.
1.05,
1.06.
1.07.
1.08.

Class Ope Violations

Clazz Ome Violations: Any behavior which threaiens life or limb, constitites s felony or
misdemeanor, or serionsly breaches mstitufionzl security shall be considered a class one
violahion.

Escape: No inmate shall escape, attempt to escape or assist another inmate in escaping or
attempting to escape the custody of the West Virginia DCR or other custody in which they
may be placed. No inmate shall possess amy item, device or tool which could clearlr be
used to facilitate an escape of is clearly linked to an escape attempt. This shall inclede any
mmate who cannot be loczted while on furlough in accordance with the master farlongh
agresmend. This shall also inclode any attempt to breach secarity perimeters or barriers.

Assanlt / Baitery: No inmate shall physically harm or assaukt any person with or without
3 weapon. No inmate shall atiempt to physically harm or threaten with violence any persen.
This shall include the throwing of any item or substance.

Rape/Bexnal Assaalt: No inmate shall physically force or attempt to force another persen
to submit fo or perform any sexual act or threatening any person with vielence in order to
compel or coerce him er her to commit 2 sexual act. Also, no inmate shall engage in any
sexnual act. including sexual intercourse and sexual contact with anciher inmate or wisitor,
mmcluding inzsing and fondling. No inmate shall expoze his'ber sexual organs to any person.

Riot: No inmate shail ript, mouting, or afiempting to riot or plan with other perzons to not,
mutiny or prevent any employes from performing their duties or from engering, leaving or
moving about any part of the irstition by force or threat of force. No inmate shall incite
or aftempt to incite a riot or muliny.

ArsonfFires: No inmate shall cause or attempt to cause a fire or explosion, or damage,
deface or destroy amy property belonging to the State of West Virginia or property
belonging to them or any person, by fire or with an imcendiary or explosive device.

Hostagze Taking: No inmate shall take or aftempt fo take an emploves, another inmate, or
any persen as hostage, or kidnapping any person.

Possession of Weapons: No inmate shall possess, manufacture, or afempt to manufachure
any weapon or any item, which eould be used as a weapon.

Introduction of Weapon: No inmste shall syanggle, or atterapt o smuggle, any weapen
into any mstiution/facility/center. No inmate shall amange for otkers to smuggle or
infroduee any weapon into any institntion faciity/ center.

4
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Extortion or Bribery: No inmate shall extort, Blackmail or bribe amy other person or
attemapt to extort, blackmasl, or bribe any other person.

Tampering with Locks and or Doors: No inmate shall possess non-issued kevs or lock
picks. No inmate shall tamper with, remove, damage, destrov, obstruet, jam, or in any way
make any lock, door, security deviee, or fire safefy equipment operate in a manner other
{han intended by the builder, or attemipt to tamper with, remove, damage, destroy, obstruct,
jam or make any such fem il to operaie as intended.

Trafficking: No inmate shall sell, tranafer, or manufacture any marcobic drag, svothetic
drug, prescription drug, marijuans or any infexicant. No nmate shall bring, attempt io
bring, or arramge for any other person to brng, or mail any such item isto an
mstitution facility/center or ento DCR property. “Intoxicant shall be defined as any
subsiance, which may be injected, consumed, “hmifed”, inhaled, absorbed through skin, or
ingested by any means with an intoxicating affect.

Demonstration: Organizing or participating i 2 group demonsiration, protest, zit-down
sirike, sickout, or work stoppage or any other joint demonstration or attempt o do any of
the bove.

Accessorv: No inmate shall aid or 2bet any other inmate in the commission of any clazs
- o
one violation.

Comulative Class Two Vielations: The Heanng Officer may impose Class One
disciplinary actions upon any inmate who has been found guiliy of the commission of a
theird, Class Tweo violation within a peried of thirty-one conseentive days. Any subsequent
charges may resulf in additional disciplinary action.

Destruction of Property: Ne inmate shall slier, damage, mar, deface or destroy any
properiy belonging o any person or instifution.

Obstructing: No inmate shall hinder, impede or obstruct by acts or other means or atiempt
1o lunder, impede or obstruct any emploves or visitor from performing his'her duties or to
interfere with the normal or free movement of 2y person.

Alieration of food or drink is nof permitted. No inmate shall introduce or atfempt o
introduce peison or insamitary iems o substances into any food or drink. No inmate shall

tamper with food, drnk, or lntchen appliances before, during, or after preparation.

Violation of State law: Commiiting or attempting o commit any action or acts which are
defined as a felony or misdemeancr by the laws of the State of West Virginia or federal
laww,

Use and Possession of Drugs and Ingnmnfs@amghemalm shatl be defined a3 any
narcedic dmg, Synthetic dmg, prescnptmn drug, zlcoholic substance, or substance which
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may be injected, conzumed, “huffed”, inhaled, absorbed through skin, or ingested by anv
means with an intoxicating affect.

1. No inmate shall use, possess, inject, inhale, “huff”, absorb through skin, ingest by any
means, or be under the nfluence of 3 drg or intoxicant.

2. No inmate shall use, possess or consume any prescription drug, of medication not
specifically prescribed for that inmate or in 2 manner rot consistert with the
preecription or the divections of the medical staff. Al medications will be tzken at the
time of dispensing unless otherwize divectad by medical staff. Hoarding of
medications is prohibited.

3. No inmate shall use, possess or comsume any non-prescription drug or medication

unless purchased from the commissary for kis’her own use, or specifically avthonzed

by gtz Al medical Hems purchazed from commizsary will be used ouly for their
imtended purpose.

Ne inmate shall use or posgess sny drug/intoxicant/paraphemalia. An mmate shall be

held responsible for ary sach items found in his'her own living area.

b

ugfAlcohol Screeming: No inmate shall refise to participate in the
drug; alcohel screening process as instructed by any person emploved by or for the DCR ox
any Taw enforcement agency, within 2 period not to exceed two (2 hours. This shall include
tampering with drug or alcohol screening process, or failure to produce a sample sufficient

for testing within 2 two (2) hour pered.

Theft of Property Valued Over §100.00: No inmate shall steal or attempt to steal properiv
belonging fo the mstitation/jail or o any person vahed over $100.00. Ne inmate shall be
in possession of stelen property. The taking or borrowing of the property of another and
refusing to refurn the property shall be conaidered theft

Refusing DNA Blood Screening: No inmate shall refuse to provide a blood sample er
otherwvise participate in DNA bloed screening as instructed by a person employed by the
West Virgiua DCR.

Trading or Selling with Others: No inmate shall frade, sell, loan, give, borrow, recsive,
or offer o frade, sell, loan, gifi or receipt anv goods or services of any nahwe with
emplovees, confracted employees, or any persons who have dealings with the DCE,
including vigifors, other than through the system established by the Supermiendent for that

purpose.

Sexunal Conmtact with Emplovees: No inmate shall engage or attempt to engage in any
sexnal act, including semwal intereourse and sexual comtze with emplovess, coniract
emplovees, or any other person who bave dealings with the West Virgimia DCR including
official visitorz. This shall also Include kissing and fondhing

Compromising an Emplovee: No inmate zhall manipulate or attenupt fo manipulate, aid,
sbet, mcife, emcourage, or otherwize stfempt, to mid, abet, incite, of encowage any
&
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emplovee of the West Vizginia DCR, or any emplovee of any entity confracting with the
West Virginia DCR and/or any volunieer to engage in violations of the West Virginia DCR

ReVie v Policy and Procedures, jeopardize security, engage in poor work performance or otherwize
violate applicable laws or regulations.
1.28. Exposing Body Fluids: No inmate shall infentionally expose fo amy person body fluids
Document such 2= urine, faces, spit, bleod, or any other body fluid.
Handb 1.27. Use of Racial Slurs: No inmate shall engaze in racial slurs and graffiti andor svmbols N

B thereof towards or staff Graffifi iz to include but not limited to living areas, showers,
recreational areas, and state issued property.

Requiréic
Class Two Violations -

ar
{ Vi
2 Class Two Vielstions: Violations which tend to dizrupt the normal operation of the
institution or which subvert institutional systems of comirol.

=

2.01. Refosing and Order:; No inmate shall refuse to obey, or fail to camry owt any order,
instruction of assignment

2.02. Threats: No inmate shall threaten fo commit any act, whick violates institution jait rules.
No inmate shall threaten or cauze any person to be threatened, as distinguisked form 1.02,
a threat of harm or violence.

2.03. Refusal to WorkfAttend Class and Programs: No inmate shall refise a work detail or
assipnment, or refuse to camy out required assignments, work orders or instructions, or
teave a place of assignment iacluding programs or cleszes without permizsion fom the
person in charge, faign an illness or be sbeent fom work without authorization or vielate
terms of their work contract.

2,4, Missing or Confusing Count: No Inmste shall miss count or fake any action which creates
confizzion or erzor in the count of inmates.

2.05. Bucking the Line: No inmates shall buck. breal: out of, and refuse to join in, or prevent
the crderly pregression of any inmate line or growp.

En s the e/ iv rea: No inmate is to enter, break into, or be present in
am cell TOOMm CF lmne area, whu:h is ot assigned fo them, unless granted permission by
a staff member. No inmate is fo move cnesalf to another cell without perEiission.

2.07. Unauthorized Presence: No inmate shall be in eny unawthorired area unless granfed
permission by & staff member.

7
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Fichting: No inmate shall fight or wrestle with any other persom or aitempt to fght or
wrestle with any other person.

Flooding: No inmate shall canze water to flood oy area of the insfitution.

