
TAFT	CITY	COUNCIL/SUCCESSOR	AGENCY	
JOINT	REGULAR	MEETING	AGENDA	
TUESDAY,	DECEMBER	1,	2015	
CITY	HALL	COUNCIL	CHAMBERS	
209	E.	KERN	ST.,	TAFT,	CA	93268	

	
AS	A	COURTESY	TO	ALL	‐	PLEASE	TURN	OFF	CELL	PHONES	

	
Any	writings	or	documents	provided	to	a	majority	of	the	City	Council	regarding	any	 item	on	
this	agenda	are	made	available	for	public	inspection	in	the	lobby	at	Taft	City	Hall,	209	E.	Kern	
Street,	Taft,	CA	during	normal	business	hours	(SB	343).	

	
REGULAR	MEETING	 	 																												6:00	P.M.	
	
Pledge	of	Allegiance	
Invocation	
Roll	Call:	 Mayor	Miller	

Mayor	Pro	Tem	Noerr	
Councilmember	Krier	
Councilmember	Bryant	
Councilmember	Hill	

	 	
1. STUDY	SESSION	‐	GRAPHIC	SOLUTIONS	PRESENTATION	ON	CITY	SIGNAGE	

	
2. CITIZEN	REQUESTS/PUBLIC	COMMENTS	
	

THIS	 IS	 THE	 TIME	 AND	 PLACE	 FOR	 THE	 GENERAL	 PUBLIC	 TO	 ADDRESS	 THE	 CITY	 COUNCIL	 ON	
MATTERS	WITHIN	 ITS	 JURISDICTION.	STATE	LAW	PROHIBITS	THE	COUNCIL	FROM	ADDRESSING	ANY	
ISSUE	NOT	PREVIOUSLY	INCLUDED	ON	THE	AGENDA.		COUNCIL	MAY	RECEIVE	COMMENT	AND	SET	THE	
MATTER	FOR	A	SUBSEQUENT	MEETING.		PLEASE	LIMIT	COMMENTS	TO	FIVE	MINUTES.	
	

3. COUNCIL	STATEMENTS	(NON	ACTION)	
	

4. 	 PLANNING	COMMISSION	REPORT	
	

5. DEPARTMENT	REPORTS	
	
6. CITY	MANAGER	STATEMENTS	
	
7. CITY	ATTORNEY	STATEMENTS	
	
8. FUTURE	AGENDA	REQUESTS	
	

********************************************************************************************	
	

CONSENT	CALENDAR	ITEMS	9	‐	14	
	
	 All	 items	listed	on	the	Consent	Calendar	shall	be	considered	routine	and	will	be	enacted	by	one	roll	call	

vote.	There	will	be	no	separate	discussion	of	 these	 items	unless	a	member	of	 the	City	Council	 requests	
specific	items	to	be	removed	from	the	Consent	Calendar	for	separate	action.		Any	item	removed	from	the	
Consent	Calendar	will	be	considered	after	the	regular	business	items.	Are	there	any	items	on	the	consent	
calendar	that	any	member	of	the	public	would	like	to	comment	on?	

	
9. MINUTES	

November	17,	2015	Regular		
	 	
	 Recommendation	–	Approve	as	submitted.	
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10. PAYMENT	OF	BILLS		

Warrant#112015	 	 Check	No.	81300‐81422	 $	535,693.92	
	 Warrant#112015	 	 Check	No.	81423‐81424	 $			34,431.95			
	 Warrant#112015	 	 Check	No.	81425	 	 $					7,977.31	
	 Warrant#112015	 	 Check	No.	81426‐81427	 $			21,780.40	
	 Warrant#112015	 	 Check	No.	81428	 	 $											43.40	
	
	 Recommendation	–	Approve	payment	of	the	bills.	
		
11. 								STREET	CLOSURES	FOR	THE	2015	CHRISTMAS	PARADE	

	
Recommendation	 ‐	Motion	 to	 adopt	 a	 resolution	 entitled	A	RESOLUTION	OF	THE	CITY	COUNCIL	OF	
THE	CITY	OF	TAFT	APPROVING	STREET	CLOSURES	FOR	THE	CHRISTMAS	PARADE	ON	DECEMBER	7,	
2015.	

	
12. 	 AGREEMENT	WITH	GOVINVEST	

	
Recommendation	–	Motion	 to	approve	 the	Mayor	 to	execute	 the	professional	services	agreement	with	
GovInvest.	
	

13. 	 CONSENT	TO	PARTICIPATE	IN	THE	CALIFORNIA	OFFICE	OF	EMERGENCY	SERVICES	(CAL	OES)	1033	
	 PROGRAM	FOR	FEDERAL	EXCESS	PROPERTY	

	
	 Recommendation	 –	 Motion	 to	 approve	 and	 confirm	 the	 Resolution	 entitled	A	RESOLUTION	OF	THE	
	 CITY	 COUNCIL	 OF	 THE	 CITY	 OF	 TAFT	 CONSENTING	 AND	 APPROVING	 THE	 TAFT	 POLICE	
	 DEPARTMENTS	 PARTICIPATION	 IN	 THE	 1033	 PROGRAM	 FOR	 THE	 PURPOSES	 OF	 ACQUIRING	
	 FEDERAL	EXCESS	PROPERTY.	
	
14. 	 CALIFORNIA	 DEPARTMENT	 OF	 CORRECTIONS	 AND	 REHABILITATION	 (CDCR)	 CONTRACT	

	 AMENDMENT	#5	
	

Recommendation	–	Motion	to	approve	contract	amendment	#5	to	CDCR	agreement	#5600004097‐5.	
	

	 ***********************************************************************************************	
	

CLOSED	SESSION	
	 	 	

A. CONFERENCE	WITH	LEGAL	COUNSEL	–	ANTICIPATED	LITIGATION	
Government	Code	Section	54956.9(b)	–	two	(2)	potential	cases	
	

B. CONFERENCE	WITH	LABOR	NEGOTIATOR,	CRAIG	JONES,	CITY	MANAGER	
Government	Code	54957.6	–	All	units	
	

C. CONFERENCE WITH LEGAL COUSEL – EXISTING LITIGATION 
Government Code Section 54956.9 (a) - Sierra Club v. City of Taft and Taft City Council. 
	

	 ADJOURNMENT	
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AMERICANS	WITH	DISABILITIES	ACT	

(Government	Code	Section	54943.2)	

The	City	of	Taft	City	Council	Chamber	is	accessible	to	persons	with	disabilities.	Disabled	individuals	who	need	special	assistance	(including	

transportation)	to	attend	or	participate	in	a	meeting	of	the	Taft	City	Council	may	request	assistance	at	 the	Office	of	the	City	Clerk,	City	of	

Taft,	209	E.	Kern	Street,	Taft,	California	or	by	calling	(661)	763‐1222.	Every	effort	will	be	made	to	reasonably	accommodate	individuals	with	

disabilities	by	making	meeting	material	available	in	alternative	formats.	Requests	for	assistance	should	be	made	five	(5)	working	days	in	

advance	of	a	meeting	whenever	possible.	

	

AFFIDAVIT	OF	POSTING	

I,	Darnell	Rowe,	declare	as	follows:	

	

That	I	am	the	Deputy	City	Clerk	for	the	City	of	Taft;	that	an	agenda	was	posted	on	a	public	information	bulletin	board	located	near	the	door	

of	the	Civic	Center	Council	Chamber	on	November	25,	2015,	pursuant	to	1987	Brown	Act	Requirements.	

	

I	declare	under	penalty	of	perjury	that	the	foregoing	is	true	and	correct.	

Executed	November	25,	2015,	at	Taft,	California.	

	

Date/Time		 	 Signature	 	 	 	 	 	

	



TAFT	CITY	COUNCIL/SUCCESSOR	AGENCY	
JOINT	REGULAR	MEETING	MINUTES	

NOVEMBER	17,	2015	
	

	
	
REGULAR	MEETING	 	 																					6:00	P.M.	
	
The	November	17,	 2015,	 regular	 joint	meeting	of	 the	Taft	 City	 Council/Taft	 Successor	Agency,	 held	 in	 the	
Council	Chamber	at	Taft	City	Hall,	209	East	Kern	Street,	Taft,	CA	93268,	was	opened	by	Mayor	Randy	Miller	at	
6:01:05	PM.	The	Pledge	of	Allegiance	was	led	by	Council	Member	Bryant,	followed	by	an	invocation	given	by	
Reverend	Heather	Mueller	of	St.	Andrews	Episcopal	Church.		
	
PRESENT:		 Mayor	Randy	Miller	and	Mayor	Pro	Tem	Dave	Noerr	

Council	Members	Orchel	Krier,	Josh	Bryant	and	Renee	Hill	
City	Manager	Craig	Jones	and	City	Attorney	Jason	Epperson	
City	Clerk	Yvette	Mayfield	

	
	 	

1. STUDY	SESSION	–	GOV	INVEST		
	
Ted	Price,	CEO	of	GovInvest	made	presentation.	
	

2. CITIZEN	REQUESTS/PUBLIC	COMMENTS	
	

Adam	Roberts	of	Ygrene	spoke	on	Item	16	sharing	information	on	the	program	being	offered.	
	
Richard	Connick	of	Taft	spoke	to	the	Council	regarding	Veterans	being	required	to	pay	the	$35	fee	
to	 rent	 their	 park.	 	He	would	 like	 to	 see	 the	 fee	 collected	 as	 a	 cleaning	 deposit	 and	 refunded	 to	
Veterans	if	park	is	left	clean	or	waived	completely.	
	
Travis	Cooper	of	the	CMFA	PACE	Program	spoke	on	Item	13	sharing	information	on	the	program	
being	offered.	
	
	

3. COUNCIL	STATEMENTS	(NON	ACTION)	
	
Council	Member	Noerr	shared	that	he	was	honored	to	participate	in	Honor	Flight	Kern	County	as	it	
was	an	amazing	experience,	he	also	attended	 the	County	EIR	meeting	 regarding	oil	 and	gas,	was	
pleased	that	 it	passed	in	a	5‐0	vote	and	congratulated	the	Board	of	Supervisors	 for	all	 their	hard	
work	and	due	diligence	 in	 the	process.	 	He	also	expressed	his	concerns	about	 the	 terrible	acts	of	
terrorism	going	on	in	Paris.	
	
Council	Member	Hill	also	shared	her	concerns	about	the	recent	acts	of	terrorism	and	talk	of	stricter	
gun	control	or	even	possible	disarmament	in	the	US.	
	
Council	Member	Krier	stated	that	these	are	sad	times	with	innocent	people	killed	and	we	need	to	
pray	 for	 the	 families	affected.	He	also	shared	that	 the	Fishing	Derby	 is	back	on	 for	 the	upcoming	
weekend	and	he	encouraged	people	to	volunteer	and	donate	during	the	Christmas	season	as	it	is	a	
time	of	giving.	
	
Council	Member	Bryant	also	expressed	his	condolences	to	Paris	and	wished	everyone	a	wonderful	
Thanksgiving.	
	
Mayor	Miller	also	spoke	about	attending	the	Kern	County	EIR,	reminded	everyone	to	be	aware	of	
what’s	going	on	around	them	during	these	times	and	wished	everyone	a	safe	holiday	season.	
	

4. DEPARTMENT	REPORTS	
	
	 There	were	none.	
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5. CITY	MANAGER	STATEMENTS	
	
	 There	were	none.	
	
6. CITY	ATTORNEY	STATEMENTS	
	

There	were	none.	
	
7. FUTURE	AGENDA	REQUESTS	
	

Noerr	 requested	 that	 an	 item	 be	 brought	 back	 to	 Council	 to	 consider	 contracting	 services	with	
GovInvest.		Miller	concurred.	

	
********************************************************************************************	

	
CONSENT	CALENDAR	ITEMS	8	‐	17	

	
 Bryant	pulled	Items	13	and	16.	

	
Motion:	 Moved	by	Hill,	seconded	by	Krier	to	approve	consent	calendar	Items	8‐12,	14,	15	and	

17.		
	
AYES:	 	 	 Noerr,	Krier,	Bryant,	Hill,	Miller	
PASSED:	 	 5‐0	 	
	

 Noerr	abstained	from	Item	8.	
	 	
8. MINUTES	

November	3,	2015	Regular		
	 	
	 Recommendation	–	Approve	as	submitted.	
	
9. PAYMENT	OF	BILLS		

Warrant#	110615	 	 Check	No.	81199‐81298	 $	272,987.53	
	 Warrant#	110615	 	 Check	No.	81299	 	 $					1,014.79	
	
	 Recommendation	–	Approve	payment	of	the	bills.	
		
10. PURCHASE	OF	2	NEW	COPY	MACHINES	AND	1	USED	COLOR	COPY	MACHINE	FROM	GENERAL	

OFFICE	MACHINE,	INC.	
	
Recommendation	‐	Motion	to	approve	the	purchase	and	to	appropriate	funds	from	capital	reserves	
in	the	amount	of	$16,911.00.	

	
11. APPROVAL	 OF	 MEMORANDUM	 OF	 AGREEMENT	 FOR	 THE	 SERVICE	 EMPLOYEES		

INTERNATIONAL	UNION	(SEIU)	LOCAL	521	
	
Recommendation	–	Motion	to	approve	the	Memorandum	of	Agreement	and	adopt	a	RESOLUTION	
OF	THE	CITY	COUNCIL	OF	THE	CITY	OF	TAFT	AMENDING	THE	POSITION	CLASSIFICATION	PLAN	
AND	ESTABLISHING	CORRESPONDING	COMPENSATION	RATES.	(Resolution	No.	3724‐15)	
	

12. 	 FUNDING	 TO	 THE	 TAFT	 CHAMBER	 OF	 COMMERCE	 FOR	 THE	 QUARTER	 OF	 JULY	 2015	 TO	
	 SEPTEMBER	2015.	
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	 Recommendation	–	Motion	to	approve	the	25%	allocation	of	the	transient	occupancy	tax	to	the	Taft	
	 Chamber	of	Commerce	for	the	quarter	of	July	2015	through	September	2015.	

	
14. EXPENSES	 RELATED	 TO	 RECRUITMENT	 AND	 PLACEMENT	 OF	 PHYSICIAN	 AT	 THE	 TAFT	

MODIFIED	COMMUNITY	CORRECTIONAL	FACILITY	(MCCF)	
	

Recommendation	 –	Motion	 to	approve	 the	 expenses	 related	 to	 recruitment	and	placement	of	 the	
physician	for	the	Taft	Modified	Community	Correctional	Facility	(MCCF).	

	
15. UNANTICIPATED	EXPENSES	FOR	THE	REPLACEMENT	AND	SERVICING	OF	DENTAL	EQUIPMENT		

AT	THE	TAFT	MODIFIED	COMMUNITY	CORRECTIONAL	FACILITY	(MCCF)	
	

Recommendation	–	Motion	to	approve	the	expenses	related	to	the	replacement	and	servicing	of	the	
dental	x‐ray	equipment	at	the	MCCF.	

	
17. 	 FINAL	TRACT	MAP	NO.	7227,	PHASE	1	

	
Recommendation	 –	 Motion	 to	 approve	 a	 resolution	 entitled	 A	 RESOLUTION	 OF	 THE	 CITY	
COUNCIL	 OF	 THE	 CITY	 OF	 TAFT	 APPROVING	 FINAL	 TRACT	MAP	 NO.	 7227,	 PHASE	 1,	 AND	
AUTHORIZING	THE	CITY	ENGINEER	TO	RECORD	THE	MAP.		(Resolution	No.	3728‐15)	
	
	

	 ***********************************************************************************************	
	
Motion:	 Moved	by	Noerr,	seconded	by	Bryant	to	approve	Items	13	and	16.		
	
AYES:	 	 	 Noerr,	Krier,	Bryant,	Hill,	Miller	
PASSED:	 	 5‐0	 	
	
	
13. 								CONSENT	TO	THE	INCLUSION	OF	PROPERTIES	WITHIN	THE	CITY	OF	TAFT	IN	THE	CMFA	PACE	

	 PROGRAM	
	

Recommendation	–	Motion	 to	confirm	and	approve	a	 resolution	entitled	a	RESOLUTION	OF	THE	
CITY	 COUNCIL	 OF	 THE	 CITY	 OF	 TAFT	 CONSENTING	 TO	 THE	 INCLUSION	 OF	 PROPERTIES	
WITHIN	 THE	 TERRITORY	OF	 THE	 CITY	 IN	 THE	 CMFA	 PACE	 PROGRAM;	 AUTHORIZING	 THE	
CALIFORNIA	MUNICIPAL	FINANCE	AUTHORITY	TO	ACCEPT	APPLICATIONS	FROM	PROPERTY	
OWNERS,	 CONDUCT	 CONTRACTUAL	 ASSESSMENT	 PROCEEDINGS	 AND	 LEVY	 CONTRACTUAL	
ASSESSMENTS	WITHIN	THE	TERRITORY	OF	THE	CITY;	AND	AUTHORIZING	RELATED	ACTIONS			
and	Authorize	the	Mayor	to	execute	all	documents.	(Resolution	No.	3725‐15)	

	
16. 							CONSENT	TO	THE	INCLUSION	OF	PROPERTIES	WITHIN	THE	CITY	OF	TAFT	IN	THE	CHFA	PACE	

	 PROGRAM	AND	APPROVAL	OF	MEMBERSHIP	IN	THE	JOINT	POWERS	AUTHORITY	
	

Recommendation	–	Motion	to	confirm	and	approve	resolutions	entitled:	
1.	RESOLUTION	OF	THE	CITY	COUNCIL	OF	THE	CITY	OF	TAFT,	CONSENTING	TO	INCLUSION	OF	
PROPERTIES	 WITHIN	 THE	 CITY’S	 JURISDICTION	 IN	 THE	 CALIFORNIA	 HOME	 FINANCE	
AUTHORITY,	 PROGRAM	 TO	 FINANCE	 RENEWABLE	 ENERGY	 GENERATION,	 ENERGY	 AND	
WATER	EFFICIENCY	 IMPROVEMENTS	AND	ELECTRIC	VEHICLE	CHARGING	 INFRASTRUCTURE	
AND	APPROVING	ASSOCIATE	MEMBERSHIP	IN	THE	JOINT	EXERCISE	OF	POWERS	AUTHORITY	
RELATED	THERETO	(Resolution	No.	3726‐15)	
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2.	RESOLUTION	OF	THE	CITY	COUNCIL	OF	THE	CITY	OF	TAFT,	CONSENTING	TO	INCLUSION	OF	
PROPERTIES	 WITHIN	 THE	 CITY’S	 JURISDICTION	 IN	 THE	 CALIFORNIA	 HOME	 FINANCE	
AUTHORITY	 COMMUNITY	 FACILITIES	 DISTRICT	 NO.	 2014‐1	 (CLEAN	 ENERGY)	 TO	 FINANCE	
RENEWABLE	 ENERGY	 IMPROVEMENTS,	 ENERGY	 EFFICIENCY	 AND	 WATER	 CONSERVATION	
IMPROVEMENTS	 AND	 ELECTRIC	 VEHICLE	 CHARGING	 INFRASTRUCTURE	 AND	 APPROVING	
ASSOCIATE	 MEMBERSHIP	 IN	 THE	 JOINT	 EXERCISE	 OF	 POWERS	 AUTHORITY	 RELATED	
THERETO	and	Authorize	the	Mayor	to	execute	all	documents.		(Resolution	No.	3727‐15)	

	
	
	 Bryant	stated	that	he	pulled	these	two	items	to	confirm	with	the	representatives	of	the	programs	if	

they	are	basically	the	same	program	being	offered	by	different	providers	and	it	was	confirmed	that	
they	are.	 	He	also	wanted	to	confirm	that	having	these	programs	available	to	the	citizens	will	 in	no	
way	keep	similar	programs	from	being	offered	and	it	was	confirmed	that	it	would	not.	

	
At	7:28:05	PM		the	regular	meeting	was	recessed	to	closed	session.	

	
	
	 CLOSED	SESSION		

	 	 	
A. CONFERENCE	WITH	LABOR	NEGOTIATOR,	CRAIG	JONES,	CITY	MANAGER	

Government	Code	54957.6	–	All	units.	
	

B. CONFERENCE	WITH	LEGAL	COUNSEL	–	ANTICIPATED	LITIGATION	
Government	Code	Section	54956.9(b)	–	two	(2)	potential	cases	
	
 The	 City	 Council	 discussed	 in	 closed	 session	 those	 items	 agendized	 for	 closed	 session	

discussion	and	direction	was	given	to	staff.	
	

	 ADJOURNMENT	‐	With	no	further	business	to	conduct	the	meeting	was	adjourned	at	8:04	PM.	
	

	
	 	 	 	 	 	 	 	 	 	 	 ________		
Yvette	Mayfield	 	 	 	 	 	 Randy	Miller	
City	Clerk										 	 	 	 	 	 Mayor	
	

	
	











































































 
 

City of Taft Agenda Report 
 
 
 
 
DATE:  December 1, 2015  
 
 
TO:  Honorable Mayor and Council Members  
   
AGENDA MATTER: 
 
STREET CLOSURES FOR THE 2015 CHRISTMAS PARADE 
 
SUMMARY STATEMENT: 
 
The City received a request from the Taft District Chamber of Commerce for street closures for the 2015 Christmas 
Parade to be held on Monday December 7, 2015 at 6:00 P.M. 
 
The following streets have been designated for closure from 4:30 p.m. until 9:00 p.m. 
 
 Main Street from 2nd to 10th Street 
 Center Street from 2nd Street to 10th Street 
 8th Street from Center Street to Main Street 
 7th Street from the alley north of Center Street to Main Street 
 2nd Street from the alley north of Center Street to Main Street 

 
The following streets will be closed from the alley north of Center Street to the alley south of Center Street: 
 
 6th Street, 5th Street, 4th Street and 3rd Street 

 
California Vehicle Code section 21101 authorizes local agencies by resolution to close streets for special events.  
 
 
RECOMMENDED ACTION: 
Motion to adopt a resolution entitled A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF TAFT 
APPROVING STREET CLOSURES FOR THE CHRISTMAS PARADE ON DECEMBER 7, 2015. 
 
 
IMPACT ON BUDGET (Y/N):    NO  
 
ATTACHMENT (Y/N):   Yes, Resolution, Letter 
 
PREPARED BY:   Public Works Department  
 
REVIEWED BY:            
CITY CLERK  
 

FINANCE DIRECTOR CITY MANAGER 

 



RESOLUTION    
 

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF TAFT AUTHORIZING 
THE STREET CLOSURES FOR THE 2015 CHRISTMAS PARADE 

 
WHEREAS, the Taft District Chamber of Commerce has requested street closures for the  Christmas 

Parade scheduled from 4:30 p.m. to 9:00 p.m. December 7, 2015; and 
 
WHEREAS, Section 21101 (e) of the California Vehicle Code requires a resolution by Council to 

temporarily close streets for special events. 
 

NOW, THEREFORE, BE IT RESOLVED, the Mayor and City Council of the City of Taft, 
California, approve the following street closures from 4:30 p.m. until 9:00 p.m. December 7, 2015: 

 
 Main Street from 6th Street to 10th Street 
 Center Street from 10th Street to 2nd Street 
 8TH Street from the alley north of Center Street to Main Street 
 7th Street from the alley north of Center Street to Main Street 
 2nd Street from the alley north of Center Street to Main Street 

 
The following streets will be closed from the alley north of Center Street to the alley south of Center Street 
from 4:30 p.m. to 9:00 p.m. December 7, 2015 
 

 6th Street, 5th Street, 4th Street, and 3rd Street 
 

 
PASSED, APPROVED, AND ADOPTED this 1st day of December, 2015 

 
 
      
Randy Miller, Mayor 

ATTEST: 
 
      
Darnell Rowe, Deputy City Clerk 
 
 
 
STATE OF CALIFORNIA ) 
COUNTY OF KERN  ) SS 
CITY OF TAFT  ) 
 
 I, Darnell Rowe, Deputy City Clerk of the City of Taft, do hereby certify that the foregoing 
Resolution was duly and regularly adopted by the City Council of the City of Taft at a regular meeting thereof 
held on the 1st day of December, 2015, by the following vote: 
 
AYES:  COUNCIL MEMBERS: 
NOES:  COUNCIL MEMBERS: 
ABSENT: COUNCIL MEMBERS: 
ABSTAIN: COUNCIL MEMBERS: 
 
 
     
Darnell Rowe, Deputy City Clerk 
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DATE:  DECEMBER 1, 2015 
 
TO:   MAYOR MILLER AND COUNCIL MEMBERS  
   
AGENDA MATTER:  
 
AGREEMENT WITH GOVINVEST 
 
SUMMARY STATEMENT: 
 
At the November 17, 2015 council meeting GovInvest presented in a study session there newly 
developed total Liability Calculator – Standard Pension Module. The calculator makes GASB 68 
simple and intuitive, while helping decision makers and constituents get a clear picture of this 
important outstanding liability and the impact that economic and demographic variables have on the 
results. 
 
Analyses like these generally take weeks or even months for a traditional actuarial consulting firm 
to produce, and can cost thousands of dollars per question. GovInvest aims to help agencies make 
the important decisions they need to make about their long-term liabilities by providing them with 
technological solutions that save time, money and ultimately put agencies on a sustainable path to 
provide pensions to their employees. 
 
The cost for software is $1,500 implementation fee, deferring the fee until next fiscal year and 
annual licensing fee of $5,000. 
 
Also they provide consulting at an hourly rate of $300.00 per hour for any work performed outside 
the Total Liability Calculator which will be agreed upon through mutual consent of the City and 
Consultant before the work is performed. 
 
 
RECOMMENDED ACTION: 
Motion to approve the Mayor to execute the professional services agreement with GovInvest. 
 
IMPACT ON BUDGET (Y/N):   Yes, not budgeted 
 
ATTACHMENT (Y/N): Yes, GovInvest Proposal 
 
PREPARED BY:   Teresa Binkley, Finance Director 
 
REVIEWED BY:            
CITY CLERK  
 

FINANCE DIRECTOR 
 

CITY MANAGER 

 
 
 



Transparent Solutions for Pension & OPEB Information 

GOVINVEST INC. 	 TAFT 

Proposal for Actuarial Services & Technology 

Prepared for: Teresa Binkley, Finance Director, Taft 

Prepared by: Ted Price, CEO 

November 173, 2015 

Proposal number: 151109 	 41114,  Govinvest NOP 	Insights to your financial future 



Cloud-Based Software - Proposal 	 2 

TAFT 

November 17, 2015 

City of Taft 

Attn: Teresa Binkley, Finance Director 

209 East Kern St. 

Taft, CA 93268 

Dear Teresa, 

We are submitting this proposal to summarize the cloud-based software services 

GovInvest can provide in connection with the Defined Benefit Pension Plan benefits 

provided to eligible employees of the City of Taft. 

The following proposal includes the Company Overview, Summary of Services, 

Features Only We Provide, Benefits to Your City, Implementation Requirements, 

Market Savings & ROI, Exhibit A: Proposed Terms, and Exhibit B: Compensation 

Schedule and Reimbursable Expenses. 

Sincerely, 

Ted Price 

CEO 

GovInvest 

(213) 534-6798 

411k  Gov!  nvest NOP Insights  to your financial future 



(------ 
Traditional 
Actuarial 

Consulting 

40k  Govinvest NOP Insights  to your financial future 

Cloud-Based Software — Proposal 	 3 

TAFT 

COMPANY OVERVIEW 

In 2014, Govinvest brought together leading actuaries, engineers, and designers to 

build innovative technological solutions to empower government agencies to better 

manage their long-term liabilities. When Co-founders Jasmine Nachtigall & Ted Price 

saw the actuarial valuation reports that agencies depended on to make key decisions 

about funding their pension & OPEB benefits, they realized how complicated, 

outdated, and obsolete the reports could be, and set out to build the Total Liability 

Calculator, a cloud-based software platform that provides decision-makers and 

stakeholders with real-time information, instant actuarial and financial analysis, and 

insights into how to pay down unfunded liabilities. 

While Govinvest provides innovative technological solutions, Govinvest has a 

traditional actuarial consulting practice led by industry veterans Mary Paull and Rick 

Roeder. Govinvest' s actuaries provide agencies with the required Government 

Accounting Standards Board (GASB) reporting requirements, while presenting the 

results in simple and intuitive reports with visualizations of the key information. 

Govinvest is bringing actuarial analysis out of the dark ages. 



E 	 F 

E 	 F 

Cloud-Based Software — Proposal 	 4 

TA FT 

SUMMARY OF SERVICES 

Total Liability Calculator — Standard Pension Module 

The City' s pension data will be presented on the Total Liability Calculator, which 

makes that information extremely easy to understand, convey, analyze, and interact 

with. 

The calculator makes understanding GASB 68 simple and intuitive, while helping 

decision makers and constituents get a clear picture of this important outstanding 

liability and the impact that economic and demographic variables have on the results. 

GovInvest: The Cutting Edge 

Required Reports & Disclosures 
[Traditional Actuarial Consultants] 

Stay On-top of GASB: Understand 
the assumptions you are approving 

Go Above & Beyond: Effortless 
transparency for decision-makers 
and the concerned public 

•Gov  nvest 
Insights to your financial future 



Setting retirement 
ages for individuals 
Traditional actuaries 
assume retirement 
probabilities and don't 
have the insigh-t that you do 
as  o  City Official 

Seeing the impact on costs 
& liability when hiring or 
retiring particular 
members or groups of 
members 
(bargaining groups, plan groups) 

Real-time 
information as of 
lost payroll period 

Traditional actuaries use 1-2 
year-old information 

30 year cost 
projections 
Compared to traditional 
10 year projections 

Cost-savings based 
on different benefits 
for new hires 
(PE-PRA vs. Classic) 

On-the-fly 
assumption 
adjustments 
(i.e. discount rate) 

Breakdown 
actuarial analysis 
by bargaining 
group 

Interactive 
visualization of 
complex actuarial 
information 

DOOLI 
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TA FT 

FEATURES ONLY WE PROVIDE 

401k  Govt  nvest 
NIIIP Insights  to your financial future 
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BENEFITS TO YOUR CITY 

Agencies who work with GovInvest get the benefit of seeing the results of their 

actuarial valuations on the Total Liability Calculator, which provides interactive 

visualizations, allows decision-makers to adjust the assumptions and variables to 

stress-test different scenarios, make cost projections, and view additional key metrics 

that help to form context for finding solutions to paying down unfunded liabilities. 

Some sample analyses include: what happens if we change the discount rate, 

amortization period, or make a lump sum payment? What happens if my agency issues 

a Pension/OPEB Obligation Bond? How much money can our agency save if we set up 

an OPEB trust? 

Analyses like these generally take weeks or even months for a traditional actuarial 

consulting firm to produce, and can cost thousands of dollars per question. Why wait 

and pay more for the results if you can produce them instantly on an actuarially 

certified software platform? 

Govinvest aims to help agencies make the important decisions they need to make 

about their long-term liabilities by providing them with innovative technological 

solutions that save time, money, and ultimately put agencies on a sustainable path to 

provide pensions and OPEBs to their employees. 

4lik  Govinvest 
IIIIIPP . 	Insights to your financial future 
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IMPLEMENTATION REQUIREMENTS 

1. Data: 

a. Census Data for active, retired, and deferred members in a simple excel 

file. A template will be provided. 

b. The following reports downloaded from myCaIPERS: 

i. Participant Appointment Details Report 

ii. Benefit Recipients By Employer Report 

c. Each payroll period, please email the same file you upload to myCaIPERS for 

that payroll period. Please remove any sensitive information (i.e. social 

security numbers) from that file. This data allows us to give you a real-time 

view of the pension liabilities & costs. 

2. Data Upload: We upload all the data for you upon receipt. 

3. No Downloading Necessary: The software is cloud-based, so there is no need to 

download anything onto your computer. All you have to do is log-in via your 

browser (i.e. Google Chrome). 

4. Unlimited Logins: Just let us know how many log-ins you would like. 

4.1k Gov!  nvest 
NIP Insights  to your financial future 



Potential Annual Savings 
Using Total Liability 

Calculator 

Assumption Adjustment 
Discount rate, COLA, amortization period, 
lump sum payments 

$1,500 
(Per Adjustment) 

Cost Projections $3,000 - 15,000 
See costs 30 years into the future; helps with 
budgeting 

Liability Projections $3,000 - 15,000 
See how liabilities change over 30 years 

Presentation of Results $2,500 
In-person presentation of valuation results and key 
insights 

Real-Time Information $20,000 - 50,000 
See results as of your last payroll period, not 
results based on two-year old information 

Granular Benefit Adjustment $5,000 - 10,000 
Adjust member level data, i.e. benefit multiplier, 
retirement age, salary increases 

Total Annual Savings Due to 
the Total Liability Calculator: 

Additional Benefits Provided: 
(Services traditional actuaries 
are unable to deliver) 

tt 	Visualized results are far easier to understand 

Maintain clarity of liabilities and keep 
stakeholders and constituents informed 

Cloud-Based Software - Proposal 
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TAFT 

MARKET SAVINGS & ROI 

4101/4GovInvest 
Insights to your financial future 
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TAFT 

EXHIBIT A: PROPOSED TERMS 

Below are the outlined terms of this agreement, which Govinvest is prepared to deliver. 

We will work with you if there are any concerns regarding the terms outlined in below. 

After execution, Govinvest will provide you with a Licensing Agreement establishing 

our partnership. 

Buyer: City of Taft 

Seller: Govinvest Inc. 

Services: Use of the Total Liability Calculator — Standard Pension Module. 

Delivery: 4 — 6 weeks after receiving updated data files. 

Software Services Term: Three years; see Exhibit B for Compensation Schedule 

and Reimbursable Expenses. 

Implementation Fee: $1,500 

Annual Licensing Fee: $5,000 

Non - Binding: Nothing contained herein shall be considered binding on either party. 

Binding obligations shall arise from a fully executed Licensing Agreement between 

Buyer and Seller. 

Letter of Offer: If the foregoing is acceptable, please communicate the same within 7 

days of the date hereof. Upon acceptance of the terms herein we will prepare a 

formal purchase and sale agreement. 

40k  Govinvest NIP Insights  to your financial future 
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EXHIBIT B: COMPENSATION SCHEDULE & 

REIMBURSABLE EXPENSES 

A.1. Compensation Schedule & Reimbursable Expenses 

A.1.a. Consultant shall install and maintain the Total Liability Calculator —

Standard Pension Module for a licensing fee of $5,000 and defer the 

implementation fee of $1,500 until the following calendar year. 

A.1.b. Consultant shall have an hourly rate of $300 for any work performed 

outside the Total Liability Calculator — Standard Pension Module and 

agreed upon through mutual consent of the City and Consultant before 

the work is performed. 

40k  Govnvest Nip insights  to your financial future 



 
 

City of Taft Agenda Report 
 
 
 
 
DATE:  December 1, 2015  
 
TO:  MAYOR MILLER AND COUNCIL MEMBERS  
 
AGENDA MATTER: 
 
CONSENT TO PARTICIPATE IN THE CALIFORNIA OFFICE OF EMERGENCY 
SERVICES (CAL OES) 1033 PROGRAM FOR FEDERAL EXCESS PROPERTY 
 
SUMMARY STATEMENT: 
 
The City of Taft Police Department has participated in the 1033 Program since 1996.  Recently 
changes resulting from an Executive Order # 13688 issued by the President of the United States 
changed some reporting requirements concerning controlled items the City of Taft has and wants to 
upgrade.  One of the changes requires a Resolution, passed and approved by the City Council, 
showing knowledge of the program.    

 
 

RECOMMENDED ACTION: 
 
Motion to approve and confirm the Resolution entitled A RESOLUTION OF THE CITY 
COUNCIL OF THE CITY OF TAFT CONSENTING AND APPROVING THE TAFT 
POLICE DEPARTMENTS PARTICIPATION IN THE 1033 PROGRAM FOR THE 
PURPOSES OF ACQUIRING FEDERAL EXCESS PROPERTY. 
   
 
 
FUNDING SOURCE: None  
   
ATTACHMENT (Y/N): Yes - Resolution 
 
PREPARED BY:  Ed Whiting – Chief of Police 
 
 
REVIEWED BY:            
CITY CLERK  
 

FINANCE DIRECTOR CITY MANAGER 

 



RESOLUTION NO. ___________ 
 

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF TAFT CONSENTING AND 
APPROVING THE TAFT POLICE DEPARTMENTS PARTICIPATION IN THE 1033 PROGRAM 

FOR THE PURPOSES OF ACQUIRING FEDERAL EXCESS PROPERTY 
 

 
 WHEREAS, at its meeting on December 1, 2015, the City Council; the Council members reviewed 
the agenda item asking for approval by the Police Department to continue its participation in the 1033 
Program;  and 
 
 WHEREAS, the 1033 Program has been beneficial to the City of Taft (The City); and 
 
 WHEREAS, the Police Department is hereby authorized to acquire the following Excess Federal 
property through the 1033 Program: 
 

• Aircraft 
• Watercraft 
• Armored vehicles 
• Firearms and firearm attachments 
• Night vision goggles and scopes 
• Other tactical equipment 

 
This list will be valid for one year from the date of approval. 
 
 THEREFORE, BE IT RESOLVED the City Council does hereby consent to and approve the Police 
Department continuing its participation into the 1033 Program. This Resolution shall take effect immediately 
upon its adoption. The City Clerk is directed to send a certified copy of this resolution to the 1033 Program 
State OES Coordinator. 
 
 PASSED, APPROVED AND ADOPTED on this 1st day of December 2015. 
 
             
        Randy Miller, Mayor 
 
ATTEST: 
 
__________________________________ 
Darnell Rowe, Deputy City Clerk 
 
 
STATE OF CALIFORNIA } 
COUNTY OF KERN }SS 
CITY OF TAFT } 
 
I, Darnell Rowe, Deputy City Clerk of the City of Taft, California, do hereby certify that the foregoing 
Resolution was duly and regularly introduced and adopted at a regular meeting thereof held on the 1st day of 
December, 2015, by the following vote: 
 
AYES:  COUNCIL MEMBERS: 
NOES:  COUNCIL MEMBERS: 
ABSENT: COUNCIL MEMBERS: 
ABSTAIN: COUNCIL MEMBERS: 
 
      
Darnell Rowe, Deputy City Clerk 



 
 

City of Taft Agenda Report 
 
 
 
 
DATE:  12/01/2015  
 
TO:  MAYOR MILLER AND COUNCIL MEMBERS  
 
AGENDA MATTER: 
 
CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION (CDCR) 
CONTRACT AMENDMENT #5 
 
SUMMARY STATEMENT: 
  
A component of the contact amendment with the California Department of Corrections and 
Rehabilitation (CDCR) is to now require a primary care physician (M.D. or D.O.) to be staffed at the 
Taft Modified Community Correctional Facility five (5) days a week eight (8) hours a day with and 
addition of a full time Licensed Vocational Nurse (L.V.N.) The current contract has a requirement of 20 
hours per week for a Primary Care Provider.  
 
The Westside Healthcare District and our staff were successful in finding a full-time physician after a 
long recruiting process to fill the position. CDCR will reimburse the City for the additional hours and 
the new LVN position in an amount not to exceed $406,095 annually.  The physician position will 
exceed the amount approved by the contract amendment by an approximately $32,000 yearly due to 
wages and benefits. The area is experiencing a shortage of doctors who meet the credentialing 
requirements of CDCR who are available to take on a full time position necessitating the additional cost 
to contract with a qualified provider 
 
The contract amendment does include some operational changes as required by CDCR which has been 
reviewed by the City attorney and staff. Staff recommends the City Council approve the contract 
amendment.  
 
RECOMMENDED ACTION: 
Motion to approve contract amendment #5 to CDCR agreement #5600004097-5. 
 
IMPACT ON BUDGET: Yes approximately $32,000 
  
   
ATTACHMENT (Y/N): Yes - contract  
 
 
PREPARED BY:  City Manager  
 
 
REVIEWED BY:            
CITY CLERK
  
 

FINANCE DIRECTOR CITY MANAGER 

 









STATE OF CALIFORNIA 

STANDARD AGREEMENT AMENDMENT 
STD. 213 A (Rev 6/03)  
 

X CHECK HERE IF ADDITIONAL PAGES ARE ATTACHED 404 Pages AGREEMENT NUMBER AMENDMENT NUMBER 

                                                                                   
                                                                                

5600004097 5 
REGISTRATION  NUMBER 

eP 1322044 
 
 

1. This Agreement is entered into between the State Agency and Contractor named below: 
 STATE AGENCY’S NAME 

 California Department of Corrections and Rehabilitation 
 CONTRACTOR’S NAME 

 The City of Taft 
2. The term of this     
 Agreement is December 9, 2013 through June 30, 2018  
3. The maximum amount of this  $58,690,277.60 
 Agreement after this amendment is: Fifty Eight Million Six Hundred Ninety Thousand Two Hundred Seventy Seven 

Dollars and Sixty Cents. 

4. The parties mutually agree to this amendment as follows.  All actions noted below are by this reference made a part 
of the Agreement and incorporated herein:  
  This Agreement is entered into under the authority of the Senate Bill 105 for the purposes of prison 
capacity reduction. 
Effective July 1, 2015, Agreement Number 5600004097 for Modified Community Correctional Facility, approved on   
December 9, 2013, amended on April 15, 2014, August 27, 2014, December 4, 2014, and April 23, 2015, is hereby amended 
to increase the maximum amount of this Agreement by $565,123.20. The total amount of this contract will not exceed 
$58,690,277.60.  
 

1. Page 1, Line 3 of the original agreement is revised and now reads: “The maximum amount of this Agreement after 
this amendment is: $58,690,277.60 Fifty Eight Million Six Hundred Ninety Thousand Two Hundred Seventy Seven 
Dollars and Sixty Cents.” 

2. Exhibit A, Scope of Work, has been revised and replaced in its entirety with Exhibit A, Amendment 5, Scope of Work 
3. Exhibits B-3 through B-6, Total Contract Allotments, have been revised and replaced in their entirety with Exhibit B-3 

through B-6, Amendment 5, Total Contract Allotments. 
4. Exhibit F, Financial Management Requirements, has been revised and replaced in its entirety, with Exhibit F, 

Amendment 5, Financial Management Handbook.  
5. Attachment XX, List of CCHCS Systemwide Banned Medications (10/14), is made a part of this Agreement and is 

attached hereto.  
 

 

 All other terms and conditions shall remain the same. 
 
IN WITNESS WHEREOF, this Agreement has been executed by the parties hereto. 

CONTRACTOR 
CALIFORNIA 

Department of General Services 
Use Only CONTRACTOR’S NAME (If other than an individual, state whether a corporation, partnership, etc.) 

The City of Taft I hereby certify that all conditions for 
exemption have been complied with 
and this contract is exempt from the 
Department of General Services 
Approval. Exempt from DGS 
approval per Senate Bill 105. 
 
 
 
 

By:________________________ 
 
 
 
 

Date:______________________ 

BY (Authorized Signature) DATE SIGNED (Do not type) 

  

PRINTED NAME AND TITLE OF PERSON SIGNING 

Randy Miller, Mayor 
ADDRESS 

209 E. Kern Street, 
Kern, CA 93268 
 

STATE OF CALIFORNIA 
AGENCY NAME 

California Department of Corrections and Rehabilitation 
BY (Authorized Signature) DATE SIGNED (Do not type) 

  

PRINTED NAME AND TITLE OF PERSON SIGNING   Exempt per:      
      Arlene Sakazaki, Associate Director, Office of Business Services 

ADDRESS 

9838 Old Placerville Road, Suite B-2, Sacramento, CA 95827 
  

 



 

SCOPE OF WORK 

TAFT  
MODIFIED COMMUNITY CORRECTIONAL FACILITY 
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MODIFIED COMMUNITY CORRECTIONAL FACILITY 

 

I. INTRODUCTION 

 

This Agreement is entered into between, the California Department of Corrections and 

Rehabilitation (hereinafter “State” or “CDCR”) and The City of Taft (hereinafter “Contractor” or 

“City” or “Taft”). 

 

The purpose of this Agreement is to restart the facility operations services with the City of Taft as 

the operator of the facility located at 330 Commerce Way, Taft, California (Facility) and to specify 

the terms and conditions of this service. 

 

Throughout the life of this contract, the facility use cost shall be zero, as set forth in Exhibits B1 

through B6, irrespective of the determination of rights as a result of the pending litigation known as 

City of Taft v. California Department of Corrections and Rehabilitation et al, Kern Superior Case No. 

S-1500-CV-278457. 

 

This Agreement will not be construed to modify, supersede or extinguish any rights and 

responsibilities of the Contractor and CDCR under the Contract No. R96.1591.105 and its exhibits 

and amendments, the settlement agreement between CDCR and the Contractor (November 1996), 

the lease agreement between The City of Taft and Taft Public Financing Authority (January 1997) 

and any other agreements between CDCR and the Contractor concerning the Facility.   

 

The Contractor shall provide a secure facility for the housing, sustenance, supervision, security, care, 

custody, approved correctional programs, materials and equipment for male inmates eligible for 

placement in a Modified Community Correctional Facility (MCCF) consistent with California 

Department of Corrections and Rehabilitation (CDCR) Inmate Eligibility Screening Criteria, California 

Code of Regulations, Title 15 (CCR, Title 15); Department Operations Manual (DOM); Financial 

Management Handbook (FMH) dated 2015, MHSDS Program Guide, and Penal Code (PC) Section 

6250 et seq.  All inmates remain under the legal custody of the CDCR, Division of Adult Institutions. 