Self-mutilstion: No inmate shall deliberately canse injury to oneself, give onezelf 2 tattao,
ar permit others fo cause injury of to give oneself a tattoo or comumit any act which could
czuse barm to themseelves or attempt fo do sy of thess aciz. Inmates giving tattoos will be
penadized also.

Contraband: No immate shall possess amy contraband, whether in vour pessession or in
your cell. Contraband sha®! include any item or substance ot specifically permitted to
mmste property by institutional rules or zny altered permizatble item or emecess of
permissible items. Contraband zhall alse include any permizsible item not being used for
its original intent. Inmates shall be held accountable for contraband items found in their
owa living areas.

Possession of Mopey: Except whare anthorized in writing by institutionfjail regulations,
no inmate shall bave any United States Currency or any other form of legat tender or mOnEy
in their possession. Those inmates authorized to do o mav possess only that amount of
maney specified by institution/jail regulafions.

Failure to Tender Monies/Paychecks: No inmate shall fail to give to the institution’jail
staff any pavchecks, wages, or other funds they receive from any source for deposit in their
Trustee Sccount

Thefi of Property Valued Under $100.08: No inntate shall steal, or attempt to steal, sither
mstitution/jail property or property belonging to another person valued under $100.00, nor
shall they poszess stolen property.

Forgerv: No inmate shall counterfeit, forge, alter, veproduce withowt authorization, or
atternpt to do so, any documsent, ardicle of idenbfication, secunty, official paper, or the
signabure of any other person. No inmate shall possess a forged document.

Fraudulent Representation: No inmate chall represent themselves to any individual
either a5 being a perzon other than who they are, or incomrectly act a3 a representstive of
any corporation, association, or orgznization. No inmate shall deceive, attempt to deceive,
mizinform or attempé to misinform any fact or information to any person.

Gambling: No inmate shall gamble for money, anything of value, or services of any kind.
No imnate shall, without permaizsion, possess or manufachire dice or any other gambling
device, equipment, or paraphernalia. No inmaie shall organize. operate, or pariicipate in
any gembling operation or betting pool.
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Misuse of Telephone/Kiosk: No inmate shall uze 2 telephons/kiosk except in accordance
with and when allowed by instifutional/jail rules and in accordance with telephone kiosk
company regulaiions. An inmate shall ot use g credif card/debit card for meling a
telepbone call. No inmate zhall amange through any means or be 2 pariy to a three-way or
confersnce call. No inmate will use another inmate’s OID £ to place calls.

Misuse of Correspondence Regulations: No inmate shall mizuse, violate, or zitempt to
misuze of viclate the mail, kosk, or telephone regulations and policies of the institution.
No inmate shall purchase or contract to purchase any item throagh the mail without writken
authorization from the Superintendent or hiz’her designee.

Failure to Proceed or Return: No mnmake shall fail to proceed directly, within the times
and dafes listed, o 2 specified deshinstion unless permission iz given fo leave the area or
proceed o another area. No inmate shall fail to directly return to a specified arez within
the time indicated. This includes movement covered by verbal or wiitten directive, passes
and fieloughs.

Failare to Report Arrest or Accidents Incident: Ne inmate shall fail fo report to the
instiiution/facilify'center staff within two (2) bowrs, any amest or accident, detention o1
questioning by any law enforcement agency.

Contempt of Disciplinary Hearing: No inmate shall showt act rudely, speak persistently
out of furn, or otherwize dizrupt proceedings at any disciplinary hearing.

Falsification of Information/Testimony: No inmate shall intentionally provide falze,
incorrect, or incomplete information to 2 staff member or give false or untrue lestimony.

Accessory: No inmate shall aid or abet any other inmate in the commission of a Class Twe
Violation. No immate found guilty of siding or abetting shall be disciplined more severaly
than the principal.

Comulstive Class Three Violations: The Hearing Officer may impose Clasz Two
dizciplinary actions upon any inmate who has been found guslty of the commission of a
thivd Class Three Violation within a period of thirty-ome (31) comsecutive davs. Any
subsequent charges may resnlt i additional disciplinary action.

Unauthorized Entering into a Contract: No inmate shall enter into any form of contract
of be 2 parfy to such without the authorization of the Supenintendent of hisher designes
including marriage, bank accounts, loans, post office boxes, ste.

Creating a Dizturbanece: No inmate shall be disruptive by engaging in horseplay or in
insulting, vulgar or obscene language or geshiures or in creating other loud noize m any
form or stopping or interfering with the nommal functions of the jall due fo this bebavior.

1w
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2.23. Furlongh Condition Violation: No inmate zhall wiolate any condition of hiz'her master
furlough asreement.
RGV'EN 228, Insubordination/nsolence: An mmate shall not be imsnbordipate or isolent to 2 staff
perzon. No inmate shall slander any person
Document 230. [legal Inmate Store; No mmate shall operate or participate in the operation of an illegal
“store”. Alzo, no inmate shall engage in purchasing any Hem or service Hom amy such
Handboc Hlegal “store”™. Participation i any such illegal “store™ will consist of the sale or zccepiing v’
as a purchaze, with or without imferest consideration, amy goods, or services between ]
inmates withont appropriate approval of the Superintendent. B
Requirec 231, Physical Contact: No inmate shall engage in purpozeful phyzical comtact (.. embracing,
[ holding hands, efc. ) with any other person
232, Use of Tobacco or Tobacce Products: No inmate shali use tobaceo or tobacco products. . .
: No inmate ghall possess tobaceo or tobacco products. Vi

233, Unauthorized Communication: No inmafie shall converse; pass nofes or make or attempt
to make contact in any way with inmates who are housed in another housing unit No
inmste shall use the kiosk syztem to contact or attempt to contact any inmates - housed in
other housing wmits. No inmate shall contact or attemnpt {0 contact persons cuiside the
facility through doors, or windows, or showling af or attempting to atfract the attentions of
perzons passing by the jail.

234, Obstracted Window/Lights: Windows and lights are not to be obstructed in any way.

35. Wristhands: Inmafes are raquired o wear wristbands identification at el timea. Fnmates
may be charged restitution for replacement of lost or damaped wriztband, other than normal
wear snd tear.

2.36. Indecent Exposure: No inmate shall intentionally expose one’s breasts, briefk, brassiere,
sex organs, butbocks o the breasts, briefs, brassiere, sex organs or butiocks of another

perzon.

2.37. Inmates are not permitted to shave their heads: Any alieration of hairstyle will be dens
anly by the barber.

Class Three Viclations

3 Class Three Violations: Violatioas which disturb the nommal operation and reutine of
the institution, or which manifest a personal problem of adjnstment.
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Feigning Hiness: No inmate shall mizs work call, school call, or any other mendatory
assignment for reason of Hlness without verification fom medical staff or other authorized
personnel. Ne inmates shall attempi fo miss o avoid amy szsignment by prefending o be
HL Az inmate can also be charged with rule violation 2.03 also.

Littering: No inmate shall dizspose. throw, or drop any garbage, litter prodiect, or any other
iem or material in an wmauthorized or inappropriate manner, including toilets, simks,
showvers, air vents, atc.

Personal Hvgiene/Sanitation: Mo inmate shall fail to shower at least three times per week;
fail to maintain personal cleanlimess end grooming, il to wear clesn and appropriste
clothing nor faid to maimtain living and sleeping aveas in a clean and orderly fashion

Improper use of Food: No intrate shall waste or create mess with food. No inmate shall
take amy food from the kitchen, except as part of a job assignment. No inmate zhall hoard
food from any meal in their cell or any other part of the facility.

Astentiveness: No inmate shall be late in reaching a place of assignment or destination;
engage in poor work habits through failure to attend to duty or slesping on the job.

Improper use of Property: No inmate shall misuse equipment or properiy or engage in
inappropriate or wnauthorized uze or possession of tools, machinery, equipment or other
property, whether owned by the institution or any other person.

Posted Procedures: No immate sholl viclate any other facility procedures as posted that
are not defimed a5 class T or class 1 offenses.

Accessory: Mo immate shall aid or abet any other inmate before, duming, or after the
comymission of anv class I offense.

Obscene Language: No inmate shall wse indecent, obacene, profane, vulpar, or sexual
language in conversation or in respense to an oxder of directive flom an emploves of the
instifition.

Restricted Area: No inraate shall be in the area of the facility without proper authorization
or zpecific permission ie. red zones.

Unauthorized fiem: No inmate iz permitted to canry zny item such s candy, combs,
toothbrushes etc. from their section without authorization from staff.

Handrails and Shelves: are to be used for their intended purpose cnly, exercising on them,
or hanging clothes and bed linens from them is pot permitted.

Blocking Access: No mmate shall obstruct fhe movement up or down the sfeps, orin and
out of doorways at any time.

i1
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314, Proper Dress: All inmates are to be fully clothed i the inmate uniform any time they
leave their cell. Specifically: shirt, pants, briefs, socks, shoes and brassieres for feraales.

4. Sanctions for Violattons of Rules of Conduct:

Any vielation of a rale of conduet whick may also constitute a crime under the laws of the 3taie
of West Virginia may be zeparafely and concurrently progecuied in accordance with the Rules of
Criminzl Procedure.

Any disciplinary sanefion which involves the restriction or denial of recTeation or visifation maust
be directly related to an offense mvolving recreation or vizitation.

Any mmsfe on & disciplinary lock down status will be subject to resiniciions of commizzary and
Bbrary privileges.

Carporal punishment shall never be admirdstered a3 a sanction for rale viclation
Class One Sanctions
Upon a finding of guilt, a Class One Viclation may be disciplined by ope or more of the following:
a. Revocation of some portion of all good ime.
b, Placement in disciplinary detention for 2 specific period of time, not to excesd:

1. fifteen days for any one violation; or ne more than
2. thirty days for all viclations arsing from any ome incident.

c. Loas of privileges for 2 specific period, ot to excesd:

L. fifteen days any one violation; and o more than

2. thirty daye for 2ll vielations arising from asy oue incident.

d. Change in classification and reassignment of housing unit.

e. Bestitution may be ordered to compensate either another person, business or the Siste.
Restitution shall be made by taxing the gwilty inmate’s trustes account.

Class Two Sanetions

Upen finding of guilt, a Clazz Two Vielstion may be disciplined by imposifion of one or more of

the following senctions:

a. Revocation of not more than one-half of all accumulated good time;
1z
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b. Placement in disciplinary detention for a specific period, not fo excead:

ReVIeM 1. tendays for any one violation; and no more than
2. thirty dave for 2ll violations arizsing from one incident;
Document
c.  Los: of privileges for 2 specific period, not to exceed: ST
I Handbo 1. tendayz for any ene violstion; and po mere than v
2. thiry davs for all viclafions snzing from ore incident;
i 1
Requirec d. Changein classification and reassignment of housing unit.
¢. Restifution may be ordered to compensate cither another person, business or the Siate. . .
Restitution shall be made by faxing the guilty inmate’s fmstee account. . Vi
Class Three Sanctions

Upon a finding of guilt, 3 Class Three Violation may be diseiplined by imposition of ope or more of the
following:

5. Plecement in disciphinary detention for a specific period. not fo excesd:
1. five days for any one violation; and no more than
2. thirw davs for 2ll viclations anzing from any one incident;

k. Loss of privileges for a specific period, not fo exceed:
1. tendays for anv one violaBion; and,

2. thirfy davs for all viclations anising from any one ncident

¢. Change in classification and rezssignment of housing nmit.

The term "Loss of Privileges”, as used in thiz chapter, zhall mesn anv of the following:

a. Loss of privilege to purchase any items from the Commissary other than pens, pencils, stamps,
paper, envelopss, and basic personal bygiene articles.

b. Loss of use of the library, except for access to lagal library;

a3
24
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¢. Loz of job assignment;
d. Loss of epportunities to participste in programs and sctivities;

2. Loss of gymmasium privileges.

$.Disciplinary Procedures:

The following procedures will be followed whensver an inmate i3 zocused of violating a rule. No inmase
zhell be found guilty of a viclstion or receive = disciplinary samction except as provided in thess
procedures.

The Superintendent shall appeint an impartial Hearing Officer who shall hear testimony conceming
sllaged viclations, {ake evidence, determine guilt or nmocence and impose disciplinary samctions, if
sppropriate, for all cazes in which an inmaie 15 accused of a rule viclstion. The Hearing Officer may
record the hearing manually or through the use of 2 mechanical recording device.

Reporting Incidents:

Any staff member who has knowledge or suspicion of the vielstion of 2 rule by an inmate, is responsible
for the preparation of an Incident Fsport which shall be submitied to the Shift Supervisor.

Any contraband, item, object or material which is eviderce of the incident shall be secured by the staff
member.

Yiolation Report:

The Major or Shifi Supervizor shall review the Incident Report, conduct such investigation deemed
necessary, and decide whether the inmate should be charged with a Rule Violation. Any necessary
investigation shall be initisted within fortv-eight hours of the receipt of the Incident Report.

I the Major or Shift Supervisor determines that a charge should be made, the siaff mermber whe submitied
the Incident Report shall be direcied to prepare 2 Rule Violation Report.

The Rule Violations Report shail inelude the specific charge, including a specific reference fo the
Rules of Conduct, 2 staiemeni of the inmste’s nghis in the disciplinary procedure, and the date and
time of the hearing. A copv of the Rule Violstion Report shall be zerved upon the mmate charged
with the violation within twesiy-four hows of the decizion to charge the inmate. The zerving staff
member shall compleie the Record of Service on both the Inmafe’s copy and the Shift Supervisor's
copy.

[E]
il
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Pre-Hearing Segregation:

Pre-hearing zegregation of inmates charged with a rute wiolztion shall be used omly when necezsary

to ensurs

e safely of the inmate or the security of the institution.

Seiting the Hearing:

The Heaning Oificer shall sef the date and time for the bearing. & hearing for any violation nnst

be held:

a.

o sooner than twenty-four hours sfter the Rule Wiclation Report has been served upon
the inmate, unless the ivmate has consented, in writing, o an earlier hearing; and

No more than seventv-fwo hours, excheding weekends and holidays, afer the Rule
Violation Repert bas been served upon the immate. The hearing may be postponed or
continued for a2 reasonable fime through a written waiver by the inmate or for
documented good cause.

Charges for the same incident against fwo or more inmates may be heard at the ssme fims.

Corduct of Hearings:
The Ruole Violation Hearing shall be conducted as follows:

a.

The Hearing Officer shall read the charges and rights as coniained in the Violation
Report and ask the accnsed inmate for a plea;

if the inmate pleads guilty or nole contendere, the Hearing Officer shall determine the
sppropriate disciplinary sanciions to be imposad;

¥ the inmate pleads not guilty, the Hearing Officer shal solicit testimony and evidence,
mcluding the iestimony of wilneszes, fom the complaining ziaff member who
submitied the Bule Viclation Repori;

Evidence obtaimed from any confidential informant pust be preseded in the form of a
written statement, signed by the ztaff member who spoke with the informant. The
identity of the informant shall not be divulged;

The inmate may give testimony and call witnesses on their behalf at the concluzion of
the presentation of evidence and testimony against them:

The Hearing Officer may call witneeses and inquire of any party during the hearing;

[1]
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Have the right to counsel if the State iz represented by 2 lawyer, and otherwise the
right to be sasisted by another inmate from the same clasification, or staff member.

Be presemt during the hearing and to confront thelr scensers, except for
comfrontation of confidential informants, whers such conftontation could endsnger
fhe safefy of the informant. 1fthe right to confrontation of acensers iz mot pemnhed
the Hearing Officer shall require mmabcratmn of the secret testimony or the
deterpuination that the testimony is clear, cognizant and convineing befors 2 fnding
of guilty iz rendered. The testimony of confidential sources shall be preserved for
a pariod of five vears from the date of its taking

Present evidence and witnesses on their behalf The number of wilneazes may be
timited by the Hearing Officer in the interest of safety, security or crder of the
facility;

Cross examine all witnezzes who testify, except confidential inforpants.

b. Inmates, whose bebavior or conduct is disruptive or assaultive, may be removed Tom
the hearing. The exclusion of an inmste shall be documented in the hearing racord by
the Heaning Officer.

Findings and Dizpesition:

The decizion of the Hearing Officer shall be rendered and recorded in the appropriate section of

the Rule Violation Report.

I the Hearing Officer finds the mmate not guiliy, all references to the alleged rule viclstion cannot
¢ used for classification or evaluation purposes but a record will be maintained of the owtcome.

Ifthe hearing Officer finds the inmaie guily, the Rule Violation Report chall include the following:

2. & list of all witnesses and a summary of their festinmsony;

b. = description of each piece of evidence emtered, copies of documenis (including
Incident Reports) shall be atizched to the Hearing Officer’s copy of the Rule Violation
Report.

¢. 2 stztement of the decision of the Hearing Officer;

d. the nignsture of the Hearing Officer;

e = statement of the sancHons or dizcipline imposed.

[xY
h
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Ongce the Rale Violation Report has been completed, = copy, without atischments, shall be given
to the inmate. [fthe verdict is gwilty, a copy of the Rule Viclation Report, with eny sttachments,
zhzll be placed in the inmate’z file,

Review:

The Superintendent or dezignee shall zeview the disciplinary hearing procedure snd disposifion,
when completed.

Appeals:

An inmate may appeel a finding of guilt to the Superintendent by filing a written sppes! within
five days affer ke'she has been found guiliy by the Hearing Officer.

The Superintendent shall affirm, reverse, modify or remand the decision within five days of receipt
of the appeal.

Procedures Upon Release:

Tke incarceration of an inmate shall not be prolonged by reason of the imposition of dizciplipary
sanctions, unless the sanchion has included the lose of eamed ‘sood time' credit. I an inmate
refures to the faeility they may, at the discretion of the Supeniniendent, be required to safisfi
previoushy imposed sanctions.

It is the responzibility of the izmate fo return 2l state property, ie. clothing, books, linens, efc.,
upon releaze. Failurs to refum such ifems mav rezult in the inmate being charged restifution for
il missing or destroved Hems prier fo release or in the event of hiz'her retum.

6. Inmate Movement Procedures:

2. All inmates are required to walk in a single file line on the right side of the hallway at
all times. There is to be no failing in the hallwayz.

k. Any inmste being escorted within the facility is nol to communicate in anv way with
other inmates whether in the zvoy, recreation vard, classroom, interview room eic.

¢. Azny imete thet is placed in an interview room or non-contact visitation reem will
remain seated on the stool or chair at all fimes.

4. Any inmate that does not comply with the movernent procedures listed sbove will be
retwrned to their cell and subject to disciplinary action.

7. Inmate Grievance Procedure:

The grievancs procedure may be used by immates to resoive most problems they mav experience
during their incarceration.
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There shall be no reprissl or disciplinary action taken against inmates who properly uze the
Grievance Procedure.

Grievanees:

Inmates may submit grievances iy writing by US mail, by depositing in DCR. grievance hoxesz
tocsted in each DCR facility, or by handing the grievancs to 2 DCR emploves.