 

The DOM and CCR, Title 15 sections may be amended by Administrative Bulletins or Instructional 

Memorandums/Letters pending formal incorporation into DOM and/or CCR Title 15.  The 

Contractors shall be notified of these changes and will be required to comply with all changes and 

other Modified Community Correctional Facilities Administration (MCCF) directives. 

 

The Contractor shall be responsible for managing, operating and maintaining the security of the 

facility as required by law and pursuant to the regulations and direction of the CDCR. 

 

The contract facility must be dedicated to MCCF inmates and can only house inmates or prisoners 

under the control of the CDCR. 
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The Contractor shall comply with the terms and conditions of the FMH. In the event provisions set 

forth in this Scope of Work conflict with the language in the FMH, the language contained in this 

Scope of Work shall prevail. 

 

Revisions to the FMH which do not materially or substantively alter or change the Agreement or the 

intent of the program can be made by the MCCF without amending the Agreement. As revisions are 

issued, the Contractor agrees to insert the revised pages in their copy of the FMH, and the revisions 

become effective on the date stipulated on the transmittal letter. 

 

CDCR will make payments, according to this Agreement, to the City of Taft based on actual 

occupancy.  However, no monthly payment shall be less than $800,000.   

 

CDCR shall pay the City of Taft up to $1,800,000.00 for City’s actual costs, including labor, of the 

security enhancements listed on Exhibit A-7 and all startup costs incurred by the City. This amount is 

not in addition to the contract per diem rate.   These costs shall be amortized over 12 months (See 

attached amortization scheduled), beginning with the arrival of the first inmate, and shall be paid 

irrespective of the status of the contract.  

 

II. CONTRACTOR RESPONSIBILITIES 

 

The Contractor responsibilities include, but are not limited to, the following: 

 

1. Assume responsibility to administer, manage and operate the facility 24 hours a day, seven days 

a week pursuant to the terms of the Agreement and in accordance with all applicable codes, 

regulations and Agreement requirements. 

 

2. The Contractor shall make all necessary modifications and provide all services as required for 

modified community correctional facilities.  This includes, but is not limited to, structural and 

building retrofits and improvements, as well as operational, staffing and security requirements.   

 

3. The Contractor shall complete retrofit and improvements as required by Exhibit A-7, Physical 

Plant Modifications List, within 90 days of execution of the Agreement. 

 

4. In the event the facility is not ready for occupancy upon the date agreed between the City and 

the CDCR (91st day after execution of the Agreement), the CDCR shall assess the City of Taft 

liquidated damages in the amount equal to the maximum total cost allotment per day that the 

facility is not ready for occupancy. However, if the City fails to provide the required licensing 

and/or certification of medical professionals as specified in this Agreement by the date agreed 

between the City and the CDCR (91st day after execution of the Agreement), the City shall not be 

subject to liquidated damages but the CDCR shall retain the right to pursue all other remedies it 

may have at law or equity, including but not limited to: reducing its claim to judgment including 
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seeking an award of attorney’s fees and costs, taking action to cure the Event of Default, and 

termination of the Agreement. 

 

5. Provide a secure facility for the housing, sustenance, supervision, security, care, custody, 

programming, crisis intervention, and approved correctional programs for inmates pursuant to 

the terms of this Agreement. 

 

6. Provide programming activities at least eight (8) hours a day, six (6) days per week. 

 

7. Assume primary responsibility for the public safety and security of the facility 24 hours a day, 

seven days a week, pursuant to the terms of this Agreement, including the safety of the general 

public, CDCR staff, Contractor staff, and inmates. 

 

8. Provide and maintain a fully functional correctional facility, including the procurement, 

installation/removal, repair, maintenance, and/or replacement of all furniture, fixtures, 

materials, and equipment necessary to operate the facility pursuant to the terms of this 

Agreement (other than that of the CDCR staff office furniture and equipment). 

 

9. Provide for medical care, sick calls, dental, mental health and medical referrals of inmates 

consistent with the CDCR requirements, the requirements of the Agreement, and the scope of 

medical services as defined herein (see Scope of Work, Section X, Program Requirements, 

Medical Services and Dental Services).  Organize and provide coordination of emergency 

medical transportation of inmates to medical facilities providing emergency care.  Maintain 

inmate medical records/files and forward to the appropriate institution or parole office upon 

transfer/parole/discharge. 

10. Within 60 days of execution of this Amendment 1, Contractor shall be responsible for providing 

emergent, urgent, and routine dental services.    

 

In the event the Contractor is unable to provide the dental services by the date agreed upon 

between the Contractor and CDCR (61st day after execution of this Amendment 1), CDCR shall 

assess the Contractor liquidated damages in the amount equal to the hourly rate (salary and 

benefits) of three officers for two hours and the daily rate (salary and benefits) for one dental 

hygienist and one dentist per day the Contractor is unable to provide these services.  

 

Assessment of liquidated damages shall not preclude CDCR from terminating the Agreement for 

breach as provided herein.  Withholding of payment as liquidated damages shall not relieve the 

Contractor of any of its obligations under the Agreement. 

11. The Contractor shall provide Registered Nurse (RN) nursing coverage 24 hours/day, 7 

days/week.  The cost for the first eight (8) hours/day, 7 days/week of RN coverage shall be 

covered by the per diem rate. CDCR shall reimburse the Contractor for the remaining hours, up 
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to 16 hours/day, 7 days/week of nursing coverage at the rate included in the Total Contract 

Allotment (TCA), which reflects the mutually agreed upon minimum required staffing.  

 

The Contractor shall provide Licensed Vocational Nurse (LVN) nursing coverage, eight (8) 

hours/day, five (5) days/week.  CDCR shall reimburse the Contractor for actual hours worked (up 

to 40 hours/week) at the rate included in the Total Contract Allotment (TCA), which reflects the 

mutually agreed upon minimum required staffing. 

 

The Contractor shall provide Physician coverage eight (8) hours/day, five (5) days/week. The cost 

for the first 20 hours/week of Physician coverage shall be covered by the per diem rate. CDCR 

shall reimburse the Contractor for the remaining hours, up to 20 hours/week, at the rate 

included in the Total Contract Allotment (TCA), which reflects the mutually agreed upon 

minimum required staffing. 

 

The aforementioned reimbursements are to be billed separately from the Per Diem billing and 

must include documentation detailing actual hours worked. 

 

In the event the Contractor is unable to provide the aforementioned services on or before the 

date mutually agreed upon between the Contractor and CDCR, CDCR shall assess the Contractor 

liquidated damages in the amount equal to the hourly rate (salary and benefits) of the positions 

stated above for each shift not worked per calendar day the Contractor is unable to provide 

these services.  

 

Assessment of liquidated damages shall not preclude CDCR from terminating the Agreement for 

breach as provided herein.  Withholding of payment as liquidated damages shall not relieve the 

Contractor of any of its obligations under the Agreement. 

12. Fully cooperate with the CDCR in the operation of the facility, in order to protect public safety 

and ensure facility security.  Follow all applicable CDCR directives and those issued by the Chief 

of CBU, or designee.  Comply with all applicable CDCR policies and procedures and all required 

updates and revisions thereto.  Seek and obtain the written permission (such written permission 

shall not be unreasonably withheld) of the Chief of CBU before implementing any changes to 

facility policy, programs, procedures, personnel, etc.  Provide clear communication between 

Contractor's Facility Director and the Chief of CBU at all times.  Follow directives of the CDCR 

peace officer staff during routine and emergency situations. 

 

13. Provide, coordinate and allow all inmates to participate in activities, services and programs 

within the MCCF as specifically required by Exhibit A, Scope of Work Section X, and Program 

Requirements.  Obtain written approval from the Chief of CBU before changing, deviating, 

reducing, or expanding such inmate activities, services and/or programs. 
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14. Comply with all applicable requirements of the Constitution of the United States, the 

Constitution of the State of California and State and Federal law with regard to the care and 

treatment of inmates and their conditions of confinement, including, but not limited to, equal 

protection, freedom of religion, and the establishment clause.  Refrain from violating inmates' 

civil rights, and from engaging in any unnecessary or illegal disparity in the care and/or 

treatment of any inmate(s) or any legally cognizable class of inmate.  Refrain from any 

proselytizing, promoting or discouraging of inmates' practice, or failure or refusal to practice, 

any particular religion or religion in general, and from otherwise unnecessarily or illegally 

impinging upon inmates' religious freedoms unless specifically authorized in advance in writing 

by the Chief of CBU. 

 

15. The facility shall be inspected as required by local, city, county and state government agencies 

(e.g., appropriate official(s) from the respective health department, fire marshal) and shall 

comply with all requirements/findings.  The Contractor must provide CDCR with copies of 

respective reports, certificates, findings or other related documents including Corrective Action 

Plans to appropriately resolve/mitigate inspection findings within a reasonable time frame or as 

specified in Exhibit A, Scope of Work. 

 

16. Organize and perform, in concert with the CDCR, all activities required in effecting a “facility 

shakedown” as defined hereinafter, subsequent activation and/or shutdown. 

 

17. Conduct routine inspections of inmate services, inmate programs, facility operations, 

living/work/recreational areas, and entire MCCF to ensure compliance with the Agreement, 

CDCR policies and requirements, State law, and Constitutional requirements and provide 

findings and any remedial actions to the assigned Facility Captain, and Chief of CBU or designee.  

If the Contractor does not agree with the findings, remedial actions, and/or has identified other 

deficiencies (as a result of its own review, audit, and/or inspection) that have not been 

addressed, the Contractor may be required to submit a formal report to the Chief of CBU 

documenting their inability to resolve all deficiencies. 

 

18. Develop, document and maintain at all times an organizational structure with lines of delegated 

authority and responsibility within Contractor's corporate, partnership, proprietorship or other 

type of business organization.  Designate the Contractor's Facility Director as the primary 

contact for all operational, administrative and managerial issues at the facility.  Establish and 

maintain regular communications between the Contractor's Facility Director and the Chief of 

CBU.  Immediately provide written notification to the Chief of CBU of any changes in the 

Contractor's management staff, organizational structure, and/or lines of delegated authority 

and responsibility, changes to established programs/operations, personnel and any adverse 

impacts on the safety of the public, staff, inmates and the security of the facility. 

 

19. Hire, train, and supervise qualified personnel as specified in Exhibit A, Scope of Work.  

Implement an organized program of MCCF contract staff orientation and training pursuant to 
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Exhibit A, Scope of Work and all applicable codes and regulations.  Maintain staffing levels in 

order to carry out the CDCR program objectives and to maintain the safety and security of the 

facility, staff, inmates and community.  Identify and define all position 

duties/functions/responsibilities and assign staff to each position.  Supervise and discipline 

Contractor staff when required. When staffing changes occur, identify and define all duty 

functions and responsibilities. 

 

20. Conduct and complete investigations into allegations of Contractor staff misconduct, facility 

disturbances, safety and/or security incidents, and similar events, and provide the CDCR with 

ongoing and final oral and written status report(s) as requested.  Cooperate fully with any State 

investigation(s) and facilitate the full cooperation of all Contractor staff with such investigations 

and audits pursuant to this Agreement.  Provide written reports and documentation of such 

investigations and audits upon request by the Chief of CBU. 

 

21. Establish disturbance control/emergency preparedness action plans, in concert with the CDCR, 

to quell disorders/emergencies (per Restricted DOM Subchapter 55000 and  

CCR, Title 15, Sections 3300-3302).   

 

22. Develop procedures and maintain strict compliance with the CDCR’s Use of Force policy as 

applicable to the facility.  Comply with any required updates or revisions thereto, as authorized 

by law. 

 

23. Provide verbal notification and subsequent written reports to the CDCR on matters that may 

lead to, or have resulted in, a reportable incident (per DOM Section 51030). 

 

24. Comply with all CDCR and/or State fiscal reporting requirements/guidelines, reviews, 

inspections, audits and/or Corrective Action Plans.  CDCR shall be responsible for providing 

reasonable written notification of such reporting requirements.   

 

25. As specified in Exhibit A, Scope of Work maintain any and all inmate funds (such as, but not 

limited to, Inmate Trust Fund, Inmate Welfare Fund, and restitution) and "program income" in 

separate interest-bearing accounts (up to the FDIC insured limits) maintained on behalf of, and 

in trust for, the State.  The Contractor shall not intermingle inmate funds, program income, 

and/or Contractor's own funds.  Account to CDCR for all inmate funds and program income and 

use or turn over such funds to the State as directed by the Chief of CBU or CDCR. 

 

26. The Contractor’s accounting system must be in accordance with the Financial Accounting 

Standards Board and the Governmental Accounting Standards Board standards as the 

authoritative body of Generally Accepted Accounting Principles. 

 

27. The Contractor shall maintain community relations by gaining and maintaining support for the 

MCCF program through community outreach and awareness. 
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28. Non-Revocable Parole Eligible Inmates 

October 11, 2009, Section 3000.03 of the California Penal Code (PC) was enacted pursuant to 

Section 48 of Senate Bill (SB) X3-18. This law went into effect on January 25, 2010, and requires 

the placement of parolees on to Non-Revocable Parole (NRP). PC Sections 3003 and 3058.5 

mandate the California Department of Corrections and Rehabilitation release a digitized image 

of each releasee/parolee to local law enforcement agencies. With the enactment of SB X3-18 

and the NRP releases, NRP releasee’s do not report to a parole office, therefore, the releasee’s 

mug shot must be obtained at the releasing institution/facility prior to release. 

 

The Contractor will photograph each NRP-eligible inmate (full-face frontal mug shot) prior to 

release using equipment and training provided by CDCR in accordance with American National 

Standard for Information Systems-Data Format. The Contractor will download the digital 

photograph onto a removable jump drive/flash drive (provided by CDCR) and send by priority 

mail to a location identified by CDCR on a daily basis if necessary. The Contractor is responsible 

for the cost of the mailing. 

 

29. The State reserves the right to require the Contractor to implement a substance abuse program 

(SAP). The Contractor and State shall agree on the program components and implementation 

date of a SAP. Any pertinent documentation relating to the SAP components and/or 

implementation date must be approved in writing by the CBU Administrator prior to actual 

program implementation. 

 

In the event that a SAP is implemented, this contract will be amended to incorporate SAP 

funding and program components and policies. Further, the Contractor may be allowed to 

purchase expendable and non-expendable equipment and office supplies necessary to develop 

and implement the SAP if such equipment/supplies are not currently available on-site. The 

proposed SAP budget line items and overall costs are subject to the prior approval, in writing, of 

the CBU Administrator. 

 

III. CDCR’S RIGHTS 

 

CDCR has the right to the following: 

 

1. Monitor the Contractor’s performance of this Agreement through joint or independent audits, 

inspections, and/or reviews of Contractor’s facility and operations as deemed necessary or 

appropriate to ensure Contractor compliance. 

 

2. Provide and maintain general management oversight of the Contractor's facility to ensure that 

the Contractor meets program and security requirements and maintains the integrity of the 

program. 
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3. Monitor Contractor’s compliance with CDCR, American Correctional Association (ACA) 

(Attachment 19), and other required training standards for Contractor staff. 

 

4. Oversee, assist, direct and/or inspect the Contractor's facility shakedown activities to ensure 

that the MCCF is ready for occupancy.  For the purposes of this Agreement, the term "facility 

shakedown" refers to the Contractor, in coordination with CDCR, completing a documented 

thorough systematic site/facility search for the removal of any and all contraband that would 

likely cause a threat to the security of the facility and the safety of the public, staff and inmates. 

 

5. Maintain oversight of the CDCR’s: inmate disciplinary process, inmate time to serve 

computations, use of force policy, inmate due process, and overall security of the facility. 

 

6. With the Contractor’s cooperation, secure all non-peace officer staff, visitor, vendor, and 

volunteer security checks through the State Department of Justice and/or Federal Bureau of 

Investigation. 

 

7. Review the Contractor's operating facility policies and procedures for compliance with CDCR 

requirements prior to facility activation and during the term of the Agreement. 

 

8. Review and process facility monthly invoices for reimbursement and Contractor staff vacancies. 

 

9. Coordinate, provide and approve routine and emergency inmate transportation as specified in 

Exhibit A, Scope of Work. 

 

10. Monitor Contractor compliance for medical and mental health services for inmates in 

accordance with Exhibit A, Scope of Work, Section X, Program Requirements, Medical Services 

and Dental Services and in coordination with the Chief Medical Executive (CME) at the 

designated CDCR HUB facility as needed. 

 

11. Maintain inmate “Field Files” (also referred to as “Flimsy Files”). 

 

12. Provide classification and disciplinary hearing services as prescribed in CDCR regulations. 

 

13. Maintain inmate case record and casework functions. 

 

14. Ensure that a written Agreement has been established between CDCR and the local District 

Attorney's Office that identifies prosecutable offenses and required processes (PC Sections 

4700.1 - 4704 and 4750 - 4755). 

 

15. With Contractor’s cooperation, oversee Contractor's collection of and accounting for all inmate 

trust funds, restitution, inmate pay, and "program income".  Direct the use of such funds and/or 

collect such funds from Contractor on a regular periodic basis throughout the term of the 
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Agreement. 

 

16. Monitor the Contractor’s Financial Management Responsibilities using the (FMH) to accurately, 

properly and uniformly account and report fiscal activities covering all funds associated with this 

Agreement. 

 

IV. ORGANIZATION 

 

The Contractor’s operations must be organized so that there will be continuous management 

representation on-site during normal business hours with the authority to make decisions regarding 

policy, procedure and critical program issues.  The Contractor shall provide lines of authority and 

identify these positions/individuals that are authorized to make decisions in the day-to-day 

management and operation of the facility.  The facility representatives shall effectively plan, direct; 

take appropriate action within the facility relative to security, maintenance, programming, 

personnel management and budget preparation. 

 

The Facility Director shall coordinate with CDCR the facility activation, custody, treatment, training, 

and discipline of all inmates in the facility.  The Facility Director shall have the responsibility to 

supervise and evaluate contract staff and act as the liaison with CDCR. 

 

The Contractor shall comply with: California laws pertaining to prison and parole; requirements for 

institutional programs; building construction and related security specifications; and follow the 

principles and practices in correctional administration. The Contractor will be responsible for the 

assignment of staff to supervise contracted services and coordinate all necessary activities related to 

the responsibilities listed in the Agreement.  A complement of Contractor staff must be provided for 

the assignment of supervising employees on a continuing basis. 

The Contractor shall implement an “Administrative Officer-of-the-Day (AOD)” to provide a 

Contractor’s administrative or management level staff to be available for contact in the event of 

unusual or serious incident(s) at the facility during non-business hours.  The Contractor staff 

assigned AOD duties must possess administrative/managerial experience and have the authority to 

make decisions in the absence of the Facility Director.  Unusual or serious incidents are generally 

considered to include but are not limited to the following attempted or actual act(s): death, serious 

injury, escape, serious disturbance, and felony assault/battery, loss of facility security keys, fire, 

hazard material/chemical exposure, serious property damage, staff work stoppage and use of force.  

The CDCR reserves the right to amend, upon written notification to the Contractor, the list of 

reportable unusual or serious incidents.  The Contractor AOD shall direct Contractor staff to make 

the appropriate notifications and submit completed reports to CDCR as required in Exhibit A, Scope 

of Work.  However, should a difference of opinion occur between the Contractor and the CDCR 

AOD, the CDCR AOD direction(s) shall prevail. 
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V. OPERATIONS 

 

The Contractor, with CDCR approval, will: (1) develop and implement an organizational structure 

with lines of authority; (2) assign responsibility and distribution of functions; (3) prepare a detailed 

description of the authority, responsibilities and duties of each MCCF staff member; (4) develop and 

implement written policies and procedures for MCCF administrative and operational activities; (5) 

implement an organized program of MCCF staff orientation and training, and (6) provide 

organizational chart(s) depicting all staffing resources assigned at the facility.  The organizational 

chart(s) must identify the title of the position, the respective position number (if any), the particular 

watch, and the name of the person currently assigned to the position.  The Contractor must 

maintain the organizational chart(s) and produce a copy to CDCR Facility Captain assigned to the 

facility and the Chief of CBU upon any change or request from CDCR.  In addition, the Contractor 

shall provide personnel available to perform necessary clerical functions for CDCR staff from 8:00 

a.m. to 5:00 p.m. Monday through Friday.  These functions include, but are not limited to, the 

following: 

 

1. Type Inmate Disciplinary reports. 

2. Photocopy information regarding classification, disciplinary hearings and day-to-day work 

issues. 

3. Type/file correspondence, reports, and other operational documents. 

4. Type classification documents (i.e., CDCR 128G, etc.). 

5. Prepare, maintain and transmit computer documents. 

6. Utilize facsimile and postage machine(s) and other office equipment as required. 

7. Answer telephones, forward calls and take messages. 

 

The Contractor is responsible for the selection and evaluation of custodial MCCF contract staff and 

ensuring that training is consistent with the Corrections Standard Authority (CSA) and CDCR 

Standards. 

 

Any change to the MCCF approved organization structure requires approval of the Chief of CBU prior 

to implementation. 

 

On no less than an annual basis, the Contractor shall have the facility inspected by the appropriate 

official(s) by the Health Department(s) for facility and Contractor compliance with required health, 

safety, sanitation and hazardous material standards and requirements.  The Contractor shall provide 

to the CDCR within 30 days, copies of reports, certificates, findings and/or other related documents, 

including submission of corrective action plans delineating resolution of the deficiencies.  The 

Contractor shall immediately report to CDCR any instance or situation where serious bodily injury or 

life threatening condition is known or found to exist.  The CDCR shall be provided reasonable 

advance notice of any such inspection(s) and meeting(s) in order to participate. 
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VI. GENERAL FACILITY SECURITY REQUIREMENTS 

 

The facility will securely house persons committed to the custody of the CDCR.  The Contractor shall 

provide and maintain the safety of staff, inmates and physical/operation security of the facility on a 

24-hours, seven (7) days a week basis.  The Contractor, in determining the facility security 

requirements, must take into consideration the facility’s structural requirements in relation to the 

operational needs necessary to safely manage an inmate population. 

 

The facility shall be staffed at the levels specified in Minimum Required Staffing (MRS) and equipped 

to detect and control all movement within the facility, along the outer security perimeter, on facility 

grounds, and all facility ingress/egress. 

 

The facility shall incorporate clear lines of sight to all inmate areas from designated or appropriate 

staff locations/posts to provide for necessary observation and supervision of inmates as well as for 

potential use of weapons.  If clear lines of site are not possible, the Contractor must incorporate 

other security measures to mitigate obstructions to provide alternate lines of site (i.e.: use of 

security cameras, mirrors or additional staff). 

 

VII. ADMINISTRATIVE AND SECURITY REQUIREMENTS 

 

In order to maintain adequate administrative/security control, the Contractor must incorporate the 

following components into their scope of operations: 

 

1. Procedures Manual(s) 

 A CDCR approved Procedures Manual(s) that addresses every element of the MCCF's daily 

operations/activities including, but not limited to the following: key control; building functions; 

ground maintenance; facility management; health and safety (i.e., Blood Borne Pathogens); food 

service; security; emergency/disturbance control; facility operations; inclement weather 

conditions; inmate programs/activities; inmate movement; inmate count; tool control/security; 

use of force and fiscal requirements.  Any confidential or restricted material must, at a 

minimum, be physically secured and inaccessible to inmates or unauthorized persons consistent 

with CDCR standards/requirements. 

 

It shall be the Contractor’s responsibility to establish MCCF procedures; enforce procedures; 

review/update procedures (on no less than an annual basis); and secure CDCR approval.  The 

Contractor shall ensure currency and accuracy of all information contained therein.  The Chief of 

CBU or designee shall have the right to access and review facility procedures at any time.  

Proposed procedural changes, particularly involving inmate constitutional rights and facility 

security, shall be coordinated with the on-site CDCR Facility Captain for appropriate approval by 

the Chief of CBU.  In any event, the Contractor shall provide the Chief of CBU with a copy of 

proposed procedural change(s) with as much advance notice as is practical prior to anticipated 
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activation.  (Emergency changes shall be communicated to the Chief of CBU as soon as 

practical.) 

 

The Contractor must establish the procedures manual(s) and must incorporate a schedule for 

the routine and/or periodic testing of security and emergency equipment and/or procedures to 

ensure overall effectiveness and level of proficiency.  This shall include conducting an annual 

facility emergency operation exercise and/or mutual aid exercise to be coordinated with CDCR.  

The emergency operation exercise shall be a carefully planned, organized, directed, and goal-

oriented exercise that serves to better prepare facility staff and resources to effectuate a 

procedural and tactical response to safety/security emergencies.  The emergency operation 

exercise is considered a training tool and therefore, shall incorporate a means to monitor, 

direct, debrief, evaluate and measure the effectiveness of the exercise and abilities of staff. 

  

2. Personnel Policies and Procedures  

Written personnel policies and procedures include, but are not necessarily limited to, the 

following:  

 

A. Requirements for standard uniforms, identification badges and insignia for security staff.  

The uniform shall consist of shirt, pants, shoes, hat and identification badge and shall be of a 

color that clearly differentiates staff from inmates.  Uniforms shall be the standard Taft 

Police Department uniform.  The Contractor must also incorporate a security plan that 

addresses staff uniform/equipment storage, maintenance, use, accountability, control and 

prevents unauthorized access or control by inmates or other persons. 

 

All uniformed security personnel shall wear a clearly displayed and readable nameplate of 

3”X3/4” standard item of uniform attire (including on outer coats/garments).  The name 

tag may be embroidered in place of a nameplate and shall be one (1) inch letters.  The 

nameplate shall consist of the employee’s first initial and last name.  Any non-uniform 

employee having contact with inmates and/or the general public may also be required to 

wear a nameplate while on duty, as determined by the Facility Director and on-site CDCR 

Facility Captain. 

 

B. The prohibition of all forms of discrimination including sexual harassment of employees, job 

applicants, visitors, the general public, CDCR staff and MCCF inmates. 

 

The Contractor shall comply with the provisions of the Fair Employment and Housing Act 

(Government Code Section 12900 et seq.), the regulations promulgated there under 

(California Administrative Code, Title 2, Section 2, Section 7285.0 et seq.), the provisions of 

Article 9.5, Chapter 1, Part 1, Division 3, title 2 of the Government Code (Government Code 

Sections 11135 et seq.) and the regulations or standards adopted by CDCR to implement 

these laws.  Contractor shall develop a written policy which prohibits any  form of sexual 

harassment in accordance with local, state, and federal laws. 
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C. The Contractor shall establish and administer a written nepotism policy in accordance with 

DOM Section 33010.25. 

 

 Any exception to CDCR’s nepotism policy shall require the prior approval by CDCR’s  Office 

of Labor Relations and the Director of Adult Institutions upon written request  from 

the Contractor supported by reasonable justification. 

 

D. The Contractor shall have a written policy and procedures to guard against conflict of 

interest.  The written conflict of interest policy shall be in compliance with the Fair Political 

Practices Act.  Such policy shall specifically provide that no employee shall use his or her 

official position to secure privileges or advantages. 

 

E. Written policy and procedures in compliance with CCR, Title 15, Section 3400, which 

prohibits employees from over familiarization and fraternization with MCCF inmates and 

their families and friends. 

 

F. Written recruitment, hiring and retention policies and procedures to employ qualified key 

representatives. 

 

The Contractor must establish written policies and procedures for the processing and thorough 

investigation of alleged Contractor staff misconduct.  This shall also identify the range of 

possible sanctions/disciplinary actions and CDCR notification process of action undertaken at all 

stages (i.e., initial complaint; investigation status; and final disposition). 

 

1) Staff Selection/Training & Credentialing: 

 

a. Security/Custodial Staff – The Contractor shall recruit, hire, train and maintain able-

bodied security/custodial staff to provide 24-hour custody coverage of the MCCF in 

accordance with the staffing requirements specified in the Agreement.  Staff 

selection shall adhere to PC Section 6035, CSA, Standards and Training for 

Corrections (STC), ACA and CDCR mandates/requirements regarding initial screening 

and testing of candidates considered for MCCF custodial employment.  It shall be 

the responsibility of the Contractor to ensure that MCCF employees are able to 

meet and successfully carry out the challenges, responsibilities and certifications 

required of their respective job classification, position and/or duty assignment at 

the MCCF. 

 

b. Credentialing, Privileging and Peer Review – All physicians, nurse practitioners, 

dentists and physician assistants, hired by the Contractor must be approved by 

CCHCS’ Credentialing Review Committee prior to commencement of services. 

Additionally, CCHCS may conduct clinical performance appraisals of all Contractor  

Primary Care Provider (PCP) providing services to CDCR offenders and reviews all 
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peer reviews of contracted PCPs. Contractor is also required to complete an initial 

written peer review after 30 days of employment, and then annually. 

 

c. Education Staffing – The Contractor shall ensure that all Academic educational staff 

currently meets the credential standards as set forth by the California Commission 

on Teacher Credentialing (CCTC).  A valid teaching credential for Vocational 

Instructors is a Designated Subjects Vocational full-time (preliminary, clear, 

professional clear, or life) credential from the CCTC approved list.  (Refer to 

Attachment 5 Vocational Subjects Academic Teaching Credentials)  No emergency, 

internship or adult credentials will be accepted.  Contractor shall provide to the 

Chief of CBU current copies of all academic and vocational education staff 

credentials. 

 

d. All Contractor staff who will work with or near inmates must acknowledge by their 

signature that they have been informed of the laws and regulations governing 

association with inmates (refer to CCR, Title 15, Section 3285 and CDCR 181, Digest 

of Laws Related to Association with Inmates). 

 

The Contractor shall have a written policy in accordance with the CCR, Title 15 and 

DOM prohibiting fraternization between Contractor’s staff and inmates in the 

facility.  The policy shall require that each employee, agent, and subcontractor be 

subject to the following prohibitions in respect to all inmates assigned, held in 

custody, or former inmates and the inmate’s family and friends: 

 

1. No employee, agent, or subcontractor shall initiate, establish, or maintain any 

social, personal, or sexual relationship with inmates. 

 

2. No employee shall transmit any messages, written or verbal, any literature or 

articles to or for inmates except as required in the official conduct of his/her 

official duties. 

 

3. Any contacts from an inmate’s family or friends shall be reported to the Facility 

Director and CDCR Facility Captain. 

 

e. All non-peace officer Contractor and subcontractor staff shall be required to 

undergo and successfully secure a CDCR security clearance to enter the facility or 

access any facility grounds through CDCR. It shall be the Contractors responsibility 

to retain approved clearances on-site as long as the staff member is employed.  

CDCR reserves the right to deny and/or retract security clearances upon written 

notification to the Contractor.  CDCR will not be responsible for compensating 

Contractor or Contractor staff as a result of such action.  With prior approval from 

CBU Chief, designee or AOD, non-peace officers, Contractors and subcontractors 
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may enter the facility on emergency basis provided as such Contractors and 

subcontractors shall at all times be escorted by facility staff.   

 

A CDCR security clearance, at a minimum, includes a record check with the 

California Department of Justice, Criminal Identification and Information (CI&I); 

Federal Bureau of Investigation (FBI); California Department of Motor Vehicles 

(DMV) and local law enforcement agency(s).  However, it may also include a  record 

check with a DMV and/or other law enforcement agency(s) from another  state(s) 

if deemed appropriate.  The CDCR may grant a “provisional” security clearance 

pending completion of a thorough and final security clearance.  A  “provisional” 

clearance is based on a clear CI&I and DMV record check.  The minimal processing 

timeframe for a provisional clearance is normally two weeks.  It shall be the 

responsibility of the Contractor to notify the affected person of their respective 

security clearance status. 

 

The Contractor shall be responsible for ensuring the completion and appropriate 

processing of required fingerprint Live Scan.   Subcontractor staff  and volunteers 

must have a CDCR security clearance before entering the facility. 

 

f. The Contractor shall have written personnel procedures which provide for an 

employee grievance and appeal process. 

 

2) Duty Statements – The Contractor shall be required to break down the total work 

required for each and every authorized facility position into respective percentages 

according to the actual duties required.  The Contractor shall either incorporate the 

percentage breakdowns and respective duties required into the applicable “Post Order” 

(posted positions) or “Job Description” (non-posted positions) required by the position, 

or prepare a separate Duty Statement. 

 

3) Post Orders – Post orders shall be provided for each authorized security/custody post in 

the MCCF that details specific duties, breakdown of duties by percentages (if no duty 

statement), tasks to be accomplished, area(s) of responsibility, timeline of duties, and 

other special post requirements.  The Contractor shall ensure that security/custody 

personnel read, understand, and sign post order(s) pursuant to DOM Section 51040.6.1. 

 

4) Post Assignment Schedule (PAS)/Minimum Required Staffing (MRS): 

 

a. Post Assignment Schedule (PAS) 

CDCR shall determine with the Contractor’s input the minimum on-site required 

staffing needed to carry out the custodial, medical, food service and 

academic/vocational education operations of the facility, for each watch (hours 

must be specified by the Contractor), during a 24-hour period, 365 days a year (366 
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for a leap year).  CDCR shall determine with the Contractor’s input the required 

custodial, medical and food service staffing using the CDCR’s Post Assignment 

Schedule (PAS) format.  The Contractor shall be required to complete, calculate and 

submit a PAS using the instructions contained herein, consisting of a Detail, 

Summary, and Master Roster (format only) for all PAS staffing.  The Contractor must 

provide to CBU  a Master Roster monthly; however, the names of the actual staff 

assigned to the posted positions established must be inserted and maintained by 

the Contractor on an ongoing basis as the staff are hired, trained and assigned. 

Information regarding any vacancy must be submitted to CBU by attaching FMH, 

Appendix A, Schedule 1.3 – Vacant Post or Position Deduction Report to the 

monthly invoice.  Invoices submitted without FMH, Appendix A, Schedule 1.3 will be 

considered incomplete and may not be processed for payment until complete.  

 

In determining the minimum required PAS staffing, CDCR with the Contractor’s 

input will take into consideration the facility/site design, physical plant components, 

program operations and use of CCTVs in order to ensure the safety of the public, 

staff, and inmates; prevention of escapes; and security of the facility.  The PAS must 

identify all Permanent Full-Time (PFT) staff required by the Contractor.  The PAS 

must also identify and include all required staff relief necessary to perform the 

custodial, medical and food service duties and responsibilities. 

 

The total number of PAS staff positions (according to classifications, titles and total 

numbers) must reconcile with the Minimum Required Staffing as defined 

hereinafter. 

 

b. Minimum Required Staffing (MRS) 

The MRS shall consist of all on-site administrative, support, and PAS positions (e.g., 

security/custody, medical and food services) deemed necessary pursuant to the 

Agreement (subcontractor and volunteer staff are not to be included). 

 

The Contractor shall determine and identify the post relief factors required for the 

minimum on-site required staffing needed to carry out all operations of the facility 

on a 24-hours seven (7) days a week basis.  The Contractor shall be required to 

identify the relief staffing using the MRS and identify relief positions in the MRS.  

Any additional staff hired beyond the level specified in the MRS requires approval 

from the Chief of CBU.  However any and all additional staff will be included in the 

per diem rate as shown in Exhibit B-2-B-8, Contract Allotment Sheet. 

 

The Contractor shall require all posted positions personnel (including subcontracted 

staff, e.g., medical, food services) to sign in on a daily sign-in sheet as identified on 

Attachment 17 , Posted Positions Daily Sign-in Sheet.  Attachment 17 for the month 

shall be sent to the Chief of CBU by the fifth day of the following month. 
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The Contractor shall be required to maintain all staffing levels consistent with the 

PAS and MRS as approved by CDCR.  The Contractor shall provide a written request 

to the Chief of CBU through the assigned CDCR Facility Captain of any anticipated or 

known variance between the CDCR approved MRS/PAS and actual staffing levels 

being utilized.  All MRS/PAS staffing changes must be submitted to CBU for 

approval/disapproval via a “Change in Established Positions” located in the FMH.  

Contractor shall submit a monthly Employee Status Report (ESR), Attachment 13, to 

the Chief of CBU by the fifth of each month identifying all existing, new, or 

terminated staff. 

 

CDCR may assess vacant position deduction if the Contractor fails to maintain 

minimum staffing for posted and medical non-posted positions identified in the 

MRS per the Agreement.  The Contractor may use contract staff and overtime to 

fulfill its posted and medical non-posted staffing requirements.  The Contractor shall 

exercise due diligence in filling staffing vacancies and, to the fullest extent possible, 

the duties of the vacant posted and medical non-posted positions shall be 

performed through the use of overtime or contract staff.  In the event that the 

duties of the vacant posted and medical non-posted positions are being performed 

through the use of overtime or contract staff, the Contractor shall not be deemed in 

breach of this contract and shall not be subject to an assessment of vacant position 

deduction.  For each shift that a posted or medical non-posted position is not 

covered by another Contractor staff or overtime, CDCR may assess damages in an 

amount equal to the daily rate (salary and benefits) per post or position per day 

while the deficiency continues. 

 

Contractors shall have 45 days to fill a vacant post or position per the Agreement.  A 

vacant post or position shall not be deemed vacant in the event that the Contractor 

is using contract staff or overtime to fulfill the duties of the post or position for the 

first 45 days.  Beginning on the 46th calendar day that the post or position remains 

vacant, the Contractor shall track the date position is vacated, the days, the work 

hours and salaries and benefits of each vacancy and make appropriate deductions 

from the next monthly invoice using the form in FMH, Appendix A, Schedule 1.3.  

CDCR may assess vacant position deduction in an amount equal to the daily rate 

(salary and benefits) for such post or position per day while it remains vacant.  

Contractor shall not circumvent the imposition of vacant position deduction by 

multiple short-term or rotation of staff assignments in a post or position. 

 

The Contractor shall not be liable for vacant position deduction for a failure that 

results from the occurrence beyond its control.  Assessment of vacant position 

deduction shall not preclude CDCR from terminating this Contract for breach as 

provided herein.  Withholding of payment as vacant position deduction shall not 

relieve the Contractor of any of its obligations under the Contract. 
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5) In-Service Training – The Contractor, in conjunction with CDCR, shall develop and 

implement training programs for all staff which shall clearly define the knowledge and 

skills necessary for the effective management of inmates and the supervision of their 

activities specific to a MCCF.  The Contractor shall maintain records of individual staff 

training files that document compliance with training requirements. 

 

Basic and annual training for the Contractor employees must be in compliance with the 

following CDCR and CSA standards and requirements: 

 

a. CSA requires 176 hours of Correctional Officer Related Education (CORE) training 

within the first year of hire for all security staff having contact with  inmates more 

than 50% of their workday.  CSA requires an additional 80 hours each for staff 

designated as Supervisory or Management and shall be completed within the first 

year following appointment.  Distinctions between classifications shall be consistent 

with job functions. 

 

b. All Contractor staff, within one year of hiring date, must attend a CSA, Standards 

and Training for Corrections (STC) certified CDCR new employee orientation course 

(32 hours) given by approved CDCR CBU staff.  This training shall include, but is not 

limited to, inmate staff relations, Prison Rape Elimination Act (PREA), Inmate 

Appeals, Inmate Classification Process, Inmate Work Training Incentive 

Program/Inmate Supervision, Disciplinary Reports (CDCR RVR 115), Use of Force, 

Count and Escape Prevention, Inmate Property/Contraband, Key and Tool 

Awareness, Mental Health and Suicide Prevention,  Crime Scene Prevention, 

Searches (cell, body and area), Drug Identification, Prison Gangs/Disruptive Groups.   

 

c. CDCR requires all MCCF contract employees having one-year continuous experience 

to complete 40 hours of annual training of which 24 hours must be CSA certified. 

 

6) Job Action Contingency Plan – The Contractor shall have and maintain a written job 

action contingency plan, to be implemented in the event of employee work stoppage or 

other job actions which may disrupt the MCCF's daily operation (i.e., strikes, sick outs, 

sit ins, etc.).  All managerial and supervisory staff of the MCCF shall be familiar with the 

contents of this plan.  Copies of this plan shall not be made available to non-supervisory 

employees or to inmates.  The Contractor shall comply with this restriction.  Copies of 

this plan shall be submitted to the Chief of CBU, via the assigned CDCR Facility Captain.  

This plan shall be kept in a secured location that is inaccessible to non-supervisory 

employees, inmates or unauthorized persons. 

 

7) Volunteers/Subcontractors – The Contractor will administer the application, screening, 

security clearance, assignment, supervision and performance of volunteers including 

student interns, tutors, visiting clergy, and members of special interest groups such as 
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Alcoholics Anonymous/Narcotics Anonymous.  Volunteers and/or subcontractors are 

required to obtain a gate clearance from CBU.  Volunteers and subcontractors must 

receive initial and annual CDCR orientation training. 

 

3. 24-Hour Supervision of Inmates 

The Contractor shall provide direct, constant, undistracted and professional staff supervision of 

inmates on a 24-hours seven (7) days a week by trained, physically fit (pursuant to CSA 

standards) and mentally alert correctional employees.  Indirect supervision of inmates by 

correctional employees via closed circuit television cameras/monitors shall be considered 

supplemental enhancement to direct supervision of inmates.  The Contractor shall take into 

consideration their facility design, physical plant structures, security requirements and program 

operations in determining the appropriate use and deployment of direct and indirect 

supervision.  The Contractor’s routine supervision of inmates and urgent response to quell, 

control and resolve inmate generated disturbances, incidents and/or other crisis situations shall 

be in a manner consistent with all applicable laws and the policies/procedures of CDCR. 

4. Daily Movement Sheet (DMS) 

Utilizing the Daily Movement Sheet, Attachment 10, the Contractor shall accurately prepare, 

maintain, process and distribute the inmate DMS on a daily basis.  The DMS shall identify all 

official inmate movement that includes, but is not limited to: arrivals; departures; temporary 

releases; out-to-courts; changes in housing and work assignments (previous and current); 

custody classification; release destination (i.e., parole location, hold [agency], institution) 

approved pass list; inmate name; CDCR number; ethnicity and any corrections to a previously 

submitted DMS.  The DMS shall be dated, sequentially numbered and have an “effective date” 

column (official date of the specific action.)  The DMS must be completed prior to 0400 hours of 

the respective day, reviewed/signed by the Watch Commander or designee) for accuracy, 

copied and distributed to all facility CDCR staff, the CBU Case Records Office, CBU Headquarters 

and any other staff/work areas deemed necessary by the Contractor/CDCR. (See Attachment 10 

for required format). 

5. 24-Hour Central Control Operations 

The Contractor shall provide an equipped, staffed and managed central control that is fully 

operational 24 hours a day seven (7) days a week, and monitor/track inmate count/movement, 

staff, and visitors.  The Contractor shall establish policies/procedures governing staff 

responsibility, access and integrity of central control.  In order to maintain the highest level of 

security, operation and integrity of central control, the Contractor shall not compromise central 

control operations by assigning staff unrelated duties or tasks. 

6. Security Control of Computers 

Security control of the MCCF's computers to prevent inmate access to sensitive and restricted 

information shall be consistent with DOM Section 49020.1 (Inmate access and use shall be in 
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accordance specifically with DOM Sections 49020.18.3 - 49020.18.7.)  In no case shall an inmate 

have access to any Internet, Intranet, or Web site, e-mail, Wide Area Network or other similar 

system.  Any computer not intended for inmate use must be identified by a clear display of large 

red letters that reads, “Restricted from inmate access”.  Restricted computer/workstation must 

be located and enclosed in a physically secured and lockable area expressly dedicated for its 

purpose.  Inmates will at no time have access to any restricted computer equipment. 

 

7. Daily Facility Activity Logs 

The Contractor shall incorporate the daily use of a MCCF daily activity log to chronologically 

record the significant routine and out of the ordinary events, activities and incidents that 

occurred at the facility during each of the respective watches.  Significant routine activities 

include, but are not limited to, start/end time of watches; inmate starting/ending counts; counts 

start/clear times; security checks; system or equipment tests; inmate arrivals/departures; and 

distinguished visitors.  The Daily Facility Activity Log will be available for review at any time by 

CBU staff. 

 

8. Inmate Counts 

A physical inmate count (positive) shall be conducted at least four times during each calendar 

day consistent with CCR, Title 15, Section 3274 and DOM Section 52020.  At least one count shall 

be a negative count that properly accounts for all assigned and unassigned inmate beds.  At no 

time shall an inmate have possession or control of actual count documents or materials.  The 

Contractor shall immediately report any irreconcilable count discrepancy(s) and/or need for an 

emergency count to the senior on-site CDCR staff (during business hours) and/or CBU AOD 

(during non-business hours). 

9. Perimeter Security 

Perimeter security checks must, at a minimum, be performed daily at the beginning of and once 

during each watch.  Perimeter checks conducted during each watch must be on a varied and 

random basis so as to avoid predictability.  Perimeter checks must provide a physical means of 

ensuring that the integrity and security of the perimeter features are in full compliance and have 

not been otherwise compromised.  At a minimum, perimeter checks must include staff patrol 

and direct visual inspection of, but not limited to, all outer perimeter fences; fence ties; fence 

foundations; gates; locking mechanisms; surveillance equipment; and lighting (when applicable).  