Comrectiona] Cfficers who are mwvolved in an emergency situstion, distributing medicstion,
conducting formal count or transporiing another nmate are not required to accept gnevances.

Inmates housed in segregation units will be given the opportunity te hand grievences v & DCR
employee once a shift.

Inmztes beld in medical or mental health units may submit grievances by notifying medicsl
personnel that they wish to fle 2 grievance, the medical personnel will call for a DCR. emplovee
to come to the unit to accept the grievance,

If =m immate drops a grievance in 2 bock box, zends it via US mail, or places in & mailbox in 2 unit
manager or counselor’s office, the individueal responsible for collecting the grievances shall deliver
(or cause o be delivered) 2 copy of the grievance with the grievance number to that inmate as soon
as practicable, but within no mere than a twelve hours from receipt of the grievance.

If an inmate requires assistance or does not have the capacity o properly fill out a grievance form,
another inmate, DCR. ziaff, an attormev, family member, or other individual the inmate chooses
may provide assistance. However, the inmate who is grieving, must affix hisher own signeture or
mark o the form.

Any immate may file a prievance utilizing o grievance form within Hfteen (13} days of any
cccurrence that would cause kimeber to file a grievance. These forma shall be made availeble to
members of the inmate population at all facilities. At a minimum, grievance forms shall be
avzilable m all inmate housing wnits and the law hibraries.

An mmate may grieve only one (1) issue or complaint per form and, except for grievarces allaging
sexuzl ghuse or substantial risk of mmrunent zexnal abuse, the issue must directly pertain to the
immate filing the grievance.

The grievance form shall initially be submitted by the inmate to hizther Unit Manager or the
Director of Inmate Senvices at facilities where Unit Managers are not assigned. Inmates may also
submit grievances to a comeciionsl officer, viz lock box, or US mml

Except in allepations of sexual abuse or substantial risk of imminert sexual zbuze, prior to
rasponding to the grievamce, the Unit ManaserThrector of komate Services zhall imspsct the
grigvance to determine whether the grievarcs conforms with this policy.

=
ow
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Groueds for rejection shall include but not be limited to failure fo file the grievance in & timely
manner; filing 2 grievance on a matier that has been previously submitted in 2 prior grisvanes;
fallure o seek sctual relief (fling a grievance thai does seek action or ask for sn answer io 3
gquestion); attaching/including exceszive pages; submitting writing on mulfiple sides of the page;
and grieving more than one issue o complaint per form. Any presence of a forsign subsiance shafll
alzo be grounds for mmedisfe rejection.  If any of these apply, the Unit ManagerDirecior of
Inmate Services shall reject the grievamce, providing z brief explanafion of the grounds for
rgjechon, in wiiting and refurn the srievance to the nmate, noting the rejection on the log. Except
for grievances rejected due to having been previously addressed in a grievance or those filed
bevond the time limits to file a srievance, the inmate shall have ten (10) days to comrect the defect
end re-file a new grievasce. An inmate may appeal a rejection in the same manner as a decizion,
but the acope of the sppeal iz limited only to the propriety of the rejection 2nd not 1o the merifz of
the grievance. Az such, appealinz the rejection to the Commizzioner does not exbaust
administrative remedies on the izsue prasented in the defective grievance.

It shall be the respensibility of the Unit ManagerDirector of Inmafe Services to ensure that an
answer to the grievance is provided back fo the inmate within five (3) davs. The response should
be clear, concise, complete, and profeszional. The Unit ManagerDizector of lamats Services i3
not required to personally answer the grievance, so long as he'she ensures that the grievance
ultimately received 12 timely addressed and, if accepted, answered. Providsd that the Unst
ManagerDiractor of Inmate Services shall ensure that the stzff member to which the grievance
periaing shall not answer the grievance. In the caze of accepted grievances addressing questions
of health care, the Unit Manager/Director of Inmate Services shall rowte the grisvance {o the
Tacility"s health care adwinistrator to veview and provide fe immate an answer. However, the Unit
ManagenDirector of Iamate Services, shall ensure that a response has besn completed and
provided {o the inmaie, logging the same.

The immate shall be provided & copy of hisher grievance form prior to submission at each level
for the inmafe’s vecords. The irmate may attach to the grievance or include only one (1) 83 x 11-
inch page with writing on a single side. If staples are utilized, only one (1) staple may be used fo
affix the pages together. The inmate may mot tear, fold, or affix tape to the forms, except that the
forms may be folded and placed inio 2 number 10 anvelope.

If the Uit ManazerDivector of Inmate Services fails to answer of reject the grievance within the
allowable time Frame, the inmate may treat the non-response as 2 denial of his’her grievance. The
immate shalk indicate on the form o the Superinfendent that the grievance waz previously filed
without 2 response fromy the Unit ManagerDitector of Inmate Sarviess.  The
Supenintendent'dexignee shall investigate such sllegation. If it is determined that the inmate bad
submitted a grievance without responze, the Superintendent shall require an immediate response
from the Unn Manager Director of Inmate Services. If# iz determined by the Superiniendent that
tke inmate had either not fled the form with the Unit ManagerDhirector of Inmate Services or had
been given a timely responss, the Superintendent shall mnihiate appropnate disciplinary action upon
the mmate.

In the event an inmate suffers a serions mjury or illness; is placed in an outside hospital or facility;
iz it 2 coma, feverish, heavily medicated, or other altered mental sfate; is placed in 2 resiriciive

s
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setfing, such sz swicide walch, restraint chair, or isolafion; the period for filing a grievance
regarding the ncident which led to the imjuryiliness, hospitalization, altered mental state or
restnchive setting will be tolled until the inmate is refumed to 2 DCE facility, iz no longer in an
slisred mental state or resirictive seliing and omce a2ain has sceess to wriling utenzils.

Should the response at the Unit ManaperDirector of Inmate Services level not resolve the iswue,
the inmaie may appeal io the Superintendent within five (3) days from delivery of the regponse to
hizher grievance. The inmate shall uze the same form as was submitied fo the Uit
Mz.naEELDaIeci@T £ Inmate Service: and sign in the sppropriate location. Ounly the grievance

form and Unit MzmgenDuecmr of Inmate Services’ reeponse shall be submitted Submission of

amy addittonal materials bevond the inifial prievance and response shall be grounds to reject the
appeal, exceptin the case of grievances alleging sexual abuse or substantial risk of immminent sexual
zhuse,

A5 with the initial tevel, the inmate shall be provided a copy of hisher grievance form prior fo
zubmizsion to the Supenintendent for his/her records. Only the grievance form [including the one
(1) page attachment submitted #o the Unit ManagerDirecior of Inmate Services, if anv] and the
Unit kanager/Direcior of Inmate Services” response is to be copied.

Prior to responding fo the appeal, the Superiptendentidesignes shall review the grievancs fo
determine whether anv grounds for sejection exisis as described above. If such emists, the
grievance shall be rejected in the same manner.

The Superintendent/dezignee shall respoad to the sppeal, using the grievance form, within five (3)
dave. The Superintendent’designee shall consider the statement of the gnievance, a3 presented ot
the mitial level, together with the Uit Manzger Director of Inmate Services’ responze o
determine whether the response iz approprizte.  After a review of the grievance, the
Superintendent’designes meay affirm the Unit hManagenDirector of nmate Services and demy the
grievance; dewy the erievance for reasons other than thai which iz addressed by the Unst
hdanagenDirecior of Inmate Services; grant the gnievance; or remand the grisvance back to the
Unit Manager/Diractor of Inmate Services for further action. In reviewing the grievance, the
Superintendent'designee should place the expectation upon the Unit ManagerDirector of Inmate
Services that the grievance will be fully addressed at his/her level such that additional investigation
should rarely be necessary and that 2 decision can be rendered from a review of the grievance
document. if a grisvance has not been properly submitted through any level by an inmata. it shall
be rejected.

Should the inmate believe that the Supenimtenderd’s response does not resolve his'her prievance,
or the Superintendent £5ils to respond in the Bme frames set forth above, the immate may submit
an gppeal o the Commissioner of the Division of Comrections and Rehabilitation within five (3)
days afier he/she receives the Supermtendent’s response of the time for the response bas pessed.
The appeal shall be submitted using the sams form as was submitted io the Unit Manager Director
of Inmate Services and sipning the appropriate location. Only fhe gnievance form fogether with
fhe Unit Manager Director of Inmate Servicez and Superintendent’s response shall be submitfed.
Each grievance appealed to the Conumissioner shall be mailed by fhe inmate to the Commissioner
by first class mail. Oaly one (1) grievance per envelope shall be permitted. Except for

ad
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grievances alleging zexual abuse or substantial nisk of imminent sexwal abuse, submiszion of
maltiple grievances or submission of grievances bound with fape or more than ove staple or by
atyy other means shall be srounds for rejection of the entive mailing in addition to all other grounds.
The inmate may not tear or fold the forms, except thai the fomme may be folded fo place itin a
number 10 envelope. The grievances shall be appealed to the Commissioner by mailing only the
grievance form apd 2 single §.3-inch page attachment. together with any response from the Unit
hiansgerDirecior of Inmate Services and Superintendent fo the Commissionsr at the following
zddress:

WV Divizion of Comrections & Rehabilitation
Commizsicner’s Office
Adtenfion: Inmate Grievance Bevisw
1402 Greanbrer Street
Charleston, WV 23311

A5 with the initial level and Superintendent’s bevel, the inmate shall ke provided a copy of hiz'her
grievance form prior to submission to the Cmmlssloner for his'her records. Only the grievance
form fincluding the one (1) page sitachment submitted to the Unit ManaeemDhrectar of Tnmate
Services, if any] and responzes are to be copied.

Prior fo responding fo the appeal. the Commissioneridexignee shell review the grievance fo
determine whether amy grounds for refection exists in the same manner as described above; orany
other provision of this Policy Divective. If such exists, the grievance shall be rejected in the same
IETneT.

The Commissioner/desiznee shall respond to the appeal, in writing, within fiffeen (13) days. The
Commizsioner/designee shall consider the stafernend of the grievance, as prezented at the intial
tevel, together with the Superintendent and Unit Manager Director of Inmate Services’ regponss
to determime whether the responze is appropriate and in fiotherance with the mission of the
Division of Cormrections and Rehabilstation and with the orderly operafion of the facilitv. Upon
review of the grievance, the Commissioner designee may affirm the Superintendent and ‘deny the
grievance; dem the grisvanes for peasons other than that which is addressed by the Supenntendem
and Unit ¥ IanazenDirector of Inmate Services; grant the grievance; or remand the grievance back
tothe Supenntendsn’t or Unt Manager’ Direcior of Inmate Services for further action. In Teviewing
the grievance, an expectafion is placed upon the Superintendent zod Unit Manager Director of
Inmate Services that the grievence will be fully addressed at thewr levels and additional
mvestigation should rasely be mecessary. A decision thould be able to be rendered from 2 revisw
of the grievance document. If 2 grievance has not been properly submitted through amy level by
an inmate, it shall be rejected. A rejected grievance does not exhiaust the grievance process or that
ztep of the process.

8. Special Problems

Any inmate or growp of inmates mav be subject to special problems which require spacial
procedures. Staff and inmates aball be guided by the following procedures in dealing with special
problems.

By
]
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Inmate threaiz o azsaults: If an inmate iz threstenad or azsanlied, the incident should be
reported to the stz member af the earliest possible time. Such repori may be made orally
of inwriting. After areport iz made, the threatened immafe has 2 right to be separated from
the perscn who has threstened or ssesulied them. The person or perzens whe have
threatened or assaulied him'her will be subject to disciplinary procedures sndior
prozecution in the courts.

£
¢

b. Protective Custody: Any inmate, who believes themselves fo be in danger fom other
inmates, mav reguest placement in protective custody. Al such requestzzhal be m writing,
if the danger is substaniiated, the inmate shall be placed in protective custody.

Time Allowsn

5 §13A4-4-17. Deduction from sentence for pood conduct; mandatory supervision,

(&)

(0

(c}

(&)

(el

&3]

All corvent and fighure aduli inmates sentenced fo 2 felomy and, placed in the custody of the
divizion, except those commiited pursuant to §25-4-1 ef seq. of this code, shall be granted
commutziion fron their sentences for good conduet in accordance with thiz section: Provided,
That nothing in this section shall be considered fo recalenlate the “gocd time™ of inmates
currently serving 2 sentence or of giving back good fime to inmates who have previously lozt
good time eamned for a disciplinary vielation, sxcept for those inmates cwrrently serving &
zentence for a mizdemeanocr.

The commutation of sentence, known 2z “good time™, shall be deducted from the maximum
term of indeierminate sentences or from the fixed term of determinate sentences.

Each mmate comnutfed to the cusiedy of the commissioner and incarcerated in a facility
pursuant ¢ that commitment shall be granted one day geod ime for each dav he or ske iz
incarcerated, mcleding any and all days in jail awaiting sentence which are credited by the
sentencing court o his or her sentence pursuant to §61-11-24 of thiz code or for anv other
reason refating fo the commitment. An inmate mav not be granted any good time for tme
served ebther oo parcle or bond or in any ofber stafus when he or she is noi phyvsically
mcarcerated.

An mmate sentenced fo serve a life sentence is not eligible to earn or receive any good tme
pursuant fo this section.

A inmate under two or more consecutive sentences shall be allowed good fime ax if'the severs)
sentences, when the maximum terens of the consecufive sentences are added fogether, were 2l)
ong sentence.

The copmissioner shall promulgate disciplinary rulez and policies. The rules and policies shall
describe acis that inmates ara prohibited fom committing, procedures for charging individual
mmates for violation of the rules, and for determining the gult or isnocence of inmates charged
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with the violations, and the sanctions which may be imposed for the violations. A copy of the
rufes shall be given to each inmate. For each violation. by 2 sanciioned inmate, any part or all
of the good time which kas baen granted to the inmate pursuant to this section may be forfested
and revoked by the superimisndest of the insttution in which the violation oceurred. The
superintendent when appropriste and with approval of the commissioner, may restore any
forfzited good time,

Each inmate, upon bz or her commitment to, and being placed info the custcdy of the
commizsioner, or upen his or har returs fo custody a3 the result of violation of parole purswant
to §62-12-12 of thiz code, shall be givan a statement selling forih the ferm or lengih of his or
her sendence or semtences and the time of hiz or her minimum discharge computed sceording
to thiz zectien.

Each inmate shall be given a revision of the statement described in §134-4-17(g) of this code
when any part or all of the good time has been forfeited and revoked o1 restored pursuant to
§13A-4-17(f) of thiz code, by which the fime of his or her earliast discharge iz changed.

The superintendent may, with the approval of the commizzioner, allow exira good time for
mmates who perform exceptional work: or service.

There shall beno grents or accummiations of good time or eradif to any cwrrent or future inmate
serving 2 sentence in the custody of the Division of Comrection: and Rehabilitation except in
the manmer provided in this zechion.

Prior to the caleulated discharge date of an inmate serving & zentence for 2 felony crime of

violence againsi the person, a felony offense where the victim was @ minor child or a felomy
offenze involving the use of 2 firemm, owe vear shall be deducted fom the inmmafe’s
accumulated amd fime to provide for ome vear of mandaiory postrelease supervision
following the first instance in which the inmate reaches his or her celculated discharge date.
All inmates released pursuant to this subsection shall be subject to electronic or GPS
momtoring for the entire penod of supervizion. The provisions of this subsection are appheable
to offenses committed o or after July 1, 2013,

Upen sentencing of an inmate for a felony offense not referenced i §1344-17(k) of thiz code,
the court may order that 180 days of the sentence, or some lesser period, be served through
post-release mandstory supervision if the court determines supervision is appropriate and in
the best interest of justice, rehabilitstion, and public zafety. All inmates relessed pursuant to

thiz aubsection shall be subject to electronic or GPS monttoring for the emfive period of

supervision. The provizions of this subzection are applicabls to offenses coromitted on ot affer
July 1, 2043

(m) The commissioner shall adopt policies and procedures o implement the mandatory supervision

provided for in $13A-4-17(k) and §13A-4-10(0 of this code, which may include terms,
conditions, and proceduras for supervision, modification, and viclation applicable fo persons
on parole.

B
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in) Asused in this section, “felony crime of violence against the person™ means felomy offenses
zet forth in §61-2-1 et seg., §61-3E-1 et seq.. $61-8B-1 et zeq., or $61-8D-1 ei seq. of this cade,
Rev i ev and the felony offenses of arson and bmglarjgt of 2 residence where an individual is physically
located at the time of the offense as sef forth in §61-3-1 ef 2eq. of this code.

(0) Asuzed im this section, “felony offense where the victim was 2 minor child™ meane any felony
Document crime of violence against the person and any felony offense set forth in §61-8-1 et seq., $61.
e §4-1 et seq., §61-3C-1 =t seq., or §61-8D-1 et segq. of thiz code. s

po

Handb ¢ 10. Housekeeping . J
a. All arees of the facility are to be mainizined in a clean and sanitary manner.
Requirec b. Inmates are required fo maintain the dayroom, showers and their calls af afl timez, in 2
clean and nest manner, -
c. Inmaies are responsible for the daily cleaning of their individual living wnits, including Vi

making the bed. Failure to do so will result in disciplinary action.
d. Cleaning supplies will be made available daily.

2. Individual hving units, dayrooms and showers will be imspecied by sfaff dailv as
scheduled by this facility.

=y

B an aren fails #o pass inspection, the mmate specifically responsible for thet area will
be reguired to reclesn it

Inmates who repeatedly fail to maintain their living unit or other cleaning assigrments
in an acceptable manmer will be charged with violstion of the Rules of Conduct.

m

k. A formal mspection of sl housing units wilt be conducted weekly. All beds are to be
made, all trash removed, and all Inmates will be fully dressed ard standing outsids of
their cell door. A failure of the inspection will result in loss of late-night felevision
[l (TV) privileges and late-night movies for that week, a3 well ay gymmazium privileges
for that wesk.

11, Personal Hygiene. Clothine and Linen

A, Personal Hygiene

i. Upon assignment to & houzing unit, each inmate will be issued or made available the

following personal hygiene arucles:
Scap ,  Toothpaste Shaving Cream Femimine Hygiene
Toothbruzh Comb Raazor (issued thres timess 2 wesk and recizimed adter nas)
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1. Replacement arficles will be issued i accordance with a posted achedule. Combs,
toothbruzhes, toothpaste, and shaving eream will be replaced only wpon preseniation
of, or zccounting for, the previously izzued fem.

Inmates are encowraged to shower daily but are required to shower af least thres times
per week. Inmates working as trustees within or outside of the facilify re reguired to
ghower and shave daily.

e

i

Scheduled, basic harber services will be svailable for the inmates 2t no cost. v !