The date, start/end time, area checked, results and the name of the staff person who conducted 

the security check shall be recorded on a Facility Daily Activity Log. 

 

Warning signs shall be conspicuously posted at all vehicle sally ports, pedestrian entries, and 

entrances to all public and business roadways onto the facility grounds that, at a minimum, 

display the following information in English and Spanish: (a) name of facility; (b) that it is a 

facility of CDCR; (c) identify items that cannot be brought onto grounds [Sample generic 

language is: “It is a crime to bring onto facility grounds alcohol, drugs, weapons, explosives, tear 
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gas or tear gas/weapons.  Cameras, video records or tape records are not permitted except with 

prior approval.  By entering these grounds, you consent to the search of your person, property 

and vehicle.”]; (d) that entrance on the property constitutes consent to be searched; and (e) that 

a “no hostage policy” is enforced.  (Roadway/sally port entrance signs/lettering shall be of 

sufficient size to be read by motorists [but no less than 1-3/4 inch letters in height]; smaller 

signs may be posted at other facility entrances.) 

10. Inmate Classification 

Classification of each inmate shall be done no later than 14 calendar days after arrival at the 

MCCF to assess their security risks and program needs.  The classification process shall take into 

consideration the inmate’s need, interests and desires in keeping with the facility’s program; the 

inmate’s behavior, performance and classification score; and the effect on the inmate, other 

inmates, staff, security of the facility and public safety. 

 

The general purpose of classification is to consider the case factors and needs of each inmate 

and impose the least restrictive security/supervision measures necessary consistent with their 

classification, custody level, and program status. 

 

Each inmate shall be individually classified and assigned a specific schedule of activities in the 

MCCF. Classification determinations may require establishing and/or changing inmate 

restrictions and level of supervision for control purposes to ensure the security of the facility 

and safety of all persons. 

11. Due Process and Progressive Discipline 

Due process and progressive discipline of inmates will be appropriately applied, reported and 

documented in compliance with DOM Section 52080 and CCR, Title 15, Subchapter 4, Article 5. 

Inmate discipline shall be administered to maintain control and to promote positive change in 

attitude and behavior.  The Contractor shall develop an inmate disciplinary operations plan 

which meets the requirements of CDCR’s policy, due process, and specified time limits.  

Contractor staff shall initiate and participate in informal and formal disciplinary actions within 

the context of progressive disciplinary practices. 

 

The Contractor staff will be the first level of review regarding informal action.  The Contractor 

staff shall have the responsibility of documenting negative behavior and writing the initial 

charges in accordance with CDCR’s policy and regulations.  CDCR staff shall classify disciplinary 

action as administrative or serious.  CDCR staff has the final authority in all formal disciplinary 

actions. 

12. Security Control of Entries and Exits (through a sally port) 

The Contractor is responsible for the management and control of all vehicle and pedestrian 

entries into and exiting from MCCF security areas.  At a minimum, the Contractor shall establish 

policy/procedure to identify, record/log, and search visitors and vehicle traffic entering the 
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facility via vehicle the sally port.  These records/logs must, at a minimum, indicate the name, 

title, purpose of visit, date, vehicle identification and time of entrance/exit and be available for 

review by the CDCR Facility Captain, the Chief of CBU or designee. 

13. No Hostage Policy  

The Contractor shall establish a written "no hostage" policy and develop procedures for 

implementation.  The Contractor shall include the “no hostage policy” in 

staff/volunteer/subcontractor training.  Additionally, a written and legible notice in English and 

Spanish must be conspicuously posted at all entrances to the MCCF.  (Sample language is: "This 

CDCR facility has a no hostage policy.  Hostages will not be recognized for bargaining purposes.")  

Signs/lettering shall be of sufficient size to be easily read by passing persons.  All inmates, 

visitors and staff must be informed of this regulation.  

14. Inmate Receiving/Release 

The Contractor will provide a structured and controlled receiving and release policy and 

procedures for inmates temporarily or permanently transferring to or from the MCCF.  At a 

minimum, this shall include: security; staffing and operational procedures; processing of inmate, 

property and documents; interview/screening of inmates (i.e., housing, medical, enemies, gang 

affiliation, etc.); and use of restraint equipment. 

15. Inmate Orientation  

Inmates on orientation status should be restricted from free movement/participation in facility 

programs or activities.  Orientation inmates should not be permitted to mix or have contact with 

the general population.  Contractor staff should provide escort for each orientation inmate 

required to receive or participate in any facility service, program or activity.  Orientation inmates 

may be dressed in separate clothing (i.e., colored jumpsuit) to readily distinguish them from 

other facility inmates.  Supervision shall be direct and constant.  Orientation inmates may not be 

released to general population until the Contractor has provided a structured orientation of 

facility programs and activities to each inmate.  As soon as possible after arrival, inmates must 

also be issued picture identification cards, bed assignments, proper inmate clothing and linen. 

16. Contraband Searches  

Documented searches of the MCCF and inmates for contraband must be conducted on a daily 

basis year-round.  Searches should be planned and based on security and/or operational 

necessity (i.e., visiting, Off Reservation Work Detail ORWD assignments, transports, escorts) or 

there is reasonable cause (i.e., contraband, under the influence symptoms, confidential 

information, investigation, etc.). The Contractor shall ensure an unclothed body search on all 

inmates is conducted when returning from work assignments or other exposure outside the 

outer facility perimeter. The Contractor shall make every effort to coordinate with CDCR the 

planned search of inmates; and/or housing units; visitors; other persons; personal belongings; 

vehicles; and other areas of the facility. 
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17. Evidence Area/Room 

Evidence is any tangible item that is being preserved for the eventuality that it may be used to 

furnish proof to a discretionary/fact finding body.  The Contractor shall process, handle, store, 

transport, as well as ensure the integrity and security standards associated with the evidence 

area/enclosure.  Additionally, the Contractor shall coordinate the collection, processing and 

storage of contraband/evidence with on-site CDCR staff.  The Contractor shall also cooperate 

with CDCR and other law enforcement agencies in any subsequent criminal referral action or 

process (for prosecution) against any inmate/visitor or related matter.  (CDCR shall be 

responsible for ensuring that a written Agreement has been established between the facility 

Contractor and the local District Attorney’s Office that identifies prosecutable offenses and the 

processes required to be undertaken consistent with PC Sections 4700.1 - 4704 and 4750 - 

4755.).  If the processing and/or storing of evidence require special accommodations such as 

refrigeration (i.e., fluids), airing capability (i.e., blood stained articles), storing of explosive 

material (i.e., chemicals, bullets), separate storage capability (i.e., cross contamination) or other 

specific safety, security or evidentiary requirement the Contractor shall make allowances for 

these cases. 

 

18. Employee Safety/Security Equipment 

 

Contract Staff - Provide or otherwise make available to Contractor security personnel, through 

Central Control or other secure area, necessary safety/security equipment (i.e., whistle, 

handcuffs and handcuff case).  Personal alarms for employees must be issued and, at a 

minimum, consist of a whistle.  The Contractor shall provide a plan/procedure for the control, 

accountability and replacement of all security equipment to the Chief of CBU. 

 

Additionally, security staff assigned to the following areas/activities shall be issued (at a 

minimum) a hand-held communication radio: mobile assignments; Search and Escort; ORWD 

Crew; transportation; yards; patrols; visiting; Receiving and Release (R&R); Watch Office; 

Receptionist (if any); Food Service; Medical and any remote or physically isolated post.  The 

following areas/activities must have immediate and direct access to a base communication 

station: Central Control; Housing Control Units; and any other area deemed necessary by the 

Contractor and CDCR.  The Contractor should also maintain a sufficient number of additional 

radios for replacement purposes; irregular and emergency need; and/or other routine functions 

as deemed necessary. 

CDCR Staff - The Contractor will be required to provide to each CDCR staff on duty the following: 

a hand-held radio (and case); facility keys (as deemed necessary by CDCR); metal key tags (or 

similar device) to check-out equipment; and any other security related equipment deemed 

necessary by CDCR.  The Contractor shall additionally provide to CDCR staff any required training 

on the proper use/operation of security related equipment.  The Contractor must provide 
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adequate personal protective equipment for immediate distribution and application by all staff, 

consistent with CDCR and CAL OSHA requirements.  

19. Emergency Operations Control Plan 

In accordance with CDCR policy, DOM Section 55010 (restricted volume) provide a written 

Emergency Operations Control Plan(s), in concert with CDCR’s on-site staff, and Emergency 

Operations Unit, that will be implemented in the event of emergencies, disturbances, and 

natural disasters which may significantly disrupt routine facility operations or programs.  All 

Emergency Operations Control Plan(s) and security procedures shall be deemed “restricted 

information” and must be securely maintained, controlled, and inaccessible to inmates and 

unauthorized persons consistent with CDCR policy.  The Contractor shall ensure that each 

employee is trained to be familiar with established emergency plans and procedures. 

 

The Contractor shall ensure that all facility emergency operation plans, equipment and 

operational activities are in accordance and compliance with CDCR’s Restricted DOM 

requirements.  Additionally, all emergency operational plans shall be reviewed and approved by 

the Chief of CBU prior to implementation.  Any exception must have the written 

authorization/approval of the Chief of CBU.  

The Contractor shall conspicuously post a “No Warning Shot” notice (in English and Spanish) in 

all internal and external inmate structures of the facility where lethal weaponry may likely be 

used.   

 

The Contractor shall coordinate with CDCR’s Office of Communications (via Chief of CBU and/or 

the CDCR AOD) the content and release of any information to the media or general public 

concerning any public interest case/matter or emergency situation.  During non-business hours, 

the CBU AOD shall be contacted who in turn will either serve as or designate a liaison to CDCR’s 

Office of Communications. 

 

The Contractor shall provide Inmate Escape Prevention and Procedures to ensure the 

prevention of inmate escapes and the immediate implementation of escape procedures as 

circumstances dictate and in accordance with CDCR policy. 

20. Written Mutual Aid Agreements 

The Contractor must have CDCR approved Written Mutual Aid Agreements with local and State 

law enforcement (pursuant to CCR, Title 15 Section 3302 and PC Sections 5004 and 5004.5) and 

related criminal justice agencies for assistance in emergency situations at the facility.  These 

Agreements must, at a minimum, identify the procedures for initiating the Agreements and the 

cooperative emergency measures to be taken to prepare for or respond to emergency 

situations.  (Employee job action procedures must be identified as a separate plan.)  

Development of these Agreements will be the dual responsibility of the Contractor and CDCR.  

Mutual aid Agreements must not jeopardize the facility or violate minimum safety standards.  

All Agreements must, at a minimum, be approved by CBU (in concert with CDCR’s Emergency 
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Operations Unit and Office of Business Services) prior to activation and revised/updated on an 

annual basis thereafter.  The Chief of CBU or authorized designee shall be the designated CDCR 

approval authority required for all mutual aid Agreements.  A copy of the current signed Mutual 

Aid Agreements must be submitted to the Chief of CBU. 

 

CDCR may seek reimbursement from the Contractor for actual costs of all or part of any mutual 

aid services rendered as a result of Contractor negligence, error or failure to perform. 

 

Memorandum of Understanding(s) may be developed pending formal contract agreement. 

21. Testing of Emergency Lighting Power/Systems 

Complete and documented testing of the MCCF's emergency lighting and electrical power 

system which turns on automatically and instantly with the loss of electrical power must be 

conducted monthly.  The Contractor must identify any and all deficiencies or failures and 

provide CDCR on-site staff with a written corrective action plan for immediate resolution.  This 

may include the need for imposing interim restrictions or limitations on facility/inmate 

programs or activities.  Documentation of the monthly testing will be provided to the on-site 

CDCR Facility Captain or Chief of CBU by the 5th calendar day of the following month.  

22. Community Service Work Projects  

The Contractor may solicit community service projects for inmate participation.  Examples of 

projects may consist of the following: roadside cleanup, county hospital grounds work, parks 

and recreation area maintenance, washing public agency vehicles, maintenance, graffiti 

removal, general repairs, refurbishing, and/or grounds work at public works sites.  The 

Contractor shall provide assignments and supervision of inmates on community service work 

projects in conjunction with CDCR.  Inmates placed in a community service work assignment 

must be screened and approved in advance by the CDCR Facility Captain or designee based on 

CDCR inmate eligibility screening criteria.  Based on the screening, only a limited number of 

lower level custody inmates may be available for community service work projects. 

 

CDCR and Public Service Agencies may enter into Agreements to provide specific community 

service work projects.  Such community service work projects will be mutually coordinated with 

the Contractor, and shall require the prior approval of the Chief of CBU via the assigned CDCR 

Facility Captain.  The Agreement shall take into account and address the following: public safety, 

safety of staff/inmates when performing public service assignments, training, equipment, tools, 

transportation, hours/days of service, remuneration, duration of agreement, and other 

pertinent terms and conditions.  A copy of the signed Agreement shall be submitted to the Chief 

of CBU.  If a third party is the beneficiary of the off-reservation work assignments (ORWA) crew 

labor, the said third party may be required to reimburse the MCCF for the value of the MCCF 

custody staff’s salary and benefits. 
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Properly trained staff shall supervise the inmates when performing community service tasks.  

The level of security during community service projects shall be of a level to protect the 

community, staff, and inmates.  The Contractor shall provide the work crew supervisor a mobile 

telephone, or two-way radio to maintain contact with local law enforcement and the MCCF. 

23. Transportation of Inmates 

The Contractor shall provide written policies and procedures on the safe and secure transport of 

inmates for all facility programs (i.e., outside work crews, etc.) and for any potential emergency 

transports.  Contractor shall include in the policies and procedures a method to include at least 

one Male staff when transporting inmates.  (CDCR will provide regularly scheduled 

transportation for medical, disciplinary and inmate transfers.)  Medical emergency (i.e., life 

threatening) transportation shall be provided by contracted ambulance service.  The Contractor 

shall include contingency provisions for: (a) activation of emergency transport procedures; (b) 

available security escort staff; (c) staff training requirements; (d) available resources 

(equipment, vehicles); and (e) any known restrictions/limitations of the inmate, and any other 

similar factors. 

24. Use of Force  

The Contractor shall provide written policies and procedures for all Contractor staff on the 

CDCR’s policy governing the use of force, use of restraints and in the preparation of use of force 

reports.  Employees who supervise inmates must be trained (CSA Certified) in physical controls, 

recognition and handling of inmate emotional disturbances and use of restraint equipment.  

Employees will only use the force that an objective, trained and competent correctional 

employee faced with similar facts and circumstances, would consider necessary and reasonable 

to subdue an attacker, overcome resistance, effect custody, or gain compliance with a lawful 

order.  The Contractor must incorporate CDCR’s  Use of Force policy to accomplish the custodial 

and correctional functions with minimal reliance on the use of force (refer to CCR, Title 15, 

Section 3268-3268.3). 

25. Crime/Incident Reports  

The CDCR Crime/Incident Reports (Attachment 12) represent the first formal written notification 

that an incident of significance, importance or interest to CDCR has occurred at the facility.  The 

Contractor shall prepare and distribute CDCR 837s in compliance with DOM Section 51030, CCR, 

Title 15, Section 3382 and CDCR policy.  For each reportable incident, the Contractor shall be 

required to thoroughly address and include all relevant factors associated with the incident; 

assign a CDCR 837 log number; and submit the completed CDCR 837 within prescribed 

timeframes to CDCR for review, approval and/or other action.  CDCR reserves the right to 

periodically modify, revise and/or amend the criteria that constitutes reportable incidents and 

the Contractor shall fully comply with effected changes upon receipt of written notification from 

CDCR without amending the Agreement.  Examples of reportable incidents include, but are not 

limited to, those identified in DOM Section 51030.3. All CDCR Crime reports taken by the 

Contractor at the Contractor’s facility shall be cross-reported to the Taft Police Department a 
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Crime Report number as assigned by the Contractor’s police department will be generated.  A 

copy of such crime report shall be maintained by the Contractor’s police department in 

accordance with State/Federal retention period requirements. 

Significant security concerns and reportable incidents that become known to the Contractor 

during normal business hours shall be reported immediately, or as soon as practical, to the on-

site CDCR Facility Captain.  During non-business hours, the Contractor shall be required to 

contact the assigned CBU AOD (see Attachment 12 – Crime/Incident Report). 

26. Release Funds  

In accordance with PC Section 2713.1 and CCR, Title 15 Section 3075.2, inmates are entitled to 

funds to assist them with necessary expenses upon their release from prison. The Contractor 

shall develop a procedure (consistent with current acceptable accounting practices) that can 

provide a paroling inmate with release funds (for the total amount authorized by CDCR) and if 

necessary, provide transportation to local public transportation sources/locations upon release. 

The Contractor will release up to $200 cash to a paroling inmate upon release from the facility.   

 

CDCR staff will initiate the Release Statement (form CDCR-102) which must be approved/signed 

by the appropriate CDCR Facility Captain (or designee) and paroling and/or discharging 

inmate(s). 

 

The Contractor will request reimbursement for inmate release pay for the prior month (in 

arrears), using the Monthly Inmate Release Fund Invoice.  Invoices must include a copy of the 

signed Release Statement. 

 

CDCR – Contract Beds Unit 

Regional Accounting Office – Bakersfield 

Attn: Accounts Payable 

P O Box 12050 

Bakersfield, CA 93389 

 

The Contractor shall require each inmate to supply all or a portion of their release clothing. It 

shall be the Contractor's responsibility to ensure the inmate has secured inmate clothing from 

family, friends, or other sources such as donations. 

27. Initial and Annual Fire Safety Inspections  

The MCCF must be approved for occupancy by the Office of the State Fire Marshal (OSFM) 

pursuant to Health & Safety Code.  Thereafter, the MCCF must pass annual fire safety 

inspections conducted by the OSFM (or their designee) and adhere to the following CDCR 

standards: 
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A. Appropriately placed and secured (i.e., keyed box) fire extinguishers, fire alarm pull 

switches, and thermostat controls throughout the MCCF and documented monthly safety 

inspections completed by staff. 

 

B. Post clear, concise and site specific emergency evacuation floor plans throughout the MCCF 

in tamper-proof frames.  

 

C. Conduct quarterly fire drills under varied conditions and at various times of day.  Document 

quarterly fire drills in accordance with CDCR policy and in adherence to a MCCF evacuation 

plan reviewed and approved by the local fire department or OSFM.  Documentation of these 

drills shall be kept on file and shall be available for review by the CDCR Facility Captain or 

Chief of CBU upon request.  The Contractor shall properly supervise and secure inmates 

during fire emergency drills. 

 

D. Place smoke detectors throughout the MCCF pursuant to State Fire Marshall’s regulations to 

include such key areas as administration, kitchen, central control, laundry, inmate housing, 

classrooms, and medical room and maintenance shops.  These devices shall be maintained 

and tested in accordance with the manufacturer’s requirements.  The Contractor shall allow 

emergency access to all facility areas at any time.  Documentation of these tests shall be 

kept on file and available for CDCR review upon request. 

 

The Contractor shall be required to provide the on-site CDCR Facility Captain or Chief of CBU 

with a copy of all conducted/completed safety inspections.  The Contractor shall also include 

any action plan required to mitigate identified deficiencies or failures.  The Contractor shall 

provide a copy of the final clearance to the Chief of CBU. 

28. Inmate Telephones 

The Contractor will cooperate with the State and the State’s telecom services provider with 

regard to the provisioning of the inmate payphone services. 

 

A. Inmate/Ward Telephone System: 

The State will provide collect call telephone service for the facility’s inmates through the 

California Department of General Service’s statewide Inmate Ward Telephone Services 

(IWTS) Agreement.  The IWTS telephones are for use by inmates to originate authorized 

non-confidential personal calls (outgoing collect calls only) in accordance with DOM Section 

52060 and CCR, Title 15, Section 3282.  The IWTS provider will install, service and maintain 

the inmate telephone system.  The MCCF Contractor shall initiate calls to the IWTS provider 

for IWTS maintenance and/or repair needs.  The Contractor shall provide the IWTS 

telephone Contractor reasonable access to install and maintain the IWTS. 

 

B. Monitoring and Recording Equipment: 
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The IWTS provider will have monitoring and recording capabilities via an off-site master 

system.  The IWTS provider will be responsible for the installation and maintenance of the 

on-site monitoring work station.  The Contractor shall ensure the monitoring work station is 

installed in a secured location that is not accessible to inmates or unauthorized persons.  

The monitoring work station must be controlled by the Contractor and utilized by 

designated Contractor staff to monitor/review inmate telephone conversations.   

 

The information retrieved from the IWTS monitoring/recording system shall be used for the 

safety and security of the facility, all persons, and the public in accordance with DOM, Penal 

Code and CCR, Title 15. 

C. Monitoring and Recording Notice: 

The following notice shall be posted (in English and Spanish) by the Contractor at each 

inmate telephone: 

 

“All numbers dialed and conversations on this telephone may be recorded and may be 

monitored without any further notice.  By using this telephone, you agree to notify the 

person called that their conversation and telephone number may be monitored and 

recorded.” 

29. Health & Safety Inspections 

The Contractor shall comply with all local and jurisdictional health and safety requirements 

associated with the maintenance and operation of the facility.   

 

The Contractor shall comply with the requirements of the California Department of Public 

Health (DPH) relative to the operation of the facility.  The Contractor shall permit the DPH to 

survey the facility and conduct an Environmental Health Survey (EHS) of the facility.  The 

Contractor shall assist and participate with CDCR and DPH in facilitating the completion of the 

EHS.  The Contractor shall be required to adhere to DPH/EHS findings and correct any 

deficiencies via a Corrective Action Plan to the Chief of CBU. 

 

The Contractor and its employees shall provide for a safe and healthful working environment for 

staff and inmates consistent with applicable health and safety requirements and provisions of 

the CAL/OSHA program. 

 

The Contractor responsibilities shall include, but are not limited to: 

 

A. compliance with occupational safety and health standards, rules, regulations and orders; 

B. provide employees and inmates with general training in safe work practices and hazards 

unique to the job assignment; 

C. maintenance and availability of Material Safety Data Sheets (MSDS); 
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D. posting of health and safety citations and CAL/OSHA required posters/documents; 

E. proper monitoring and measuring for possible exposure to hazards; 

F. ensure proper notifications and corrective actions are taken; 

G. prepare/maintain required records and reports; 

H. provide for effective injury and illness prevention program and training; 

I. allow CDCR access to Contractor’s log of occupational injuries and illnesses; 

J. provide workers (including inmates) with information and training on substances in the “List 

of Hazardous Substances” or covered by the hazard communication standard – Sections 339 

and 5194, Title 8, CCR; and 

K. provide safety devices, clothing, equipment and safety guards and ensure are proper use. 

30. Offender Account Deductions (Restitution) Collection and Accounting 

The Contractor shall be responsible for collecting restitution from the wages and account 

deposits of inmates who owe restitution, pursuant to PC section 2085.5, as further detailed in 

the California Code of Regulations, Title 15, section 3097. 

 

The current restitution amount deducted is 50%, plus an administrative fee of 10% of the 

restitution deduction, for a maximum deduction of 55% of the inmate’s wages and deposits, 

taking into consideration CCR, Title 15, subsection 3097(j) exemptions from the above 

deductions. 

 

A Direct Restitution payment from outside the facility received as a “Restitution Only” payment 

will be applied 100% to the Victim’s Direct Order &/or Fine waiving the Admin Fee.  An inmate’s 

request for a Voluntary payment from his Trust Account shall have the Admin Fee waived.  

Contractor shall accept checks from CDCR to apply to inmate’s Restitution Victim Direct Order, 

Fine &/or Trust Account as instructed by CDCR Inmate Account Branch (IAB) staff. 

 

By entering into this Agreement, the Contractor acknowledges that the Contractor is responsible 

for satisfying CDCR’s restitution obligations under such regulations as they currently exist and as 

they may be amended in the future.  The Contractor shall dedicate a one-half time (.5 FTE) staff 

position and a computer with programming sufficient to perform all of the requirements 

specified for restitution account, collection and submission.  The cost for the staff position, 

computer and software shall be covered by the Per Diem Rate. 

 

CDCR shall provide the Contractor the Inmate First & Last names, Inmate CDCR Numbers, 

Restitution Victim Direct Order & Restitution Fine Numbers, individual court assigned debt 

amount for each case assigned and individual balances of each inmate restitution debt.  The 

Contractor shall collect restitution debts beginning with the oldest dated Victim Direct Order 

first and resume collections until all Victim Direct Orders are paid in full as expressed in AB1505 

(January 1, 2007).  After all Victim Direct Orders have been satisfied, the Contractor shall begin 

collection on the oldest Restitution Fine first and resume collection until all Restitution Fines are 

satisfied. The Contractor shall have a means set in the computer for update purposes for 
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collections that CDCR collects & informs the Contractor to update the inmate’s balance owing.  

This transaction will not be a monetary exchange. 

 

The Contractor shall hold such funds in trust for CDCR for the purposes set forth in said statute 

and regulations, and shall not commingle such funds with the Contractor’s own funds or with 

any other funds.  The Contractor shall submit one check to CDCR for restitution collections and 

administrative fees for the prior month attached to an itemized statement reflecting individual 

collection amounts.  Note- Victim Direct Orders & Fines may have the same case number but 

must be accounted for separately. 

 

The Contractor shall at all times keep an accurate and up-to-date accounting of all such funds 

and restitution information, and shall remit fund collections and associated inmate case 

information to CDCR as directed.   

 

By the 10th of each month following collections, the Contractor shall forward the amount of 

restitution and administrative fees to:  

CDCR - Inmate Account Branch Headquarters 

Attn: Restitution Collections, 

P O Box 276088, 

Sacramento CA  95827 

 

The remittance shall include an itemized statement which includes the CDCR Number, Inmate 

First & Last names, designated Victim Direct Order(s) or Fine case number(s), individual 

collection date(s), individual restitution collection amount(s), and balance still owing shown by 

the Contractor.  In addition, the Contractor shall provide an accounting of all such funds to CDCR 

at any time upon request. The Contractor will send a copy of the itemized statement by 

electronic mail to CDCR’s designated group of recipients’ and the Contractor will furnish an 

Accounting/Restitution Contact person. 

 

CDCR Inmate Accounting Branch Contacts: 

Inmate Restitution: 

Christyne Mills (916) 255- 1028  Christyne.Mills@cdcr.ca.gov 

Trishelle Woodfork (916) 255-1020 Trishelle.Woodfork@cdcr.ca.gov 

 

Any such restitution funds remaining in the Contractor’s possession at the end of the contract 

shall be remitted to the CDCR for proper disposition pursuant to said statue and regulations. 

31. Inmate Clothing  

The Contractor shall purchase, launder, repair, and replace inmate clothing and shoes during the 

CDCR inmate’s incarceration at the Facility. The Contractor will provide clean clothes, and 

bedding on a weekly basis.  The Contractor shall provide clothing and laundry services to the 

mailto:Christyne.Mills@cdcr.ca.gov
mailto:Trishelle.Woodfork@cdcr.ca.gov
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inmate at no charge to the inmate in accordance with established CDCR policies pursuant to 

CCR, Title 15, section 3030. 

32. Subcontracted Services  

The Contractor may elect to have certain functions at the facility performed by subcontractors 

under certain circumstances.  If the Contractor decides to subcontract any services at the 

facility, the associated personnel shall not be listed or funded in the Minimum Required Staffing 

documents but rather under the “Consulting/Contracted Services” line item of the Total 

Contract Allotment document. 

 

VIII. GENERAL BUILDING SPECIFICATIONS 

 

The Contractor shall remain in compliance with, applicable federal, State, county, and municipal 

laws, codes, rules and industry regulations standards that affect the facility, including, but not 

limited to, those cited herein: Health and Safety; Health Services, Building; Fire; Life Safety; 

Electrical; Plumbing; Mechanical; Board of Corrections; and CDCR regulations, policies and 

requirements.  Contractor shall maintain documentation that demonstrates current compliance.  In 

the event of conflicting or inconsistent directives, the Contractor shall immediately refer the matter 

to the Chief of CBU for expedited consideration, clarification and/or determination regarding the 

governing law. 

 

IX. FACILITY PHYSICAL PLANT COMPONENTS 

 

1. Armory 

The facility must include an armory that is inaccessible and not exposed to inmates, the general 

public and routine traffic patterns.  The armory shall be located in close proximity to central 

control so as to be under direct 24-hour observation by central control Contractor staff. 

 

The armory shall be of “hard construction” and accessed via independent keyed entry.  At a 

minimum the entrance into the armory shall be via a single lockable door.  There shall be no 

windows in the armory walls or door. 

 

The armory room shall, at a minimum, provide the following features: 

 

A. appropriately sized for its intended purpose; 

B. an area to store/place an armory safe of approximate size of 3 foot X 4 foot X 4 foot; 

C. a shelf to store five (5) expandable batons; 

D. a rack or locker to store transportation restraint gear (i.e., handcuffs and waist, leg, and 

martin chains); 

E. secured lockers for ammunition/gas systems, twelve (12) gas masks and other related 

equipment; 
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F. direct light source inside and outside of the armory;  

G. open work area (outside caged area) for the maintenance and cleaning of weaponry with 

chemicals that provides direct and ventilation; and required safety features (i.e., eye 

wash) in accordance with CAL OSHA and applicable codes; 

H. be moisture proof and temperature controlled in accordance with applicable standards 

for storage of weapons, ammunition and chemical agents; 

I. should have a completely secured internal caged/fenced area, with a lockable gate of 

detention grade materials/hardware (actual placements to be determined by CDCR) to 

secure weapons (the caged area shall not impede the access/operation of room functions 

such as, but not  limited to: light fixtures, sprinklers, vents); 

J. The following should be placed in the open work area (outside the caged area): 

• power outlet; 

• telephone jack and telephone; 

• intercom capability to CC; 

• two hand-held radios/cases with AC power charging units;  

• emergency power source; 

• a safe weapon discharge unit (sand bucket); and 

• armory access door. 

 

The Contractor, in coordination with CDCR shall identify and designate sufficient 

external/internal emergency “gun post” locations that can maximize weapon posting/coverage 

needs in the event of an inmate emergency situation at any time.  (A “gun post” location may 

consist of, but is not limited to: roof top; Housing Unit Control/Station (HUC); external/internal 

fixed structure; physically attached, suspended or elevated cubicle/booth; or gun port access.)  

This will permit expeditious deployment and use of lethal and less lethal weaponry.  The 

Contractor, in coordination with CDCR will ensure that locations to discharge weapons are 

within the policies, rules and regulations of CDCR (Use of Force Policy).  An appropriate safety 

rail should be installed, per applicable code(s) and CDCR requirements, at any elevated “gun 

post” location (to provide for staff safety and support when utilizing the weapon).  

(Consideration should be given to potential weather conditions, darkness of night, existing 

sources of illumination, and the placement of fencing, razor wire and other physical structures 

that may obstruct clear lines of fire.) 

 

External “gun post” locations should include, but are not limited to: (a) inmate recreational 

areas/yards; (b) other areas where inmates may congregate or be physically located in large 

numbers; (c) emergency evacuation routes/areas; (d) facility ingress/egress doors; (e) dock 

areas; (f) R&R bus area; (g) sally port areas; (h) pedestrian gates; (I) perimeters and other similar 

areas. 

 

Internal “gun post” locations should include, but are not limited to, (a) all housing units 

(consistent with Department’s “hard construction” and tactical standards to prevent inmate, 

public or other unauthorized accessibility or interruption to weapon deployment/use). 
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Gun post deployment routes/pathways must be clearly identified between the armory and gun 

post locations.  To the extent possible, deployment routes/pathways should be of sufficient 

size/dimension, unobstructed, clearly identified, visibly designated/marked, sufficiently 

illuminated at night (so as not to adversely impact staff/weaponry use), and inaccessible to 

inmates/public and provide for maximum staff safety/secure weapon deployment. 

 

2. Private Automatic Branch Exchange (PABX) Telecommunications Closet/Room  

The Contractor shall provide a secure PABX closet/room within the administrative building area 

that is inaccessible to inmates, public and unauthorized persons.  The PABX closet/room shall be 

of “hard construction” and meet all electrical and HVAC minimum requirements, as identified by 

the PABX manufacturer.  Appropriate climate control(s) and/or system(s) must be incorporated.  

The PABX closet/room must include space for the main distribution frame, which is the 

centralized termination point for all telephone and data lines.  The Contractor shall include a 

PABX telephone system sized for the number of required telephones.  The PABX room should 

also include space for the PABX, terminal circuitry, and any data system servers.  Additionally, 

space should be allowed for Telecommunication Technicians to diagnose and work on circuitry 

or other related problems. 

 

The Contractor shall be responsible for providing telephone service (excluding Inmate Ward 

Telephone System) for the entire facility and subsystems and direct telephone units/voice 

mail/lines for the CDCR offices that are capable of interfacing with the MCCF phone system.  The 

Contractor shall be responsible for coordinating with the service provider any required 

telephone training, service, repair, and replacement of related equipment. 

 

Space must be provided within the PABX room to meet all subsystem requirements. 

 

3. Data Quality Wiring/Hardware 

 

A. HARDWARE 

The Contractor agrees to provide one computer system, with internet connectivity, per 

person for each assigned Correctional Counselor, Correctional Counselor II, and the facility 

Captain. The Contractor will also provide one computer system, with internet connectivity, 

for the designated Committee Room (if required). A Computer system will include main 

computer, keyboard, mouse, and dual display. Each main computer will include the 

following hardware at a minimum: 

 Processor: Quad Core i5 or faster 

 RAM: 4 GB Memory or more 

 Hard Drive: at least 240 GB 

 Dual display: two (2) 19" Flat Panel dual Display 
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The Contractor will refresh each above mentioned computer system every five (5) years 

based upon computer manufacture date to ensure compatibility with CDCR. 

 

B. SOFTWARE 

The Contractor agrees to provide the following software, to be installed on each provided 

computer: 

 Windows XP or later 

 Microsoft Office 2003 or later 

 Internet Explorer 7 

 Adobe Acrobat 9 

 Anti-Virus Program 

 

The Contractor will upgrade software as required to ensure compatibility with CDCR. Both 

computer and internet connection will allow installation and use of CDCR connectivity 

software for access to CDCR network Virtual Private Network (VPN, Aircard, AT&T, etc.). 

Contractor will be responsible for any and all connection related fees, including but not 

limited to AT&T Circuit account setup fees and AT&T monthly use fees. 

 

C. INTERNET/NETWORK CONNECTION 

The Contractor will provide the following minimum internet connectivity for each computer 

system: 

 Must be able to connect to the internet via wired or wireless network 

 Connection speed must be at least 1.5Mbps up and down 

 

The facility should include industry standard wiring connectivity, to transmit data at a 

minimum of 100mbs, from the workstations/offices and the classification room to the main 

distribution frame located in the PABX room.  The Contractor, via the local telephone 

company, must provide for data/telephone trunks and allow connectivity to transmit data 

outside the MCCF. 

 

Telephone closets shall have space and ventilation for telephone and data cable and cross 

connects as well as data hubs and routers. 

 

4. Attorney Rooms 

At a minimum, one Attorney Room shall be provided to maintain confidential communications 

between inmates and counsel and shall be supervised by custody staff.  For non-contact 

attorney visit, a non-contact visiting room may be used, provided procedures are clearly 

developed to prioritize attorney visits. 
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5. CDCR Offices (For Assigned Staff) 

The CDCR custodial, casework staff and/or management staff are permanently assigned on-site 

and integral participants in the MCCFs daily operation.  The CDCR staff shall be provided fully 

enclosed offices for the intended use and staff functions.  Each office shall include the following:  

(a) sufficient number and appropriately located power outlets; (b) lights; (c) light switches; (d) 

phone jack; (e) telephone (voice mail, direct line and phone extension capabilities, and internet 

access); (f) computer ports; (g) a door capable of being secured (keyed on both sides) by a 

detention grade keyed locking mechanism (no internal manual or automatic locks permitted); 

(h) A window, of sufficient size and dimension, shall be placed in the door or wall for visual 

observations in and out of the office; and (i) appropriate HVAC circulation of air.  Each office 

should be of “hard construction”.  Within the office/work area of the CDCR staff, one FAX Jack 

connection (dedicated line) must be available.  The CDCR will be responsible for providing office 

furnishings for only CDCR staff offices, telephones, copier machines and fax machine equipment. 

 

Contractors shall be required to provide, at a minimum the following CDCR offices in the facility: 

 

CDCR Facility Captain:  The Contractor shall provide one office for the designated Facility 

Captain.  This office must be located outside the inner security perimeter and allow the CDCR 

Facility Captain access to a variety of persons such as, but not limited to, administrative staff, 

local jurisdiction, public, inmate family or friends, CDCR staff and/or other persons as deemed 

necessary. 

 

CDCR Correctional Counselor II (CCII):  The Contractor shall provide one office space for the 

CCII.  This office shall be located near the housing unit in order to readily provide for direct and 

unobstructed inmate access from within respective housing unit without the need for escort to 

the assigned caseworker (office) to effectuate required inmate casework functions.  This office 

shall provide access to administrative staff, local jurisdiction, CDCR staff and/or other persons as 

deemed necessary. 

 

CDCR Correctional Counselor(s) I (CCI):  The Contractor shall provide appropriate number of 

office(s) to be utilized by individual CCI(s) for the facility consistent with the CCI staffing ratio 

described below.  Each office shall be located near the housing unit in order to readily provide 

for direct and unobstructed inmate access from within respective housing unit without the need 

for escort to the assigned caseworker (office) to effectuate required inmate casework functions.  

Caseworkers will establish a period of hours during the week when inmates may see the 

caseworker on an unscheduled basis.  The number of CCI’s assigned to the MCCF and the 

number of individual office spaces is predicated by the MCCF’s inmate population.  The staffing 

ratio is 129 inmates to 1 (one) CCI (129:1).  Each CCI requires one individual office space each.  

(i.e., A MCCF with an inmate population of 130-258 requires two CCI offices.  A MCCF with an 

inmate population of 259-387 requires three CCI offices). 
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CDCR Clerical Support:  The Contractor shall provide work space, of sufficient size and 

dimensions, to be used for CDCR Clerical Support (clerical staff is to be provided by Contractor 

to support CDCR clerical functions) which shall be located adjacent, or in close proximity to the 

CDCR custodial offices.  Due to the diversity of this assignment, varied hours of activity, 

processing of restricted inmate documents and location of work, the clerical support area 

should be capable of being secured from inmate access.  (Means of direct access to this work 

area shall be provided to CDCR staff.) 

 

CDCR Equipment Room/Space:  The Contractor should also provide for CDCR secured 

equipment room/space, (via a keyed access provided to CDCR staff), that can be used to 

centrally and securely maintain functional CDCR office equipment (i.e., fax machine, copier 

machine, supplies, stored materials and/or other similar items) as well as related office 

materials.  This room may be combined with the clerical support work space if there is sufficient 

space proportionately provided to readily accommodate the respective functions. 

 

Medical Area:  The Contractor agrees to provide one computer system, with internet 

connectivity, in the medical area accessible to the facility health care staff to access CDCR’s 

electronic Unit Health Record (eUHR) system.  The computer will be secured behind a locked 

door.  The Contractor will work with CDCR IT staff to ensure the compatibility of Contractor’s 

computer systems with CDCR connectivity software. 

 

Each main computer will include a main computer, keyboard, mouse, and the following at a 

minimum: 

A. HARDWARE 

 Processor: Quad Core i5 or faster 

 RAM: 4 GB Memory or more 

 Hard Drive: at least 240 GB 

 Dual display: two (2) 19" Flat Panel Displays 

 

The Contractor will refresh each above mentioned computer system every five (5) years based 

upon computer manufacture date to ensure compatibility with CDCR. 

 

B. SOFTWARE 

The Contractor agrees to provide the following software, to be installed on each provided 

computer: 

• Windows XP or later 

• Microsoft Office 2003 or later 

• Internet Explorer 7 

• Adobe Acrobat 9 

• Citrix  

• Anti-Virus Program 
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The Contractor will upgrade software as required to ensure compatibility with CDCR. Both 

computer and internet connection will allow installation and use of CDCR connectivity software 

for access to CDCR network (VPN, Aircard, AT&T, etc.). Contractor will be responsible for any 

and all connection related fees, including but not limited to AT&T Circuit account setup fees and 

AT&T monthly use fees. 

 

6. Classification/Hearing Room  

The Contractor shall provide a room within the inner perimeter and centrally located/accessible 

to staff and general population inmates.  A window, of sufficient size and dimension, shall be 

placed in the door or wall for visual observation by staff.  However, effort shall be taken to 

reasonably limit the size of the window to promote and maintain private one-on-one inmate 

interaction.  This classification/hearing room may also be used by official staff from outside the 

facility such as, but not limited to, persons from the Board of Prison Hearings (Deputy 

Commissioners), Immigrations and Customs Enforcement (ICE) (Agents) or other outside 

agencies who may have official need to interact with a MCCF inmate. 

 

An inmate waiting area, enclosed or non-enclosed should be designated and located in close 

proximity to this room for use by inmates waiting to be seen by the committee.  This inmate 

waiting area should be isolated as much as possible from other general population 

activities/programs to minimize disruption and maintain continuity of scheduled committee 

hearings.  The Contractor may enclose the waiting room to enhance security provided that 

inmates are in clear lines of sight for CDCR or Contractor staff observation and supervision. 

7. Administrative Conference Room  

The administrative conference room should be centrally located in the administration area and 

readily accessible to both CDCR/Contractor staff.  The administrative conference room shall be 

appropriately furnished with conference table(s) and chairs and include appropriate power 

outlets, phone jack, and telephone. 

8. Closed Circuit Television (CCTV) 

 CCTV cameras/monitors shall be provided (refer to Attachment 3, CDCR Design Criteria 

Guidelines for Closed Circuit Television), at a minimum, in the following locations: (a) pedestrian 

sally ports; (b) vehicle sally ports; (c) visiting; (d) along straight perimeter fence lines and at any 

fence corner/angle (pan cameras may be used); and (e) position to oversee the gun lockers (or 

access).  CCTV may also be used in other areas of the facility deemed necessary to provide and 

maintain enhanced security and/or custodial presence.  All facility CCTVs shall provide, at a 

minimum, surveillance capabilities from central control. 

 

 The visiting area CCTVs shall provide surveillance capability from central control. 

 

 CCTV equipment must adhere and/or provide for the following:  
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a) Cameras shall be mounted rigid, with fixed focal length lenses (except where effective 

surveillance requires the inclusion of such features as motion control zoom lenses and/or 

pan features). 

b) Cameras shall be protected, inaccessible to inmates and housed in security type enclosures 

(i.e., box, window, spherical bubble) that are unaffected by routine and adverse weather 

conditions. 

c) Cameras shall be solid state and utilize high resolution image sensor capable of producing a 

well-defined, readily identifiable image at illumination levels of two foot-candles (20lux).  

Color images are preferred, however, black and white will be accepted (this is an exception 

to Design Criteria Guidelines for Closed Circuit Television (Attachment 3). 

d) Monitors shall be a minimum 12 inches (diagonally) and of high resolution color or black and 

white with solid state circuitry. 

e) Recorders shall be in real time with date and time generator. 

f) A listing of all CCTV’s and equipment shall be provided to the Chief of CBU.  Any changes to 

CCTV equipment must be approved by the Chief of CBU. 

 

The Contractor may provide and maintain a systematic method for the identification, retention 

and security of recorded videotapes or other recorded electronic medium.  The recording of 

“reportable incidents” (as defined in DOM Section 51030.3 and/or amended herein by CDCR) 

shall be retained for a minimum of five years (or longer if necessitated by litigation).  The 

recording of “reportable incidents” shall be stored in the evidence room with a copy of CDCR 

Form 837 Crime/Incident Report (Attachment 12) and any other related documents.  These 

recordings shall be labeled with the following identifying information: date; time; name(s) and 

CDCR number(s) of involved inmate(s); name and signature of staff taking or controlling the 

recording; and CDCR incident log number. 

9. Gun Lockers 

The Contractor shall provide secured gun lockers that are inaccessible to the public and inmates 

yet provides peace officers with a means for the safe and temporary storage of weapons.  Gun 

lockers must be located either inside the enclosed and secured vehicle sally port or within a 

separately enclosed and lockable area.  Access to the gun lockers, may be either by vehicle 

and/or foot.  Temporary parking space should be provided near the gun lockers to 

accommodate foot access.  Access to the gun lockers must be observed directly by staff or 

indirectly monitored by CCTV at all times. 

 

The Contractor may utilize an independently keyed or electronically accessible room/building to 

provide gun lockers provided it meets all the above requirements and is of “hard construction. 

 

Gun lockers shall be of security detention grade construction and locks that are weather 

resistant and in sufficient number to minimally accommodate weapons of visiting peace officers 

(four handguns), on-site CDCR staff (seven handguns), and the CDCR transportation (four 

handguns and three rifles) at any one time.  (Operationally, the individual gun locker key may be 
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retained by the person whose weapon has been stored/secured.)  Sufficient lighting shall be 

provided to maintain appropriate visual and/or CCTV observation and functional use during non-

daylight hours. 