3. Disciplinery procedures will be initiabed against inmates who repeatedly refuse fo keep
themaelves clean, sccording to minimem standards. I complaints are made concerning
an inmaie’s hygiene, fom another inmate or staff member, the inmate will be required
to shower, if the complaint iz verified by the Shift Supemfism’.

ar. \
6. Additionsl hvziene emss may bz avaitable through the commdzsary. ‘ Vi

TJ

Inmates are required o be fullv dressed when entering and exiting the shower areas,

. Clothing

1. Upon assignment fo & howsing unit, sach inmate will be tssued the following items:

2-two-piece uniforms 3-three pair briefs
3-parr socks  l-pair sandals i
2 brassieres for females —Lcup

po

Issued clothing is State property, and the inmaie iz responzible to account for it at ali
times.

3. Inmates will wear clesn clothing at sli times and I. D. Wiristhand in a proper manner.

den

Special or profective clothing will be izswed as required.

LM

Inmate clothing and linen will be laundered on a regubar basis by the facility.
$. Issued items will mot be marked upon or altered in any way.

7. Bamage o State property will rezulf in dizciplinary action and may include restitution.

[
o
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Inmates will be fully dressed in the inmate uniform anylime they leave their cell

Specifically: shirt, pants, briefs, socks. shoes snd brassieres for females.

Upon assignment to & housing wit, each inmate will be issued the following iteme:

2-Sheetz i-Pillowcase

1-Towel | 1-Washeloth

1-Blanket ~ 1Laundrv E Bae
1-Pillow

If any item of issued clothing or liner becomes worn to the point if can no longer be
used. it is the responsibility of the inmate to notify the Pod Officer and reques:

replacement.

Pillows, blankets, and bed lizens are not permitied in the dayroom area.

[

=

Upon admizsion to the fzeility 21l money in the possezsion of an inmate will be taken

by the boroking officer and 2 receipt will be given to the inmate. Thiz money will be

deposited in the Trusies Account fo the credit of the inmate.

Under no circumstances may inmates have meney in their possession while detzined
in the facility.

No certified checks or money orders will be accepted at any facility. Visitors Family
members may deposit moniss inko an inmate’s account wtilizing the Fiosk system in the
Facility lobby or through the current provider's website.

Funds credited to an inmate's accoumt mayv be uzed to purchase items from the
conymissary or added to the inmate phone svatem,

At the time of relesse from the facility, the inmate will receive z dabit card for the
amount of money credited to the inmate,

i an inmate is unable lo pay financial obligations, ie., resifiution, copy loans,
processing fees, pastage etc., thiz will be deducted from the mmate’s trustee account
mn the amount of 30%6 of all incoming money being paid toward said obligaiion{s)
except for medical fzes which will be pzud at 100%. Ifthe inmate trustee account has
sufficient funds to cover the obligation, the total amount may be deducted at the feciliiv
Superiniendent’s discration.

B
h
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All Inmates booked into this facility are required by law o pav a processing fee unless
under Federal Jurisdiction or transferred to this facility fom another Comections!
Facilify in the State of West Virginia.

Funds may not be transferred from one immate trustee account to ancthar.

The facility operates o commissary for the benefii of inmates. A list of items currently
available for sale in the commissary will be posted in all davrooms and other

appropriate areas.

Commiszary forms will be made avaitablz to order jtems from the commizsery. These
forms must be completed by the inmate and hended directly to the Pod Officer no later
than the time dezignated.

If the inmate does not have sufficient fiunds o make the purchase, the form will be
returmed 1o the inmate marked not sufficient fimds (WSF).

. Commizzary hours and procedures will be posted in each dayroom.

14, Access to Counsel and the Courts

1

Ln

Attormeys may meet with their inmate clients at any time during the hours of 7:30 am.
and 11:30 am., 12:30 p.m. and 5:30 pom. and 6:30 pam. and 9:00 pm. Appointments
for vists dunns the times other than those lizled should be made with the Shift
Supervizor. Such requests for special visiation shall be required to include an
explanation of the circumstances which require visitation prior fo the next regular
attorney visitaiion period.

Rooms that allow private contact for such meetings will be available. No staff member
witl be in the room, wnless called for assistance.

Inmates have unrestricted and uncensored comespondence rights with their sitomevs
and the courts. Sufficient pens, paper znd postage will be made available for inmates
who have no money to correspond with their atiorneys and the couriz.

Inmater may call their sttorneys collect by utilizing the telephones located in the
dayroomss. Theze conversations will not be monitored.

Inmates wishing io utilize the facility law library should submit a writen request form
to the Counsefor. Law library matenials may be used only within the lbrary.

Suificient paper and supplies for the preparstion of legal documends will be mads
available.

f A
=1
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Inmates, whose citizenship liex outside of the United States, have the right to
comminicate with their respechive comsulate. All foreign nstionals are smitled %o
consuler notifications and sceess, regardiess of their viza or immigretion status in the
United States, Upon vour request, or if vou are z national of 2 nation requiring
mandatory ponfication, inmsediste notification will be made to the nearest conzul or
official of that nation, informing them of your holding / mmest. Additionally, st vour
reguest, you may be provided with embasey contact telapbone number(z) for firture
communication. Inmates showld submit a writfen request to the Counselor,

L3, Inmate Telephone Svstem

L

[

Y

o

16, Food Service

L

All DCR. phones may be recorded, monitored, intercepted, and disclosed excepr for
attomevichent phone calls.

Inmate telephones located in each housing sres are for collect calls omby. Pleaze refer
to phone instmetions posted mear the phone in each housing unit for dirsctions on the
uge of the phone system. If you are unable to cell collect, you must write to the party
vou wish to contact, 0T vou may cortact counseling staff for assistance via request form.

Inmate phone zervices are contracted through an outside agency. If vou or youwr pan
experience problems with the phone service, you or vour party “should direct i inguiries
to the comfract sgency. Contact informztion for this agency can be obtained 33 v
gubmitting a written request to the coungeling staff’

If neceszary, at the fime of arraizmment (initial appearance) the shift supervisor may
maks arrangements for the inmate to contaet a bail bondsman, famiby mezaber, or others
to help effect their release.

Each facility will post written instructions in their bocking and medical wnits, with
information about the inmate telephone system and scheduled hours of operstion for

the inmate telephones.

All meals served at the jail are prepared under the direct supervision of the Foed Senvics
Director. The menu is approved by 2 registered dietician and the meals are nuiritionally
adequate.

Inmates will receive three meals per day, at least two of which will be "hot”. There
will be no "seconds.” Beverages will be provided with these meals. These bev erages
will only be served imnto state issued cope.

The quality or quantity of food shall never be used as a disciplinary action.

https://deposits.jailatm.com/WebDeposits/frmFacilityDocDelete.aspx#

AL~ LA “E— m
| w2 |
Page: 28 / 39 | Next | |

‘rriLogout.aspx)

ar ‘ Vi

1M



8/17/2021 JailATM™

HNals L "iﬁil’n’ fo

n Ban S’ S § % L A g N I ,,,,,, e 0 0 . o
. X
Previous Page: 29 /39 | Next

-l o

‘rriLogout.aspx)

ol

hdeals will be served fo the inmaies in their davrooms, except in unusuzl circumstances,
duning the following fime frames:

ReVIe v Breaktast  600-T00AN
Lunch .. 1L:00-12.00PM
Dinmer 3:00-6:00PM
Document
3. Special diets will be srrangad under two specific circumstances: v,

I Handb¢

& Medically Prescribed Diet: When ordered by 2 physicisn, 2 special diet will
be provided for medical reasons.

Requ"’%c t. Religious Diet: Religious diets shall be provided onby after witten reguest by
¥ the inmate and szpecific written recommendation of the Chaplaw, and

v Superintendent. ar., i
= 17 Health Care Vi

i. Emergency medical, mental heaith and dental care iy available to the inmates on 2
twenty-four-hour basis. Emergency medical issues should be immediately directed to
& staff member who will then immediately notify the medical unit.

[

. Routire health care requests should be directed to the medical staff through “non-
emergency™/” inmate sick-call” request forms. These forms are obtained from the nurze
{turma the two-daiby medication passez and are to he turned in o the nurse ar the
following medication pass only. These requests will be evalusted and prioritized by
the nursing staff and freatment will be provided ai nurze sick-call daily.

3. Medications will be dispensed in compliznce with the medical physician’z orders only.
All medications are to be consumed af the medication cart in the prezence of the nurse
and comectional officer. Any sttempts o feign illness or hoard medication will rezult
i disciplinary aciion. The medical phyzician has the dizcretion to determine, upon an
mmate’s admiszion, to continee or change bis or her prescribed medieations.

4. I an inmate has, or comes in comfzei with, 8 contagious medical condition, thew may
be 1solated Tom the other mmates.

a

In case of serious iness or injury, the Superinfendent or designes will notify the perzon
hated by the inmate as their emerpency contact.

6. 1f an inmate hias a chronic medical condition, he'she will be requirad to attend & chronic
care clinic in the medical deparimesnt at least every nimety days by the chronic care

nurse and the physician’s assistant. Refusal to attend the chinic will result in the
suspension of privileges such a5 use of the gym, recrestion vard, and or commisaary

22
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In accordamce with W.Wa. Code 51-20-3 F, 94-C3R-9 inmates will be charged =
medical co-pay for the delivery of adequate medical servicez. No inmate will be denied
medical zervicas because of an inability to pay.

The volume of mail sent and received by inmates i3 not lumited, except by overriding
securify needs.

Sternps, envelopes, paper and pens are available for purchase from the commissary,
Any atamps, envelopes or paper received in the mail are not permitted. AN ems will
bz plzced in your personal properiv.

Inmates who have no mosey will be provided supplies and stamps to mail two (2)
personal letters per week, and sufficient supplies and stamps, to correspond with their
sitorneys, the courts, or public officials.