10. Evidence Room 

The Contractor shall provide and designate a secure room/area that is inaccessible to inmates 

and the general public to store, maintain and process evidence.  The evidence room/area should 

be of “hard construction” and of sufficient size and dimensions to physically secure items 

identified/determined to be evidence.   The Contractor shall develop and incorporate a plan of 

operation for the evidence room which shall, at a minimum, include the safe, secure and proper 

handling and disposition of evidence.   

 

X. PROGRAM REQUIREMENTS 

 

The Contractor shall be responsible for the day-to-day program operation and services available to 

all inmates in accordance with Penal Code CCR, Title 15; DOM; Court Orders, the Plata Court 

Receiver’s and the Special Master’s policies, procedures and requirements and California 

Correctional Health Care Services (CCHCS) and Division of Health Care Services (DHCS) policies and 

procedures; and any written directives from the CDCR, MCCF as a result of discussions by both 

parties.  At a minimum, the following required inmate program operations/services must be 

provided and fully incorporated in the Contractor’s policy and procedures manuals: 

 

1. Medical Services 

Contractor shall be responsible for costs associated with routine medical, dental, mental health 

care and prescriptions. CDCR shall be responsible for all Non-Routine Medical Care.  CDCR shall 

reimburse the Contractor for non-routine medical care that is medically necessary per CCR, Title 

15, and that is authorized by the MCCF affiliated Hub institutional Utilization Management (UM) 

program and/or the Chief Medical Executive (CME) or his/her designee. 

 

Non-Routine Medical Care" means treatment for any medical or dental condition which requires 

hospitalization, emergency response, or specialization that cannot be performed or provided by 

MCCF physicians or licensed nurses on-site and which is not otherwise provided by Contractor's 

off-site medical and dental providers pursuant to the medical and dental plan Agreements 

between Contractor and its contracted medical and dental provider(s). There are two types of 

non-routine care. Care that is non-emergency, but that may require hospital or specialty 

services that the MCCF cannot provide within the scope and training of the MCCF’s primary care 

providers, should be routed first to the Hub institution for the Hub’s evaluation and 

authorization for referral.  Non-routine emergency care to hospitals and emergency rooms that 

is medically necessary would be reimbursed by CDCR.  Examples of Non-Routine Medical Care 

include surgery, neurological care, trauma, cardiac care, burns, rape/sodomy cases, non-routine 

cancer treatment, “active” HIV/AIDS, and any care that requires emergency services.  
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"Non-Routine Medical Care Costs" means actual expenses incurred in the provision of Non-

Routine Medical Care provided to inmates by medical and dental providers located within the 

vicinity of MCCF, as well as emergency transportation by ambulance to such medical and dental 

providers. CDCR shall reimburse the Contractor for all authorized non-routine medical costs 

provided by third parties. Contractor shall follow the CCHCS Utilization Review procedures and 

unless the required care is necessitated by an emergency, shall seek approval from Hub UM 

and/or CME for any non-routine care outside the facility. Medical billings from outside vendors 

which are the responsibility of CDCR will be submitted to CDCR or designee within thirty (30) 

days of receipt. 

 

"Routine Medical Care" means treatment for any medical, dental, or mental health condition 

which is provided to inmates by contracted physicians, dentists, and nurses to inmates either 

on-site at the CCF or off-site pursuant to the medical and dental plan Agreements between 

Contractor and its contracted medical and dental provider(s). Routine Medical Care includes 

treatment at the local “Urgent Care” facility operated by Contractor's contracted medical 

provider, as well as custodial staff salaries/overtime salaries and benefits associated with 

treatment at the "Urgent Care" facility. 

 

CDCR shall not be responsible for the payment of elective medical or surgical procedures 

including, but not limited to, CCR, Title 15 exclusions, such as elective sterilization, cosmetic 

procedures, or non-medically necessary care. CDCR will seek reimbursement from the 

Contractor for medical care required as a result of or a consequence of negligence or intentional 

misconduct on the part of the Contractor, its employees or subcontractors, or for care which 

could have been prevented, exclusive of any work-related medical costs, which should be 

referred to the Contractor’s workers compensation carrier.  

 

A. Compliance With Class Action Mandates 

Unless otherwise provided, the Contractor shall permit the CDCR, the court appointed Plata 

Receiver or the Special Master, and any other duly authorized agent or governmental 

agency, to monitor all activities conducted by the Contractor pursuant to the terms of the 

Agreement.  Contractor acknowledges that it intends to and will provide medically 

necessary adequate health care to the inmate class-members while they are housed in the 

Contractor’s facility(ies). Specifically included in this provision is the right of the federally 

appointed receiver in the case of Plata v Brown (Exhibit 14) to monitor healthcare services 

within the institution.  As CDCR or the Receiver may in their sole discretion deem necessary 

or appropriate, such monitoring may consist of internal procedures evaluation, examination 

of program data, special analysis, on-site reviews, formal audit examinations or any other 

reasonable procedures.  All such monitoring shall be performed in a manner that shall not 

unduly interfere with Agreement work.  Also specifically included in this provision is the 

right of the Special Master in the pending case of Coleman v. Brown (Exhibit 14) to monitor 

the provision of constitutionally adequate mental health care for all plaintiff class inmate-

patients. Former class members may be transferred pursuant to the Agreement and some 
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transferred inmate-patients may become members of the plaintiff class during their stay in 

the Contractor’s facility(ies).  The contracting parties acknowledge that the Special Master 

or his designee(s) may make inquiries involving policies and procedures for care of plaintiff 

class members and shall have the right, if a dispute about the adequacy of provided mental 

health services arises, to visit and assess the mental health services provided by the 

Contractor to plaintiff class members.  Contractor shall cooperate with such visits, which 

shall not interfere unduly with Agreement work.  

 

In the event the Contractor has an electronic medical record (EMR), access to the EMR must 

be provided to designated California Correctional Health Care Services (CCHCS), Private 

Prison Compliance and Monitoring Unit (PPCMU) staff and Utilization Management (UM) 

physicians and Nurse Consultant Peer Review staff.  Upon return of a CDCR inmate-patient 

from the Facility to a CDCR institution, the Contractor shall provide copies of the EMR which 

shall contain the complete documentation to support all health care services delivered to 

the inmate-patient while under Contractor’s care, including, but not limited to, all CBU 

medical records, community hospital records, radiology reports and films, consultant 

reports and laboratory results. 

Contractor’s Acknowledgements 

 

The parties hereto expressly acknowledge and agree that: 

 

1) The inmates to be transferred pursuant to this Agreement to the facilities owned and/or 

 operated by Contractor (the “Transferee Facilities”) are members of a class of plaintiffs 

 in an action pending in the United States District Court for the Northern District of 

 California entitled, Marciano Plata et al. v. Brown et al. No. C01-1351 TEH (the “Plata 

 Action”); 

 

2) The California Department of Corrections and Rehabilitation (the “CDCR”) is a named 

 defendant in the Plata Action; 

 

3) The plaintiffs in the Plata Action have alleged that the health care delivered to inmates 

 in the California prison system is constitutionally inadequate and violates their rights 

 guaranteed by the Eighth and Fourteenth Amendments to the U.S. Constitution; 

 

4) By order, dated February 14, 2006 (the “February 14 Order”), the Court in the Plata 

 Action (the “Plata Court”) appointed a Receiver (the “Receiver”) for the California prison 

 health care system and set forth in detail the duties and responsibilities of the Receiver 

 (Attachment 6); 
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5) Pursuant to the February 14 Order, the CDCR and “all persons in concert or 

 participation: with the CDCR are required to cooperate fully with the Receiver in the 

 discharge of his duties; 

 

6) The inmate-class members transferred pursuant to this Agreement are entitled to 

 receive constitutionally adequate health care while housed in the Transferee Facilities 

 and shall not, by reason of the transfers, lose their status as members of the plaintiff 

 class in the Plata Action; and, 

 

7) The transfers of inmates contemplated by this Agreement are not designed or intended 

 to thwart, delay or interfere with the Plata Court’s orders or with the Receiver’s exercise 

 of his duties pursuant to the February 14 Order. 

 

8) The inmate-class members transferred pursuant to this Agreement are entitled to 

 receive access to mental health care, mental health crisis intervention, and suicide 

 prevention while housed in the Transferee Facilities and shall not, by reason of the 

 transfers, lose their status as members of the plaintiff class in the Coleman vs. Brown  

 Action; 

 

Contractor expressly acknowledges and agrees that it: 

 

9) intends to and will provide constitutionally adequate health care to the inmate-class 

 members while they are housed in the Transferee Facilities; 

 

10) Is a “person in concert and participation with” the CDCR within the meaning of, and 

 subject to, paragraph VI.A. of the February 14 Order, and has been provided with a copy 

 of the February 14 Order; and 

 

11) Will cooperate fully with the Receiver and will provide the Receiver access to the 

 Transferee Facilities and to documents, personnel and inmate-class members in the 

 Transferee Facilities to the same extent as the Receiver is provided access to CDCR 

 facilities, personnel and prisoners pursuant to paragraph II.E. of the February 14 Order 

 provided, however, the Receiver’s access to documents and personnel pursuant to this 

 Section shall relate only to such documents and personnel as are directly related to the 

 delivery of medical care to California inmates in the Transferee Facilities and shall not 

 include information related to other jurisdiction’s inmates or facility information 

 unrelated to the provision of medical care to California inmates. 

 

B. Deficiencies/Requirements for Corrective Action Plan 

In the event that the CCHCS, PPCMU ever identifies any deficiency in the health care 

services or processes involving providing health care to CDCR inmate-patients, on either a 

routine audit or based on a review after a specific incident, it is the expectation of Plata 
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Receiver, the Special Master and CDCR that the Contractor will prepare a detailed Corrective 

Action Plan (CAP) outlining its proposed steps to remediate the identified deficiencies.  

During implementation of the CAP, status updates of these Plans of Action shall be provided 

to CCHCS, PPCMU on a monthly basis until such deficiencies are corrected and resolved. 

 

C. Health Care Monitor 

The Receiver appointed in the Federal case of Plata v. Brown, may, in his discretion, appoint 

a Health Care Monitor to either be housed at the facility, or to make periodic inspection 

visits to the facility consistent with the provisions of this section.  In accordance with 

Coleman V. Brown, CDCR shall appointment a Mental Health Monitor to make periodic 

inspection visits to the facility consistent with the provisions of this section. 

 

D. Medical/Mental Health 

The Contractor shall provide essential health care services, including medical and mental 

health care services, while meeting the applicable standards and levels of quality 

established by the ACA, National Commission on Correctional Healthcare (NCCHC), and CCR 

Title 15 , the CCHCS Inmate Medical Services and Policies and Procedures (IMSP&P) and any 

other relevant Departmental policies and Guidelines.  In addition, the Contractor shall 

provide services consistent with all applicable Federal, State, and Local Laws and 

Regulations governing the delivery of offender health care services and any applicable Court 

orders, including, but not limited to orders issued in the case of Plata v. Brown,  Coleman v. 

Brown, and Armstrong v. Brown and establish the necessary quality controls to ensure all 

policies and procedures are designed and implemented in a manner to promote orderly and 

efficient delivery and management of health care services to CDCR Offenders.  CCHCS and 

/or CDCR may audit the Contractor for compliance with the IMSP&P, applicable court orders 

and applicable Federal, State, and Local Laws and Regulations governing the delivery of 

offender health care services.   Compliance with applicable Court orders as set forth above 

shall not be deemed to be submitting to the jurisdiction of the ordering court, and is a 

contractual obligation only. 

 

E. Services 

All offender health care services shall be provided at the facility when possible.  The 

Contractor must provide sufficient space for the on-site delivery of basic health care services 

which must be provided in an appropriate location dedicated to that function.  The health 

care services area must be centrally located so that inmate-patients have direct and 

immediate access to the location (during normal work hours) without the requirement for 

staff escorts. For cases requiring emergency care or care that is medically necessary but 

outside the capacity of the providers at the Facility, e.g., specialty physicians or hospital 

based services, existing Contractor arrangements with local health care providers shall be 

utilized to obtain the required services.  UM shall review and approve the list and rates of 

outside providers/facilities (Hospital, Specialty Services) prior to the facility receiving 

inmate-patients Prior to the facility receiving patients, UM and Contractor should review the 
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network of contracted providers and facilities to ensure adequacy of access and specialty 

coverage. 

 

The Contractor shall provide health care services to the inmate-patient population that 

includes, but is not limited to, the following: 

 

1) Providing/conducting inmate-patient interviews, appraisals assessments, planning, 

implementation, screening and evaluation; 

2) Daily addressing triage of inmate-patient health care complaints and making 

appropriate referrals; 

3) Giving basic treatments for injuries and illnesses including dressings, bandages, hot and 

cold therapy, dispensing medications and pharmaceutical supplies, etc; 

4) Providing liaison between the CDCR CCHCS, PPCMU and/or the Hub Institution’s  Chief 

Medical Executive (CME) or designee; 

5) Maintaining accurate and confidential Unit Health Records; 

6) Providing administrative services such as making appointments for inmate-patients and 

processing general paperwork required to operate inmate-patient health care and 

outpatient services; 

7) Administering and ensuring compliance with the Inmate Co-payment requirements as 

defined in DOM and CCR, Title 15, Section 3354.2 and as directed by CCHCS; 

8) Collecting, storing and processing specimens such as blood, urine and saliva ; 

9) Providing mental health access to care, such as crisis intervention, substance abuse 

treatment and suicide prevention in accordance with provisions of the MHSDS Program 

Guide. 

 

Applicable health care services are to be provided consistent with departmental policies, 

procedures, regulations and any revisions therein (e.g. DOM Chapter 9, Articles 44-47 or as 

otherwise revised/delineated in Chapter 9 and CCR, Title 15, Subchapter 4, Articles 8 and 9) 

and the CCHCS IMSP&P. 

 

The Contractor shall provide adequate security coverage commensurate with the health 

care services/activities being conducted. 

 

The Contractor shall have a written plan supported by policies and procedures for providing 

emergent, urgent, and routine medical, dental and mental health referrals and services 

consistent with CDCR and IMSP&P policies.  The plan shall include, but is not limited to the 

following: 

 

 Access to 24 hour health care, seven days a week, including emergency medical and 

mental health care; 

 Initial Health Screening by an RN within 48 hours of arrival; 

 Health Appraisal examination by a PCP within 14 days of arrival; 
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 Sick Call procedures with a PCP who is a licensed Medical Doctor (MD) or Doctor of 

Osteopathic Medicine (DO) at least five (5) days per week, eight (8) hours per day (i.e., 

40 hours per week), including any necessary additional backup PCP for relief coverage 

related to sickness, vacations, scheduled absences, etc. to ensure there is no lapse in 

coverage. Occasionally, which in this context means not more than 20% of duty hours, a 

Nurse Practitioner (NP) or Physician’s Assistant (PA) may be substituted as the PCP for 

the day, but the NP or the PA shall be supported by a PCP, who shall supervise the NP or 

PA and be available at all times during the eight (8) hours via telephonic contact, and if 

necessary, physically available to “cover” or attend to the NP or PA’s patients at the 

institution during that timeframe, and who will be available that same day to audit and 

sign all orders and charts. Contractor may also contract with a NP or PA to be 

substituted for the PCP for scheduled short term absences such as vacations (i.e., 

periods of three weeks or less). However, the NP or the PA shall be supported by a PCP, 

who shall supervise the NP or PA and be available at all times during the eight (8) hours 

via telephonic contact, and if necessary, physically available to “cover” or attend to the 

NP or PA’s patients at the institution during that timeframe, and who will be available 

that same day to audit and sign all orders and charts; 

 A LVN at least five (5) days per week, eight (8) hours per day (i.e., 40 hours per week) to 

assist the PCP, including any necessary additional backup LVN for relief coverage related 

to sickness, vacations, absences, etc. to ensure there is no lapse in coverage; 

 Sick call triaging with an RN shall be available seven (7) days per week, 24 hours per day. 

 Diagnostic, Medical and Dental Imaging,   or Specialty services; 

 Adequate staffing of trained professionals health care services, dental and mental 

health staff and support staff, including ensuring provision of orientation and education 

regarding CCHCS operations, policies and procedures, annual and refresher training and 

performance reviews for such staff. Provider orientation shall include, but not be limited 

to IMSP&P policies and procedures, Dental policies and procedures, UM policies and 

procedures, Primary Care policies and procedures, sick call, scheduling, pharmacy , 

communications, documentation, medical record entry and SOAPE compliance, access 

requirements, and CCR, Title 15; 

 Pharmaceutical services and supplies; 

 no co-pay to CDCR offender for medication refills and renewals; 

 health education; 

 infection control; 

 Credentialing, Privileging, and Peer review; 

 Informed consent/Refusal of care must be documented; 

 mid-level protocols; 

 Chronic Disease management program; 

 Medical Emergency Response;  

 Mental health services; 

 maintenance of medical records; 
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 transportation procedures; 

 Transfer/Release process; 

 Monitoring reports – Contractor shall submit daily, weekly and monthly reports; and 

 Compliance audits and/or on-site reviews. 

 

The Contractor shall coordinate with the CDCR’s CCHCS, PPCMU and/or designated CME or 

designee at the CDCR Hub Institution for the development and implementation of the 

written plan, and policies and procedures for medical and mental health care, including the 

division of responsibilities for the provision of the varying elements and levels of care.  

Copies of all policies and procedures are to be submitted to CCHCS, PPCMU and the Mental 

Health Monitor, as applicable, for review and approval. 

 

F. Initial/Preliminary Health Screening 

Initial health screening will be conducted by trained or qualified health care personnel on all 

inmate-patients within 48 hours of their arrival at the facility.  Screening will include, but is 

not limited to: 

 

 An inquiry into the inmate-patient’s health complaints, health (including mental health)  

history, physical limitations, and housing accommodations; 

 an observation of the inmate-patient’s behavior, physical limitations and capabilities, 

and current physical condition; 

 identification of current prescription medication orders and have the medications re-

ordered or inmate-patient seen by a PCP within 24 hours of arrival; 

 an immediate referral to appropriate health care professionals, for Emergency Care, 

prescription management, or modality authorization; 

 upon arrival at the facility, verify inmate-patient’s TB testing is current based on CDCR 

policy; 

 at initial screening, all inmate-patients will receive orientation regarding procedures for 

accessing care; and 

 referral for timely (within 14 days of arrival) PCP Initial Health Appraisal. 

 

G. Initial Health Appraisals 

Within 14 days of arrival at the facility, all inmate-patients shall receive an Initial Health 

Appraisal by a PCP.  The Initial Health Appraisal shall include, but is not limited to the 

following: 

 

1) Review of the CDCR Unit Health Record (UHR) Shadow File, including documented 

History and Problem list, medications ordered, conditions requiring ongoing treatment, 

and treatment authorized since July 19th, 2011; 

2) Collection of a more detailed history; 

3) Interview and medical examination; 
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4) Make an assessment of suicide risk by confidential interview 

5) Other tests and diagnostics, as indicated by examination; 

6) Initiation of treatment, as indicated; 

7) Develop a comprehensive problem list; and  

8) Development and implementation of a health care plan, including evaluations and 

recommendations concerning any physical limitations and restrictions that effect 

programming, housing or job assignment and provision of any necessary durable 

medical equipment per CCHCS policies which will be provided by the hub institution. 

Any American with Disabilities Act (ADA) issues should be brought to PPCMU attention, 

and the patient transferred to an appropriate alternative level of care as needed. The 

Contractor will work with the Hub institution and shall implement the Reasonable 

Accommodation Panel (RAP) process as soon as possible after the process is 

implemented at the Hub institution. (RAP is a multi-disciplinary review panel that will 

review all CDCR Form 1824s Reasonable Modification or Accommodation Request and 

provide substantive response.)   

 

H. Sick Call 

All inmate-patients are to be provided daily (seven (7) days per week) opportunity to attend 

Nursing sick call.  Sick call must be conducted in a manner and location to provide for 

inmate-patient/clinician confidentiality commensurate with health care practice and in 

accordance with CDCR requirements.  Inmate-patients shall be referred appropriately in 

accordance with the CDCR’s sick call protocols. 

 

1) Emergency Services 

 Inmate-patients with an illness or injury that is considered emergent will immediately 

receive emergency care.  Health care professionals present at MCCF will immediately 

arrange emergency transportation and contact will be made with the designated CDCR 

medical Hub institution as soon as reasonably possible without causing delays to the 

provision of emergency care.  If there is no PCP present, the on-duty RN will, in their 

absence or during non-business hours, make the required Hub institution contact(s).  It 

shall be the Contractor’s responsibility to document and record the CDCR 

authorization/approval in the inmate-patient’s UHR Shadow File, which is located at the 

facility, advise the assigned or on-site CDCR staff (during business hours) and CDCR AOD 

(during non-business hours). 

 

 All contracted community correctional facilities housing California inmate-patients are 

required to complete and report all emergency medical-related transports to the 

California Department of Corrections and Rehabilitation (CDCR) CBU, and CCHCS Private 

Prison Compliance and Monitoring Unit (PPCMU) HPM II or designee, via electronic 

monthly log. 
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 Monthly logs are due on the 5th day of each month, or on the next business day, if the 

5th of the month falls on a weekend or holiday. 

 

2) Non-Life Threatening Injury/Condition 

 Whenever the Contractor determines that any inmate-patient’s  non-life threatening 

injury/condition request for medical care, treatment, evaluation or other need is 

warranted, beyond the level of medical services authorized and available at the facility 

pursuant to the Agreement, the designated CDCR medical Hub institution shall be 

contacted immediately to: 

 

 Schedule a “sick call” appointment with the Hub institution (pursuant to established 

procedures) and notify the appropriate MCCF custodial staff to coordinate 

transportation. 

 

 Obtain approval/authorization from the designated CME or designee prior to 

transporting the inmate-patient to an outside facility. 

 

I. Diagnostic or Specialty Services 

The Contractor shall follow CDCR’s Utilization Review Procedures (see attached Utilization 

Management Program, Chapter 6 (Attachment 9) and unless the required care is 

necessitated by an emergency, shall seek advance approval from the CME at the Hub 

institution for any non-emergent care outside the facility.  The Contractor shall administer 

medical services, medical cost utilization review, and effective and accurate tracking of 

billing. 

 

J. Staffing & Training 

The Health Care Unit shall be adequately staffed with trained health care professionals and 

support staff to provide the level and the quality of care defined by the ACA, NCCHC, CCR 

CCR, Title 15, and any court orders to include Plata and Coleman (Attachment 6) and 

Armstrong (Attachment 7) and the Health Care, Dental, and Mental Health Units staff shall 

attend and complete any necessary orientation, education, training and refresher training as 

required by CCHCS or CDCR.  Provider orientation shall include, but not be limited to, 

IMSP&P policies and procedures, UM and Primary Care policies and procedures not in the 

IMSP&P, sick call, scheduling pharmacy, communications, documentation, medical record 

entry and complete charting requirements documenting each clinical encounter using 

S.O.A.P.E. format, access requirements, and CCR, Title 15.  Mandatory annual training shall 

be provided to all Registered Nurses in accordance with CCHCS requirements.  The training 

curriculum is currently under development and will be implemented once finalized and will 

be modified as necessary. 

 

1) The Contractor shall, at a minimum, provide for organized and quality nursing care at 

the facility commensurate with that provided in the community. 
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2) At a minimum, clinical staff coverage (Registered Nurse) licensed by the State of 

California and in good standing shall be on-site 24 hours a day, seven (7) days per week 

in accordance with the Minimum Required Staffing.  24/7 RN coverage shall ensure the 

RN is available to provide on-site nursing triage and sick call daily (including holidays). 

3) At a minimum, there will be one (1) PCP (i.e. MD or OD), currently licensed by the State 

of California and in good standing on-site 40 hours a week, five (5) days per week and 

one LVN licensed by the State of California and in good standing on-site 40 hours a 

week, 5 days per week.  The PCP must be available to service the inmate-patient 

population to the greatest extent possible. The PCP should be responsible for the 

diagnosis, treatment and management of acute and chronic conditions, perform initial 

health screenings, and appraisals as required by the Agreement, perform daily review 

and diagnostic services, be available for emergency drills and services as requested, 

perform all duties within the time frames and standards that PPCMU and CCHCS 

require, evaluate patients for specialty services and hospitalizations, and collaborate 

with the Hub institution for their management and care coordination.  In addition, the 

PCP shall be available for all training, monitoring, audits and performance reviews that 

PPCMU requires, and should be able to use and access all electronic applications that 

are available for medical record entry and records review.   

4) Should the Contractor provide (or may contract) for the services of a private physician, 

the physician must have time-limited board certification in family practice or internal 

medicine to provide support and supervision for the facility. 

5) The Contractor may furnish additional medical/nursing staff (i.e. Registered Nurses, NPs, 

etc.) or other health care professionals to meet or exceed minimum requirements 

provided those persons are currently and appropriately licensed by the State of 

California to provide health care services. 

6) The responsibilities of these staff shall be clearly defined in their job descriptions and 

shall be consistent with any applicable scope of practice for which they are licensed to 

function, as appropriate. 

7) Designated supervisory staff shall monitor and document performance of these 

responsibilities. 

8) The Contractor shall provide female contract staff to supervise in areas where female 

inmates may be in various stages of undress. 

 

Current copies of licenses, accreditation and certifications of the professional health care 

staff shall be maintained and made available to the CDCR upon request.  All health care 

services staff shall participate in facility orientation and training in accordance with Facility, 

ACA and NCCHC standards.  A copy of all staff orientation and training records shall be 

maintained by the Contractor and made available to the CDCR upon request. 

 

K. Minimum Required Staffing (MRS) Medical 

The CDCR may assess liquidated damages if the Contractor fails to maintain minimum 

staffing for mandatory health care posts or positions as stated in the Agreement.  The 
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Contractor may use contract staff and overtime to fulfill its mandatory health care posts and 

staffing requirements identified in the MRS.  The Contractor shall exercise due diligence in 

filling staffing vacancies and, to the fullest extent possible, the duties of the vacant posts 

and positions shall be performed through the use of overtime or contract staff.  In the event 

that the duties of the vacant posts and positions are being performed through the use of 

overtime or contract staff, the Contractor shall not be deemed in breach of this contract and 

shall not be subject to an assessment of liquidated damages.  For each shift that a 

mandatory healthcare post or position is not covered, CDCR may assess liquidated damages 

in an amount equal to the daily rate (salary and benefits) per post or position per day as 

long as the deficiency continues. 

 

Contractors shall have 45 days to fill a vacant health care post or position as stated in the 

Agreement.  A post or position shall not be deemed vacant in the event that the Contractor 

is using contract staff or overtime to fulfill the duties of the vacant position.  Beginning on 

the 46th calendar day that the post or position remains vacant, the Contractor shall track 

the date position is vacated, the days, the work hours and salaries and benefits of each 

vacancy and make appropriate deductions from the next monthly invoice, using the form in 

the FMH.  Contractor agrees to not circumvent the imposition of liquidated damages by 

multiple short-term staff assignments in a post or position. 

 

The Contractor shall not be liable for liquidated damages for a failure that results from the 

occurrence beyond its control.  Assessment of liquidated damages shall not preclude CDCR 

from terminating this Contract for breach as provided herein.  Withholding of payment as 

liquidated damages shall not relieve the Contractor of any of its obligations under the 

Contract. 

 

L. Pharmacy Services and Supplies 

The Contractor shall adhere to the CDCR established pharmaceutical formulary. When the 

only medically appropriate and medically necessary pharmaceutical for an inmate-patient is 

not on the formulary, the Contracting Prescriber will follow the CDCR’s procedures for 

obtaining a waiver. The Contractor shall have prescriptions filled by the Hub institution. 

 

Medications will be stored, distributed and recorded as prescribed by appropriate health 

care professionals.  This may be accomplished through a “pill line” or other appropriate 

system of assuring that individual inmates receive and take their medications. 

 

1) Non-Prescription Items: 

 The CBU facilities are required by contract to maintain a supply of common, non-

prescription items in addition to a First Aid kit and commonly used medical supplies. 

First Aid Kits and Spill Kits are required in each area where inmate-patients have access. 
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 These medications are considered common “supply” items and will be included in the 

CBU inventory of standard non-prescription drug items.  These items may be purchased 

generically, but should come packaged in commercially prepared packages that provide 

the inmate-patient with written information on dosage, indications for use, 

contraindications and precautions.  The following non-prescription items are considered 

routine medical costs and are paid through the per diem rate: 

 

 Aspirin tablets (325 mg) 

 Acetaminophen (Tylenol) tablets (325 mg) 

 Kaolin/Pectin suspension (i.e. Milk of Magnesia) 

 Saline Eye irrigating solution (i.e. Eye Stream) 

 Ibuprofen tablets, 200 mg (i.e., Motrin-IB, Advil) 

 Antihistamine tablets (i.e., Chlorpheniramine tablet [4 mg]) 

 Hydrogen peroxide solution, 3 percent 

 Hydrocortisone Cream 1% 

 Calamine Lotion 

 Loperamide (Immodium) 

 Naphazoline -0.012% (Visine, Clear eyes or equivalent) 

 Carbamide Peroxie 6.5% (Debrox) 

 Docusate 100mg Capsules 

 Naproxen 220mg Tablets 

 Fiber Tablets 

 Hemorrhoidal Suppositories (Annusol, Preparation H or equivalent) 

 Tolnaftate Cream 1% 

 Glucose Tablets (or glucose gel) 

 Calcium Carbonate 500 mg (Tums) 

 Polysporin Ointment or generic equivalent 

 

Over-the-counter non-prescription items will be stored in a locked cabinet in the 

medical area.  Only clinical staff may dispense non-prescription items to inmates as 

necessary in accordance with a prescription or a non-patient specific protocol. 

 

2) Prescription Items 

The Contractor shall have prescriptions filled by the Hub institution.  However, if an 

emergent event prevents the Contractor from filling prescriptions at the Hub, all 

prescription medication given shall be consistent with the CDCR drug formulary and 

delivery of medications shall be consistent with medical necessity.  When the only 

medically appropriate and medically necessary pharmaceutical for an inmate is not on 

the formulary, the Contracting Prescriber will follow CDCR’s procedures for obtaining a 

waiver.  Prescription items will be stored in an appropriately locked/secured cabinet in 

the medical area.  Only clinical staff may dispense prescription item to inmates as 
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necessary in accordance with a prescription or patient specific protocol.  Prescriptions 

will be directly reimbursed to the provider if the following conditions are met: 

 

 Prescriptions should be filled with the lowest cost generic item available that meets 

the following Federal Food and Drug Therapeutically Equivalent Codes:  AA, AB, AN, 

AO, AP, AT. 

 Multiple vitamins or therapeutic multiple vitamins should only be prescribed if there 

is documented evidence in the inmate’s medical record that a metabolic deficiency 

exists that can only be corrected with supplemental vitamin therapy rather than 

diet. (List of CCHCS Statewide Banned Medications (10/14) (attachment XX). 

 

The following conditions must be met before reimbursement will be made to a provider 

for the purchase of eyeglasses for inmates: 

 

 The CDCR health care personnel determine if eyeglasses (artificial appliances) are 

medically necessary (CCR, Title 15, Sections 3350 and 3358). 

 If eyeglasses are required, the health care personnel will schedule the inmate to go 

to a CDCR or contracted optometrist for a prescription appliance. 

 Health care personnel, or other Contractor designee, will examine the inmate-

patient’s Trust Account and determine applicable charges/billings as follows:  (a) the 

appliance will be provided at State expense if the inmate-patient is indigent (CCR, 

Title 15, Sections 3000 and 3358); (b) if not indigent, he/she shall purchase; and (c) 

any inmate-patient co-payment charges are applied/collected (CCR, Title 15, Section 

3354.2). 

 

M. Health Education 

Health care professionals shall document that inmate-patient education has been provided. 

 

N. Infection Control 

The Contractor shall have written policies and procedures to support the management and 

prevent the spread of infectious diseases.  A copy of said policies shall have been provided 

to the CDCR prior to the execution of this Agreement. 

 

O. Credentialing, Privileging and Peer Review 

All physicians, dentists, nurse practitioners and physician assistants, hired by the Contractor 

must be approved by CCHCS’ Credentialing Review Committee prior to commencement of 

services. Annual peer reviews of the above listed staff shall be completed by the Contractor 

in accordance with established standards, e.g., Joint Commission on Accreditation of 

Healthcare (JCAOH) and forwarded to the CCHCS PPCMU Chief Medical Executive or 

designee and the CCHCS PPCMU Health Program Manager II or designee. Additionally, 
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CCHCS may conduct clinical performance appraisals, annual assessments and/or quality 

review of all Contractor PCP’s and any NP or PAs providing services to CDCR offenders and 

reviews of all peer reviews of contracted PCPs.  Contractor shall coordinate with the Hub 

physician and nursing leadership team for any annual assessments, quality review and 

management of services that may need to be rendered outside the MCCF. 

 

P. Mid-Level Protocols 

The Contractor must have established protocols and provisions for supervision of mid-level 

providers. All protocols and provisions for supervision of mid-level providers shall be 

compliant with the California Medical Board and California Nursing Board requirements.  

Annual reviews must be completed by the supervising physician and forwarded to the 

CCHCS PPCMU Chief Medical Executive or designee and the CCHCS PPCMU Health Program 

Manager II or designee. Contractor shall coordinate with the Hub physician and nursing 

leadership team for any annual assessments, quality review for mid-level providers and for 

management of services that may need to be rendered outside the MCCF.   CCHCS may 

audit the Contractor’s non-MD/DO medical records and charts so as to review whether the 

records are acceptable and in accordance with applicable California Medical and Nursing 

Board rules and regulations. 

 

Q. Chronic Disease Management Program 

The Contractor shall establish policies and procedures for managing inmate-patients with 

chronic diseases. 

 

R. Emergency Care 

Any inmate-patient who sustains a medical condition for which evaluation, care or 

treatment, as determined by health care personnel, or senior custodial/management 

personnel (during non-business hours), is deemed necessary to avert a life threatening 

injury, death, severe or permanent disability, or alleviate or lessen disabling pain, shall be 

transported via ambulance to a designated facility for appropriate care/treatment.  The CME 

or designee at the Hub institution shall be contacted as soon as possible.  But such contact 

shall not delay an inmate-patient’s transportation.  Procedures for access to emergency 

medical care must be approved in advance by CDCR’s CCHCS CME or designee at the Hub 

and Chief of CBU.  

 

Cut Down Kit – The CDCR cut down kits are to be stocked on-site in the Medical office, R&R 

and Central Control and all housing units.  These kits are to be kept in a locked metal box.  

The cut down kit must contain the class A heavy duty paramedic shear.  All kits, including 

the spare, need to be double locked for security of the cut down shears. Cut down kits will 

be checked daily to assure that they have not been opened during the previous shift.  Latex 

gloves in the cut down kits are changed monthly.  Staff will require training on use the cut 

down kit this including Security staff working in medical, R&R, and Central Control. A staff 

member on each shift has a key to the lock on the cut down kit.  The best location for CDCR 
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cut down kits and the best method for inventorying the kits daily need to be established by 

the MCCF based on CDCR requirements.  

The contents of the cut down kit are: (MHSDS Program Guide, Chapter 10, pg. 12-10-23)  

1) One inventory list affixed to the inside of the box door 

2) One emergency cut-down tool 

3) One single-patient-use resuscitator (e.g., AMBU Single-Patient-Use Resuscitator) 

4) One CPR mask (e.g., Lardell CPR Mask, for use by CPR-certified staff only) 

5) Minimum of ten latex gloves 

6) Disposable oral airway 

 

S. Emergency Transportation 

Access must be provided for emergency medical transportation, including ambulance 

services, when medically necessary to transfer inmate-patients to another facility for 

medical care/treatment.  If Contractor staff is used to transport/escort inmate-patient, 

appropriate documentation/records must be submitted to CBU that clearly identifies the 

need/circumstances associated with each transport and staff costs (overtime costs only).  

The Contractor must submit completed Community Correctional Center/Facilities Inmate 

Health Care Advice Record(s) (CDCR 7323) (Attachment 21), and Non-Routine Medical 

Transportation and Security Overtime Report (Attachment 22) to CBU for reimbursement 

costs. 

 

T. Self-Mutilation/Suicide Risks 

Inmate-patients, who manifest act of self-mutilation or suicide, as determined by health 

care personnel, shall be placed in a medical isolation cell or THC pending immediate transfer 

to the designated medical Hub institution.  Inmate-patients placed in a medical isolation cell 

or THC for these purposes shall be under constant observation to assure prevention of 

further suicide acts/attempts.  The THC used for housing and observation of an inmate who 

has threatened and/or attempted suicide shall be free of attachment points, and furniture, 

with the exception of a suicide resistant bed, and the inmate shall be placed into clothing 

meeting the requirements of the MHSDS Program Guide. 

 

The Contractor shall have a written plan supported by policies and procedures for 

management of inmate-patients threatening or carrying out self-harm, and that vetted 

annual training for staff that may be required to serve as observers of inmate-patients on 

visual observation status is needed by the next visit. 

 

U. Maintenance of Medical Records 

Contractor shall maintain complete, standardized and confidential inmate-patient medical 

records.  The medical records must be maintained in a medical file and must be kept in a 

secured lockable location (inaccessible to inmate-patients, public and/or unauthorized 
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persons) yet, readily available to health care provider(s) at each encounter.  Upon return of 

a CDCR inmate-patient from the CBU to a CDCR institution, the Contractor shall provide the 

original UHR Shadow File, which shall contain the complete documentation to support all 

health care services delivered to the inmate-patient while under Contractor’s care, 

including, but not limited to, all CBU health records, community hospital records, radiology 

reports and films, consultant reports and laboratory results. .  Contractor shall use all CCHCS 

electronic applications that are currently available (eUHR, etc.) and shall have the capability 

necessary for implementing and accessing CCHCS’ full electronic medical records when the 

new electronic medical record functionality (Electronic Correctional Health Care 

Organization Solution (ECHOS) is fully operational at the CDCR hub institution and installed 

at the MCCF.   

 

CDCR shall have a signed Business Associates Agreement (HIPPA) with the Contractor.  (See 

attached Exhibit E)  The Contractor shall have written policies and procedures to ensure 

appropriate and confidential management of the inmate-patient’s medical record and 

information.  These policies and procedures shall support standardization of preparation, 

format, documentation, release and maintenance of the medical record.  Release of inmate-

patient health information, including copying charges, shall be conducted in accordance 

with CDCR policy and only upon approval of the CDCR. 

2. Dental Services 

The Contractor shall have a written plan supported by policies and procedures for providing 

emergent, urgent, and routine dental services.  Contractor shall provide or arrange for dental 

services to all inmates assigned to the facility and ensure dental hygiene information and 

materials are provided to each in accordance with the Inmate Dental Services Program (IDSP) 

Policies and Procedures Manual of September 2014.  The Contractor may transport inmates to a 

Public operated clinic, establish Public entity contracts with a Dental Group or establish clinics at 

each site or transport inmates to a site. The Contractor shall ensure that a dentist is or that 

dentists are available to provide continuous management of dental services based on inmate 

initiated requests for services, established dental treatment plans and/or exam eligibility 

notifications. The Contractor has the discretion of adjusting provider days and hours as long as 

all dental services are in accordance with mandated IDSP treatment timeframes and can be 

provided in a manner that maximizes efficiency by minimizing the need for transporting inmates 

to an assigned Hub for treatment. A dentist must be available to return to the facility within 

twenty-four (24) hours of being contacted to provide urgent or emergent care.  Any dental 

treatment records created during the course of treatment by the subcontractor shall be 

accessible to CDCR staff for purposes of audits, reviews, etc. 

 
Dental Operatory Basic Requirements: 
 
A. Dental treatment chairs must be positioned so that there is adequate space for movement 

of clinical personnel around the chair when it is placed in the supine position. 
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B. Dental operatories must be fully compliant with the Americans with Disabilities Act (ADA) 

and allow for the provision of care to patients will disabilities. 

C. Dental operatory must be easily converted for use by either a right-handed or left-handed 

clinician. 

D. Compressors must be designed for dental clinic use. 

E. Dental vacuums must be designed for dental clinic use with sink traps and anti-siphon 

valves. 

F. Compressors and vacuums must have their own exhaust and intake lines.  The discharge 

point for the exhaust must not be near a fresh air inlet or open windows, and it must not 

discharge into a supply room or other occupied space.  Vacuum lines cannot be run in the 

ceiling or overhead space – they must be in or beneath the floor. 

G. Each operatory must have at least one sink. 

H. Work stations, desks, and cabinets must be located so that there is no risk of contact by 

aerosol contaminants from the clinical treatment areas. 

I. A separate sterilization area must be provided with adequate separation of “clean” and 

“dirty” instruments to ensure compliance with infection control guidelines. 

J. Dental emergency kits (including oxygen tank and delivery mask) must be present. 

K. Digital panoramic radiograph equipment and digital intraoral radiograph equipment must be 

present. 

L. Dental clinic operations must be fully compliant with the California Dental Practice Act and 

the Centers for Disease Control (CDC) most recently revised Guidelines for Infection Control 

in Dental Health-Care Settings. 

3. Mental Health Services 

The Contractor shall have a written plan supported by policies and procedures for providing 

emergent, urgent, and routine, mental health services. The Contractor shall record and report 

mental health contacts with clinical or medical staff and shall provide mental health records and 

operational data regularly at the direction of the Mental Health Monitor.  Contractor shall 

provide a complete description of the method in the written plan by which mental services shall 

be provided including operational procedures and policies in accordance with the Mental Health 

Services Delivery System (MHSDS) program Guide revised 2009, which is hereby incorporated by 

reference and can be viewed at: 

 

http://www.cdcr.ca.gov/dchcs/docs/mental%20health%20program%20guide.pdf. 

 
CDCR mental health staff shall work with Contractor to develop policies for providing emergent, 
urgent, and routine mental health services.  

4. Recreation 

The Contractor shall provide recreation and physical education programs consistent with DOM 

Section 53070 and CCR, Title 15, Subchapter 3, Article 2, which maximizes inmate participation 

under safe, secure and healthful conditions to promote physical fitness and relaxation.  

http://www.cdcr.ca.gov/dchcs/docs/mental%20health%20program%20guide.pdf
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Recreational programs shall be established in a manner to provide a wide range of wholesome 

activities and promote better interpersonal relationships, and develop socially acceptable 

attitudes and behavior in accordance with CDCR requirements. 

 

Recreational activities shall include a variety of games, sports, entertainment, physical 

development and audio/visual programs.  Participation is voluntary during the inmate’s leisure 

time.  The amount of time the yard is open, number of inmates, and number of activities 

allowed on the yard at any given time needs to be considered when determining the size, 

location, configuration and security staffing of the recreation area. 

 

Inmate weight lifting equipment or similar apparatuses (except for stationary pull-up/chin-up 

bars) are not permitted except as authorized by departmental policies.  The Contractor may 

provide for other approved physical conditioning means in accordance with DOM and CDCR 

requirements. 

5. Education 

The Contractor shall provide inmates with academic programs and vocational education 

programs consistent with the Minimum Required Staffing and DOM Section 53090; CCR, Title 

15, Chapter 1, Articles 3 and 3.5; and the operational and security priorities of the facility.  At a 

minimum, the facility shall provide a year-round education program that includes Adult Basic 

Education (ABE), English as a Second Language (E.S.L.) and General Education Degree (GED) 

preparation and testing and a computer lab with computer program.  Additionally, the facility 

shall provide inmates with a minimum two full time vocational classes that teaches entry-level 

employment skills or upgrades to current employment skills.  The Contractor shall provide a 

learning lab for ABE, GED and other academic programming, consisting of 30 computers, 

printers, program software, desks and chairs.  After the contract is awarded, if the Contractor 

decides to change the vocational and academic programs, prior approval from the Chief of CBU 

must be obtained. 

 

 Each academic/vocational classroom shall be of sufficient size to accommodate the required 

function.  Classrooms should be designed and rated to accommodate an inmate student/staff 

ratio not to exceed 27:1 and be fully equipped with necessary space and storage areas for 

required education materials.  (The Contractor may provide a greater number of physically 

smaller classrooms provided that a lower inmate/staff ratio is maintained.)  Appropriate 

temperature controls must be maintained to prevent overheating of equipment and classroom 

environment. 

 

The goal of the educational program is to provide inmates with occupational and social skills to 

help them function better in the MCCF and upon their return to society. 
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The Contractor shall: 

A. Ensure that MCCF educational programs (including academic and vocational) are managed 

by staff who meets the credential standards as set forth by the California Commission on 

Teacher Credentialing. The instructors for the career technical program must hold a 

credential in the appropriate industry sector with five (5) years of journeyman experience in 

the specific trade. 

 

B. Ensure that educational programs meet CDCR’s curriculum guidelines and shall use the 

approved competency-based adult education curriculum.   

 

C. Multiple classes may be scheduled throughout the day on a simultaneous, overlapping, or 

alternating basis.  Classes must be in accordance with educational standards and CDCR 

requirements. 

 

D. Ensure that inmates achieving below 9th grade level, without a confirmed high school 

diploma or GED, are enrolled in an ABE class. In keeping with CDCR’s commitment to inmate 

rehabilitation, the minimum requirement of an inmate achieving a Test of Adult Basic 

Education (TABE) of 9.0 will no longer be acceptable.  Inmate will now be required to 

participate in academic education programming until they fulfill the requirements to earn a 

General Education Development (GED) or high school diploma.  Exception shall be 

documented in writing by the education department. 

 

E. Ensure that inmates with Non- or Limited- English proficiency are assigned to an ABE 

program to learn to read, write, and speak English.  Multiple classes may be scheduled 

throughout the day on a simultaneous, overlapping, or alternating basis. 

 

F. Provide and implement vocational education program(s) that shall: 

1) Provide inmates the opportunity to learn a vocational, career technical skill; 

2) Provide a balance between vocational interests and needs of business, industry and/or 

society; 

3) Provide occupational instruction in reading, oral and written expression;  

4) Provide occupational information, guidance and assistance; and 

5) Prepare students for employment and/or advancement. Career technical offering are to 

be aligned to industry standards and offer certification testing in the industry of the 

offered trade (i.e. AWS, ASE, etc.) 

 

G. The Contractor shall develop the vocational education program(s) in conjunction with 

appropriate Trade Advisory Committees and labor and management representatives from 

the community 

 

H. Multiple classes may be scheduled throughout the day on a simultaneous, overlapping, or 

alternating basis.  Based on the varying nature of vocational instruction/training, the 
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Contractor may, with the approval of the Chief of CBU or designee, seek to specifically 

develop, modify, supervise, operate and/or evaluate vocational program(s) and inmate 

participation. 

 

I. Provide sufficient classroom space, with adequate and appropriate chairs, tables and 

materials consistent with physical plant requirements of the Agreement.  Classrooms shall 

be properly lighted and well ventilated. 

 

J. Ensure that educational programs are conducted on a year round Monday-Friday basis in 

compliance with IWTIP standards, excluding State and national holidays. Academic program 

are to be scheduled for a minimum of three (3) hours daily and vocational programs for a 

minimum of 6.5 hours daily, five days a week. Academic programs may be scheduled either 

mornings or afternoons and may allow the offender to participate in other job assignments 

during non-instruction time. 

 

K. Provide adequate security coverage requirements for the educational area and instructors. 

L. The Contractor must provide departmental educational assessments and access to GED 

testing as identified in DOM 53090. 

Any exceptions must be approved prior to implementation by the Chief of CBU. 

6. Pre-Release  

The Contractor shall provide inmate pre-release program services to all eligible and willing 

inmates.  Inmate participation in such programs is voluntary.  The Contractor shall ensure that 

the program includes lessons in, but not limited to, employability skills, communication skills, 

money management, community resources, parole resources, family and social interaction, 

showing inmates how to complete job applications and prepare for job interviews.  To 

accomplish this, the Contractor shall: 

 

A. At a minimum, the Contractor shall ensure that the pre-release program consists of a 90-

hour pre-release program.  The curriculum shall be three weeks in duration with full-time 

inmate assignments for five days a week.  Multiple classes may be scheduled throughout the 

day on a simultaneous, overlapping, or alternating basis. 

 

B. Provide instructional staff and materials for the pre-release program to ensure that inmate’s 

familiarization with service agencies such as the Department of Rehabilitation, Social 

Security Administration, Department of Motor Vehicles, and the Employment Development 

Department. 

 

C. Provide sufficient space, seating, equipment and supplies for the pre-release program. 
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7. Library  

The Contractor shall maintain an inmate library in the MCCF consistent with DOM Section 

101120.1.  The library shall include a logical organization of materials to satisfy the needs of the 

user; information services to locate facts as needed; a reader’s advisory service that provides 

users with suitable materials; promotions of the library materials through publicity, a list of 

books, special programs and other appropriate items; and a congenial library atmosphere. 

 

A. The Contractor should provide, at a minimum, one inmate work assignment position with 

duties to include checking out and facilitating return of library books and materials.  One 

typewriter, manual or electric, should be provided for this work position. 

 

B. Library hours are to be scheduled to maximize accessibility to the inmates for a minimum of 

30 hours a week. 

 

C. The Contractor shall provide a legal law library at the facility consistent with DOM Section 

101120.9 et al and CCR Title 15 Chapter 3124. 

 

D. The Contractor shall provide security coverage consistent with minimum custody 

requirements and supervision of inmates during library hours. 

 

8. Visiting 

It is the policy of the Director of CDCR that visiting shall be encouraged as a means of 

developing and maintaining healthy family and community relationships.  The Contractor shall 

establish a minimum visiting schedule that provides for no less than 12 hours visiting per week.  

Regular visiting days shall be either four (4) days (Thursday-Sunday) or three (3) days Friday –

Sunday) or two days (Saturday and Sunday).  Visiting days shall be contiguous and shall include 

Saturdays and Sundays.  Visiting shall occur on New Year’s Day, Independence Day, Labor Day, 

Thanksgiving Day and Christmas Day.  (When one of the aforementioned holidays falls on a day 

not regularly scheduled for visiting, the Contractor shall provide the same number of hours 

visiting on that holiday as for any single regularly scheduled visiting day.)  Additional guidelines 

are as follows: 

 

A. The Contractor shall establish procedures for the administration and operation of the 

visiting program consistent with DOM Section 54020 and CCR, Title 15, Subchapter 2, Article 

7. 

 

B. Visit requests and the degree of inmate visiting are subject to denial or restrictions by CDCR 

staff for violations of the conditions under which such activities are permitted or other 

security reasons. 
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C. The privacy of inmates and their visitors shall not be imposed upon except as necessary for 

the identification of persons to maintain order, acceptable conduct, and to prevent the 

introduction of items, commodities, or substances which inmates are not permitted to 

possess. 

 

D. Limitations on the length and frequency of visits and the number of persons permitted to 

visit an inmate at the same time shall be imposed to avoid overcrowding, to ensure the 

equal allocation of visiting resources and/or provide a fair access to eligible inmates.  

Visiting should not conflict with or supersede required inmate participation in MCCF 

programs or activities such as full-time work/training assignments. 

 

E. Visitors may elect to voluntarily submit to a search.  However, refusal to submit to a 

requested search shall result in a denial to visit on that day as described in CCR, Title 15, 

Section 3177 (c)(3) and DOM Section 54020. 

 

F. Inmates may be placed on non-contact visiting status for specific periods of time by 

disciplinary disposition or classification committee action.  Non-contact visiting rooms must 

be inspected prior to and after each instance they are used to ensure that the rooms have 

not been compromised and do not contain contraband. 

 

G. Visiting violations shall be appropriately documented and administrative sanctions applied, 

in accordance with CDCR requirements, to future visits. 

 

H. All Inmate visitors shall complete and sign a CDCR 106, Visiting Questionnaire, which will be 

used to initiate an arrest history inquiry (i.e., CLETS).  All inmate visitors shall secure prior 

approval from CDCR.  No visit shall be allowed without a completed arrest inquiry.  Upon 

review and completion of the CDCR 106, the inmate shall receive a CDCR Form 887, Notice 

of Visitor’s Approval/Denial/Termination/Suspension that delineates the visiting status of 

the visitor. 

9. Inmate Work/Training Incentive Program  

The Contractor shall establish and maintain an Inmate Work Training Incentive Program (IWTIP) 

and positions for work and education assignments either within the facility or outside the facility 

in accordance with PC Sections 2700 and 2900-2935; DOM Section 53130, CDCR’s Classification 

Manual, DOM Chapter 60000; CCR, Title 15, Chapter 1, Articles 3 and 3.5; and any revisions 

thereto.  Every inmate, through the IWTIP, shall have a reasonable opportunity to participate in 

a full-time credit qualifying assignment consistent with facility security and available resources.  

The Contractor and on-site CDCR staff shall assign each inmate who qualifies to participate in 

the IWTIP to such positions.  The CDCR goal is to standardize work policies and have inmates 

work to the fullest extent possible.  The Contractor shall make every effort to achieve full 100% 

participation in the IWTIP in accordance with above requirements.  At no time shall IWTIP 

participation be lower than 86% of eligible facility inmates that are actually employed in 
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meaningful and constructive job assignments or enrolled in education on a half-time or full-time 

basis. 

 

Work time credits are a privilege, not a right.  As such, credits must be earned by inmates 

through satisfactory performance in a credit qualifying work or training assignment.  Additional 

guidelines are as follows: 

A. The Contractor and CDCR on-site staff shall assign each inmate, who qualifies to participate 

in the IWTIP, to designated and approved work groups and respective privilege groups 

consistent with CDCR classification provisions identified in CCR, Title 15, Section 3375 and 

DOM Chapter 60000.  Eligible IWTIP work assignments (designated) must be paid out of 

Contractor per diem rate from the Inmate Pay budget line item.  The Contractor shall 

establish inmate pay positions for a minimum of 30% of the inmates at the facility at an 

average pay rate of $23 to $36 per month per inmate.  

 

 Inmate pay will not be directly reimbursed by the State.  Inmate pay rates shall comply with 

those established by CDCR in accordance with CCR, TITLE 15, Sections 3041.1-3041.2, DOM 

Section 51120, and must be approved in advance by the assigned CDCR Facility Captain and 

Inmate Pay Committee in CBU Headquarters in Sacramento.  Pay rates must be 

commensurate with the level of skill and productivity required.  Inmate compensation and 

rates are subject to determination by the Director of CDCR with approval of the Department 

of Finance.  Not all inmate work assignments are paid positions; however the Inmate Pay 

Committee will approve the Contractor’s paid and non-paid positions based on the 

minimum budget established above.  Upon contract award, the Contractor shall submit to 

the Chief of CBU an Inmate Pay Plan that describes the number of inmate paid and non-paid 

positions, the position numbers, the pay rates, and job titles to meet the established inmate 

pay budget described above.  The Inmate Pay Committee will review the Inmate Pay Plan to 

determine if it meets the Inmate Pay Budget.  Any changes to the initial pay plan must be 

approved by the Inmate Pay Committee at CBU Headquarters in Sacramento.  

 

B.  Some inmates must be assigned to internal facility job assignments, in accordance with 

 CDCR classification policies, that include, but are not limited to: 

Support Service: 

 Janitorial 

 Yard 

 Porters 
 
Central Service: 

 Food Service 

 Laundry 

 Maintenance 
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Administrative Support: 

 Clerical 

 Advisory Committee 
 
Program Support: 

 Aides 

 Teacher Assistants 
 

C. Other assignments can include off-reservation work assignments (ORWA), vocational 

programs, and/or Prison Industries Programs. 

The Contractor (i.e., inmate’s work supervisor) shall record the hours worked or training 

time and absences of each inmate assigned each day in accordance with CCR, Title 15, 

Section 3045 through 3045.3 and pay for each inmate’s assignment.  The Contractor shall 

submit the Inmate Pay Register, (FMH Appendix B, Schedule 3) by the fifth working day of 

each month in accordance with FMH Section IV, Reporting Requirements A (1) Inmate 

Timekeeping, to Chief of CBU, 10961 Sun Center Drive, Rancho Cordova, CA 95670. 

D. Inmates are eligible for workers’ compensation benefits consistent with CCR, Title 15, 

Section 3046 for injuries sustained while performing assigned work while imprisoned.  The 

Contractor shall provide inmates with access and copies (upon request) of CDCR’s guidelines 

covering workers’ compensation.  At a minimum, CDCR’s guidelines shall be available at the 

inmate assignment office (or office of person responsible for inmate assignments) and at, or 

near, the work location (via the work supervisor).  The Contractor shall provide adequate 

insurance coverage for inmates to cover any potential Workers Compensation claims. 

10. Religious Programs  

The Contractor shall make a reasonable effort to provide for the specific faith and non-

denominational religious and spiritual welfare of all interested inmates in the MCCF consistent 

with CCR, Title 15, Subchapter 3, Article 1, Sections 3210-3213.  The Contractor shall allow 

reasonable time for religious services in keeping with the MCCF’s security and other normal and 

necessary operations and activities.  Participation in religious programs shall be voluntary for 

each inmate.  The Contractor shall establish a procedure for participation in religious activities 

and shall make such information available to all inmates.  Additional guidelines are as follows: 

A. The Contractor may hire or seek volunteers to act as chaplains to facilitate religious 

programs consistent with the safety and security needs of the MCCF. 

B.  In the event the Contractor is unable to obtain an officially ordained chaplain of a particular 

faith to conduct services within the MCCF, the Contractor may, with prior written approval 

of the Chief of CBU, designate a qualified inmate to minister to the religious needs of that 

particular faith.  In determining the qualification of an inmate to conduct such services, the 

Contractor must seek the advice and counsel of outside religious leaders of that faith and 

document their recommendations.  Under no circumstances shall an inmate who is allowed 
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to provide such services be given or permitted to assume control over any other inmate 

unless so authorized pursuant to CCR Title 15 Section 3022. 

C. Inmates shall not be assigned as ministers or as religious counselors on a full-time basis in 

lieu of regular MCCF work and program assignments.  Nor shall any inmate, who is approved 

to minister to the religious needs of other inmates, be considered a State or MCCF 

employee or be paid and/or compensated for his/her services. 

D. The Contractor shall provide frequent and direct security coverage and/or supervision of 

inmates during religious activities. 

E. Reasonable time shall be allowed for religious services in keeping with facility security and 

other necessary operations and activities.  Religious activities must be planned so as to not 

conflict with other facility activities or schedule of events. 

11. Inmate Use of Telephones  

The CDCR will provide inmate pay telephones for inmates in all housing units to make non-

confidential calls (outgoing collect calls only) consistent with DOM Section 52060 and CCR, Title 

15, Section 3282 via the Department of General Services’ statewide Inmate Ward Telephone 

System (IWTS) Agreement.  The Contractor shall develop a plan of operation for the use of 

inmate pay telephones that includes, but is not limited to: (a) eligibility of inmates; (b) inmate 

access to telephones; (c) scheduling of telephone time; (d) limitations on the frequency and 

duration of calls; (e) inmate verification; (f) cancellations/termination of calls; (g) replacement 

callers, and (h) recording/monitoring of phone calls.  The Contractor shall provide IWTS provider 

reasonable and necessary access to install and/or maintain inmate pay telephone system. 

The Facility Captain, or designee, may authorize and permit an inmate to make a confidential 

and/or emergency call if warranted.  CDCR on-site staff shall be responsible for supervising 

authorized confidential or emergency calls.  Confidential calls shall not be made on inmate pay 

telephones and shall not be monitored.  Emergency calls are generally defined as a death, 

serious illness or accident involving an immediate family member.  Emergency calls shall be 

monitored.  Upon completion of the call, CDCR staff will document (via form CDCR 128-B) the 

specifics of the call, demeanor of the inmate and need for any change in the inmate’s custody or 

housing. 

Authorized inmate telephone calls requiring the completion of a trust account withdrawal shall 

not be placed on inmate pay telephones.  Inmates shall not use intra-facility telephones except 

as specifically approved by the Facility Captain or designee. 

12. Mail/Packages 

The Contractor, in concert with CDCR, shall establish and maintain a plan of operation for the 

sending and receiving of mail; receipt of packages and special purchases in accordance with 

DOM Sections 53130, 54010 and 54030 as well as CCR, Title 15, Subchapter 2, Articles 1, 4, 5, 6 
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and 9.  Personal property packages shall be ordered by inmates or their correspondence via a 

departmentally-approved vendor in a sealed container or packaging.  The Contractor shall 

ensure approved vendor catalogues and order forms are available to those who qualify.  The 

Contractor shall encourage correspondence between inmates and persons outside the MCCF.  

Receipt and sending of mail/packages shall be consistent with acceptable practices of the United 

States Postal Service and the safety and security guidelines established by CDCR policy.  

Violations may result in the temporary suspension or the denial of correspondence between the 

involved parties.   

Each outgoing article of correspondence from the MCCF sent by an inmate shall be clearly 

labeled or stamped with the words “MODIFIED COMMUNITY CORRECTIONAL FACILITY”.  All 

Contractor staff shall comply with regulations set forth in mail procedures. 

The Contractor shall, at a minimum, establish policy/procedure that incorporate: security 

measures; processing procedures; inspections; distribution; disposition of disapproved 

correspondences and packages; disposition of contraband; confidential/legal correspondences; 

volume of allowable items; staff responsibility; and staff record keeping.  Mail/Package 

processes and procedures must be outlined in the facility Inmate Orientation Hand Book. 

Indigent inmates shall be provided with supplies for correspondence for up to the price of five 

(5) one-ounce first class letters per week in accordance with DOM Section 54010.5. 

13. Barber Shop Service Area  

The Contractor shall enforce all hair grooming standards as established by CDCR policy, (CCR, 

Title 15, Chapter 1, Article 5).  The Contractor shall also establish and maintain a plan of 

operation for on-site barber shop services.   

14. Inmate Advisory Committee/Council  

The Contractor shall establish, maintain and administer an Inmate Advisory Committee/Council, 

representative of the MCCF inmate ethnic groups/cultures, pursuant to CDCR policy (DOM 

Section 53020 and CCR, Title 15, Subchapter 3, Article 3). 

The Contractor may also establish inmate subcommittees to represent sub-facilities or 

specialized segments of the inmate population.  Specialized committee members, unless 

exclusively composed of Inmate Advisory Committee members, shall not be affiliated with a 

facility’s Inmate Advisory Committee. 

15. Canteen 

The Contractor shall establish an inmate canteen program and operating procedures in 

compliance with PC Section 5005, DOM Section 54070, and CCR, Title 15 Sections 3090-3095.  

The canteen operation shall allow each inmate no less than one draw each month. 

At a minimum, the Contractor shall: 
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A. Develop and maintain canteen items and a price list to ensure a reasonably sufficient 

inventory of items to meet the needs and diversity of the inmate population and provide for 

a self-supporting canteen in accordance with DOM Section 54070.  The Contractor shall 

ensure that canteen prices are consistent with those at the surrounding CDCR institutions.  

Facility staff shall consult with representatives of the inmate population when determining 

items to be stocked.  Additionally, the Contractor shall implement a canteen schedule that 

will provide reasonable access to all inmates during non-working hours at a minimum of 

once per week.  The item list and hours of operation shall both be posted in conspicuous 

locations, at a minimum, at the inmate canteen, the library, and each housing unit.  Copies 

shall be made available to inmates denied direct access to the canteen. 

B. The Contractor and the on-site CDCR staff shall establish procedures for suspension and 

restriction of canteen privileges based on the disposition of disciplinary rules and violation 

reports (CDCR 115). 

C. The Contractor shall establish an Inmate Welfare Fund (IWF) as specified in the following 

item #16 below and in Section III of the FMH.  Any profit derived by the Contractor from the 

inmate canteen program shall be deposited in the IWF. 

D. The Contractor shall post IWF Statement of Operations at the inmate canteen on a quarterly 

basis and forward a copy to the Chief of CBU. 

E. The Contractor shall incorporate plans to maintain an adequate variety of competitively 

priced canteen merchandise of interest to an ethnically diverse inmate population. 

 

F. The Contractor shall develop a plan of operation that provides a documented, accurate and 

auditable means of readily accounting for all canteen operations and transactions.  This shall 

include, but is not limited to, identification of inmate; verification of inmate trust account 

balances; authorization of draw; and recording each inmate transaction. 

 

16. Inmate Welfare Fund 

The Contractor shall establish a separate Inmate Welfare Fund (IWF) account system for the 

benefit of the inmates housed at the facility in accordance with Penal Code Section 5006, DOM 

Sections 23010 and 53110, CCR, Title 15, Subchapter 3, Article 4 and Section IV of the FMH.  The 

Contractor shall deposit IWF funds into a separate, interest bearing account insured by Federal 

Deposit Insurance Corporation (FDIC).  IWF balances exceeding $100,000 shall be placed into 

another additional FDIC insured account.  The IWF funds shall only be used in accordance with 

the FMH for the benefit, education, and welfare of all facility inmates such as, but not limited to: 

(a) establishment and operation of a canteen; (b) purchase of canteen products; and (c) 

establishment and operation of a facility hobby shop program.  All net proceeds from the 

canteen, hobby shop, hair styling area, vending machines, or funds assigned by inmates shall be 

deposited in the IWF in accordance with DOM and FMH.  Expenditure(s) from the IWF must be 

in compliance with DOM and the FMH and must have final approval of the Chief of CBU.  Each 
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facility shall budget IWF expenditures so that expenditures shall not exceed budget allocations 

and revenues from IWF activities. 

The IWF shall act as a trust account for the benefit and welfare of inmates. The Contractor may 

deduct 10% from inmate donations for deposit in the IWF to offset transaction processing costs.  

Moneys collected from sales of products, commodities, or services shall be subject to the 

deduction based on gross sales.  No form of coercion shall be used on any inmate to participate 

in a fund raising campaign or make a non-voluntary donation. 

Annual IWF Budget:  The Contractor shall prepare and submit an annual IWF budget to the Chief 

of CBU for review and approval by May 1st for the upcoming fiscal year.  In accordance with 

DOM Section 23010.8 the Contractor must prepare quarterly IWF fund statements and submit 

to the Chief of CBU.  All entries to the IWF must be supported by source documentation.  Any 

IWF expenditures over $500 must have prior approval from the Chief of CBU, and all IWF 

expenditures must be in accordance with DOM and the FMH. 

17. Inmate Appeals  

The Contractor shall establish and maintain an Operational Procedure (OP) to process and 

respond to inmate-generated appeals in accordance with CDCR policy/procedure (DOM Section 

54100.1 and CCR, Title 15, Division 3, Chapter 1, Article 8, Section 3084 - 3085).  The OP must 

ensure inmate appeal forms (CDCR Form 602, CDCR Form 602-HC) are readily available to all 

inmates.  This includes Reasonable Modification or Accommodation (CDCR Form 1824) and the 

Prison Industry Authority (PIA) forms for appeal of decisions, actions, or policies within their 

respective jurisdictions.  Additionally, the Contractor staff shall provide the assistance necessary 

to ensure that inmates who have difficulty communicating in writing have access to the appeal 

process.  The Contractor staff shall also respond and attempt to resolve appeals at the lowest 

possible level if the issue(s) is/are Contractor related. 

Unless screened out for non-adherence pursuant to CCR, Title 15, Section 3084.3, by the local 

CDCR Appeals Coordinator (AC), all appeals must be thoroughly reviewed and a proper response 

prepared that correctly addresses the issue(s) at hand.  The Contractor shall coordinate inmate 

appeal efforts with the local CDCR AC who is in liaison with the CBU Appeals Coordinator 

For Contractor related issues (only), i.e., living conditions, medical, mail, property, visiting, 

program, work incentive, funds and staff complaints, the Correctional Counselor II (CC-II) AC 

and/or Facility Captain shall review and/or assign inmate appeals at the first formal level to the 

respective Facility Director or designee.  Staff employed by the Facility Director shall respond 

(only) at the informal level of review.  Moreover, it is only the Facility Director or designee that 

is authorized to respond at the first formal level. 

All Second Level appeals shall be forwarded to the CBU Appeals Coordinator for review and/or 

response by the Chief of CBU or designee.  All Third Level appeals shall be forwarded by the 

respective appellant to the Inmate Appeals Branch.  Any granted appeal at the second or third 
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level of review containing a Modification Order (MOD) directing the facility to remedy the 

appeal issue or complaint, shall be expeditiously addressed and resolved.  

If the appeal is denied after exhausting the department’s administrative process, the inmate 

may seek redress outside CDCR.  Pursuant to California Penal Code Sections 5054 & 5058 and 

CCR, Title 15, Section 3084.1, no reprisal shall be taken against an inmate for filing an appeal.  

Appeal procedures shall be described during inmate reception and are to be included in any 

inmate orientation manual or handbook. 

Appeals related to alleged Contractor staff misconduct must be forwarded directly to the facility AC 

and subsequently forwarded to the CBU Appeals Coordinator for review and disposition.   

At a minimum, the Contractor shall ensure that a sufficient number of locked (keyed by the AC only) 

and physically secured appeal collection containers are readily located in each inmate-housing unit 

within the facility, and are readily accessible to inmates in accordance with CDCR requirements. 

No reprisal shall be taken against any inmate for filing an appeal.  If the appeal process is 

changed by CDCR the Contractor must follow the new process and procedures. 

18. Living/Sleeping Areas 

The Contractor shall provide suitable living and sleeping areas for all inmates consistent with all 

applicable codes and in accordance with CDCR space requirements.  The living and sleeping 

areas shall be primarily of open (dormitory) housing.  Celled housing is required for temporary 

placement (THC) and general population celled housing is optional.  All open and celled housing 

shall be in accordance with all applicable codes and CDCR requirements.  The Contractor shall be 

responsible for ensuring that all operational needs are provided and maintained within the 

framework of inmate security.  The Contractor will also establish, implement, and coordinate 

housing unit procedures with on-site CDCR staff.  The Contractor shall conduct routine daily 

inspections of all inmate living/sleeping areas and a weekly documented inspection of the entire 

housing unit. 

19. Food Service 

The facility shall have a fully equipped kitchen or contract out for the preparation of food for 

inmate consumption.  The Contractor is responsible for providing each inmate with a 

wholesome and nutritionally balanced diet that meets the recommended daily allowances as 

established by the CDCR and the Food and Nutrition Board of the National Research Council.  

The Contractor is prohibited from conducting any dietary, biomedical and/or similar research on 

inmates pursuant to, but not limited to, PC Sections 3500, 3502 and 3505.  At a minimum, the 

Contractor shall: 

A. Provide food service at the MCCF that meets CDCR’s required standards consistent with 

DOM Section 54080 and CCR, Title 15, Chapter 1, Article 4.  Food service staff shall develop 

and follow approved menus.  Contractor and/or CDCR staff shall taste test all food prior to 

serving it to the inmates. 
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B. Ensure all menus and food served comply with nutritional standards approved by the CDCR 

Food Administrator, or a state or county registered dietitian.  Food served must meet 

CDCR’s “Heart Healthy Guidelines” and meet the Required Daily Allowances (for inmates) 

calories.  The facilities must conform to the California Uniform Retail Food Facilities Law 

(CURFFL) and the Hazard Analysis Critical Control Point (HACCP) guidelines for keeping food 

safe.  All menus shall be prepared in advance indicating what substitutions shall be used in 

the event there is spoilage or shortage.  The Contractor shall provide for the special dietary 

needs of inmates.  Any special menu/diet required to meet medical needs shall be approved 

by CDCR’s medical personnel and be provided by the Contractor.  The Contractor shall 

provide for food purchase and storage, meal planning serving, and sanitation of culinary 

areas in a manner that meets State and local health department requirements. 

C. Develop a plan for meals served to non-inmates that meets CDCR required standards 

consistent with DOM Section 54080.15, requiring payment either by the individual or the 

Contractor. 

D. Develop a written procedure for maintaining, dispensing, retrieving and accounting for all 

utensils during and after meal periods.  The Contractor shall ensure that the kitchen is 

equipped with a secure shadow board for meat cleavers, knives, long handle forks, spatulas, 

etc.  The shadow board must be physically secured and inaccessible to inmates unless under 

direct supervision by staff.  All shadow boards must include a written inventory of all 

equipment.  The Contractor staff shall be required to develop procedures to identify, report 

and document any equipment that is, but not limited to: lost; misplaced; broken; worn; 

replaced; or otherwise unaccounted for. 

E. Properly retain a refrigerated sample of each meal served (minimum of two ounces of each 

food item) for 72 hours to determine what food items may be responsible in the event of 

alleged food poisoning or infection.  In case of food poisoning or infection, these samples 

shall be made available for analysis to medical staff, and/or state or local public health 

officials. 

F. Comply with all applicable health codes and local and state standards for sanitation.  The 

Contractor must ensure that all food service personnel have clean hands and fingernails, 

wear hairnets or caps and clean washable garments, are in good health and free from 

communicable diseases and open wounds, and practice hygienic food handling techniques. 

G. Ensure that all food is properly stored and maintained in appropriate 

environments/containers and at proper temperatures.  Appropriate space and equipment 

must be made available for the proper storage and refrigeration of food supplies. 

H. Ensure the kitchen and dining area is ventilated, properly furnished, and clean. 

I. Conduct daily routine operational and sanitation inspections of all food service areas, 

equipment and workers to ensure and maintain required compliance standards.  Formal 
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inspections must be scheduled as required by industry standards and/or applicable 

codes/standards. 

J. Employ proper safety and security measures. 

20. Laundry 

Contractors will provide each inmate with inmate clothing consistent with the quantity, quality, 

and material specified by the Prison Industry Authority (PIA).  Contractors shall provide, 

maintain and handle, inmate clothing in accordance with CDCR requirements (DOM Section 

54090 and CCR, Title 15, Chapter 1, Article 2).  The Contractor shall ensure that each inmate is 

issued state or similar to state issue clothing, linen and towels in accordance with CDCR 

allotment requirements. 

The Contractor shall develop a plan of operation detailing all facility laundry services to be 

provided.  The Contractor shall, where appropriate, utilize inmate work crews to maintain, 

process, inventory, issue/receive clothing and operate laundry equipment consistent with 

operational plan and security.  The Contractor may also incorporate means to repair garments 

or linens in a manner and at a level consistent with industry standards. 

To the extent possible, the Contractor shall ensure that appropriate laundry equipment for the 

washing and drying of inmate clothing and linens is provided in sufficient number/capacity.  The 

Contractor shall ensure that inmates are able to exchange their compliment of soiled laundry for 

clean laundry (on a one-for-one basis) at a minimum of twice per week.  The Contractor’s plan 

of operation shall delineate clothing/linen collection; laundering; repair; replacement and 

distribution process/procedures.  All laundered clothing/linen shall meet applicable standards 

for cleanliness.  The plan shall also include chemical, equipment, worker and safety 

requirements. 

21. Inmate Discipline  

The Contractor shall, at a minimum, establish and maintain a plan of operation that 

appropriately delineates the progressive disciplinary methods and practices to be adhered to by 

Contractor staff in the operation of the MCCF in accordance with DOM Section 52080 and CCR, 

Title 15, Subchapter 4, Article 5.  Additional guidelines are as follows: 

A. Inmate discipline shall be administered to maintain control and to promote positive change 

in attitude and behavior.  The Contractor shall develop an inmate disciplinary operations 

plan that meets the requirements of CDCR’s policy, due process, and specified time limits.  

The Contractor must ensure that all disciplinary reports are completed within 24 hours from 

the time of discovery.   

B. Contractor staff shall initiate and participate in informal and formal disciplinary actions 

within the context of progressive disciplinary practices.  Inmate misconduct is handled in a 

progressive manner of verbal counseling, custodial counseling chrono (CDCR 128-A), and a 
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Rules Violation Report (CDCR 115).  Rules violation reports are categorized as Administrative 

(minor in nature) and Serious (serious offenses). 

C. The Contractor staff will be the first level of review regarding informal action.  All Contractor 

staff shall have the responsibility of documenting inmate negative behavior and writing the 

initial charges in accordance with CDCR’s policy and regulations.  CDCR staff review and 

classify Rule Violation Reports as either an administrative violation or serious violation.  

CDCR staff has the final authority in all formal disciplinary actions unless the CBU 

Administrator has delegated authority in writing to the Contractor for the review, 

classification, or hearing of minor (administrative) violations. 

22. Search, Seizure and Urinalysis Testing 

 

A. Custody personnel may conduct searches of the facility at any time and when there is 

reason to believe any inmate is in possession of contraband.  Any contraband discovered 

shall be processed into the facility’s evidence area consistent with policies and procedures 

established by the Contractor.  As soon as practical, the Contractor shall advise and 

coordinate any additional efforts with on-site CDCR staff.  

 

B. The Contractor, in conjunction with CDCR, shall be responsible for the proper disposition 

and/or transference of contraband/evidence to local law enforcement for possible criminal 

prosecution of the inmate or inmates.  (CDCR shall be responsible for ensuring that a written 

Agreement has been established between the facility Contractor and the local District 

Attorney’s Office that identifies prosecutable offenses and the processes required to be 

undertaken consistent with PC Sections 4700.1 - 4704 and 4750 - 4755.) 

C. Search and seizure conducted by Contractor staff shall comply with the requirements of 

CCR, Title 15, Sections 3006 and 3287 and DOM Sections 52050.18 through 52050.18.3. 

D. The Contractor staff shall be authorized to administer urine testing to inmates in compliance 

with CCR, Title 15, Section 3290. 

 

23. Inmate Temporary Housing and Placement  

 

A. The Contractor shall be responsible for ensuring compliance with all requirements and 

conditions of Disciplinary Detention, in accordance with DOM and CCR, Title 15, Sections 

3330-3332, when ordered by the senior hearing officer or disciplinary committee for an 

inmate. 

 

B. The Contractor shall be responsible for ensuring compliance with all requirements and 

conditions of “Confinement to Quarters”, in accordance with DOM and CCR, Title 15, Section 

3333, when ordered by the senior hearing officer or disciplinary committee for an inmate. 
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C. The Contractor shall be responsible for ensuring compliance with all requirements and 

conditions when placing an inmate in a Transit Holding Cell (THC) (pending transfer to a 

higher custody), in accordance with DOM Section 52080 and CCR, Title 15, Subchapter 4, 

Articles 6 and 7, when ordered by the CDCR Correctional Lieutenant, Facility Captain, Facility 

Director or CDCR AOD or designee.  An inmate’s placement in a THC shall be limited to no 

more than ten (10) calendar days.  When circumstances indicate the THC placement is likely 

to exceed ten (10) calendar days, the CDCR Facility Captain shall be required to notify the 

CBU Correctional Administrator (Field Operations) to advise of the situation and solicit 

assistance for the inmates transfer.  Thereafter, the inmate shall be transferred to a CDCR 

institution or facility, as soon as practical, but no later than the 10th day. 

D. An inmate’s placement in a THC for any reason must be documented on a CDCR-128B.  The 

Contractor must provide security staff and conduct health and welfare checks of inmates 

placed in a THC at no less than one hour increments and more frequently if an inmate’s 

condition/demeanor is less than normal. If the reason for placement is behavioral or 

possible mental health issues, including but not limited to suicidality, a 1 to 1 observation 

must be maintained while the inmate is in the THC. 

E. An inmate’s removal from the THC shall not be at a level less than a Facility Director in 

coordination with the highest ranking CDCR staff on duty.  The reasoning for the removal 

from the THC must be documented on a CDCR-128-B. 

24. Inmate Property 

The Contractor shall, in accordance with CDCR requirements (DOM Section 54030 and CCR, Title 

15, Subchapter 2, Article 9), maintain a list of personal inmate property items and the maximum 

amount of each item an inmate may possess within the MCCF.  The combined volume of state 

issued and allowable personal property items shall not exceed six cubic feet.  The Contractor 

shall ensure that each general population inmate is provided a suitable means of storing their 

state and personal property within their assigned living area.  (Inmates housed in THC or 

Medical Cells will have their personal property collectively stored at a separate designated 

location.) 

25. Inmate Orientation 

The Contractor shall ensure that each newly received inmate is provided an orientation to the 

MCCF, prior to being released to general population (dorm housing) consistent with CCR, Title 

15, Section 3002 and guidelines in DOM Section 83040.4 (Re-entry).   Each newly received MCCF 

inmate shall be advised of procedures governing the conduct and activities of inmates; earned 

privileges; range of available facility programs, activities, work assignments/participation as well 

as procedures governing mail, visiting, and appeals.  Additionally, the Contractor shall have up 

to date written handout material prepared for distribution to new inmate arrivals that 

summarizes and details pertinent facility information such as, but not limited to the following: 

availability and schedule of facility activities; availability of inmate programs and work 
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assignments; inmate behavior expectations; count times; yard hours and recall time(s); 

procedures for mail, visiting and appeals; and any other pertinent information.  As soon as 

possible after arrival, inmates must also be issued picture identification cards, bed assignments, 

proper inmate clothing and linens.  The Contractor shall provide a means of advising inmates 

who cannot read English.  This does not reduce the Contractor’s responsibility to ensure that 

each new arrival has received a copy of CCR, Title 15.  (Copy of the CCR, Title 15 in Spanish will 

be maintained in the library). 

26. Classification  

The Contractor, in concert with CDCR, shall uniformly apply CDCR’s classification process to each 

inmate assigned to the MCCF in accordance with DOM; CCR, Title 15 Sections 3375 - 3380; and 

CDCR policy. 

The inmate’s Central File (C-File) will be retained by CDCR in the CBU Case Records Office 

(located in Sacramento).  The MCCF will be required to maintain an inmate Field File (aka 

“flimsy” file) in lieu of a C-File at the MCCF.  The Field File is a working file that shall contain all 

appropriate and pertinent inmate information.  All Field Files shall be secured in a locked file 

Cabinet marked “Authorized Personnel Only”.  Only authorized persons shall have access to the 

Field Files.  The Contractor shall comply with CDCR policy regarding the release of inmate 

information. 

Each inmate shall be individually classified in accordance with CDCR requirements.  The 

Contractor shall be required to participate in the classification process.  The Contractor shall 

ensure that the classification process is conducted in the manner prescribed by CDCR and that 

the inmate receives proper advance notice and appropriate non-confidential documentation.  

Classification decisions/actions shall be based on evaluation of available information and mutual 

agreement of the committee members.  Every decision of a classification committee shall be 

properly documented on a CDCR Form 128-G, Classification Chrono. 

The purpose of the classification process, at a minimum, consists of the following: 

A. The classification process is a continual diagnostic and prescriptive process involving the 

systematic and diagnostic study of each inmate’s needs and desires.  The Contractor shall 

establish an operational plan in accordance with DOM, CCR, Title 15, the Agreement and 

other CDCR requirements which shall ensure a process for review of each inmate upon 

arrival at the MCCF and as necessary thereafter.  The Contractor and CDCR staff shall 

participate in the classification process in accordance with DOM Section 62010.  Initial and 

Unit Classification Committee shall, at a minimum, consist of a quorum of three persons 

who shall serve as a Chairperson, Recorder and Other member.  Composition of committee 

members shall normally include a Correctional Counselor I (or other CDCR designee as 

approved by the Facility Captain) [Recorder], Facility Director [Chairperson], and Assistant 

Director [Other member or Alternate Chairperson].  Contractor member(s) may be 

substituted from the ranks of any of the following Contractor staff: Program Director, Chief 
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of Security, Inmate Assignment personnel, or by another CDCR staff member.  A CDCR staff 

member shall always be present and part of any classification committee/action.  At no time 

shall the Contractor initiate a classification committee/action without the participation of a 

CDCR staff member.   

 The Facility Captain will have final decision making authority on all disputed classification 

actions, but may elect to either defer or elevate matters to the CBU Administrator (or 

designee) for final review/decision based on facts at hand. 

B. The classification process commences upon the receipt of an inmate committed to the 

custody of the Secretary of CDCR and is continuous throughout the time the inmate remains 

under the Secretary’s jurisdiction.  The classification committee process:  (1) provides 

committee member review of inmate case factors; (2) provides staff with an opportunity to 

evaluate individual inmate case factors and assist each inmate to fully understand 

departmental/facility expectations and available programs and resources; (3) allows for 

review and documentation of inmate performance, behavior and progress in past and 

current programs; (4) allows for adjustments to retain, remove or reassign inmates to other 

program assignments like education, vocational training, or work program; and (5) 

establishes regularly scheduled review periods to ensure that inmates are continually 

evaluated and placed in an appropriate custody level, program assignment, housing level 

and work group at the lowest possible level of security and supervision required. 

C. Each classification determination which affects an inmate’s length of confinement and/or 

program participation shall be made by the classification committee.  Such classification 

determinations include establishing and changing restrictions and supervision for control 

purposes, or to ensure the security of the facility and safety of all persons.  All classification 

committee action shall be documented on a CDCR form 128G for placement in the inmate’s 

field file, faxed/scanned and mailed to the CBU Case Records Office, and a copy to the 

inmate.  

D. Review cases where the inmate’s case factors have significantly changed requiring higher 

custody or an increase in the inmate’s classification score. 

E. Ensure that initial classification is conducted for new arrivals within 14 days of reception. 

27. Inmate Trust Fund 

The Contractor shall establish an Inmate Trust Fund (ITF) accounting system for recording and 

maintaining all transactions affecting inmate trust accounts (in accordance with applicable DOM 

Sections 51120.12, 51121.15, 53110.5.3, 54070.4 and 54070.5)`.  All transactions and 

reconciliations shall be supported by sufficient and relevant source documentation.  The 

accounting system shall maintain individual inmate accounts and moneys shall not be 

commingled with any other funds.  ITF shall be deposited into an interest bearing account 

guaranteed by the FDIC.  ITF balances exceeding $100,000 shall be placed into another interest 
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bearing FDIC insured account.  The Contractor shall not utilize inmate trust funds for facility 

expenditures without the authorization of either the inmate and/or Chief of CBU or designee 

through the disciplinary process. 

Additionally, the Contractor is responsible for the following Trust Fund transactions: 

A. Upon an inmate’s transfer to another facility or CDCR prison to forward the individual 

inmate trust funds to the transfer location; 

 

B. Upon an inmate’s parole, to issue a check for an individual inmate trust fund balance; 

 

C. To handle “unclaimed” inmate trust fund balances in accordance with the FMH. 

 

D. Restitution shall be calculated, deducted, and processed according to Section VII, 

Administrative and Security Requirements. 

28. Transportation of Inmates 

The Contractor shall be required to provide inmate transportation for any ORWD work 

assignments (i.e.: outside work crews) outside the facility consistent with CDCR requirements.  If 

the ORWD provides service for another governmental entity pursuant to a valid Agreement, the 

transportation details must be agreed upon by all parties and final approval rests with CDCR.  

The Contractor shall therefore develop and provide CDCR with written policies and procedures 

on the safe and secure transporting of inmates for all ORWD or related facility programs for 

CDCR approval. 

The Contractor shall establish procedures for providing transportation and supervision of 

paroling inmates to local public transportation sources/locations from the MCCF without the 

benefit of CDCR staff.  The Contractor staff shall be responsible for remaining with and 

supervising the “parolee” until such time as the parolee has physically embarked on public 

transportation.  Prior to actual departure, the Contractor shall confirm with the public carrier 

the final destination and any stopovers scheduled en route. 

CDCR will generally provide regularly scheduled transportation via its centralized transportation 

hubs for medical, disciplinary and inmate transfers that can be scheduled in advance.  In some 

instances, it may be necessary or in the best interest for on-site CDCR staff to facilitate the 

inmate transfer using supplemental Contractor staff.  The Contractor will be required to provide 

Male Contractor staff when transporting Male inmates.  In some instances, CDCR may approve 

the transport of an inmate by Contractor staff without the benefit of CDCR staff.  The Contractor 

shall therefore develop and provide CDCR with written policies and procedures on the safe and 

secure transporting of inmates for CDCR approval. 

Out-to-courts, ICE and intra-facility transports will be coordinated by CDCR staff with the 

appropriate involved entities. 
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Whenever the Contractor determines that any inmate medical care, treatment, evaluation or 

other need is warranted, beyond the level of medical service authorized and available at the 

facility pursuant to the Agreement, the Contractor shall be required to immediately contact the 

designated CDCR medical hub and obtain advance direction and approval/authorization from 

the assigned CME or MOD prior to transporting the inmate outside the facility.  Medical 

emergency (i.e., life threatening) transportation to a local medical provider, as directed by the 

CME or MOD, shall be provided via contracted ambulance service.  Under normal circumstances, 

a Contractor staff person shall ride in the ambulance with the inmate and a CDCR staff person 

will follow in a chase vehicle.  If a CDCR staff person is not available, the Contractor shall provide 

an additional staff person to drive the chase vehicle.  Contractor staff (of the same gender as the 

inmate) shall remain with the inmate at all times until relieved by CDCR staff. 

The Contractor shall therefore develop and provide CDCR with written policies and procedures 

for potential inmate emergency transports to include contingency provisions for: (a) activation 

of emergency transport procedures; (b) available security escort staff; (c) staff training 

requirements; (d) available resources (equipment, vehicles); and (e) any known 

restrictions/limitations of the inmate, and any other similar factors. 

The Contractor shall be required to immediately notify the CBU AOD of any and all inmate 

transports occurring during non-business hours.  The Contractor must make every reasonable 

effort to advise the CBU AOD prior to the actual transport. 

XI. MCCF INMATE ELIGIBILTY SCREENING 

 

CDCR reserves the right to modify the inmate eligibility screening criteria on an as-needed basis 

without amending the Agreement.  Modifications become effective upon written notification from 

CDCR.  The screening criteria will not be expanded to include those inmates who, based on CDCR’s 

criteria, demonstrate a need for ongoing-celled housing. 

XII. CONTRACTOR INFORMATION 

 

1. Contractor Business Structure: 

The Contractor shall maintain a current organizational chart that thoroughly describes and 

illustrates the Contractor’s organization, management and structure.  Contractor shall also 

maintain current charts of any other business relationships involved in the program.  Said charts 

shall identify by name, address, title, and phone number every person in a management 

capacity in the identified companies.  Contractor shall produce said charts and the resumes of 

such persons to CDCR immediately upon any change in company structure and/or management, 

and upon request by CDCR. 

The Contractor must identify and describe any related, subordinate (i.e., wholly or partially 

owned entities, subsidiaries, etc.) and/or superior (i.e., parent entities, owners, etc.) entity(s) 

and any other corporations, businesses, partnerships, sole proprietorships, joint ventures, 

limited liability entitles, organizations, encumbrances (i.e., lenders, investors or others with 
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secured interests), Contractors, subcontractors or other persons or business entities that will 

have a significant role in the ownership, development, financing, construction, and/or operation 

of the facility.  The following documentation must be maintained at all times: 

A. Contractor Entity Organization Chart – A current organization chart shall depict the 

management structure and principal lines of authority of the Contractor entity. 