Outgoing mail will be collected from each housing unit at least ence per day and mailed
daily, except Sefurday’s, Sunday’s and holidays.

Privtleged mcoming mail (letiers from attorneys, courts) will be opened by staff and
szarched for contraband i the pregence of the mmate.

Coptes of incoming mail will ke delivered to the inmates within twenty-four (24) hours
from the date it is received af the facilify.

Al imeaming mail will be opemed by siaff and checked for contraband AH
nonprivileged mail along with the envelope and any pictures will be copied and given
to the inmate. Al piciures will be copied in black and white. The original mail and
envelape will be shredded, and the pictares will be placed info the inmaie’s property.
Ay cerbified checks or momey orders received will be returned to the sender with
wntten netification of DCR Procedure. In the evant that this iz not possible, the check
witl be placed in the inmate’s personal property uniil releaze. If cash is received in the
mail i will be documented by staff and reburned o the sender. Other confraband found
in the mail will be confiscated, and the inmate and sender notified in writing.
Contraband that viclates a law will be turmed over to law enforcement officials.

Incoming and outgoing mail may be read and rejected if there is reliable information
that there is a threat to facility order and sscurity or that the mail iz being usad in the
furtherance of wWlegal activity.

Newspapers sent fo inmastes must be mailed directly from the publisher. To %e
exchanged one for oze.

12, Any such material will not be permitfed if it

(2]
o
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2. containg mstmuctions for the manufacturs of explosives, drugs or other unlandil
substances;

b. sdvocates violence within the jail;

5]

sdvocates racial, religions or nationa! hztred in 2 manner a3 fo cresfe a serious
damger of vielence in the facility; or

d. smcourages sexual behavior which i crimins] and'or in vielation of facility
rutes.

Packages are not parmitied.
C.0D. mail will not be accepted.

Tmmstes are restricted from zending or receivinz mail from other inmates prisoners
in any cowvectional facitity. Special permission may be granted for immediste family
members to comespond with one ancther. hmmediste family members will ke
verified by the Supenmiendent or designee. Immediste family members wil be
fmited to mother, father, prandparents, brother, sister, spouse, danghter or son. Also,
imraediate family will include paremis-in-law, children-in-low, stepparents, step
siblings, stepchildren, individuals in 2 legsl gusrdianship relzstionship. AN much
comespondences must be approved by the Superintenderd Warden of both facilitiss.

Immate to inmate letters will be appropriately stamped on the eavelope by the
sending institution with the name or abbreviation identifiing the sending zrzcﬂm

Immates being housed at any WY DCR facility may recewe soft cover publications
and newspapers ondy from the publisher or book retailer. The senders address shall
be clearly idennfied on the outside of the package. Immates wishimg to order
magazines will do so through commissary,

Any mail, with the excepltion of legal mail, larger than & standard size envelope will
be retumsed withowt pricr spproval from admimstration.

19, Exercise and Recreation:

L

b

Al inmates will be provided the opportunity for 2f least one (1) hour of exercize in
the outdoor exercize vard per day.

Inmates ave prohibited from throwing ariicles over the outside wall, velling,
Zesturing of otherwise aifempting to communicate with anvone other than those n
the exercise vard

Inmistes may use the indoor gymmasium as scheduled.
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Visitation with family aed fiends iz encoursged.

Vizitattow periods will be schedubed o least four fimes per week, for & durstion of
not less than thres hours per period.  Visitation schedules will be posted in each
living unit.

The WV DCR Jails oely zuwthorize nomcontact visitation. Only in an exireme
arcumstapce will the WV DCR Jail allow a contaet visit, This visi must be
approved by the Supenintendent or desiguee.

Inmates zhall be clean and fully dressed while in viziiztion.

Vizitors must be fubty and 2ppropristely dressed while in visitation. Female vizitors
must wear bras and are not abevwed o wear provocstive clothing, as determined by
the Shift Supervizor.

All inmates are subject fo search prior to and after sach visit.

Visitors are subject to 2 pat search prior to entering the visitsHon zrea.

Wizitors who refizse fo consent to the pat-search will be denied exdry o visitaiion s
that tims.

Alkwisitors ranst register at the Adminisiration desk and provide two forms of valid
identification, one of which must confain a photegraph.

Eockers are provided in the public lobby for the visitors’ purses and packages. No
such item iz allowed inside the securify area.

There shall be no smoking, food or drinke allowed in the facility lobby or visitation
area.

Visitors who are minors must be immediate family members and accompanied by
g parent or legal guardian. Any underage child left unattended in the visiiation
boeth, the tobby or & vehicle will result in the termination of the vigit.

The passing of any item from vieitor o inmate or from inmsie to visiter iz
prohibiiad.

An mmate who is dented a visitor shall have the right {o challenge the denigl, in
writing, to the Superintendent.
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The Superintendent or designes may schedule special visifs at times other than
established visiting bours, based upon good cauzs and sufficient notice. Such vizits
zhould be regeested in writing.

A visit may be terminated by ztaff if the inmate or visifor's conduct warrants.
Inmates must remain zeated during visitation.

A visitor’'s conduct that is disruptive to the peaceful operations of 2 facility may be vl
suzpended for an indefinite period of time ax determined by the Superiztendent {

There will be no hoarding or storing of paper products or other fammahle materials

m the individual cellz or dayrooms. Excessive amoumts of mail, periodicals,

pictures, efe. will be placed in the inmate’s personal propeziy, ar l Vi
|

In case of fire, or during 2 five drill, inmaies shall be evacuaied via desipnated
evacusiion routes as posted in the daytoom ares.

Inmates are required in evacuate the premises as quickly as possible, in orderhy
fashiom 5o 2= to prevent confusion and chaos.

Fire drills wil] be condecied.

22, Library Services

L

o

[P

The facility provides 2 library service for the immate population.

taff will bring library books to each section cnce a month and conduct a beok
exchanga.

Inmates are responsible for the upkeep of all library hooks that are placed into the
section. Destructior or misuze will result in dizciplinary action.

2}, Religions Services and Programs

L

o]

.

Every inmate may ' practice hiz or her religion within Lmitafions necessary to
maintain secity of the facility.

Weekly religious services, Bible studv and counseling proprame are svailabls to
the inmatee.

ma
=32
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Inmates on pre-trial status snd those comvicted of 8 misdemeanor msintsin their
right {o vote in elections.

Upon written request, elizible inmafes will be assisted in exencizing thiz right, if
done or requezied in smpls fime to check for registration and securs abzentes
ballots.

25, Inmate Services/ Counseling

Previous
24, Yoting
Reviewv
Document
§ Handbaoc
Requirec

26, Education

The counseling staff ai this facility is here to 2asist the inmate population in 2 wide variery
of arezs. The inmate population iz encouraged io use this depariment as a resource for
asgistance and direction during thelr incarceration and preparation for release.

1

[

[F10

The counseling staff is availzble to provide counseling to inmates in a variety of
areas, including personal or family problerss, issues relating to mental hezbth, self.
improvement, and substance abuze.

If an irmate feels he or she has a problem that will require assistance, he or she
should complete & written reguest to see a counselor.

Any mmate interested in available programming within the facilify is encouragsd
to do 5o, To enroll in these programs, it is recessary to submit 2 writien request i
the counseling staff

Relezze dates for convicied nuisdemesnors and non-stabe sentenced felons will ke
calculated by the Director of Inmate Services in a fizaely manner upon recsipt of 5
valid court order.

The inmate will receive writien notice of the pending releaze daite and spproximate
time to make it possible to prepare for releass arranpements.

Adult Basic Education classes are available to inmates in general population. Thase
claszes assist individuals in preparation for the Test Asseszing Secondary
Completion or TASC (fornserly known as the General Equivalency Test or GED).

The TASC will be available at the facility to obizin a Diploma. Inmates mwst atfend
Adult Bame Education Clazses to be elimble to test.

Remedistion Courses are offered for individuals who already have 2 High School,
TASC or Geperal Equivalency Diploma.
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4. Inmates interesied in Adwlt Basic Education Clesses nead to submii 2 request to the
Adult Basic Education Teacher.

27. Bearches of Inmates and the Faeilitv

Jail personnel shall conduct en appropriate search of all inmates npon admassion and prior
to zasignment 1o a housing unit. Inmates mav berequired to subsait a search of their person
at any time dunng their detestion in 2 DCR. facility

All jail areas and inmates may be subjected to a shakedown search on a regular bazis.

Inmates shall be subject to & "pat down” search ot any time.  Any inmate may be required

to submit to @ strip sesrch when staff has a reasonable belief that the inmate may be
concealing contraband.

Searches of ndividnal rooms, cells or dayrooms may be conducted by siaff at any time end
without 2dvanrcs notics.

When an individual cell iz searched, the inmate assigned to that cell may be present, unless
the inmate’s removal i3 suthorized by the Shift Supervisor for canze.

Any inmate found with contraband either in their possession or in their cell will be charged
with an offense in sccordance with the Rules of Conduct.

28, Inmate Counts

At aoninimum five (3) scheduled eounts will be conducted each dav. When the count time
is announced, inmates in their cellz shall remain in their cells; inmates in the dayroom or
ghower sreas of hiving umity shall immedistely refumn to their cells. There will be one
stamding count each day during which inmates are o stand st cell door to be identified.

Those inmates working in the kitchen, laundry or other areas of the jail shall be required o
stand in 2 single luwe wtil the count is taken.
Inmates shall not move about to talk winls count is baing taken.

When unscheduled counts are asnounced, or conducted, inmates abide by these rules for
bekavior during counts.