B. General Business Information - The following current Contractor information must be 

maintained at all times and provided immediately to CDCR upon any change in business 

information and upon request at any time by CDCR for each related entity described above: 

 Contractor’s Name 

 Form of Business entity (Indicate whether the business is a corporation, limited liability 

corporation, partnership, joint venture, sole proprietorship or other [explain].) 

 Contractor’s complete contact information, including management contact persons and 

titles, business address, telephone number, facsimile and email 

 Facility street address, email address, and mailing address 

 Contractor’s Facility Director 

 Telephone Number, facsimile and email address of Facility Director 

 Telephone listing for entire Facility, including but not limited to Central Control 

 

XIII. Hazardous Materials and Site Condition Requirements 

 

1. Right of Entry 

During the term of the Agreement, there shall be and is hereby expressly reserved to State and 

to any of its agencies, Contractors, agents, employees, representatives or licensees, the right at 

any and all time to temporarily enter upon the Premises for survey or other lawful State 

purposes. 

2. Health and Safety Rules 

Contractor shall be solely responsible for determining the applicability of and ensuring 

compliance with all applicable federal, state and local health and safety laws and regulations. 

 

Periodic health and/or safety inspection by governmental agencies shall be allowed.  Contractor 

shall institute and adhere to any additional safety programs required by CDCR. 

3. Compliance 

Contractor agrees to maintain said Premises in compliance with the laws and regulations of the 

State of California pertaining to sanitation, and in compliance with all other applicable State and 

Federal laws and regulations, and the rules and regulation of CDCR. 
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Contractor shall, at Contractor’s sole cost and expense, comply with all of the laws and 

requirements of all applicable Municipal, State, and Federal authorities now in force, or which 

may hereinafter be in force pertaining to the Premises and the use of the Premises as provided 

in the Agreement. 

4. Environmental Compliance 

 

A. The Contractor shall be solely responsible for determining the applicability of and ensuring 

compliance with all applicable federal, state and local environmental, natural resources, 

zoning, etc. laws and regulations. 

 

B. The Contractor agrees to comply with all applicable Federal, State, and local laws, 

regulations and policies pertaining to the generation, transfer, use, storage and disposal of 

hazardous materials and/or hazardous wastes.  Contractor shall provide copies of Material 

Safety Data Sheets (MSDS) for all hazardous materials used on Contractor’s property if 

requested by CDCR.  Contractor shall provide documented training to their staff in the use, 

storage, and handling of hazardous materials and waste.  Contractor is prohibited 1) from 

transporting to and 2) from use, storage or disposal on the premises any hazardous 

material, hazardous substance, hazardous chemical, or hazardous waste as those terms are 

used in CERCLA (42 USC 9601.14), SARA (43 USC 11021 (e) 0, or Resources Conservation and 

Recovery Act of 1976 (RCRA), Pub. L. 94-580 (1976), 42 USC 6901 et seq. and amendments, 

including the Hazardous and Solid Waste Amendments of 1984 (HSWA), Pub. L. 98-616 

(1984), or any similar state law; or oil, petroleum products or fuel; except only materials 

packaged and purchased for consumer use in containers not to exceed one (1) gallon, or fuel 

in a vehicle fuel tank. 

 

C. Any spill or release of a hazardous substance, material, or waste to the air, soil, surface 

water, or groundwater will be immediately reported to the State as well as to appropriate 

government agencies, and shall be promptly and fully cleaned up and the Property 

(including soils, surface water, and groundwater) restored to its original condition.  No 

dumping or disposal of hazardous wastes, substances or materials, including petroleum 

products or fuel, shall be permitted. 

 

D. If Contractor or Contractor’s representative generates any regulated hazardous materials or 

wastes on the Contractor’s property, Contractor agrees to handle, store, transport and 

dispose of such wastes in accordance with all applicable Federal, State, and local 

regulations, including all applicable reporting requirements.  Contractor is prohibited from 

treatment or disposal of any hazardous substance, material or waste on Contractor’s 

property, excepting only temporary storage, not to exceed 90 days.  Storage of hazardous 

materials and/or hazardous waste shall comply with  CCR, Title 15 66264 et seq. and all 

applicable governmental requirements, including fire regulations.  The Contractor shall not 

apply to become a “permitted” hazardous waste storage or disposal facility.  Copies of all 
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hazardous waste manifests or disposal certificates shall be submitted to CDCR.  If the 

Contractor is required to prepare a Business Plan, as specified by Health and Safety Code 

Section 25500 et seq., or a Hazardous Waste Contingency Plan, as specified in  CCR, Title 15 

66264.51 et seq., then a copy of the plan shall be submitted first to the CDCR. 

 

E. The State or its representatives reserve the right to inspect all areas which are leased or 

rented by Contractor, for the purpose of verifying environmental compliance.  Any violation 

of Federal, State, or local environmental law shall be grounds for termination of the lease in 

accordance with applicable sections herein. 

 

F. The Contractor shall indemnify and hold harmless the State and its agents and 

representatives for any violation of environmental and or natural resources law caused by 

Contractor, Contractor’s representatives, Subcontractors, visitors, inmates, 

landlord/property owner or other contractual entities.  Furthermore, Contractor shall 

reimburse the State for any and all costs and liability related to investigation, clean up, 

settlement amounts, and/or fines, including attorneys’ fees, incurred by the State for non-

compliance or inadequate compliance by the Contractor or Contractor’s agents or 

representatives with any and all applicable environmental and/or natural resources law. 

 

G. More specifically, the Contractor shall indemnify and hold harmless the State and its agents 

and representatives for any violation of hazardous materials and/or hazardous waste law 

caused by Contractor or Contractor’s representatives.  Furthermore, Contractor shall 

reimburse the State for any and all costs and liability related to investigation, testing, clean 

up, settlement amounts, and/or fines, including attorneys’ fees, incurred by the  for non-

compliance or inadequate compliance by the Contractor or Contractor’s representative with 

hazardous materials and/or hazardous waste law. 

5. Lead Base Paint Disclaimer/Asbestos Disclosure 

Contractor’s Premises may contain lead-based paint or asbestos.  Contractor shall inform State 

immediately of the possible presence of any friable lead-based paint or asbestos currently in or 

upon the Premises.  Certification shall be performed by State.  In the event  the  presence of 

friable lead-based paint or asbestos is confirmed by the testing, State shall have the right, at 

State’s option to terminate the Agreement immediately, without any  expense or liability to 

State for such early termination. 

6. Permits, Licenses, and Periodic Reporting 

Contractor shall at its own expense procure, maintain in effect and comply with all permits and 

licenses (including conditions of issuance imposed by any governmental authority) and  meet 

all other requirements of Environmental Laws which apply to Contractor’s use of the Premises, 

including, without limitation, the submittal of “business plans” as required by  Section 25500, 

et seq., of the California Health and Safety Code (or other provisions of  Environmental Laws). 
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7. Notification Requirements 

Contractor shall promptly notify CDCR in writing of: 

 

A. Any spill, release, discharge or disposal of any Hazardous Material in, on or under the 

Premises; 

B. Any enforcement, cleanup, inspection, investigation, removal or other governmental or 

regulatory action instituted, contemplated or threatened (if Contractor has notice thereof) 

pursuant to any Environmental Laws; 

C. Any claim made or threatened to be made by any person against State, Contractor or the 

Premises resulting from or claimed to result from any Hazardous Materials; 

D. Any reports made to any governmental agency or entity arising out of or in connection with 

any Hazardous Materials, including any complaints, notices, warnings, reports or asserted 

violations.  All reporting obligations imposed by Environmental Laws are strictly the 

responsibility of Contractor; 

8. Special Environmental Audits 

CDCR shall have the right from time to time, to retain an environmental company acceptable to 

CDCR to conduct environmental audits as provided in the Agreement at  Contractor’s sole cost 

and expense, which audit reports shall be submitted to CDCR.  Contractor shall promptly comply 

with all recommendations set forth in the report resulting from each such audit at Contractor’s 

sole cost and expense. 

 

XIV. DAMAGE TO PROPERTY OR PERSONS 

 

Notwithstanding any other language contained in the Agreement to the contrary, the State, its 

agents and employees shall not be liable or responsible for any damage to property or persons on 

the premises pursuant to the Agreement caused by acts of the Inmates or by the Contractor’s 

employees while in the performance of their duties.  Contractor understands that the premises are a 

part of a correctional institution and such possible damage or injury. 

 

XV. AMERICANS WITH DISABILITIES ACT (ADA) 

 

Contractor agrees that by signing this Agreement, it is assuring CDCR that it complies with the 

Americans with Disabilities Act of 1990 (ADA), 42 U.S.C. Section 12101 et seq., as applicable, which 

prohibits discrimination on the basis of disability, and with applicable regulations and guidelines 

pursuant to the A.D.A.” 

 

XVI. CDCR Contact Information 

 

Should questions or problems arise during the term of the Agreement, the Contractor should 

contact the following offices: 
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Billing/Payment Issues: 

Headquarters Accounting Office 

Phone Number:  (916) 255-2042 

Fax (916) 255-5418 

 

Scope of Work/Performance Issues: 

Contract Beds Unit 

Brian Coates, Correctional Administrator 

Phone Number:  (916) 464-4572  

Fax (916) 464-5130 

 

General Contract Issues: 

Contracts Management Branch, Service Contracts Section 

Phone Number: (916) 255-5704 

FAX Number: (916) 255-6187 



Standards for Adult Correctional Institutions 
 

1. Administration and Management 
 

Section A:  General Administration 
 
Principle:  A written body of policy and procedure establishes the institution's goals, 

objectives, and standard operating procedures and establishes a system of 
regular review. 

 
Purpose and Mission 
 
4-4001 
(Ref. 3-4001) 

The institution or parent agency is established as an integral part of a 
correctional department or system by means of statutes that set its purpose. 
 
Comment: Effective administration depends on carefully formulated constitutional or 
legislative statutes that define the institution's mission and goals. 
 

4-4002 
(Ref. 3-4002) 

There is a written document delineating the institution's mission within the 
context of the total correctional system.  This document is reviewed at least 
annually and updated as needed. 
 
Comment:  The mission statement should address whatever programs and services 
are available in the institution.  Programs include receiving and diagnostic units, 
prerelease units, separate units for special offenders, and so forth. 
 

Policy and Goal Formulation 
 
4-4003 
(Ref. 3-4003) 

Written policy, procedure, and practice provide that the warden/superintendent 
formulates goals for the institution at least annually and translates them into 
measurable objectives. 
 
Comment:  Goals facilitate decision making, especially in an atmosphere of change.  
Measurable objectives facilitate the process of program review, monitoring, and 
evaluation. 
 

4-4004 
(Ref. 3-4004) 

Written policy, procedure, and practice demonstrate that employees 
participate in the formulation of policies, procedures, and programs. 
 
Comment:  Employee participation can be achieved through staff meetings, 
suggestion programs, employee councils, and similar formats. 
 

4-4005 
(Ref. 3-4005) 

Written policy, procedure, and practice demonstrate that related community 
agencies with which the institution has contact participate in policy 
development, coordinated planning, and interagency consultation. 
 
Comment:  The conduct of the institution affects and is affected by agencies and 
groups within and outside the criminal justice system.  Interaction with these 
organizations creates a forum for coordination and cooperation. 
 

Appointed Personnel 
Warden/Superintendent 
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Standards for Adult Correctional Institutions 
 

4-4006 
(2010 Supplement) 

Written policy, procedure, and practice provide that each institution is headed 
by a warden/superintendent, appointed by the administrator or governing 
board of the parent agency, who is in charge of all inmates, personnel, 
volunteers, programs, and activities connected with the institution. 
 
Comment:  The warden/superintendent’s chain of command should extend directly to 
all staff.  Similarly, all employees and units within the institution should ultimately be 
responsible to this individual. 
  

4-4006 
(Ref. 3-4006) 

Written policy, procedure, and practice provide that each institution is headed 
by a warden/superintendent who is in charge of all inmates, personnel, 
volunteers, programs, and activities connected with the institution. 
 
Comment:  The warden/superintendent's chain of command should extend directly to 
all staff.  Similarly, all employees and units within the institution should ultimately be 
responsible to this individual. 
 

4-4007 
(2010 Supplement) 
 

Deleted. 
 
 

4-4007 
(Ref. 3-4007) 

The warden/superintendent is appointed by the administrator or governing 
board of the parent agency. 
 
Comment:  None. 
 

Qualifications 
 
4-4008 
(Ref. 3-4008) 

The qualifications, authority, and responsibilities of the warden/superintendent 
and other appointed personnel who are not covered by merit systems, civil 
service regulation, or union contract are specified in writing by statute or by 
the parent agency. 
 
Comment:  Explicit position descriptions for institutional appointments ensure that 
personnel meet minimum standards and reduce opportunities for political 
interference in appointments. 
 

4-4009 
(2010 Supplement) 

Revised August 2003.  To be considered qualified, a warden/superintendent at 
a minimum must possess the following:  a bachelor’s degree in an appropriate 
discipline, five years of related administrative experience, and demonstrated 
administrative ability and leadership.  The degree requirement may be satisfied 
by completion of a career development program that includes work-related 
experience, training, or college credits at a level of achievement equivalent to 
the bachelor’s degree. 
 
Comment:  Establishing high qualifications ensures that only qualified individuals are 
recruited and hired.  It is the agency’s responsibility to see that potential 
administrators receive the required education. 
 

4-4009 
(Ref. 3-4009) 

The qualifications for the position of warden/superintendent include at a 
minimum the following:  a bachelor's degree in an appropriate discipline; five 
years of related administrative experience; and demonstrated administrative 
ability and leadership.  The degree requirement may be satisfied by completion 
of a career development program that includes work-related experience, 
training, or college credits at a level of achievement equivalent to the 
bachelor's degree. 
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Standards for Adult Correctional Institutions 
 

Comment:  Establishing high qualifications ensures that only qualified individuals are 
recruited and hired.  It is the agency's responsibility to see that potential 
administrators receive the required education. 
 

Table of Organization 
 
4-4010 
(Ref. 3-4011) 

There is a written document describing the institution's organization.  The 
description includes an organizational chart that groups similar functions, 
services, and activities in administrative subunits.  This document is reviewed 
annually and updated as needed. 
 
Comment:  A current organizational chart is necessary for providing a clear 
administrative picture.  The chart should reflect the grouping of functions, the 
effective span of control, lines of authority, and orderly channels of communication. 
 

Role of Outside Agencies 
 
4-4011 
(2010 Supplement) 

Revised August 2009.  The role and functions of employees of other public or 
private agencies providing a service to the institution are covered by written 
policy and procedure that specify their relation to the authority and the 
responsibility of the warden/superintendent. 
 
Comment:  The duties and responsibilities of personnel employed by other public or 
private agencies should be specific in a contract or other type of agreement. 
 

4-4011 
(Ref. 3-4012) 

The role and functions of employees of other public or private agencies 
providing a service to the institution are covered by written policy and 
procedure that specify their relation to the authority and responsibility of the 
warden/superintendent.  These policies and procedures are reviewed at least 
annually and updated as needed. 
 
Comment:  The duties and responsibilities of personnel employed by other public or 
private agencies should be specified in a contract or other type of agreement. 
 

Policy and Procedure Manuals 
 
4-4012 
(Ref. 3-4013) 

The policies and procedures for operating and maintaining the institution and 
its satellites are specified in a manual that is accessible to all employees and 
the public.  This manual is reviewed at least annually and updated as needed. 
 
Comment:  A government agency has an obligation to make public its philosophy, 
goals, and objectives.  A program should be conducted to familiarize employees with 
the manual. 
 

4-4013 
(Ref. 3-4014) 

Each department and major administrative unit in the institution maintains and 
makes available to employees a manual of standard operating procedures that 
specifies how policies are to be implemented.  These procedures are reviewed 
at least annually and are updated as needed. 
 
Comment:  Detailed manuals of standard operating procedures assist employees in 
successfully carrying out their assignments and help ensure overall conformance to 
institutional policy and procedure.  All employees should be thoroughly familiar with 
the sections concerning their particular assignments. 
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Standards for Adult Correctional Institutions 
 

4-4014 
(Ref. 3-4015) 

Written policy, procedure, and practice provide that new or revised policies 
and procedures are disseminated to designated staff and volunteers and, 
when appropriate, to inmates prior to implementation. 
 
Comment:  Rapid dissemination of policies and procedures increases the 
effectiveness of the institution's communication system. 
 

Channels of Communication 
 
4-4015 
(Ref. 3-4016) 

Written policy, procedure, and practice provide for regular meetings between 
the warden/superintendent and all department heads and between department 
heads and their key staff members.  Such meetings are to be conducted at 
least monthly. 
 
Comment:  Regular channels of communication are necessary for delegating 
authority, assigning responsibility, supervising work, and coordinating efforts. 
 

4-4016 
(Ref. 3-4017) 

Written policy, procedure, and practice provide for a system of two-way 
communication between all levels of staff and inmates. 
 
Comment:  None. 
 

Monitoring and Assessment 
 
4-4017 
(2010 Supplement) 

Revised January 2003.  Written policy, procedure, and practice provide for a 
system to monitor operations and programs through inspections and reviews.  
This monitoring is conducted by the warden/superintendent or designated 
staff at least annually and by qualified professionals not affiliated with the 
facility or system at least every three years. 
 
Comment:  Timely and periodic assessment can reveal how well an institution’s 
operation and programs are complying with policy and procedure.  This internal 
administrative audit should be separate from any external or continuous inspection 
conducted by other agencies. 
 

4-4017 
(Ref. 3-4018) 

Written policy, procedure, and practice provide for a system to monitor 
operations and programs through inspections and reviews.  This monitoring is 
conducted by the warden/superintendent or designated staff at least annually. 
 
Comment:  Timely and periodic assessment can reveal how well an institution’s 
operations and programs are complying with policy and procedure.  This internal 
administrative audit should be separate from any external or continuous inspection 
conducted by other agencies. 
 

4-4018 
(Ref. 3-4019) 

Written policy, procedure, and practice demonstrate that the institution reports 
its activities at least quarterly to the parent agency.  These reports are in 
writing and include major developments in each department or administrative 
unit, major incidents, population data, assessment of staff and inmate morale, 
and major problems and plans for solving them. 
 
Comment:  Routine reporting by individual institutions enables the parent agency to 
stay informed about programs, activities, and problems throughout the system.  The 
exchange of reports among institutions offers opportunities for solving problems 
jointly. 
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Public Information 
 
4-4019 
(Ref. 3-4020) 

Written policy, procedure, and practice provide that requests from federal, 
state, and local legislators and executives for information about operations or 
specific inmates are responded to promptly by facility staff and with due 
regard to privacy protection statutes. 
 
Comment:  Full and prompt cooperation with requests from legislative and executive 
offices is necessary if the institution is to maintain its integrity and credibility with 
other elements of government. 
 

4-4020 
(Ref. 3-4021) 

Written policy, procedure, and practice provide for a public information 
program that encourages interaction with the public and the media. 
 
Comment:  A continuing public information program helps to communicate the 
institution's goals and objectives and to foster community involvement and support. 
 

4-4021 
(2010 Supplement) 

Revised August 2008.  Written policy, procedure, and practice establish the 
facility’s commitment to informing the public and the media of events within 
the facility’s areas of responsibility.  The procedures address emergency and 
nonemergency responses to the media and, at a minimum, include the 
following: 
 

 the identification of areas in the facility that are accessible to media 
representatives, consistent with preserving inmates’ right to privacy 
and maintaining order and security 

 the contact person for routine requests for information 

 identification of data and information protected by federal or state 
privacy laws, or federal and state freedom of information laws 

 special events coverage 

 news release policy 

 the designation of individuals or positions within the facility 
authorized to speak with the media on behalf of the facility 

 
Comment:  The complexity of the policy statement should be consistent with the size 
and complexity of the operation. 
 

4-4021 
(Ref. 3-4021-1) 

Written policy, procedure, and practice establish the facility's commitment to 
informing the public and the media of events within the facility's areas of 
responsibility.  The procedures address emergency and nonemergency 
responses to the media and, at a minimum, include the following: 
 

 the identification of areas in the facility that are accessible to media 
representatives 

 the contact person for routine requests for information 

 identification of data and information protected by federal or state 
privacy laws, or federal and state freedom of information laws 

 special events coverage 

 news release policy 

 the designation of individuals or positions within the facility authorized 
to speak with the media on behalf of the facility 

 
Comment:  The complexity of the policy statement should be consistent with the size 
and complexity of the operation. 
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Media Access 
 
4-4022 
(2010 Supplement) 

Deleted. 
 
 

4-4022 
(Ref. 3-4022) 

Written policy, procedure, and practice grant representatives of the media 
access to the institution consistent with preserving inmates' right to privacy 
and maintaining order and security. 
 
Comment:  None. 
 

Legal Counsel 
 
4-4023 
(Ref. 3-4023) 

Written policy and procedure specify the circumstances and methods for the 
warden/superintendent and other staff to obtain legal assistance as needed in 
the performance of their duties. 
 
Comment:  Qualified legal assistance is necessary to ensure that policies and 
procedures are consistent with relevant court decisions.  Legal counsel can also 
advise on meeting statutory and court requirements, advise on institutional 
operations and individual cases, and provide representation before courts and other 
bodies.  Counsel should be available promptly and continuously. 
 

Political Practices 
 
4-4024 
(Ref. 3-4024) 

There is a written policy regarding campaigning, lobbying, and political 
practices.  This policy conforms with governmental statutes and regulations 
and is known and available to all employees. 
 
Comment:  None. 
 

Section B:  Fiscal Management 
 
Principle:  A written body of policy and procedure establishes the institution's fiscal planning, 

budgeting, and accounting procedures, and establishes a system of regular 
review. 

 
Fiscal Control 
 
4-4025 
(Ref. 3-4025) 

Consistent with policy, the warden/superintendent is responsible for fiscal 
policy, management, and control.  Management of fiscal operations may be 
delegated to a designated staff person. 
 
Comment:  The warden/superintendent should have authority over all the institution's 
fiscal matters.  Agency and institutional fiscal personnel should maintain close 
coordination. 
 

4-4026 
(Ref. 3-4026) The fiscal officer has appropriate professional qualifications, including at a 

minimum a bachelor's degree in business administration or a related field and 
three or more years of demonstrated supervisory and administrative 
experience.  The degree requirement may be satisfied by completion of a 
career development program that includes work-related experience, training, 
or college credits at a level of achievement equivalent to the bachelor's 
degree. 
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Comment:  None. 
 

4-4027 
(Ref. 3-4027) 

Written policy, procedure, and practice cover, at a minimum, the following 
fiscal areas:  internal controls, petty cash, bonding for all appropriate staff, 
signature control on checks, and the issuing or use of vouchers. 
 
Comment:  None. 
 

Budget Preparation 
 
4-4028 
(Ref. 3-4028) 

The institution's budget request complies with the policies, procedures, and 
instructions of the jurisdiction of which the institution is a part.  Institution 
staff participate in preparing the institution's written budget request. 
 
Comment:  Staff participation in budget development helps define needed resources 
and provides staff with a better understanding of budgetary constraints and priorities. 
 

4-4029 
(Ref. 3-4029) 

The warden/superintendent participates in budget deliberations conducted by 
the parent agency or the next higher level of government.  This participation 
includes requests for funds for maintaining the institution's daily operations, 
financing capital projects, and supporting long-range objectives, program 
development, and additional staff requirements. 
 
Comment:  None. 
 

4-4030 
(Ref. 3-4030) 

Written policy, procedure, and practice provide for budget revisions. 
 
Comment:  Because it is a guideline for anticipated revenues and expenditures, a 
budget may be revised periodically.  Significant revisions should be approved by the 
parent agency and any other appropriate government agency. 
 

Accounting Procedures 
 
4-4031 
(2010 Supplement) 

Revised August 2009.  Written policy, procedure, and practice demonstrate 
that the procedures for the collecting, safeguarding, and disbursing of monies 
comply with the accounting procedures established by the governing 
jurisdiction. 
 
Comment:  The institution’s fiscal policies and procedures should be patterned after 
those of the governing authority and should be compatible with the state’s central 
accounting system.  These include policies and procedures for fiscal recordkeeping, 
reports, reviews, audits, disbursements, position allocations, payroll, cash 
transactions, commissary/canteen operations, and inmates’ personal funds, if any. 
  

4-4031 
(Ref. 3-4031) 

Written policy, procedure, and practice demonstrate that the procedures for 
the collecting, safeguarding, and disbursing of monies comply with the 
accounting procedures established by the governing jurisdiction.  These 
procedures are reviewed annually and updated, as needed. 
 
Comment:  The institution's fiscal policies and procedures should be patterned after 
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those of the governing authority and should be compatible with the state's central 
accounting system.  These include policies and procedures for fiscal recordkeeping, 
reports, reviews, audits, disbursements, position allocations, payroll, cash 
transactions, commissary/canteen operations, and inmate's personal funds, if any. 
 

4-4032 
(Ref. 3-4032) 

The institution's accounting system is designed to show the current status of 
appropriations and expenditures. 
 
Comment:  Current information is needed to meet objectives, prevent budget 
discrepancies, respond to emerging needs, and ensure that the flow of funds is 
proceeding as planned. 
 

Cash Management 
 
4-4033 
(Ref. 3-4033) 

Written policy, procedure, and practice provide that all monies collected at the 
institution are placed in an officially designated and secure location daily. 
 
Comment:  None. 
 

4-4034 
(Ref. 3-4034) 

Written policy, procedure, and practice provide that reports of all monies 
collected and disbursed are distributed to the parent agency and other 
designated authorities. 
 
Comment:  None. 
 

Internal Monitoring 
 
4-4035 
(Ref. 3-4035) 

Written policy, procedure, and practice provide for ongoing monitoring of the 
institution's fiscal activities.  The results are reported in writing at least 
quarterly and are forwarded to the parent agency. 
 
Comment:  Internal monitoring allows an institution to determine whether internal 
control procedures are being followed and to strengthen them where needed. 
 

Independent Audit 
 
4-4036 
(Ref. 3-4036) 

Written policy, procedure, and practice provide for an independent financial 
audit of the facility.  This audit is conducted annually or as stipulated by 
statute or regulation, but at least every three years.  If the facility is a part of a 
state system, an internal audits section or department of the agency's central 
administration and/or statutory agency shall be considered independent of the 
facility to be audited. 
 
Comment:  None. 
 

Inventory 
 
4-4037 
(Ref. 3-4037) 

Written policy and procedure govern inventory control of property, supplies, 
and other assets.  Inventories are conducted at time periods stipulated by 
applicable statutes but at least every two years. 
 
Comment:  Current and complete inventory records should be maintained for all 
property and equipment.  Property records should include the following information:  
purchase date and price; source of funds; current value (if applicable); unit and 
location to which assigned; and name of person charged with custody. 

The City of Taft 

California Department of Corrections and Rehabilitation 

Scope of Work - Attachments

Agreement Number 5600004097 

Exhibit A 

Amendment 5 

Attachment 19

Page 8 of 174



Standards for Adult Correctional Institutions 
 

 

Purchasing 
Supplies and Equipment 
 
4-4038 
(Ref. 3-4038) 

Written policy and procedure govern the requisition and purchase of supplies 
and equipment, including, at a minimum, the purchasing procedures and 
criteria for the selection of bidders and vendors. 
 
Comment:  All supplies and equipment for the institution should be procured on a 
competitive bid basis, preferably through a central purchasing agency.  Provision 
should be made for warehousing when economically desirable. 
 

Community Services 
 
4-4039 
(Ref. 3-4039) 

Funds are available for purchasing community services to supplement 
existing programs and services. 
 
Comment:  Needed programs and service - for example, vocational training or 
specialized health care for inmates - that are not available from the institution should 
be purchased from appropriate community sources. 
 

Position Control 
 
4-4040 
(Ref. 3-4040) 

Written policy and procedure regulate position control regarding position 
allocation, budget authorization, personnel records, and payroll. 
 
Comment:  Information on the number and type of positions filled and vacant should 
be available at all times.  The fiscal office should verify that all payroll positions are 
authorized in the budget, that all persons on the payroll are legally employed, that 
attendance records support the payroll, and that needed funds are available.  The 
payroll should be based on timekeeping records. 
 

Institutional Insurance 
 
4-4041 
(Ref. 3-4041) 

Written policy, procedure, and practice provide for institutional insurance 
coverage, including, at a minimum, the following:  worker's compensation, 
civil liability for employees, liability for official vehicles, and a public employee 
blanket bond. 
 
Comment:  Coverage can be provided by private companies, a self-insurer’s 
program, or state indemnification. 
 

Commissary/Canteen 
 
4-4042 
(Ref. 3-4042) 

An inmate commissary or canteen is available where inmates can purchase 
approved items that are not furnished by the facility.  The 
canteen/commissary's operations are strictly controlled using standard 
accounting procedures. 
 
Comment:  To minimize differences in individual spending power, restrictions should 
be placed on purchases and means of purchase other than cash should be 
considered. 
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4-4043 
(Ref. 3-4043) 

Commissary/canteen funds are audited independently following standard 
accounting procedures, and an annual financial status report is available as a 
public document. 
 
Comment:  An annual report outlining the commissary/canteen's financial status 
helps to safeguard the integrity of these operations. 
 

Inmate Funds 
 
4-4044 
(Ref. 3-4044) 

Written policy and procedure govern the operation of any fund established for 
inmates.  Any interest earned on monies other than operating funds accrues to 
the benefit of the inmates. 
 
Comment:  When money is available from donations, commissary/canteen profits, or 
other sources, a fund should be established for the benefit of the inmates.  The 
responsibility for administering such a fund should be fixed, and specific guidelines 
and controls should be established for collecting, safeguarding, and spending these 
monies. 
 

4-4045 
(Ref. 3-4045) 

Inmates' personal funds held by the institution are controlled by accepted 
accounting procedures. 
 
Comment:  The responsibility for the control and accounting of inmates' personal 
funds usually is delegated to the institution's business manager.  Inmates should 
receive receipts for all financial transactions. 
 

4-4046 
(Ref. 3-4046) 

Written policy, procedure, and practice provide that inmates can deposit 
personal funds in interest-bearing accounts and accrue the interest earned on 
those accounts. 
 
Comment:  Inmates should have the opportunity to deposit and withdraw funds in 
their accounts unless substantial reasons justify otherwise.  Any interest earned, 
whether the individual's funds are in a personal account or are consolidated in a 
centralized account, should accrue to the inmate. 
 

4-4047 
(Ref. 3-4047) 

Written policy, procedure, and practice provide that any financial transactions 
permitted between inmates must be approved by staff. 
 
Comment:  Uncontrolled financial transactions between inmates can foster illegal 
activities. 
 

Section C:  Personnel 
 
Principle:   A written body of policy and procedure establishes the institution's staffing, 

recruiting, promotion, benefits, and review procedures for employees. 
 
Personnel Policy Manual 
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4-4048 
(Ref. 3-4048) 

A personnel policy manual is available for employee reference and covers at a 
minimum the following areas:  
 

 organization chart (table of organization) 

 recruitment and promotion, including equal employment opportunity 
provisions  

 job descriptions and qualifications, including salary determinations 

 physical fitness policy 

 benefits, holidays, leave, and work hours 

 personnel records and employee evaluations 

 staff development, including in-service training 

 retirement, resignation, and termination 

 employee-management relations, including disciplinary procedures 
and grievance and appeals procedures 

 statutes relating to political activities 

 insurance/professional liability requirements 
 
New staff are informed in writing of the institution's hostage policy in regard to 
staff roles and safety. 
 
Comment:  Written personnel regulations help ensure equitable and consistent 
treatment of all employees.  Every employee should have the opportunity to review 
the personnel manual at the time of employment and thereafter, and employees 
should be encouraged to ask questions about personnel policies. 
 

4-4049 
(Ref. 3-4049) 

The warden/superintendent reviews the institution’s internal personnel 
policies annually and submits to the parent agency any recommended 
changes that are relevant to the parent agency’s policies. 
 
Comment:  None. 
 

Staffing Requirements 
 
4-4050 
(Ref. 3-4050) 

The staffing requirements for all categories of personnel are determined on an 
ongoing basis to ensure that inmates have access to staff, programs, and 
services. 
 
Comment:  Staffing requirements should be determined on more than inmate 
population figures and should include review of staffing needs for health care, 
academic, vocational, library, recreation, and religious programs and services.  
Workload ratios should reflect such factors as goals, legal requirements, character 
and needs of the inmates supervised, and other duties required of staff.  Workloads 
should be sufficiently low to provide access to staff and effective services. 
 

4-4051 
(Ref. 3-4051) 

The institution uses a formula to determine the number of staff needed for 
essential positions.  The formula considers, at a minimum, holidays, regular 
days off, annual leave, and average sick leave. 
 
Comment:  Additional factors that can be included in the formula are time off duty for 
training, military leave time, and factors specific to the institution and jurisdiction.  
Positions requiring staffing for more than one shift and/or more than five days per 
week should be budgeted for the full staffing needed. 
 

4-4052 
(Ref.  3-4052) 

The warden/superintendent can document that the overall vacancy rate among 
the staff positions authorized for working directly with inmates does not 
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exceed 10 percent for any 18-month period. 
 
Comment:  Wardens/superintendents should ensure that a pool or register of eligible 
candidates is available to fill or keep to a minimum any vacancies among staff who 
work directly with inmates (correctional officers, counselors, teachers, chaplains, 
librarians, and so on).  Position vacancies that are frozen by legislative or fiscal 
controls should not be considered in the 10 percent vacancy rate specified in the 
standard.  When unusual conditions cause an excessive number of vacancies, the 
warden/superintendent should notify the central agency in writing about the disparity 
between positions authorized and filled, documenting the reasons and alerting the 
agency to the potential problems. 
 

Equal Employment Opportunity 
 
4-4053 
(Ref. 3-4053) 

Written policy specifies that equal employment opportunities exist for all 
positions.  When deficiencies exist regarding the employment of minority 
groups and women, the institution can document the implementation of an 
affirmative action program that is approved by the appropriate government 
agency and can document annual reviews and the changes needed to keep the 
program current. 
 
Comment:  Equal employment opportunity is a public policy goal.  All qualified 
persons should be able to compete equally for entry into and promotion within the 
institution, and the affirmative action program should actively encourage the 
participation of members of minority groups, individuals with a disability, and women 
in the institution’s staff development program.  The affirmative action program also 
should include corrective actions, when needed, in policies regarding pay rate, 
demotion, transfer, layoff, termination, and upgrades. 
 

4-4054 
(Ref. 3-4053-1) 

Written policy, procedure, and practice provide a mechanism to process 
requests for reasonable accommodation to the known physical and/or mental 
impairments of a qualified individual with a disability, either an applicant or an 
employee.  The accommodation need not be granted if it would impose an 
undue hardship or direct threat. 
 
Comment:  Reasonable accommodation refers to modifications or adjustments which 
enable qualified applicants with disabilities to access the job application process or 
which enable qualified employees with disabilities to perform the essential functions 
of the job and to enjoy the same terms, conditions, and privileges of employment that 
are available to persons without disabilities.  Terms, conditions, and privileges 
include, but are not limited to: 
 

 recruitment, selection, and hiring 

 salary and compensation 

 benefits, holidays, leave, and work hours 

 promotion and advancement 

 staff development, including in-service training 

 retirement, resignation, and termination 
 
An undue hardship means significant difficulty or expense.  Direct threat means a 
significant risk of substantial harm to the health or safety of any person, including the 
applicant or employee with a disability, that cannot be eliminated or reduced by 
reasonable accommodation.  A qualified individual with a disability means an 
individual with a disability who satisfies the requisite  skill, experience, education, 
and other job-related requirements for the employment position such individual holds 
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or desires, and who, with or without reasonable accommodation, can perform the 
functions of such position. 
 

4-4055 
(Ref. 3-4054) 

Written policy, procedure, and practice provide for the employment of qualified 
ex-offenders. 
 
Comment:  Ex-offenders can be a valuable personnel resource and should not be 
discriminated against when they seek employment.  Qualified applicants should be 
assured equal employment opportunity. 
 

4-4056 
(Ref. 3-4054-1) 

Written policy, procedure, and practice prohibit sexual harassment. 
 
Comment:  Facility administrators should have as their objective the creation of a 
workplace that is free from all forms of discrimination, including sexual harassment.  
Facility policy clearly indicates that sexual harassment, either explicit or implicit, is 
strictly prohibited.  Employees and agents of the facility, including volunteers, 
contractors, and vendors, must be advised that they are subject to disciplinary 
action, including dismissal and termination of contracts and/or services, if found 
guilty of sexual harassment charges brought by employees or inmates. 
 

Selection and Promotion 
 
4-4057 
(Ref. 3-4055) 

Written policy, procedure, and practice provide that all personnel 
covered by merit systems, civil service regulations, or union contracts 
are selected, retained, and promoted on the basis of merit and specified 
qualifications.  New employees receive credit for their prior training. 
 
Comment:  All hiring policies and employment qualifications should be 
examined with the assistance of equal employment specialists from outside 
the agency to ensure that the personnel system is open and fair with no 
artificial barriers to employment.  Qualifications should be demonstrably 
related to the skills needed to perform the work.   
 

4-4058 
(Ref. 3-4056) 

Written policy, procedure, and practice provide for lateral entry as well 
as promotion from within the institution. 
 
Comment:  Anyone with the required education, experience, and background 
should be eligible for consideration for a position at the level at which he or 
she is qualified.  Provisions for lateral entry enable the institution to obtain 
the best qualified persons for positions even though the institution’s 
personnel policies may emphasize promotion from within. 
 

Probationary Term 
 
4-4059 
(Ref. 3-4057) 

Written policy, procedure, practice provide that employees covered by 
merit systems, civil service regulations, or union contract are 
appointed initially for a probationary term of at least six months but no 
longer than one year. 
 
Comment:  Employee performance during the probationary term should be 
evaluated at least every two months using forms developed for that purpose, 
and all employees should have the opportunity to discuss their evaluations.  
Those not performing satisfactorily should be terminated during their 
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probationary period.  Employees transferring from one facility to another 
within the same system should not be required to repeat a probationary term. 
 

Provisional Appointments 
 
4-4060 
(Ref. 3-4058) 

Written policy, procedure, and practice provide for provisional appointments 
to ensure that short-term personnel, both full-time and part-time, can be 
available during emergencies. 
 
Comment:  Civil service, merit system, and union requirements should be modified to 
allow the short-term employment of additional personnel during vacations, rises in 
the inmate population, or other situations that leave the institution understaffed.  
While provisional personnel should meet the minimum requirements for the positions 
they fill, they should not be considered permanent replacements for permanent 
personnel. 
 

Criminal Record Check 
 
4-4061 
(2010 Supplement) 

Revised August 2007.  A criminal record check is conducted on all new 
employees, contractors, and volunteers prior to assuming their duties to 
identify whether there are criminal convictions that have a specific relationship 
to job performance.  This record will include comprehensive identifier 
information to be collected and run against law enforcement indices.  If 
suspect information on matters with potential terrorism connections is 
returned on a desirable applicant, it is forwarded to the local Joint Terrorism 
Task Force (JTTF) or another similar agency. 
 
Comment:  The institution’s administrators should know of any criminal conviction 
that could directly affect an employee’s job performance in an institutional setting.  
Comprehensive identifiers may include current name, birth name, date of birth, social 
security number, address, phone number, copy of driver’s license, copy of passport 
(if any), and similar information.  Such information is run against NCIC criminal 
histories, criminal indices, and “wants and warrants.” 
 

4-4061 
(Ref. 3-4059) 

A criminal record check is conducted on all new employees in accordance 
with state and federal statutes.  The purpose of the check is to detect any 
criminal convictions that relate specifically to job performance. 
 
Comment:  The institution’s administrators should know of any criminal conviction 
that could directly affect an employee’s job performance in an institutional setting. 
 

Physical Examination 
 
4-4062 
(Ref. 3-4060) 

Written policy, procedure, and practice provide that employees who have 
direct contact with inmates receive a physical examination prior to job 
assignment.  All other employees receive a medical screening prior to job 
assignment.  Employees receive reexaminations according to a defined need 
or schedule. 
 
Comment:  Staff whose responsibilities include security and control or regular direct 
contact with inmates must have physical examinations to protect their health and 
ensure that they can carry out their assignments effectively.  The basic health status 
of all employees should be evaluated against the specific requirements of their 
assignments.  Physical examination and screening procedures may be established 
by the appropriate medical authority in accordance with applicable laws and 
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regulation. 
 

Drug-free Workplace 
 

4-4063 
(2010 Supplement) 

Revised August 2009.  There is a written policy and procedure that specifies 
support for a drug-free workplace for all employees.  This policy includes at a 
minimum the following: 
 

 prohibition of the use of illegal drugs 

 prohibition of possession of any illegal drug except in the performance 
of official duties 

 the procedures to be used to ensure compliance 

 the opportunities available for treatment and/or counseling for drug 
abuse 

 the penalties for violation of the policy 
 
Comment:  None. 
  

4-4063 
(Ref. 3-4061) 

There is a written policy and procedure that specifies support for a drug-free 
workplace for all employees.  This policy, which is reviewed at least annually, 
includes, at a minimum, the following: 
 

 prohibition of the use of illegal drugs 

 prohibition of possession of any illegal drug except in the performance 
of official duties 

 the procedures to be used to ensure compliance 

 the opportunities available for treatment and/or counseling for drug 
abuse 

 the penalties for violation of the policy 
 
Comment:  None. 
 

Performance Reviews 
 

4-4064 
(Ref. 3-4062) 

Written policy, procedure, and practice provide for an annual written 
performance review of each employee.  The review is based on defined 
criteria, and the results are discussed with the employee. 
 
Comment:  Performance reviews should be an ongoing process with written 
evaluations completed at least annually.  Reviews should be objective and based on 
specific job criteria and explicit performance standards. 
 

Compensation and Benefits 
 

4-4065 
(Ref. 3-4063) 

Compensation and benefit levels for all institutional personnel are comparable 
to those for similar occupational groups in the state or region. 
 
Comment:  Competitive salaries and attractive benefits are necessary to recruit and 
retain staff of high caliber.  Occupational fields with positions similar to those in the 
correctional field include education, social work, accounting, and office management. 
 

4-4066 
(Ref. 3-4064) 

Written policy, procedure, and practice provide for employees to be 
reimbursed for all approved expenses incurred in the performance of their 
duties. 
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Comment:  Funds should be available for approved reimbursements. 
 

Personnel Files 
 
4-4067 
(Ref. 3-4065) 

The institution maintains a current, accurate, confidential personnel record on 
each employee.  Information obtained as part of a required medical 
examination (and/or inquiry) regarding the medical condition or history of 
applicants and employees is collected and maintained on separate forms and 
in separate medical files and treated as a confidential medical record. 
 
Comment:  The personnel record should contain the following:  initial application; 
reference letters; results of employment investigation; verification of training and 
experience; wage and salary information; job performance evaluations; incident 
reports; if any; and commendations and disciplinary actions, if any. 
 

4-4068 
(Ref. 3-4066) 

Written policy, procedure, and practice provide that employees may challenge 
the information in their personnel file and have it corrected or removed if it is 
proved inaccurate. 
 
Comment:  Employees should be allowed to review their personnel files to see that 
they are current and to check for omissions or inaccuracies.  Procedures should 
specify the means for correcting discrepancies. 
 

Code of Ethics 
 
4-4069 
(2010 Supplement) 

Revised January 2003.  A written code of ethics shall require employees to 
conduct themselves and perform their duties in such a way as to set a good 
example for prisoners and thereby command their respect.  The code of ethics 
shall prohibit employees from using their official position to secure privileges 
for themselves or others and from engaging in activities that constitute a 
conflict of interest.  This code is available to all employees. 
 
Comment:  To protect the integrity of the institution, its staff, and the parent agency, 
all personnel must be thoroughly familiar with the code of ethics, and the code must 
be strictly enforced. 
 

4-4069 
(Ref. 3-4067) 

A written code of ethics prohibits employees from using their official position 
to secure privileges for themselves or others and from engaging in activities 
that constitute a conflict of interest.  This code is available to all employees. 
 
Comment:  To protect the integrity of the institution, its staff, and the parent agency, 
all personnel must be thoroughly familiar with the code of ethics and the code must 
be strictly enforced. 
 

Confidentiality of Information 
 
4-4070 
(Ref. 3-4068) 

Written policy, procedure, and practice provide that consultants and contract 
personnel who work with inmates are informed in writing about the 
institution’s policies on confidentiality of information and agree to abide by 
them. 
 
Comment:  The written policies should specify what types of information are 
confidential between worker and inmate, what types should be shared with other 
institutional personnel, and what types can be communicated to persons outside the 
institution. 

The City of Taft 

California Department of Corrections and Rehabilitation 

Scope of Work - Attachments

Agreement Number 5600004097 

Exhibit A 

Amendment 5 

Attachment 19

Page 16 of 174



Standards for Adult Correctional Institutions 
 

 

Employee Assistance Program 
 
4-4071 
(Ref. 3-4069) 

Written policy, procedure, and practice provide for an employee assistance 
program that is approved by the parent agency. 
 
Comment:  An employee assistance program provide counseling and/or referral to 
any employee with a personal problem that is affecting or has the potential to affect 
the individual’s work performance.  The program assists the employee in identifying 
the problem and locating sources of treatment or rehabilitative help. 
 
[NOTE: There is no number 4-4072.  The next number is 4-4073.] 
 

Section D:  Training and Staff Development 
 
Principle:  A written body of policy and procedure establishes the institution’s training and 

staff development programs, including training requirements for all categories of 
personnel. 

 
Program Coordination and Supervision 
 
4-4073 
(Ref. 3-4070) 

Written policy, procedure, and practice provide that the institution’s employee 
staff development and training programs are planned, coordinated, and 
supervised by a qualified supervisory employee.  The training plan is reviewed 
annually. 
 
Comment:  The training plan should include all preservice, in-service, and 
specialized training curriculums, with specific timelines for completing each training 
unit.  The plan should consider the institution’s mission, physical characteristics, and 
specific inmate populations.  
 

4-4074 
(Ref. 3-4071) 

The qualified individual coordinating the staff development and training 
program has specialized training for that position.  Full-time training personnel 
have completed at least a 40-hour training-for-trainers course. 
 
Comment:  None. 
 

Training Plan 
 
4-4075 
(Ref. 3-4072) 

The training plan is developed, evaluated, and updated based on an annual 
assessment that identifies current job-related training needs. 
 
Comment:  Training should be responsive to position requirements, professional 
development needs, current correctional issues, and new theories, techniques, and 
technologies.  The annual needs assessment may require information from many 
sources:  observation and analysis of job components; staff surveys regarding 
training needs; reviews of agency/facility operations; staff reports; and evaluations 
and findings from sources within and outside the jurisdiction. 
 

4-4076 
(Ref. 3-4073) 

The institution’s training plan is developed by an advisory training committee 
composed of the institution’s training coordinator and representatives from 
other institutional departments.  The committee meets at least quarterly to 
review progress and resolve problems, and a written record of these meetings 
is forwarded to the warden/superintendent. 
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Comment:  None. 
 

Training Evaluation 
 
4-4077 
(Ref. 3-4074) 

The institution’s training plan provides for ongoing formal evaluation of all 
preservice, in-service, and specialized training programs.  A written report is 
prepared annually. 
 
Comment:  Ongoing evaluation should include appraisals from trainees, supervisors, 
and inmates. 
 

Training Resources 
Reference Services 
 
4-4078 
(Ref. 3-4075) 

Library and reference services are available to complement the training and 
staff development program. 
 
Comment:  Reference materials should be readily accessible to employees.  
Materials not usually available at the institution should be acquired through other 
sources, such as criminal justice clearinghouses and interlibrary loans. 
 

Outside Resources 

4-4079 
(Ref. 3-4076) 

The training and staff development program uses the resources of public and 
private agencies, private industry, colleges, universities, and libraries. 
 
Comment:  Outside guidance and assistance for the institution’s training program 
can take the form of materials, equipment, course development, and evaluation 
techniques.  Numerous resources exist, including the National Institute of 
Corrections (NIC) and the NIC Academy Division, the National Institute of Justice, 
large corporations, and professional groups.  

Space and Equipment 
 
4-4080 
(Ref. 3-4077) 

The necessary space and equipment for the training and staff development 
program are available. 
 
Comment:  Facilities for classroom instruction should be easily accessible, free from 
distracting noise or observation by inmates, large enough to accommodate 20 to 30 
students, and appropriate for audiovisual presentations.  Separate spaces should be 
provided for specialized training (for example, use of firearms and/or chemical 
agents, physical training). 
 

Reimbursement 
 
4-4081 
(Ref. 3-4078) 

The institution’s budget includes funds to reimburse staff for their time when 
training is conducted during off-duty hours. 
 
Comment:  Because it is not always practical to release correctional officers and 
other staff for training during their regular duty hours, staff should be compensated 
for their off-duty time spent in training.  When officers are taken off the job for 
training, there should be sufficient funds for replacement personnel. 
 

Training Requirements 
Orientation 
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4-4082 
(Ref. 3-4079) 

Written policy, procedure, and practice provide that all new full-time 
employees must complete a formalized 40-hour orientation program before 
undertaking their assignments.  At a minimum, the orientation program should 
include instruction in the following:  the purpose, goals, policies, and 
procedures for the facility and parent agency; security and contraband 
regulations; key control; appropriate conduct with offenders; responsibilities 
and rights of employees; universal precautions; occupational exposure; 
personal protective equipment; biohazardous waste disposal; and an overview 
of the correctional field. 
 
Comment:  None. 
 

Administrative Staff 
 
4-4083 
(Ref. 3-4080) 

Written policy, procedure, and practice provide that all administrative and 
managerial staff receive 40 hours of training in addition to orientation training 
during their first year of employment and 40 hours of training each year 
thereafter, in areas relevant to their position. 
 
Comment:  Ongoing training in topics relevant to an employee’s position enhances 
skill and job performance. 
 

Correctional Officers 
 
4-4084 
(2010 Supplement) 

Revised August 2005.  Written policy, procedure, and practice provide that all 
new correctional officers receive 120 hours of training during their first year of 
employment.  At a minimum, this training covers the following areas: 
 

 security and safety procedures 

 emergency and fire procedures 

 supervision of offenders 

 suicide intervention/prevention 

 use of force 

 offender rights 

 key control 

 interpersonal relations 

 communication skills 

 standards of conduct 

 cultural awareness 

 sexual abuse/assault intervention 

 code of ethics 
 
Additional topics may be added at the discretion of the agency or facility. 
 
Comment:  Since the duties of correctional officers frequently involve most 
institutional operations, their training should be comprehensive. 
 

4-4084 
(Ref. 3-4081) 

Written policy, procedure, and practice provide that all new correctional 
officers receive an added 120 hours of training during their first year of 
employment and an added 40 hours of training each subsequent year of 
employment.  At a minimum, this training covers the following areas: 
 

 security procedures 

 supervision of offenders 

 signs of suicide risks 
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 suicide precautions 

 use-of-force regulations and tactics 

 report writing 

 offender rules and regulations 

 rights and responsibilities of offenders 

 fire and emergency procedures 

 safety procedures 

 key control 

 interpersonal relations 

 social/cultural lifestyles of the offender population 

 communication skills 

 first aid/CPR 

 counseling techniques 

 cultural diversity 
 
Comment:  Since the duties of correctional officers frequently involve most 
institutional operations, their training should be comprehensive.  Ongoing training 
during subsequent years of employment enables employees to sharpen skills and 
keep abreast of changes in operational procedures. 
 

4-4084-1 
(2010 Supplement) 

Added August 2005.  Written policy, procedure, and practice provide that all 
correctional officers receive at least 40 hours of annual training.  This training 
shall include at a minimum the following areas: 
 

 standards of conduct/ethics 

 security/safety/fire/medical/emergency procedures 

 supervision of offenders including training on sexual abuse and 
assault 

 use of force 
 
Additional topics shall be included based upon a needs assessment of both 
staff and institution requirements. 
 
Comments:  This training will enable employees to sharpen skills, maintain 
certification, and keep abreast of changes in policies, procedures, and legislative, 
judicial, or executive actions. 
 

Specialist Employees 
 
4-4085 
(Ref. 3-4082) 

Written policy, procedure, and practice provide that all professional specialist 
employees who have inmate contact receive 40 hours of training in addition to 
orientation training during their first year of employment and 40 hours of 
training each year thereafter. 
 
Comment:  Case managers, chaplains, teachers, medical personnel, and other 
specialists whose backgrounds include considerable training for their positions 
should receive specific training in their field as it relates to the institutional setting. 
 

Support Staff 
 
4-4086 
(Ref. 3-4083) 

Written policy, procedure, and practice provide that all support employees who 
have regular or daily contact with inmates receive 40 hours of training in 
addition to orientation training during their first year of employment and 40 
hours of training each year thereafter. 
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Comment:  Food service employees, industry supervisors, and other support 
personnel whose work requires day-to-day contact with inmates should receive basic 
training in inmate supervision and security as well as specialized training in their field 
as it relates to the institutional setting. 
 

4-4087 
(Ref/ 3-4084) 

Written policy, procedure, and practice provide that all clerical/support 
employees who have minimal contact with inmates receive 16 hours of training 
in addition to orientation training during their first year of employment and 16 
hours of training each year thereafter. 
 
Comment:  Clerical and support personnel who are not in continuous contact with 
inmates should receive training relevant to their particular job assignments. 
 

Part-time Staff 
 
4-4088 
(Ref. 3-4085) 

All part-time staff and contract personnel receive formal orientation 
appropriate to their assignments and additional training as needed. 
 
Comment:  Part-time staff should receive orientation to institutional rules, security, 
and operational procedures. 
 

Specialized Training 
Emergency Unit 
 
4-4089 
(2010 Supplement) 

Revised August 2007.  Written policy, procedure, and practice provide that 
correctional officers assigned to an emergency unit have at least one year of 
corrections and 40 hours of specialized training before undertaking their 
assignments.  Other staff must have at least one year of experience in their 
specialty within a correctional setting.  The specialized training may be part of 
their first year training program.  Officers and staff assigned to emergency 
units receive 40 hours of training annually, at least 16 of which are specifically 
related to the emergency unit assignment. 
 
Comment:  None. 
  

4-4089 
(Ref. 3-4086) 

Written policy, procedure, and practice provide that correctional officers 
assigned to an emergency unit have at least one year of experience as a 
correctional officer and 40 hours of specialized training before undertaking 
their assignments.  The specialized training may be part of the officer’s first-
year training program.  Officers on emergency units receive 40 hours of 
training annually, at least 16 of which are specifically related to the emergency 
unit assignment. 
 
Comment:  None. 
 

Use of Force 
 
4-4090 
(Ref. 3-4087) 

All security and custody personnel are trained in approved methods of self-
defense and the use of force as a last resort to control inmates. 
 
Comment:  All security and custody personnel should be trained in the techniques of 
using physical force to control and/or move inmates with minimal harm and 
discomfort to both inmates and staff. 
 

Use of Firearms 
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4-4091 
(Ref. 3-4088) 

(MANDATORY)  Written policy, procedure, and practice provide that all 
personnel authorized to use firearms receive appropriate training before being 
assigned to a post involving the possible use of such weapons.  Firearms 
training covers the use, safety, and care of firearms and the constraints on 
their use.  All personnel authorized to use firearms must demonstrate 
competency in their use at least annually. 
 
Comment:  Firearms training should be thorough, conducted using a systematic 
curriculum, and documented.  The word annually in the standard refers specifically to 
a 12-month period rather than a calendar year. 
 

Use of Chemical Agents 
 
4-4092 
(Ref. 3-4089) 

(MANDATORY)  All personnel authorized to use chemical agents receive 
thorough training in their use and in the treatment of individuals exposed to a 
chemical agent. 
 
Comment:  A special training curriculum should be established that includes both 
individual and group instruction by competent authorities. 
 

Continuing Education 
 
4-4093 
(Ref. 3-4090) 

Written policy, procedure, and practice encourage employees to continue their 
education. 
 
Comment:  Employees who wish to continue their education should be given the 
opportunity to do so.  Every effort should be made to coordinate educational 
activities with staff responsibilities.  The institution’s staff development and training 
program should promote and support employee participation in outside workshops, 
seminars, and other formal educational programs. 
 

4-4094 
(Ref. 3-4091) 

The institution encourages and provides administrative leave and/or 
reimbursement for employees attending approved professional meetings, 
seminars, and similar work-related activities. 
 
Comment:  The institution should encourage participation in outside training and 
educational programs, including membership in local, state, and national 
professional organizations.  Adequate funds for this purpose should be included in 
the budget. 
 

Section E:  Case Records 
 
Principle:  A written body of policy and procedure establishes the institution’s management of 

case records, including security, right of access, and release of information. 
 
Case Record Management 
 
4-4095 
(2010 Supplement) 

Revised August 2009.  Written policy and procedure govern case record 
management, including at a minimum the following areas:  the establishment, 
use, and content of inmate records; right to privacy; secure placement and 
preservation of records; and schedule for retiring or destroying inactive 
records. 
 
Comment:  An orderly and timely system for recording, maintaining, and using data 
about offenders increases the efficiency and effectiveness of the program and 
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service delivery and the transfer of information to the courts and release authorities. 
 

4-4095 
(Ref. 3-4092) 

Written policy and procedure govern case record management, including, at a 
minimum, the following areas:  the establishment, use, and content of inmate 
records; the right to privacy; secure placement and preservation of records; 
and schedule for retiring or destroying inactive records.  The policies and 
procedures are reviewed annually. 
 
Comment:  An orderly and timely system for recording, maintaining, and using data 
about offenders increases the efficiency and effectiveness of the program and 
service delivery and the transfer of information to the courts and release authorities. 
 

Transfer of Records 
 
4-4096 
(Ref. 3-4093) 

Written policy, procedure, and practice provide that an updated case file for 
any inmate transferred from one institution to another is transferred 
simultaneously or, at the latest, within 72 hours. 
 
Comment:  Continuity of correctional programming for inmates transferred from other 
institutions requires that staff have the benefit of a complete cumulative case record 
as soon as possible.  The same policy and procedure should apply to the transfer of 
medical files. 
 

Computation of Time Served 
 
4-4097 
(Ref. 3-4094) 

Written policy, procedure, and practice provide that inmate time is accurately 
computed and recorded in conformance with applicable statutes and 
regulations. 
 
Comment:  The accurate computation and recording of any “good time” earned or 
time forfeited is vital for incarcerated persons.  Each inmate’s case file should 
include an up-to-date record of time served and time remaining. 
 

Inmate Access to Records 
 
4-4098 
(Ref. 3-4095) 

Written policy and procedure govern inmates’ access to information in their 
case records. 
 
Comment:  Inmates should have access to their case records and files consistent 
with applicable statutes regarding the procedures and conditions for reviewing these 
materials.  Exceptions should be based on possible harm to the inmate or others. 
 

Release of Information 
 
4-4099 
(Ref. 3-4096) 

The institution uses a “release of information consent form” that complies with 
applicable federal and state regulations.  Unless the release of information is 
required by statute, the inmate signs the consent form prior to the release of 
information and a copy of the form is maintained in the inmate’s case record. 
 
Comment:  The confidentiality of information regarding inmates is protected by law.  
The consent form may include the following items:  name of person and agency or 
organization requesting information; name of institution releasing information; 
specific information to be disclosed and purpose of disclosure; signature of inmate 
and date of signature; and signature of employee witnessing the inmate’s signature.  
Where statutes direct, consent forms should not be required for release of 
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information to judicial, law enforcement, correctional, and social service authorities 
involved with the individual case. 
 

Section F:  Information Systems and Research 
 
Principle:  A written body of policy and procedure establishes the institution’s procedures for 

information storage and retrieval, master indexes, daily reports, evaluation, and 
research. 

 
Information System 
 
4-4100 
(Ref. 3-4097) 

The institution contributes to, has access to, and uses an organized system of 
information storage, retrieval, and review.  The information system is part of 
an overall research and decision-making capacity relating to both inmate and 
operational needs. 
 
Comment:  Correctional information systems facilitate decision making, research, 
and timely responses to offender needs and outside inquiries.  In large correctional 
systems, information systems often are the responsibility of the parent agency.  If the 
parent agency does not provide this function, the institution should train and assign 
specific personnel to this function. 
 

4-4101 
(Ref. 3-4098) 

All staff who have direct access to information in the information system are 
trained in and responsive to the system’s security requirements. 
 
Comment:  Written policy should specify which persons have direct access to the 
information system. 
 

Sharing of Information 
 
4-4102 
(Ref. 3-4099) 

The institution or parent agency collaborates with criminal justice and service 
agencies in information gathering, exchange, and standardization. 
 
Comment:  Systemwide collaboration is critical to effective management and timely 
decision making and helps prevent or reduce duplication of effort and costs.  
Institutions should share information among themselves while respecting the 
confidentiality and privacy of offender records. 
 

Master Index and Daily Reports 
 
4-4103 
(Ref. 3-4100) 

The institution maintains a single master index identifying all inmates who are 
assigned to the institution. 
 
Comment:  Staff should maintain an up-to-date master index that indicates the status 
and whereabouts of each inmate, including those on the institutional grounds, those 
temporarily off the grounds or in satellite units, and any escapees.  This information 
should be readily available to administrative and supervisory personnel. 
 

4-4104 
(Ref. 3-4101) 

The institution maintains a daily report on inmate population movement. 
 
Comment:  The daily report should indicate the number of inmates in the institution 
and their names, identifying numbers, and housing assignments.  Official daily 
movement sheets should detail the number and types of admissions and releases 
each day and the count at the close of the day. 
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Management Information 
 
4-4105 
(Ref. 3-4102) 

The institution’s criteria for evaluating overall institutional performance are 
specific and defined in writing. 
 
Comment:  The evaluation criteria should consider the nature of events to be 
counted, the categorization of behaviors and degrees of seriousness to be included, 
and the duration of the follow-up period.  The system for measuring the degree of 
internal order should include the following:  escape rate; frequency and number of 
assaults on staff; group disturbances by inmates; assaults and homicides by 
inmates; weapons and/or illegal drugs found; and major and minor disciplinary 
actions.  Management data on offenders should permit categorization by age, sex, 
race, offense, and prior record. 
 

4-4106 
(Ref. 3-4103) 

The effectiveness of the information system as it relates to overall institutional 
management is evaluated in writing at least annually. 
 
Comment:  The warden/superintendent should have the opportunity to comment on 
and offer recommendations regarding the system’s usefulness. 
 

Program Information 
 
4-4107 
(Ref. 3-4104) 

Institutional programs are analyzed and evaluated at least every two years to 
determine their contribution to the institution’s mission. 
 
Comment:  Institutional programs should be clearly defined in terms of their 
objectives, costs, and relation to the institution’s overall philosophy and goals.  
Periodic program analyses and evaluations help the institution to identify which 
programs are productive and determine needed changes and/or the need for 
reordering priorities. 
 

Research Activities 
Institutional Support 
 
4-4108 
(Ref. 3-4105) 

The institution or parent agency supports and engages in research activities 
relevant to its programs, services, and operations. 
 
Comment:  Research can assist in planning and establishing goals and objectives.  
Controlled studies, evaluations, and policy research, by developing new knowledge, 
can contribute to more efficient and effective institutional operations, programs, and 
services and help increase public safety. 
 

4-4109 
(Ref. 3-4106) 

Written policy, procedure, and practice provide that the warden/superintendent 
encourages and uses research conducted by outside professionals. 
 
Comment:  Because of time and personnel constraints, few institutions can carry out 
internally all of the research needed.  Institutions therefore should contract with 
responsible outside professionals to conduct needed research. 
 

4-4110 
(Ref. 3-4107) 

Operational personnel assist research personnel in carrying out research and 
evaluation. 
 
Comment:  A partnership between operations and research personnel is needed to 
determine research needs, establish priorities, and assist in the research design, 
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data collection, assessment, and evaluation. 
 

Conduct of Research 
 
4-4111 
(Ref. 3-4108) 

Written policy and procedure govern the conduct of research in the institution, 
including compliance with professional and scientific ethics and with state and 
federal guidelines for the use and dissemination of research findings. 
 
Comment:  Researchers working in the institution should be informed about all 
policies relating to their research, especially those regarding confidentiality of 
information.  Research results should be available to the warden/superintendent for 
review and comment before dissemination or publication. 
 

4-4112 
(Ref. 3-4109) 

The warden/superintendent review and approves all institutional research 
projects prior to implementation to ensure they conform to the policies of the 
parent agency. 
 
Comment:  The research design and the requirements that will be made of staff 
should be fully understood and agreed upon before any research project proceeds. 
 

Inmate Participation 
 
4-4113 
(Ref. 3-4110) 

Written policy and procedure govern voluntary inmate participation in 
nonmedical, nonpharmaceutical, and noncosmetic research programs. 
 
Comment:  None. 
 

Section G:  Citizen Involvement and Volunteers 
 
Principle:  A written body of policy and procedure establishes the responsibility, screening, 

training, and operating procedures for a citizen involvement and volunteer 
program. 

 
Program Coordination 
 
4-4114 
(2010 Supplement) 

Deleted August 2007. 
 
 

4-4114 
(Ref. 3-4111) 

There is a staff member who is responsible for operating a citizen involvement 
and volunteer service program for the benefit of inmates. 
 
Comment:  A citizen involvement and volunteer service program can generate a 
wide variety of services for offenders during confinement and after release – for 
example, information on and referrals to work and study release programs and 
recreational and cultural activities in the community.  The staff member responsible 
for the program may be full-time or part-time, and the position may be filled by 
volunteer or contract personnel.  The responsible person should have or receive 
appropriate training.  Some jurisdictions mandate a citizen advisory board for each 
institution. 
 

4-4415 
(2010 Supplement) 

Revised August 2007.  Written policy and procedure specify who is 
responsible for operating a citizen involvement and volunteer service program, 
and their lines of authority, responsibility, and accountability. 
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Comment:  Written policy should provide direction for the program, listing the goals 
and objectives, types of services offered, population served, and so forth.  Clear 
lines of accountability and authority should be established and communicated to staff 
and volunteers.  Any volunteer activity that is shown to threaten the institution’s order 
and security or the safety of a volunteer should be limited or discounted until the 
problem is resolved. 
 

4-4115 
(Ref. 3-4112) 

Written policy and procedure specify the lines of authority, responsibility, and 
accountability for the institution’s citizen involvement and volunteer services 
program. 
 
Comment:  Written policy should provide direction for the program, listing the goals 
and objectives, types of services offered, population served, and so forth.  Clear 
lines of accountability and authority should be established and communicated to staff 
and volunteers.  Any volunteer activity that is shown to threaten the institution’s order 
and security or the safety of a volunteer should be limited or discontinued until the 
problem is resolved. 
 

Screening and Selection 
 
4-4116 
(Ref. 3-4113) 

The screening and selection of volunteers allows for recruitment from all 
cultural and socioeconomic parts of the community. 
 
Comment:  Efforts should be made to recruit volunteers from all segments of society.  
Volunteers should be selected on the basis of a uniform screening process that is 
consistent with security concerns. 
 

Registration 
 
4-4117 
(Ref. 3-4114) 

There is an official registration and identification system for volunteers. 
 
Comment:  All volunteers should be registered with the institution or parent agency 
for insurance purposes, and each volunteer should be issue an identification card.  
The institution should maintain an identification record for volunteer that includes a 
photograph, address, current telephone number, and other relevant information. 
 

Offer of Professional Services 
 
4-4118 
(Ref. 3-4115) 

Written policy specifies that volunteers may perform professional services 
only when they are certified or licensed to do so. 
 
Comment:  Volunteers who wish to offer professional services should be asked to 
cite their credentials and/or certificate status in their initial application.  Tutoring or 
sponsorship of a craft or hobby program is not considered a professional service. 
 

Orientation and Training 
 
4-4119 
(Ref. 3-4116) 

Written policy, procedure, and practice provide that each volunteer completes 
an appropriate, documented orientation and/or training program prior to 
assignment. 
 
Comment:  None. 
 

4-4120 
(Ref. 3-4117) 

 Volunteers agree in writing to abide by all facility policies, particularly those 
relating to the security and confidentiality of information. 
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Comment:  Confidentiality of records and of other privileged information is critical to 
institutional security.  The institution should develop written policies and procedures 
specifying that volunteers respect all institutional policies. 
 

Schedule of Services 
 
4-4121 
(Ref. 3-4118) 

A current schedule of volunteer services is available to all inmates and is 
posted in appropriate areas of the institution. 
 
Comment:  Inmates should be aware of the volunteer services available.  Before 
volunteer services are provided, inmates should understand the role of volunteers, 
including the limits of their authority, and should understand the mutual 
responsibilities of the inmate and the volunteer. 
 

Participation in Policy Making 
 
4-4122 
(Ref. 3-4119) 

There is provision for volunteers to contribute suggestions regarding the 
establishment of policy and procedure for the volunteer services program. 
 
Comment:  None. 
 

2. Physical Plant 
Unless otherwise noted, each standard applies to existing institutions, renovations, additions, and/or new plant 
construction.  “New construction” is for final plans approved after January 1, 1990. 
 

Section A:  Building and Safety Codes 
 
Principle:  Compliance with professional building and fire safety codes helps to ensure the 

safety of all persons within the facility. 
 
Building Codes 
 
4-4123 
(Ref. 3-4120) 

The institution conforms with applicable federal, state, and/or local building 
codes.  (Renovation, Addition, New Construction Only) 
 
Comment:  Conformance with codes is indicated by licensing or, in cases where a 
license is not issued, by letters or certificates of compliance.  If the agency is not 
subject to local building codes, appropriate state or national codes must be applied. 
  

Fire Codes 
 
4-4124 
(Ref. 3-4121) 

(MANDATORY)  The institution conforms with applicable federal, state, and/or 
local fire safety codes.  Compliance is documented by the authority having 
jurisdiction.  A fire alarm and automatic detection system are required, as 
approved by the authority having jurisdiction, or there is a plan for addressing 
these or other deficiencies within a reasonable time period.  The authority 
approved any variances, exceptions, or equivalencies that do not constitute a 
serious life safety threat to the occupants or the facility. 
 
Comment:  The applicable fire safety code(s) must be comprehensive, ensure basic 
protection of life, and include the use of fire detection and alarm systems in all 
habitable areas of the facility.  The applicable code(s) should be applied to all areas 
of the facility.  Reports of periodic inspections and any actions taken in respect to 
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those inspections must be available. 
  

Section B:  Size, Organization, and Location 
 
Principle:  The question of facility size is most accurately approached from the perspective of 

the individual units that make up the institution.  This approach encourages 
flexibility, creativity, and innovation in meeting concerns for safety and quality of 
life. 

 
Staff/Inmate Interaction 
 
4-4125 
(Ref. 3-4122) 

Physical plant design facilitates personal contact and interaction between staff 
and inmates.  (Renovation, Addition, New Construction Only) 
 
Comment:  Separation of supervising staff from inmates reduces interpersonal 
relationships and staff awareness of conditions on the housing unit.  Staff 
effectiveness is limited if the only staff available are isolated in control centers as 
observers or technicians in charge of electronic management systems. 
 

Facility Size 
 
4-4126 
(2010 Supplement) 

Revised August 2003.  The facility should encourage staff/inmate interaction.  
The facility has a management system that provides staff with the authority to 
make decisions, the ability to make recommendations regarding security, 
classification, services, and programs for inmates. 
 
Comment:  None. 
 

4-4126 
(Ref. 3-4123) 

Institutions are divided into distinct, semiautonomous management units that 
encourage positive staff/inmate interactions and effective communication.  
Staff within each management unit are delegated the authority to make 
decisions regarding security classification, services, and programs for 
inmates within the unit. 
 
Comment:  None. 
  

Unit Size 
 
4-4127 
(2010 Supplement) 

Revised August 2003.  The maximum size of a single management unit is 
variable and is based on the characteristics of its inmate population.  The 
exact size of each management unit is determined by (1) the security 
classification of the inmate occupants (higher security levels require smaller 
unit size), and (2) the ability of staff to complete regular security checks, 
maintain visual and auditory contact, maintain personal contact and 
interaction with inmates, and be aware of unit conditions. 
 
Comment:  The scale of management unit should facilitate and encourage the 
involvement of all staff in decision making. 
 

4-4127 
(Ref. 3-4124) 

The maximum size of a single management unit is variable and is based on the 
characteristics of its inmate population but does not exceed 500 inmates.  The 
exact size of each management unit is determined by (1) the security 
classification of the inmate occupants (higher security levels require smaller 
unit size), and (2) the ability of staff to complete regular security checks, 
maintain visual and auditory contact, maintain personal contact and 
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interaction with inmates, and be aware of unit conditions. 
 
Comment:  The scale of the management unit should facilitate and encourage the 
involvement of all staff in decision making. 
  

4-4128 
(Ref. 3-4125) 

Single-cell living units shall not exceed 80 inmates.  (New Construction Only) 
 
Comment:  None. 
 

Rated Capacity 
 
4-4129 
(2010 Supplement) 
 

Revised January 2008.  The number of inmates does not exceed the maximum 
allowable inmate population as based on the Standards Compliant Bed 
Capacity (SCBC) formula. 
 

SCBC FORMULA FOR ADULT CORRECTIONAL INSTITUTIONS 
 
Step No. 1:  Calculation to be used for all cells (multiple occupancy and single) in 
general population (Ref. #4-4132). 
 
 Sq. ft. total of unencumbered space in housing = Answer #1 
  25 sq. ft. 
 
Step No. 2:  Calculation to be used for single cells in general population for 
special management purposes (Ref. #4-4133) and segregation (Ref. #4-4141). 
 
 Sq. ft. total of unencumbered space in all single cells = Answer #2 
  35 sq. ft. 
 
 Sq. ft. total of all single cells = Answer #3 
  80 sq. ft. 
 
 Place lowest number of Answer #2 and Answer #3 = Answer #4 
 
Step No. 3:  Determination of SCBC for the entire facility. 
 
 Answer #1 + Answer #4 = ________ 
 

 
Comment:  The maximum allowable inmate population may fluctuate between audit 
cycles due to the necessity to single-cell inmates for special management purposes. 
 

4-4129 
(Ref. 3-4126) 

The number of inmates does not exceed the facility’s rated bed capacity. 
 
Comment:  Rated bed capacity is considered to be the original design capacity, plus 
or minus capacity changes resulting from building additions, reductions, or revisions. 
 

Location 
 
4-4130 
(2010 Supplement) 
 

Deleted August 2004. 
 
 

4-4130 
(Ref. 3-4127) 

The institution is located within 50 miles of a civilian population center of at 
least 10,000 people, or minimally within one hour’s driving time of a hospital, 
fire protection, and public transportation.  (New Construction Only) 
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Comment:  Proximity to a civilian population center is essential in order to augment 
the services provided directly by the institution, to provide greater recruitment and 
training opportunities for staff, to accommodate visitors, and to provide educational 
and employment opportunities for inmates on work or study release. 
 

Section C:  Inmate Housing 
 
Principle:  Inmate housing areas are the foundation of institutional living and must promote 

the safety and well-being of both inmates and staff. 
 
Inmate Sleeping Areas 
Occupancy and Space Requirements 

 
4-4131 
(2010 Supplement) 
 

Deleted August 2005. 
 
 

4-4131 
(Ref. 3-4128) 

Single cells are required for inmates assigned to maximum custody.  All cells 
in which inmates are confined conform to the following requirements: 
 

1. There must be 35 square feet of unencumbered space for the single 
cell occupant. 

2. When confinement exceeds 10 hours per day, there is at least 80 
square feet of total floor space for the occupant. 

3. “Unencumbered space” is usable space that is not encumbered by 
furnishing or fixtures.  At least one dimension of the unencumbered 
space is no less than seven feet.  In determining unencumbered space, 
all fixtures must be in operational position and must provide the 
following minimum areas per person:  bed, plumbing fixtures, desk, 
and locker. 

4. Supervision is consistent with standard 4-4177. 
  
Comment:  This standard encourages design flexibility and creativity by relating cell 
size to the amount of unencumbered or free space provided. 
 

4-4132 
(2010 Supplement) 

Revised January 2007.  Cells/rooms used for housing inmates shall provide at 
a minimum, 25 square feet of unencumbered space per occupant.  
Unencumbered space is usable space that is not encumbered by furnishings 
or fixtures.  At least one dimension of the unencumbered space is no less than 
seven feet.  In determining unencumbered space in the cell or room, the total 
square footage is obtained and the square footage of the fixtures and the 
equipment is subtracted.  All fixtures and equipment must be in operational 
position and must provide the following minimums per person: 
 

 bed 

 plumbing fixtures (if inside the cell/room) 

 desk 

 locker 

 chair or stool 
 
Comment:  None. 
 

4-4132 
(Ref. 3-4128-1) 

Single cells/rooms and multiple-occupancy cells/rooms may be used for 
housing inmates in medium/minimum custody when the classifications 
system, cell/room size, and level of supervision meet the following 
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requirements: 
 

1. Number of occupants Amount of Unencumbered Space* 
 1  35 square feet per occupant 
 2-50   25 square feet 
 
 * “Unencumbered space” is usable space that is not encumbered by 

furnishings or fixtures.  At least one dimension of the unencumbered 
space is no less than seven feet.  In determining unencumbered space 
in the cell or room, the total square footage is obtained and the square 
footage of fixtures and equipment is subtracted.  All fixtures and 
equipment must be in operational position and must provide the 
following minimums per person:  bed, plumbing fixtures (if inside the 
cell/room), desk, locker, and chair or stool.  

2. When confinement exceeds ten hours per day, there are at least 80 
square feet of total floor space per occupant. 

3. Housing is in compliance with American Correctional Association 
standards 4-4137, 4-4138, 4-4139, 4-4142, 4-4151 and 4-4295.  Medium-
security inmates housed in multiple-occupancy cells/rooms require 
direct supervision. 
 
A classification system is used to divide the occupants into groups 
that reduce the probability of assault and disruptive behavior.  At a 
minimum, the classification system evaluates the following: 
 

 mental and emotional stability 

 escape history 

 history of assaultive behavior 

 medical status 

 age 

 enemies of record 
 

Male and female inmates are housed in separate cells/rooms. 
 
Comment:  None. 
 

4-4133 
(2010 Supplement) 

Revised August 2005.  Written policy, procedure, and practice provide that 
single-occupancy cells/rooms, measuring a total of 80 square feet, of which 35 
square feet is unencumbered space, shall be available, when indicated, for the 
following: 
 

 inmates with severe medical disabilities 

 inmates suffering from serious mental illness 

 sexual predators 

 inmates likely to be exploited or victimized by others 

 inmates who have other special needs for single housing 

 maximum custody inmates 
 
Comment:  The standard permits housing inmates of all security levels in multiple 
cells/rooms unless there is a need for single cells/rooms for an inmate in one of the 
groups listed.  The caveat “when indicated” refers to determinations made by the 
classification system, medical diagnosis, or other professional conclusions. 
 

4-4133 
(Ref. 3-4128-2) 

Written policy, procedure, and practice provide that single-occupancy 
cells/rooms shall be available, when indicated, for the following: 
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 inmates with severe medical disabilities 

 inmates suffering from serious mental illness 

 sexual predators 

 inmates likely to be exploited or victimized by others 

 inmates who have other special needs for single housing 
 
Comment:  While the standard permits the housing of medium-security inmates in 
multiple cells/rooms, there is a need for single cells/rooms for the inmate groups 
listed.  The caveat “when indicated” refers to determinations made by the 
classification system, medical diagnosis, or other professional conclusions. 
 

Cell Furnishings 
 
4-4134 
(Ref. 3-4129) 

Each inmate confined to a cell/room for ten or more hours daily is provided a 
sleeping area with the following:  a sleeping surface and mattress at least 12 
inches off of the floor; a writing surface and proximate area to sit; storage for 
personal items; and adequate storage space for clothes and personal 
belongings. 
 
Each inmate confined to a cell/room for less than ten hours daily is provided a 
sleeping area with the following:  a sleeping surface and mattress at least 12 
inches off of the floor; storage for personal items; and adequate storage space 
for clothes and personal belongings. 
 
Comment:  The words “writing surface” refer to a fixed or free-standing surface under 
which a person can sit. 
 

Dayrooms 
Space Requirements 
 
4-4135 
(Ref. 3-4130) 

Dayrooms with space for varied inmate activities are situated immediately 
adjacent to the inmate sleeping areas.  Dayrooms provide a minimum of 35 
square feet of space per inmate (exclusive of lavatories, showers, and toilets) 
for the maximum number of inmates who use the dayroom at one time, and no 
dayroom encompasses less than 100 square feet of space (exclusive of 
lavatories, showers, and toilets). 
 
Comment:  While the standard establishes a minimum square footage for any 
dayroom, total square footage is calculated for the maximum number of users at one 
time rather than the total number of inmates served. 
 

Dayroom Furnishings 
 
4-4136 
(Ref. 3-4131) 

Dayrooms provide sufficient seating and writing surfaces.  Dayroom 
furnishings are consistent with the custody level of the inmates assigned. 
 
Comment:  The standard provides managers and designers with flexibility in 
designing and furnishing dayrooms and takes into consideration the range of 
activities that may occur (for example, dayroom activities usually include television 
viewing, reading, recreation, conversation, and games, and sometimes include 
eating and work).  In lower security settings, the use of “normalized” furnishings 
should be considered. 
 

Toilets 
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4-4137 
(Ref. 3-4132) 

Inmates have access to toilets and hand-washing facilities 24 hours per day 
and are able to use toilet facilities without staff assistance when they are 
confined in their cells/sleeping areas. 
 
Toilets are provided at a minimum ratio of 1 for every 12 inmates in male 
facilities and 1 for every 8 inmates in female facilities.  Urinals may be 
substituted for up to one-half of the toilets in male facilities.  All housing units 
with 3 or more inmates have a minimum of 2 toilets.  These ratios apply unless 
national or state building or health codes specify a different ratio. 
 
Comment:  The standard ensures the availability of toilets and requires a measure of 
privacy and control for users.  At the same time, the standard provides flexibility for 
designers and managers, who have increased options for “dry” cells if toilet facilities 
are accessible by other means (for example, push-button locks on cells for use 
during night hours).  Creative design approaches that increase privacy and decrease 
management problems associated with congregate facilities (for example, the 
creation of a series of “single occupancy” toilet areas) are encouraged.  The 
requirement of an approved ratio is designed to assure that inmates have adequate 
access to meet their basic personal hygiene needs. 
  

Washbasins 
 
4-4138 
(Ref. 3-4133) 

Inmates have access to operate washbasins with hot and cold running water in 
the housing units at a minimum ratio of 1 basin for every 12 occupants, unless 
national or state building or health codes specify a different ratio. 
 
Comment:  Provision must be made for inmate access in cells or sleeping areas, 
dayrooms, and other parts of the facility.  The requirement of an approved ratio is 
designed to assure that inmates have adequate access to meet their basic personal 
hygiene needs. 
 

Showers 
 
4-4139 
(Ref. 3-4134) 

Inmates have access to operable showers with temperature-controlled hot and 
cold running water, at a minimum ratio of one shower for every eight inmates, 
unless national or state building or health codes specify a different ratio.  
Water for showers is thermostatically controlled to temperatures ranging from 
100 degrees Fahrenheit to 120 degrees Fahrenheit to ensure the safety of 
inmates and to promote hygienic practices. 
 
Comment:  Offenders can use scalding showers as a weapon against, or 
punishment for, other inmates.  Also, accidental injury could occur when cold water 
is drawn in other areas, thereby unexpectedly elevating the hot water in showers to 
scalding temperatures.  Water temperatures below 100 degrees Fahrenheit are 
uncomfortable and may deter an individual from pursuing good hygienic practices.  
The temperature controls should not preclude the use of water at higher 
temperatures, if needed, in other areas of the institution, such as kitchens. 
 

Special Management Housing 
 
4-4140 
(Ref. 3-4135) 

Segregation housing units provide living conditions that approximate those of 
the general inmate population; all exceptions are clearly documented.  
Segregation cells/rooms permit the inmates assigned to them to converse with 
and be observed by staff members. 
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Comment:  None. 
 

4-4141 
(2010 Supplement) 

Interpretation August 2004.  The Standards Committee determined that 
segregation housing does not have to be single celled. 
  

4-4141 
(Ref. 3-4136) 

All cells/rooms in segregation provide a minimum of 80 square feet, of which 
35 square feet is unencumbered space. 
 
Comment:  Segregated inmates are confined in cells/rooms for more extended 
periods during the day.  Therefore the cell/room must provide additional space for in-
cell activity. 
 

Housing for the Disabled 
 
4-4142 
(Ref. 3-4137) 

Inmates with disabilities are housed in a manner that provides for their safety 
and security.  Housing used by inmates with disabilities is designed for their 
use and provides for integration with other inmates.  Programs and services 
are accessible to inmates with disabilities who reside in the facility. 
 
Comment:  If the facility accepts individuals with disabilities, it must provide for their 
housing and use of facility resources.  Housing includes, but is not limited to, rooms, 
sleeping areas, furnishings, dayrooms, toilets, washbasins, showers, and other 
common elements.  An offender with a disability should not be placed in a special 
unit (for example, the infirmary, security room, or protective custody) that cannot 
accommodate the offender’s disability.  Program and service areas include, but are 
not limited to, exercise and recreation areas, visiting rooms, classrooms, dining 
rooms, commissary/canteen, telephone facilities, library, reception and classification 
areas, chapel, and administrative areas where appropriate. 
 

4-4143 
(New) 

Written policy, procedure, and practice provide for the assignment of 
appropriately trained individuals to assist disabled offenders who cannot 
otherwise perform basic life functions. 
 
Comment:  None. 
 

4-4144 
(New) 

Written policy, procedure, and practice provide education, equipment and 
facilities, and the support necessary for inmates with disabilities to perform 
self-care and personal hygiene in a reasonably private environment. 
 
Comment:  A “reasonably private” environment will vary, depending on individual and 
institutional circumstances, but is one which will maintain the dignity of the disabled 
individual in light of that person’s disability. 
 

Section D:  Environmental Conditions 
 
Principle:  Environmental conditions significantly influence the overall effectiveness of 

institutional operations.  Standards for lighting, air quality, temperature, and 
noise levels are designed to preserve the health and well-being of inmates and 
staff members and to promote institutional order and security. 

 
Light Levels 
General 
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4-4145 
(Ref. 3-4138) 

Lighting throughout the facility is determined by the tasks to be performed, 
interior surface finishes and colors, type and spacing of light sources, outside 
lighting, and shadows and glare. 
 
Comment:  None. 
 

Inmate Rooms/Cells 
 
4-4146 
(2010 Supplement) 

Revision January 2008.  Lighting in inmate rooms/cells is at least 20 foot-
candles at desk level and in personal grooming areas, as documented by a 
qualified source, and is checked at least once per accreditation cycle. 
 
Comment:  None. 
 

4-4146 
(Ref. 3-4139) 

Lighting in inmate rooms/cells is at least 20 footcandles at desk level and in 
personal grooming areas, as documented by an independent, qualified source. 
 
Comment:  None. 
 

Natural Light 
Inmate Rooms/Cells 
 
4-4147 
(2010 Supplement) 

Revision August 2006.  (Existing only) All inmate rooms/cells provide access 
to natural light. 
 
Comment:  None. 
 

4-4147 
(Ref. 3-4140) 

All inmate rooms/cells provide access to natural light.  (Existing, Renovation, 
Addition Only) 
 
Comment:  None. 
 

4-4147-1 
(2010 Supplement) 

Added August 2006.  (Renovation, Addition, New Construction) All inmate 
rooms/cells provide inmates with access to natural light by means of at least 
three square feet of transparent glazing, plus two additional square feet of 
transplant glazing per inmate in rooms/cells with three or more inmates. 
 
Comment:  None. 
 

4-4148 
(2010 Supplement) 

Deleted January 2003. 
 
 

4-4148 
(Ref. 3-4141) 

Inmates in general population who are confined in their rooms/cell for ten or 
more hours daily have access to natural light by means of an opening or a 
window of at least three square feet with a view to the outside.  Inmates in 
general population who are confined in their rooms/cells for less than ten 
hours daily have access to natural light through an opening or window as 
described above or through an opening or a window of at least three square 
feet between their room/cell and an adjacent space.  (New Construction Only) 
 
Comment:  Natural light should be available from an opening or window that has a 
view to the outside or from a source within 20 feet of the room/cell. 
 

Dayrooms 
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4-4149 
(2010 Supplement) 

Revised January 2003.  (New Construction Only) Each dayroom provides 
inmates with access to natural light by means of at least 12 square feet of 
transparent glazing in the dayroom, plus two additional square feet of 
transparent glazing per inmate whose room/cell is dependent on access to 
natural light through the dayroom. 
 
Comment:  Many inmates spend most daylight hours outside of their cells, often in 
their dayroom, and the standard gives designers increased options for providing 
natural light. 
 

4-4149 
(Ref. 3-4142) 

Each dayroom provides a minimum of 12 square feet of transparent glazing 
with a  view to the outside, plus two additional square feet of glazing per 
inmate whose room/cell does not contain an opening or window with a view to 
the outside.  (New Construction Only) 
 
Comment:  Many inmates spend most daylight hours outside of their cells, often in 
their dayroom, and the standard gives designers increased options for providing 
natural light. 
 

Noise Levels 
 
4-4150 
(Ref. 3-4143) 

Noise levels in inmate housing units do not exceed 70 dBA (A Scale) in 
daytime and 45 dBA (A Scale) at night. 
 
Comment:  None. 
 

4-4150-1 
(2010 Supplement) 

Added August 2008.  (New Construction Only) Noise levels in housing areas 
(in other words, dayrooms with adjacent cells or dorms) shall not exceed the 
following: 
 

 Unoccupied – 45 dba (A Scale), building service systems shall be on 
and in normal operating condition.  Mid-frequency average 
reverberation time (T 60) must be less than 1.0 sec. 