29, Drug Testing - Random and Probable Cause

Approximateh; once amonth ten percent (10%) of total inmate population will be randomly
picked and required to tzke a drug test. Inmates on trustee stafus can be selected at any
time. Awy nmate that tests positive or fils to produce & urire zample will be subject to
dizciplinary action.

[
]
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30, Suspension of Rales

Revie;w In the event of a disruption af the facility that requires emergency aclion, any or sl pariz
i of these procedures may be temporarily suspended by the bupenmendem Any inmate
zecused of acts which caused, provoked or profonged the emergency may be detsined in

segregation withowt & hearing undil the emergency is over.

Document
Upon the restoration of order, all inmates detained shall be accorded ali due process, =2
Handbbc outlined in these procadures. >
31, Prison Rape Flimination 4ct (FREA
Requ1rc . . . . .
The WVDCE iz committed to mainisining 2 safe, humene and secure environment for the inmate
pepuiation as well 2z for #iaff and the geperal public. Thiz conunitment inchades the zero
tolerance for the sexual aseanits, gbuse or threst against inmates either by wtaff or by other e l Vi
inmates. |

You have the right to be free from intimidation from inmates, staff or any other person to
perform or engage in sexual behavior; regardless, of your current situafion or sexual

orientation.

Sexval Abuse is defined as- Abuse of an inmate, detainee, or resident by another inmate,
detairee, or resident, staff member, volunteer or contract worker.

Sexual abuse of an inmate, detaines, o1 resident by another inmaie, defamse, resident, staff
menber, volunteer or contract worker meludes any of the following acis, if the victin does noe
consent, iz coerced 1nto such ack by overt or suplied threats of vielence, or is unable o congent
or rafisse:

(1) Contact between the pemis and the vulva or the penis and the anus, including peneiration,
however shight;

() Contact between the month and the pesds, vulvs, or anus;

(3) Pensiration of the anal or genital opening of arciher person, however shight, by 2 hand,
finger, object, or other instrument; and

(4) Anv other ntentional touching, either direcily or through the clothing, of the geniialia,
amus, groin, breast, inmer thigh, or the buttocks of another perzon, excluding contact
mcidental fo 2 physicsl alievcation.

Sexpal harassment is defined as- Repeated verhal commients or gestures of a sexual nature to
sn inmate, detaines, or resident by enother inmate. detainee. resident staff member, voluntesr or
confract worker. inclnding demesning referencey to gender, sexually suggestive or deregatory
comments about body or clothing, or obscens leanguage or gestures.

i)
W
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PREVENTION - During your timeg of incarceration within the DCR, there will be certain

R evi ev mex?bem of the inmate population you will learn to avoid. The inmates are referred o == )
predafors, inmates who prey on the waak. By leamning how {o recognize predators and setiing
them to leave you alone, vou will make vour fime here safer. Some cues for spotting predaiors
are: fmmates Stalf who aways stave of you, fmmates Staff who continually o fo talk with you;

Document Iraniertes Staff being over-friendly, lronates who oy fo borvow things; Jnmates on power

s tripzbeing controliing. p—— “?
. - o . . s en 3 v

| Handboc REPORTING - Jfvou have been sssaulted or witness an assault, or if you are g vichim of i

. asxual abuze or witnessed Inmate on Inmate or siafl sexual misconduct raport i fo any staf¥,
grievance form, inmate request, request to see the murse/connselor; or you may use the
Confidential Sexusl Abuse Hotline by dialing *9078 on the inpyate phones. Anonymous letiers

Requirec can be written to the WV Fusion Center at 1900 Kanawha Boulevard, Bldg. 1, West Wing, Suite
W-400 Charleston, WV 13303, Atin. DCR. Your family can also report it by seading an e-pail -
to DCRPREARWV.GOV. The local Resouree Center Hot Line *2038 can alzo give vou r I .
nformation on local support groups for domestic violence for zexual assanlt survivers. Vi

Yeou wilk be profected from the aseailant and fhe incident will be investigated. You may need a
medical exam; therafors, you should not take any actions that could destrov phyvsical evidence,
including, a3 sppropriate, washing, brushing testh, changing clothes, wrinating, defecating,
smoking, drinking, or eating.

INVESTIGATION - The DCF. or 3tate Police will conduct the investization. The purposs of
the investigation 13 i dafermme the nature and extent of the misconduct. You may be asked to
give a siztement and if criminal charges ave bronght apainst the azsailant vou may be ssked fo
testify. During this process, Classification will provide approprists housing for the victim and
or guspect to ensure vour safeiy.

All reports concerning the identity of the victim of sexual battery and the facts of the report ars
only limited fo those who have a need to know to make decisions conceming vour welfzre and
for investigsfive purposss.
TREATMENT AND COUNSELING - Treatment will be provided by medical siaff and vou
will be referred to 2 Victim Advoeste. I£ vou need more assistance coping, the Chaplain or
coniracted mental bealth provider can provide further assistance.

Tips to Avoid Becoming a Victim:

i, Camy vourself in a condident manner at all times. Do not permit vour emetions (fear,
anxieiy) o be obiious fo others,

2. Dowrof accept gifts, favors or offers of protection from other inmates.

Find any staff member with whom vou feel comfortable with to veice vour fears and
COTNCETRS.

Lao

av
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4. Be alert and aware of your swreundings.
Review . Be disect and firm, if otbers ask vou to do something vou do not wast
5. Be direct and fms. if others ask vou to do zomsthing vou do not want to do, do not besiiate
in reporting this isformation to staff
Document 8. Trust vour instincte. If vou sense thet & sitwation mav be dangerons, it probably is. . vou
fear for vour zafety, notift: any staff member immediatel, or dial *8078 fom the mmate
Handboe¢ telephone svatem.
) 7. Ifyou do not fzel comforiable in reporiing such an incident direetly to 2 staff member, vou
maay whilize the grievancs process or use the kumate hodline *3478.
Requirec 8. PREA violators will receive additional criminal charges and in-house disciplinary actions
5 and may be subject to reclassification rezulting in a higher custody level and further
| resiriciive howsing.

32, Definitions:

1

L

oy
&

-Lockdown Officer Client

JailATM™

Trusty: An inmate that bas been gronted working privileges; he'she iz considered 2
trusty.

Trustee: When addressing money izzues such as an inmate’s sccount, # iz referred 1o
as trustee.

PREA “Prison Rape Flimination Aet” The West Virginia DCR kaz s ZERQ
TOLERANCE for inmate on ipmate sexual assault, and staff on inmate sexual assault
or sexual miscondnct. Awy allegations of sexual axsanlt upon an inmate by another
inmate, or sexual 23zault or sexusl misconduet by & staff member directed towards zn
mmate wust be immediately reported to the Shift Supervisor.

BCSE “Burean for Child Support Enforcement” An inmate in the West Virginiz
DCR mystem must notify the fanuly court or the Bureaw for Child Support
Enforcement Ageneyv if they have a child support erder. The counseling staff will assist
vou in vowr preparation im addressing your responsibilities, and vour efforis fo
cooperate with the svsiem.

Chief of security: The emploves with the responsibility and authority for oversesing
secunty operafions (1.e. Major).

Enmate: Swy malefemale in the costody of the West Vivginia DCR wheo i3 committed
thereio under the criminal jurisdiction of the magisirate, cireuit, or federal couwrt.

©
o
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Hearing Officer: A West Virginia DCR. emploves who bas been appointed by the
Superintendent of the facility ‘znd who must be impartizl when hearing testimony
concerning 2lleged violsHons, faking evidence, determining guilt or innocence and
imposing dizciplinary sanctionz.

Regular Business Dav: Al dzvs, except Saturday, Sunday, and State Holidays, 22 st
forth i stafe lawor by a pma,lamm&n of the Governor.

Detention: A level of pre-hearing custedy, pet stypical of jail lifs, but which iz
necessary o preserve institutional order and security. Detention is both prevantative
and reactive in pature. As zuch, detention can altow for the removal and sesregation

of an inmate fom generzl populstion for purposes incleding, but net limited te,

allowing the raspﬁuaibke oificial to conduct an investigation into the circumstences of

the Iﬁmdem@ ensuring immediate control and supervision, pmeatmv p«t--:mal
victims, ensuring witnesses against intimidation. and ensuring the eaaintaming of the
facility security and public safsty.

10. Inmate Accountability: In order fo £acilitate institutionst order and securitv, each

inmate zhall be held personally accountable for anv violation of the rules contained in
this inmate handbook or rufés and procedures. This zccountshility extends fo the
inmate’s behavior, phyvsical actions, communications and the contents of the inmate’s
personal livieg and workplaces.

11. Possession: Shall mean on an dmmste’s person of being within hizher living area,

property and’or assignmert work arez.

12. Contraband: Any iter or arficle which is not apecifically authorized e writing by the

13, Felony: Whensver an inmate allegedly commits an act which prosezuted in 2 court of

Commissioner or Superiztendent for inmate poszeszion, of an swthorized item which
hiaz been altered or whick bas been obtained from any authorized source.

competent jurizdiciion, would constituie & violation of the criminal laws of the United
States or the State of West Virginia or any municipality therein for which one ormers
vears of imprisonment could be mn;med or i otherwise designated as a felomy,

provided that the burden of proof in criminal case shall not be the standard of proof

herein

14, Misdemeanar: Whenever an inmate altegedly comumits an act, which iz prozecuted

a court of competent jurisdiction, wi ould constitute a violation of the criminal lews of
the United States or the State of West Virginia or any municipality therein for which
one vear of less of incarceration in jail could be 1mpo.ed or 1s otherwize designated 23
a muisdemeanor provided that the burden of proof in criminal case shall net be the
standard of proof herein

v
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