 Occupied – 70 dba (A Scale) for a minimum of 15 seconds of 
continuous average measurement in normal operating conditions. 

 
All monitoring shall be conducted in close proximity to the correctional 
officer’s post.  If a correctional officer’s post is not identified, then monitoring 
shall be conducted at a location considered best to monitor housing noise 
levels.  Measurements shall be conducted a minimum of once per 
accreditation cycle be a qualified source. 
 
Comment:  Noise levels in housing areas should be contained to achieve a safe and 
secure environment for staff and inmates.  Building service systems noise within 
housing areas are sometimes constant and may be difficult to eliminate.  
Consideration should be given to maintenance of the building systems and use of 
absorptive treatment materials that meet applicable fire codes.  Control of 
operational noise (in other words, televisions, recreation and group activities, and so 
forth) should be accomplished administratively. 
 

Indoor Air Quality 
 
4-4151 
(2010 Supplement) 

Revised August 2007.  (Renovation, Addition, New Construction Only) 
Circulation is at least 15 cubic feet of outside or re-circulated filtered air per 
minute per occupant for cells/rooms, officer stations, and dining areas, as 
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documented by a qualified technician and should be checked not less than 
once per accreditation cycle. 
 
Interpretation August 2002.  The words “accreditation cycle” are interpreted as 
within the past three years. 
 
Comment:  Mechanical ventilation may provide for recirculation of outside air except 
when prohibited by codes.  The outside air requirements may be reduced to a 
minimum of 33 percent of the specified ventilated air quality if adequate temperature 
control is provided in addition to filtering equipment so that the maximum 
concentration of particles entering the space is reduced to acceptable limits.  In no 
case should the outdoor air quantity be less than five cubic feet per minute per 
person. 
 

4-4151 
(Ref. 3-4144) 

Circulation is at least 15 cubic feet of outside or recirculated filtered air per 
minute per occupant for cells/rooms, officer stations, and dining areas, as 
documented by an independent, qualified source.  (Renovation, Addition, New 
Construction Only) 
 
Comment:  Mechanical ventilation may provide for recirculation of outside air except 
where prohibited by codes.  The outside air requirements may be reduced to a 
minimum of 33 percent of the specified ventilated air quantity if adequate 
temperature control is provided in addition to filtering equipment so that the 
maximum concentration of particles entering the space is reduced to acceptable 
limits.  In no case should the outdoor air quantity be less than five cubic feet per 
minute per person. 
 

4-4152 
(2010 Supplement) 

Revised August 2007.  (Existing) Circulation is at least ten cubic feet of fresh 
or re-circulated filtered air per minute per occupant for inmate rooms/cells, 
officer stations, and dining areas, as documented by a qualified technician and 
should be checked not less than once per accreditation cycle. 
 
Interpretation August 2002.  The words “accreditation cycle” are interpreted as 
within the past three years. 
 
Comment:  None. 
 

4-4152 
(Ref 3-4145) 

Circulation is at least ten cubic feet of fresh or recirculated filtered air per 
minute per occupant for inmate rooms/cells, officer stations, and dining areas, 
as documented by an independent, qualified source.  (Existing) 
 
Comment:  None. 
  

Heating and Cooling 
 
4-4153 
(2010 Supplement) 

Revised August 2006.  Temperatures in indoor living and work areas are 
appropriate to the summer and winter comfort zones. 
 
Comment:  Temperatures should be capable of being mechanically raised or 
lowered to an acceptable comfort level. 
 

4-4153 
(Ref. 3-4146) 

Temperatures in indoor living and work areas are appropriate to the summer 
and winter comfort zones. 
 
Comment:  Temperature and humidity should be capable of being mechanically 
raised or lowered to an acceptable comfort level. 
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Section E:  Program and Service Areas 
 
Principle:   Adequate space must be provided for the various program and service functions 

conducted within the institution.  Spatial requirements are best determined by 
careful assessment of how, when, and by how many inmates such spaces are 
used. 

 
Exercise and Recreation 
 
4-4154 
(Ref. 3-4147) 

Both outdoor and covered/enclosed exercise areas for general population 
inmates are provided in sufficient number to ensure that each inmate is offered 
at least one hour of access daily.  Use of outdoor areas is preferred, but 
covered/enclosed areas must be available for use in inclement weather.  
Covered/enclosed areas can be designed for multiple uses as long as the 
design and furnishings do not interfere with scheduled exercise activities. 
 
The minimum space requirements for exercise areas are as follows: 
 

 Outdoor exercise areas in facilities where 100 or more inmates utilize 
one recreation area-15 square feet per inmate for the maximum number 
of inmates expected to use the space at one time, but not less than 
1,500 square feet of unencumbered space 

 Outdoor exercise areas in facilities where less than 100 inmates have 
unlimited access to an individual recreation area-15 square feet per 
inmate for the maximum number of inmates expected to use the space 
at one time, but not less than 750 square feet of unencumbered space 

 Covered/enclosed exercise areas in facilities where 100 or more 
inmates utilize one recreation area-15 square feet per inmate for the 
maximum number of inmates expected to use the space at one time, 
with a minimum ceiling height of 18 feet, but not less than 1,000 square 
feet of unencumbered space 

 Covered/enclosed exercise areas in facilities where less than 100 
inmates utilize one recreation area-15 square feet per inmate for the 
maximum number of inmates expected to use the space at one time, 
with a minimum ceiling height of 18 feet, but not less than 500 square 
feet of unencumbered space 

 
Comment:  Exercise/recreation spaces are not the same as dayrooms, although 
dayrooms can provide added opportunities for some exercise and recreation 
activities.  The standard establishes performance requirements for exercise spaces, 
offering design and operational flexibility.  It allows facilities in some climates to 
cover and/or enclose a yard, while others will have to provide indoor space; these 
spaces do not have to be “indoor” but must be fully functional when the outdoor 
areas are not feasible for use. 
 

4-4155 
(2010 Supplement) 

Revised August 2004.  Segregation units have either outdoor uncovered or 
outdoor covered exercise areas.  The minimum space requirements for 
outdoor exercise areas for segregation units are as follows: 
 

 group yard modules:  15-square feet per inmate expected to use the 
space at one time, but not less than 500-square feet of unencumbered 
space 

 individual yard modules:  180-square feet of unencumbered space 
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In cases where cover is not provided to mitigate the inclement weather, 
appropriate weather-related equipment and attire should be made available to 
the inmates who desire to take advantage of their authorized exercise time. 
 
Comment:  None. 
  

4-4155 
(Ref. 3-4148) 

Segregation units have both outdoor and covered/enclosed exercise areas.  
The minimum space requirements for outdoor and covered/enclosed exercise 
areas for segregation units are as follows: 
 

 group yard module-15 square feet per inmate expected to use the 
space at one time, but not less than 500 square feet of unencumbered 
space. 

 individual yard modules-180 square feet of unencumbered space. 
 
Comment:  None. 
 

Visiting 
 
4-4156 
(Ref. 3-4149) 

Sufficient space is provided for a visiting room or area for contact visiting and, 
if necessary, noncontact visiting.  There is adequately designed space to 
permit screening and searching of both inmates and visitors.  Space is 
provided for the proper storage of visitor’s coats, handbags, and other 
personal items not allowed into the visiting area. 
  
Comment:  None. 
 

Classrooms 
 
4-4157 
(Ref. 3-4150) 

In institutions offering academic and vocational training programs, classrooms 
are designed in consultation with school authorities.  (Renovation, Addition, 
New Construction Only) 
 
Comment:  Space requirements that afford safety and mobility are necessary in both 
the educational and vocational areas. 
 

Dining 
 
4-4158 
(Ref. 3-4151) 

Dining space should be large enough to allow for meals to be served, affording 
each inmate the opportunity to have at least 20 minutes of dining time for each 
meal. 
 
Comment:  None. 
 

Food Service 
Food Preparation Areas 
 
4-4159 
(Ref. 3-4152) 

The food preparation area includes a space for food preparation based on 
population size, type of food preparation, and methods of meal service. 
 
Comment:  None. 
 

Food Storage 
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4-4160 
(Ref. 3-4153) 

There are sanitary, temperature-controlled facilities for the storage of foods. 
 
Comment:  None. 
 

Sanitation and Hygiene 
 
4-4161 
(Ref. 3-4154) 

Toilet and washbasin facilities are available to food service personnel and 
inmates in the vicinity of the food preparation area. 
 
Comment:  None. 
 

Housekeeping 
 
4-4162 
(Ref. 3-4155) 

Adequate space is provided for janitorial closets accessible to the living and 
activity areas.  The closets are equipped with a sink and cleaning implements. 
 
Comment:  None. 
 

Clothing and Supplies 
 
4-4163 
(Ref. 3-4156) 

Space is provided in the institution to store and issue clothing, bedding, 
cleaning supplies, and other items required for daily operations. 
 
Comment:  None. 
 

Personal Property 
 
4-4164 
(Ref. 3-4157) 

Space is provided for storing the personal property of inmates safely and 
securely. 
 
Comment:  None. 
 

Mechanical Equipment 
 
4-4165 
(Ref. 3-4158) 

Separate and adequate space is provided for mechanical and electrical 
equipment. 
 
Comment:  None. 
 

Commissary/Canteen 
 
4-4166 
(Ref. 3-4159) 

Space is provided for an inmate commissary or canteen, or provisions are 
made for a commissary service. 
 
Comment:  None. 
 

Section F:  Administrative and Staff Areas 
 
Principle:  All levels of staff must be provided with adequate space to carry out their 

responsibilities safely and effectively. 
 
Administrative Areas 
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4-4167 
(Ref. 3-4160) 

Adequate space is provided for administrative, security, professional, and 
clerical staff; this space includes conference rooms, storage room for records, 
a public lobby, and toilet facilities. 
 
Comment:  None. 
 

Staff Areas 
 
4-4168 
(Ref. 3-4161) 

Staff needs are met through providing adequate spaces in locations that are 
convenient for use.  Staff are provided with the following: 
 

 an area to change clothes and to shower 

 an area, room, and/or employee lounge that offers privacy from 
inmates and provides space for meals 

 access to exercise/physical training facilities and equipment 

 space for training 

 space for shift-change briefings 

 toilets and washbasins that are not used by inmates 
 
Comment:  None. 
 

Accessibility for the Disabled 
 
4-4169 
(Ref. 3-4162) 

Reasonable accommodation is made to ensure that all parts of the facility that 
are accessible to the public are accessible and usable by staff and visitors 
with disabilities. 
 
Comment:  None. 
 

Section G:  Security 
 
Principle:  The physical plant supports the orderly and secure functioning of the institution. 
 
Control Center 
 
4-4170 
(2010 Supplement) 

Deleted January 2007. 
 
 

4-4170 
(Ref. 3-4163) 

Space is provided for a 24-hour control center for monitoring and coordinating 
the institution’s security, safety, and communications systems.  The control 
center provides access to a washbasin and toilet. 
 
Comment:  The control center should contain sufficient space for monitoring and 
coordinating all internal and external security systems, communications systems, 
safety alarms and detection systems, and other mechanical and electrical systems. 
 

Perimeter Security 
 
4-4171 
(Ref. 3-4164) 

The institution’s perimeter is controlled by appropriate means to provide that 
inmates remain within the perimeter and to prevent access by the general 
public without proper authorization. 
 
Comment:  The means chosen to ensure perimeter security should reflect the 
facility’s needs based on size and the degree of security required.  Perimeter 
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surveillance can be maintained through watchtowers, mechanical surveillance 
devices (for example, electronic, pressure, or sound detection systems), mobile 
patrols, or some combination of these techniques.  All areas adjacent to the 
perimeter should be visible under all conditions. 
 

Entrances and Exits 
 
4-4172 
(Ref. 3-4165) 

Pedestrians and vehicles enter and leave at designated points in the perimeter.  
Safety vestibules and sally ports constitute the only breaches in the perimeter 
of maximum security institutions. 
 
Comment:  None. 
 

Security Equipment Storage 
 
4-4173 
(Ref. 3-4166) 

Firearms, chemical agents, and related security items are stored in a secure 
but readily accessible depository outside of inmate housing and activity areas. 
 
Comment:  None. 
 

3. Institutional Operations 
 

Section A:  Security and Control 
 
Principle:  The institution uses a combination of supervision, inspection, accountability, and 

clearly defined policies and procedures on use of weapons and force to promote 
safe and orderly operations. 

 
Security Manual 
 
4-4174 
(2010 Supplement) 

Revised August 2009.  There is a manual containing all procedures for 
institutional security and control, with detailed instructions for implementing 
these procedures.  The manual is available to all staff. 
 
Comment:  The manual should contain information on physical plant inspection, 
inmate counts, weapons and chemical agent control, contraband, key control, tool 
and equipment control, and emergency procedures. 
 

4-4174 
(Ref. 3-4167) 

There is a manual containing all procedures for institutional security and 
control, with detailed instructions for implementing these procedures.  The 
manual is available to all staff and is reviewed at least annually and updated if 
necessary. 
 
Comment:  The manual should contain information on physical plant inspection, 
inmate counts, weapons and chemical agent control, contraband, key control, tool 
and equipment control, and emergency procedures. 
 

Control Center 
 
4-4175 
(2010 Supplement) 

Revised January 2007.  Space is provided for a 24-hour continuously staffed 
secure control center for monitoring and coordinating the institution’s 
security, life, safety, and communications systems.  Staff assigned to a control 
center have access to a toilet and washbasin.  There is a communication 
system between the control center and inmate living areas. 
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Comment:  None. 
  

4-4175 
(Ref. 3-4168) 

The institution maintains a control center to provide order and security. 
 
Comment:  The control center should be staffed 24 hours per day and should 
monitor and take responsibility for inmate counts, key control, and coordination of 
internal and perimeter security.  It should also serve as the institution’s 
communications center and monitor the operation of various systems:  fire alarm, 
public address, smoke and thermal detection, radio, teletype, computer, surveillance 
alarms, walk and perimeter lighting, and other mechanical and electrical systems. 
 

4-4176 
(2010 Supplement) 

Deleted January 2007. 
 
 

4-4176 
(Ref. 3-4169) 

The facility has a communication system between the control center and 
inmate living areas. 
 
Comment:  A mechanical or audio communication system should be used to 
supplement direct staff supervision activities (for example, to advise staff of 
emergency needs), not as a substitute for staff supervision. 
 

Correctional Officer Assignments 
 
4-4177 
(Ref. 3-4170) 

Correctional officer posts are located in or immediately adjacent to inmate 
living areas to permit officers to hear and respond promptly to emergency 
situations. 
 
Comment:  The presence of correctional officers within hearing distance of inmate 
living quarters can help prevent inmate misbehavior and avoid disturbances. 
 

4-4178 
(Ref. 3-4171) 

There are written orders for every correctional officer post.  These orders are 
reviewed annually and updated if necessary. 
 
Comment:  Written orders should specify the duties of each post and the procedures 
to be followed to carry out the assignment.  Copies of the post orders should be 
available for all employees. 
 

4-4179 
(Ref. 3-4172) 

Written policy, procedure, and practice provide for personnel to read the 
appropriate post order each time they assume a new post and to sign and date 
the post order. 
 
Comment:  None. 
 

4-4180 
(Ref. 3-4173) 

Written policy, procedure, and practice facilitate personal contact and 
interaction between staff and inmates. 
 
Comment:  Staff effectiveness is limited if the only staff available are placed in 
isolated control centers during periods of inmate activity in the housing units. 
  

4-4181 
(Ref. 3-4174) 

Written policy, procedure, and practice require that when both males and 
females are housed in the facility, at least one male and one female staff 
member are on duty at all times. 
 
Comment:  None. 
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4-4182 
(Ref. 3-4175) 

Written policy, procedure, and practice provide that no inmate or group of 
inmates is given control or authority over other inmates. 
 
Comment:  None. 
 

Permanent Log 
 
4-4183 
(Ref. 3-4176) 

Written policy, procedure, and practice require that correctional staff maintain 
a permanent log and prepare shift reports that record routine information, 
emergency situations, and unusual incidents. 
 
Comment:  Adequate supervision of inmates requires a formal written reporting 
system.  Each correctional officer in each housing unit on each shift should maintain 
detailed records of pertinent information regarding individual inmates and groups of 
inmates. 
 

Patrols and Inspections 
 
4-4184 
(Ref. 3-4177) 

Written policy, procedure, and practice provide that supervisory staff conduct 
a daily patrol, including holidays and weekends, of all areas occupied by 
inmates and submit a daily written report to their supervisor.  Unoccupied 
areas are to be inspected weekly. 
 
Comment:  Matters requiring further attention (for example, staff and inmate 
concerns; faulty, unsafe, or dirty conditions) should be reported in writing for review 
and further action. 
 

4-4185 
(Ref. 3-4178) 

Written policy, procedure, and practice require that the warden/superintendent 
or designee, assistant warden/superintendent(s), and designated department 
heads visit the institution’s living and activity areas at least weekly to 
encourage informal contact with staff and inmates and to informally observe 
living and working conditions. 
 
Comment:  Arrangements should be made for inmates to have informal access to 
key staff.  This can be achieved through staff visits to the housing units, work areas, 
educational and recreational areas, and other areas in the institution where inmates 
can be contacted during the day or evening.  Policy should specify which department 
heads are expected to make at least weekly visits and should encourage other 
department heads and supervisory staff to visit these areas as often as practical. 
 

4-4186 
(2010 Supplement) 

Revised August 2007.  Written policy, procedure, and practice require that the 
chief security officer or qualified designee conduct at least weekly inspections 
of all security devices, noting the items needing repair or maintenance.  The 
inspections are reported in writing to the warden/superintendent and/or chief 
security officer. 
 
Comment:  There should be a scheduled maintenance procedure to ensure that all 
bars, locks, windows, doors, and other security devices are fully operational.  
Emergency keys should be checked at least quarterly to ensure they are in working 
order.  The results of all inspections should be submitted in writing to the 
warden/superintendent and/or the officer in charge of security. 
 

4-4186 
(Ref. 3-4179) 

Written policy, procedure, and practice require that the chief security officer or 
qualified designee conduct at least weekly inspections of all security devices 
needing repair or maintenance and report the results of the inspections in 
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writing. 
 
Comment:  There should be a scheduled maintenance procedure to ensure that all 
bars, locks, windows, doors, and other security devices are fully operational.  
Emergency keys should be checked at least quarterly to ensure they are in working 
order.  The results of all inspections should be submitted in writing to the 
warden/superintendent and/or the officer in charge of security. 
 

Inmate Counts 
 
4-4187 
(Ref. 3-4180) 

The institution has a system for physically counting inmates.  The system 
includes strict accountability for inmates assigned to work and educational 
release, furloughs, and other approved temporary absences. 
 
Comment:  There should be at least one inmate count per shift.  Counts should be 
scheduled so that they do not conflict with activity programs and normal operating 
procedures.  The officer responsible for maintaining the master count record should 
have up-to-the-minute information regarding all inmate housing moves, work 
assignment changes, hospital admissions, and so on.  Adequate checks should be 
instituted to allow for human error.  All inmates in legal custody should be accounted 
for in the master count; all temporary absences from the facility should be explained 
in writing. 
   

Inmate Movement 
 
4-4188 
(Ref. 3-4181) 

Written policy, procedure, and practice provide that staff regulate inmate 
movement. 
 
Comment:  All inmate movement from one location to another should be controlled 
and supervised by staff, including individual and group inmate movement to and from 
work and program assignments.  A master pass list for each day can assist in 
accounting for movement without restricting or discouraging participation in program 
activities. 
 

4-4189 
(Ref. 3-4182) 

Written policy and procedure govern the transportation of inmates outside the 
institution and from one jurisdiction to another. 
 
Comment:  Guidelines for transporting inmates should emphasize safety and should 
be made available to all personnel involved in transporting inmates.  The institution 
should have policies governing the use of restraints. 
 

Use of Restraints 
 
4-4190 
(Ref. 3-4183) 

Written policy, procedure, and practice provide that instruments of restraint, 
such as handcuffs, irons, and straitjackets, are never applied as punishment 
and are applied only with the approval of the warden/superintendent or 
designee. 
 
Comment:  Instruments of restraint should be used only as a precaution against 
escape during transfer, for medical reasons, by direction of the medical officer, or to 
prevent self-injury, injury to others, or property damage.  Restraints should not be 
applied for more time than is absolutely necessary. 
 

4-4191 
(Ref. 3-4183-1) 

(MANDATORY) Written policy, procedure, and practice provide that when an 
offender is placed in a four/five-point restraint (arms, head and legs secured), 
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advance approval must be obtained from the warden/superintendent or 
designee.  Subsequently, the health authority or designee must be notified to 
assess the inmate’s medical and mental health condition, and to advise 
whether, on the basis of serious danger to self or others, the inmate should be 
placed in a medical/mental health unit for emergency involuntary treatment 
with sedation and/or other medical management, as appropriate.  If the 
offender is not transferred to a medical/mental health unit and is restrained in 
a four/five-point position, the following minimum procedures will be followed: 
 

1. Direct visual observation by staff must be continuous prior to 
obtaining approval from the health authority or designee; 

2. Subsequent visual observation must be made at least every fifteen 
minutes; and, 

3. Restraint procedures are in accordance with guidelines endorsed by 
the designated health authority. 

 
Comment:  Four/five-point restraints should be used only in extreme instances and 
only when other types of restraints have proven to be ineffective.  Restraint 
guidelines should include consideration of an individual’s physical condition, such as 
body weight. 
 

Control of Contraband 
 
4-4192 
(Ref. 3-4184) 

Written policy, procedure, and practice provide for searches of facilities and 
inmates to control contraband and provide for its disposition.  These policies 
are made available to staff and inmates; policies and procedures are reviewed 
at least annually and updated if necessary. 
 
Comment:  The institution’s search plans and procedures should include the 
following: 

 unannounced and irregularly times searches of cells, inmates, and inmate 
work areas 

 inspection of all vehicular traffic and supplies coming into the institution 

 use of metal detectors at compound gates and entrances into housing units 

 complete search and inspections of each cell prior to occupancy by a new 
inmate 

 avoidance of unnecessary force, embarrassment, or indignity to the inmate 

 staff training in effective search techniques that protect both inmates and 
staff from bodily harm 

 use of nonintensive sensors and other techniques instead of body searches 
whenever feasible 

 conduct of searches only as necessary to control contraband or to recover 
missing or stolen property 

 respect of inmates’ rights to authorized personal property 

 use of only those mechanical devices absolutely necessary for security 
purposes 

  
4-4193 
(Ref. 3-4185) 

Written policy, procedure, and practice provide that manual or instrument 
inspection of body cavities is conducted only when there is reason to do so 
and when authorized by the warden/superintendent or designee.  The 
inspection is conducted in private by health care personnel or correctional 
personnel trained by health care personnel. 
 
Comment:  None. 
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4-4194 
(Ref. 3-4186) 

Written policy, procedure, and practice provide that, except in emergency 
situations, visual inspections of inmate body cavities are conducted by 
officers of the same sex, in private, and based on reasonable belief that the 
inmate is carrying contraband or other prohibited material.  Reasonable belief 
is not required when inmates return from contact with the general public or 
from outside the institution.  In all cases, this inspection is conducted by 
trained personnel. 
 
Comment:  None. 
 

Controlled Access and Use 
Keys 
 
4-4195 
(Ref. 3-4187) 

(MANDATORY) Written policy, procedure, and practice govern the control and 
use of keys. 
 
Comment:  None. 
 

Tools and Equipment 
 
4-4196 
(Ref. 3-4188) 

(MANDATORY) Written policy, procedure, and practice govern the control and 
use of tools, culinary, and medical equipment. 
 
Comment:  None. 
 

Vehicles 
 
4-4197 
(Ref. 3-4189) 

Written policy and procedure govern the use and security of institution 
vehicles. 
 
Comment:  Written policies and procedures should state the conditions under which 
inmates may drive vehicles.  Responsibility and keys for certain vehicles may be 
assigned to specific staff, but the pool of vehicles should be controlled by one 
person. 
 

4-4198 
(Ref. 3-4190) 

Written policy and procedure govern the use of personal vehicles for official 
purposes and include provisions for insurance coverage. 
 
Comment:  Written policy should specify the conditions for the official use of personal 
vehicles and the limits of institutional liability. 
 

Security Equipment 
General Policies and Practice 
  
4-4199 
(Ref. 3-4191) 

Written policy and procedure govern the availability, control, and use of 
chemical agents, electrical disablers, and related security devices and specify 
the level of authority required for their access and use.  Chemical agents and 
electrical disablers are used only with the authorization of the 
warden/superintendent or designee. 
 
Comment:  Based on an analysis of the physical plant and the size and profile of the 
inmate population, designated staff should determine what firearms, chemical 
agents, electrical disablers, and other security devices (such as shields, batons, 
helmets, gloves, and body protectors) the institution needs.  Written policies and 
procedures should specify the level of authority required for access to and use of 
security devices. 
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4-4200 
(2010 Supplement) 

Revised January 2008.  Written policy, procedure, and practice govern the 
inventory, issuance and accountability of routine and emergency distributions 
of security equipment. 
 
Comment:  Written policy should delineate the process by which security equipment 
is distributed from the primary issue point to control points for both routine and 
emergency issuance.  The policy should address how the facility tracks the issuance 
of security equipment (written log, chit system, and so forth) and the accountability of 
security equipment at the end of the shift. 
 

 
4-4200 
(Ref. 3-4192) 

Written policy, procedure, and practice provide that the institution maintains a 
written record of routine and emergency distributions of security equipment. 
 
Comment:  The written record should detail who receives security equipment and 
what equipment they receive. 
 

4-4201 
(Ref. 3-4193) 

Firearms, chemical agents, and related security equipment are inventoried at 
least monthly to determine their condition and expiration dates. 
 
Comment:  Written policy should specify who has access to the depository where the 
security equipment is stored. 
 

4-4202 
(Ref. 3-4194) 

Written policy, procedure, and practice provide that written reports are 
submitted to the warden/superintendent or designee no later than the 
conclusion of the tour of duty when any of the following occur: 
 

 discharge of a firearm or other weapon 

 use of chemical agents to control inmates 

 use of force to control inmates 

 inmate(s) remain in restraints at the end of the shift 
 
Comment:  All incidents involving use of force that have the potential for injury 
should be recorded to establish the identities of the staff, inmate(s), or others 
involved and to describe the nature of the incident. 
 

4-4203 
(Ref. 3-4195) 

(MANDATORY) Written policy, procedure, and practice provide that all persons 
injured in an incident receive immediate medical examination and treatment. 
 
Comment:  Immediate medical examination and treatment should be required in all 
instances involving the use of a weapon or chemical agent. 
 

Use of Firearms 
 
4-4204 
(Ref. 3-4196) 

(MANDATORY) Written policy and procedure govern the use of firearms, 
including the following: 
 

 Weapons are subject to stringent safety regulations and inspections. 

 Except in emergency situations, employees carrying firearms are 
assigned only to watchtowers, gun walks, mobile patrols, or other 
positions that are inaccessible to inmates. 

 Employees supervising inmates outside the institution’s perimeter 
follow specific procedures for ensuring the security of the weapons. 

 Employees are instructed to use deadly force only after other actions 
have been tried and found ineffective, unless the employee believes 
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that a person’s life is immediately threatened. 
 
Comment:  Personnel who spend most of their time in direct personal contact with 
inmates should not carry firearms.  Any personnel authorized to use firearms must 
be properly trained and demonstrate competency in their use. 
 

4-4205 
(Ref. 3-4197) 

(MANDATORY) Written policy, procedure, and practice provide for the safe 
unloading and reloading of firearms. 
 
Comment:  None. 
 

Use of Force 
 
4-4206 
(Ref. 3-4198) 

(MANDATORY) Written policy, procedure, and practice restrict the use of 
physical force to instances of justifiable self-defense, protection of others, 
protection of property, prevention of escapes, and to maintain or regain 
control, and then only as a last resort and in accordance with appropriate 
statutory authority.  In no event is physical force justifiable as punishment.  A 
written report is prepared following all uses of force and is submitted to 
administrative staff for review. 
 
Comment:  None. 
 

Preservation of Physical Evidence 
 
4-4207 
(Ref. 3-4198-1) 

Written policy, procedure, and practice provide for the preservation, control, 
and disposition of all physical evidence obtained in connection with a violation 
of law and/or institutional regulation.  At a minimum, the procedures shall 
address the following: 
 

 chain of custody 

 evidence handling 

 location and storage requirements 
 
Comment:  Strict accountability of physical evidence collected in connection with a 
crime must be established to preserve the integrity of the disciplinary and/or legal 
process.  Minor rule violations should be exempt from the procedural requirements of 
evidence control, preservation, and disposition. 
 

Canine Units 
 
4-4208 
(Ref. 3-4198-2) 

Where a canine unit exists, policy, procedure, and practice provide for the 
following: 
 

 a mission statement, including goals and objectives 

 emergency plans that are integrated into the overall emergency plans 
of the facility 

 
Comment:  None. 
 

4-4209 
(Ref. 3-4198-3) 

Where a canine unit exists, policy, procedure, and practice for training of 
handlers/dog teams and upkeep and care of animals provide for the following: 
 

 criteria for selection, training, and care of animals 

 criteria for selection and training requirements of handlers 
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 an approved sanitation plan which covers inspection, housing, 
transportation, and daily grooming for dogs 

 
Each handler/dog team should be trained, certified, and recertified annually by 
a nationally recognized accrediting body or a comparable internal training and 
proficiency testing program. 
 
Comment:  None. 
 

4-4210 
(Ref. 3-4198-4) 

Where a canine unit exists, policy, procedure, and practice provide daily and 
current records on training, care of dogs, and significant events. 
 
Comment:  None. 
 

Section B:  Safety and Emergency Procedures 
 
Principle:  The institution adheres to all applicable safety and fire codes and has in place the 

equipment and procedures necessary in the event of a major emergency. 
 
Fire Safety 
 
4-4211 
(Ref. 3-4199) 

(MANDATORY) Written policy, procedure, and practice specify the institution’s 
fire prevention regulations and practices.  These include, but are not limited to, 
the following: 
 

 provision for an adequate fire protection service 

 a system of fire inspection and testing of equipment at least quarterly 
or at intervals approved by the authority having jurisdiction, following 
the procedures stated for variances, exceptions, or equivalencies 

 an annual inspection by local or state fire officials or other qualified 
person(s) 

 availability of fire protection equipment at appropriate locations 
throughout the institution 

 
Comment:  Institutional administrators should plan and execute all reasonable 
procedures for the prevention and prompt control of fire.  The use of national codes, 
such as The Life Safety Code, can help to ensure the safety of staff, inmates, and 
visitors.  The use of a volunteer or an internal fire department is acceptable for 
compliance, assuming that the fire station is readily accessible in case of fire and 
that it is the primary alternative available.  If the fire station is not continually staffed, 
fire alarm notification must be made to a local law enforcement unit or equally 
reliable source. 
 

4-4212 
(2010 Supplement) 

Revised August 2009.  Written policy, procedure, and practice provide for a 
comprehensive and thorough monthly inspection of the institution by a 
qualified fire and safety officer for compliance with safety and fire prevention 
standards.  There is a weekly fire and safety inspection of the institution by a 
qualified departmental staff member. 
 
Comment:  The “qualified departmental staff member” who conducts the weekly 
inspections may be an institutional staff member who has received training in and is 
familiar with the safety and sanitation requirements of the jurisdiction.  At a minimum, 
it is expected that the safety/sanitation specialist will provide on-the-job training 
regarding applicable regulations and inspections, including the use of checklists and 
the methods of documentation. 
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4-4212 
(Ref. 3-4200) 

(MANDATORY) Written policy, procedure, and practice provide for a 
comprehensive and thorough monthly inspection of the institution by a 
qualified fire and safety officer for compliance with safety and fire prevention 
standards.  There is a weekly fire and safety inspection of the institution by a 
qualified departmental staff member.  This policy and procedure is reviewed 
annually and updated as needed. 
 
Comment:  The “qualified departmental staff member” who conducts the weekly 
inspections may be an institutional staff member who has received training in and is 
familiar with the safety and sanitation requirements of the jurisdiction.  At a minimum, 
it is expected that the safety/sanitation specialist will provide on-the-job training 
regarding applicable regulations and inspections, including the use of checklists and 
the methods of documentation. 
 

4-4213 
(Ref. 3-4201) 

(MANDATORY) Specifications for the selection and purchase of facility 
furnishings indicate the fire safety performance requirements of the materials 
selected. 
 
Comment:  Furnishings, mattresses, cushions, or other items of foamed plastics or 
foamed rubber (for example, polyurethane, polystyrene) can pose a severe hazard 
due to high smoke production, rapid burning once ignited, and high heat release.  
Such materials should be subjected to careful fire safety evaluation before purchase 
or use.  All polyurethane should be removed from living areas unless its use is 
approved in writing by the fire authority having jurisdiction.  The fire authority should 
consider the flammability and toxicity characteristics of the products being evaluated. 
 
Facility furnishings include draperies, curtains, furniture, mattresses and bedding, 
upholstered or cushioned furniture, wastebaskets, decorations, and similar materials 
that can burn.  “Furnishings” applies to all living quarters.  The standard requires that 
specifications be known, if available, at the time of selection; there are no standards 
mandating knowledge of fire performance characteristics of furnishings in the facility 
prior to implementation of the policy relating to this standard. 
 

4-4214 
(Ref. 3-4202) 

(MANDATORY) Institution facilities are equipped with noncombustible 
receptacles for smoking materials and separate containers for other 
combustible refuse at accessible locations throughout living quarters in the 
institution.  Special containers are provided for flammable liquids and for rags 
used with flammable liquids.  All receptacles and containers are emptied and 
cleaned daily. 
 
Comment:  None. 
 

Flammable, Toxic, and Caustic Materials 
 
4-4215 
(Ref. 3-4203) 

(MANDATORY) Written policy, procedure, and practice govern the control and 
use of all flammable, toxic, and caustic materials. 
 
Comment:  The following definitions apply to this standard:  flammable materials-
liquids with a flash point below 100 degrees F; toxic materials-substances that 
through chemical reaction or mixture can produce possible injury or harm to the body 
by entering through the skin, digestive tract, or respiratory tract (for example, zinc 
chromate paint, ammonia, chlorine, antifreeze, herbicides, pesticides); caustic 
materials-substances that can destroy or eat away by chemical reaction (for 
example, lye, caustic soda, sulfuric acid).  If a substance possesses more than one 
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of the above properties, the safety requirements for all applicable properties should 
be considered. 
 
All flammable, toxic, and caustic materials should be stored in secure areas that are 
inaccessible to inmates, and a prescribed system should be used to account for their 
distribution.  Inmates should never possess such items unless they are under the 
close supervision of qualified staff. 
 
Substances that do not contain one or more of the above properties but that are 
labeled “Keep Out of the Reach of Children” or “May Be Harmful If Swallowed” are 
not prohibited; their use and control, however, should be addressed in agency policy. 
 

Emergency Power and Communications 
 
4-4216 
(Ref. 3-4204) 

The institution has the equipment necessary to maintain essential lights, 
power, and communications in an emergency. 
 
Comment:  The institution should have emergency power units, either battery or 
motor driven, to provide essential lighting and life-sustaining functions within the 
institution and to maintain outside communications in an emergency. 
 

4-4217 
(Ref. 3-4205) 

Written policy, procedure, and practice provide for a communications system 
within the institution and between the institution and community in the event 
of urgent, special, or unusual incidents, or emergency situations. 
 
Comment:  The facility should have available walkie-talkies and/or a radio base 
station, receivers and transmitters or other independent mechanical means of 
communication to maintain constant contact with the outside community if 
conventional means of communication are disrupted.  Institutions located in areas 
subject to severe storms, tornadoes, or hurricanes should maintain a ready means of 
voice communication with the community. 
 

4-4218 
(Ref. 3-4206) 

There is a written plan for preventive maintenance of the physical plant; the 
plan includes provisions for emergency repairs or replacement in life-
threatening situations. 
 
Comment:  Regular care and inspection of equipment is essential for safe and 
efficient operations.  The preventive maintenance plan should be implemented by 
qualified staff or maintenance professionals. 
 

4-4219 
(Ref. 3-4207) 

Emergency equipment and systems are tested at least quarterly.  Power 
generators are inspected weekly and load tested quarterly at a minimum or in 
accordance with manufacturer’s recommendations and instruction manuals. 
 
Comment:  Emergency equipment, such as standby lighting, batteries, power 
generators, fire fighting apparatus, communications systems, and alarms should be 
checked frequently to ensure their reliability. 
 

Emergency Plans 
Staff Training 
 
4-4220 
(2010 Supplement) 

Revised August 2007.  (Mandatory) All institution personnel are trained in the 
implementation of written emergency plans.  Work stoppage plans are 
communicated only to appropriate supervisory or other personnel directly 
involved in the implementation of those plans. 
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Comment:  Review of all emergency plans should be an essential element of 
personnel training and retraining programs.  New employees should be familiar with 
all emergency plans prior to their permanent work assignments. 
 

4-4220 
(Ref. 3-4208) 

(MANDATORY) All institution personnel are trained in the implementation of 
written emergency plans.  Work stoppage and riot/disturbance plans are 
communicated only to appropriate supervisory or other personnel directly 
involved in the implementation of those plans. 
 
Comment:  Review of all emergency plans should be an essential element of 
personnel training and retraining programs.  New employees should be familiar with 
all emergency plans prior to their permanent work assignment. 
 

Evacuation Procedures 
 
4-4221 
(Ref. 3-4209) 

(MANDATORY) There is a written evacuation plan to be used in the event of 
fire or major emergency.  The plan is certified by an independent, outside 
inspector trained in the application of national fire safety codes and is 
reviewed annually, updated if necessary, and reissued to the local fire 
jurisdiction.  The plan includes the following: 
 

 location of building/room floor plans 

 use of exit signs and directional arrows for traffic flow 

 location of publicly posted plan 

 at least quarterly drills in all institution locations, including 
administrative areas 

 staff drills when evacuation of extremely dangerous inmates may not 
be included 

 
Comment:  The evacuation plan should specify evacuation routes, subsequent 
disposition and housing of inmates, and provision for medical care or hospital 
transportation for injured inmates and/or staff.  Fire drills should include evacuation 
of all inmates except when there is clear and convincing evidence that institutional 
security is jeopardized; upon such showing, actual evacuation during drills is not 
required, although staff supervising such inmates should be required to perform their 
roles/activity in quarterly drills. 
  

4-4222 
(Ref. 3-4210) 

(MANDATORY) Written policy, procedure, and practice specify the means for 
the immediate release of inmates from locked areas in case of emergency and 
provide for a backup system. 
 
Comment:  The responsibilities of personnel in an emergency situation should be 
clearly defined.  Staff should be aware of the location and identification of keys and 
be knowledgeable about all evacuation routes.  Inmates should receive instructions 
concerning emergency procedures.  The authority having jurisdiction must certify 
that locking arrangements allow for prompt release and/or that sufficient staff are 
available to operate locking devices when necessary.  A “backup system” means 
that there is a manual backup if power-operated locks fail.  A control station or other 
locations removed from the inmate living areas should be equipped with reliable, 
manual means for releasing locks on swinging and sliding doors to permit prompt 
release.  If the facility has only a manual locking system, a staff plan for manually 
releasing locks must be in place. 
  

Work Stoppage 
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4-4223 
(Ref. 3-4211) 

There is a written plan that provides for continuing operations in the event of a 
work stoppage or other job action.  Copies of this plan are available to 
appropriate supervisory personnel. 
 
Comment:  A contingency plan for maintaining essential services might involve 
agreements with other law enforcement agencies, such as local or state police. 
 

Threats to Security 
 
4-4224 
(2010 Supplement) 

Revised August 2009.  There are written plans that specify the procedures to 
be followed in situations that threaten institutional security.  Such situations 
include but are not limited to riots, hunger strikes, disturbances, and taking of 
hostages.  These plans are made available to all applicable personnel. 
 
Comment:  The plans should designate the personnel who are to implement the 
procedures, when and which authorities and media should be notified, how the 
problem should be contained, and the procedures to be followed after the incident is 
quelled.  The plans presuppose regular inspection and maintenance of any 
specialized equipment necessary to implement the procedures.  All personnel should 
be familiar with the plans.  Hospital and medical personnel should be involved in the 
formulation of the plans, since they are responsible for the safety of their patients. 
 

4-4224 
(Ref. 3-4212) 

(MANDATORY) There are written plans that specify the procedures to be 
followed in situations that threaten institutional security.  Such situations 
include but are not limited to riots, hunger strikes, disturbances, and taking of 
hostages.  These plans are made available to all applicable personnel and are 
reviewed at least annually and updated as needed. 
 
Comment:  The plans should designate the personnel who are to implement the 
procedures, when and which authorities and media should be notified, how the 
problem should be contained, and the procedures to be followed after the incident is 
quelled.  The plans presuppose regular inspection and maintenance of any 
specialized equipment necessary to implement the procedures.  All personnel should 
be familiar with the plans.  Hospital and medical personnel should be involved in the 
formulation of the plans, since they are responsible for the safety of their patients. 
 

Escapes 
 
4-4225 
(2010 Supplement) 

Revised August 2009.  There are written procedures regarding escapes. 
 
Comment:  Specific procedures that can be used quickly when an escape occurs 
should be made available to all personnel.  Procedures should include the following:  
prompt reporting of the escape to the warden/superintendent; mobilizing of 
employees; implementing of a predetermined search plan; notifying of law 
enforcement agencies, community groups, and relevant media; preparing of escape 
circulars for distribution and mailing; and, after apprehension of the escapee, 
promptly notifying all who were previously alerted to the escape. 
 

4-4225 
(Ref. 3-4213) 

There are written procedures regarding escapes; these procedures are 
reviewed at least annually and updated if necessary. 
 
Comment:  Specific procedures that can be used quickly when an escape occurs 
should be made available to all personnel.  Procedures should include the following:  
prompt reporting of the escape to the warden/superintendent; mobilizing of 
employees; implementing of a predetermined search plan; notifying of law 
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enforcement agencies, community groups, and relevant media; preparing of escape 
circulars for distribution and mailing; and, after apprehension of the escapee, 
promptly notifying all who were previously alerted to the escape. 
 

4-4225-1 
(2010 Supplement) 

Added January 2003.  Written policy, procedure, and practice define critical 
incidents for the facility and provide for a debriefing to be conducted after 
each such incident.  The debriefing process includes coordination and 
feedback about the incident with designated staff of the facility as soon as 
possible after the incident.  A debriefing includes, but is not limited to: 
 

 a review of staff and offender actions during the incident 

 a review of the incident’s impact on staff and offenders 

 a review of corrective actions taken and still needed 

 plans for improvement to avoid another incident 
 
Comment:  A “critical incident” is any event or situation that threatens staff or 
offenders in their community (criminal justice setting).  While debriefings should 
occur as soon as possible, some information may not be available until later.  All 
staff impacted by a critical incident should be included in the debriefings and referred 
to appropriate services to mitigate the stress associated with these events.  All 
critical incidents should be reviewed by the administration, security, and health 
services.  A two-week follow-up debriefing should occur to review the validity and 
appropriateness of all policies, plans, and information used during the critical incident 
and immediately after. 
 

Section C:  Rules and Discipline 
 
Principle:  The institution’s rules of conduct and sanctions and procedures for violations are 

defined in writing and communicated to all inmates and staff.  Disciplinary 
procedures are carried out promptly and with respect for due process. 

 
Rules of Conduct 
 
4-4226 
(2010 Supplement) 

Revised August 2009.  Written rules of inmate conduct specify acts prohibited 
within the institution and penalties that can be imposed for various degrees of 
violation. 
 
Comment:  The rules should prohibit only observed behavior that can be shown 
clearly to have a direct, adverse effect on an inmate or on institutional order and 
security.  The rules also should specify the range of penalties that can be imposed 
for violations.  Penalties should be proportionate to the importance of the rule and 
the severity of the violation. 
 

4-4226 
(Ref. 3-4214) 

Written rules of inmate conduct specify acts prohibited within the institution 
and penalties that can be imposed for various degrees of violation; the written 
rules are reviewed annually and updated if necessary. 
 
Comment:  The rules should prohibit only observed behavior that can be shown 
clearly to have a direct, adverse effect on an inmate or on institutional order and 
security.  The rules also should specify the range of penalties that can be imposed 
for violations.  Penalties should be proportionate to the importance of the rule and 
the severity of the violation. 
 

4-4227 
(2010 Supplement) 

Revised August 2009.  There is a written set of disciplinary procedures 
governing inmate rule violations. 
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Comment:  None. 
 

4-4227 
(Ref. 3-4215) 

There is a written set of disciplinary procedures governing inmate rule 
violations.  These are reviewed annually and updated if necessary. 
 
Comment:  None. 
 

4-4228 
(Ref. 3-4216) 

A rulebook that contains all chargeable offenses, ranges of penalties, and 
disciplinary procedures is given to each inmate and staff member and is 
translated into those languages spoken by significant numbers of inmates.  
Signed acknowledgment of receipt of the rulebook is maintained in the 
inmate’s file.  When a literacy or language problem prevents an inmate from 
understanding the rulebook, a staff member or translator assists the inmate in 
understanding the rules. 
 
Comment:  Written procedures should specify how the rules and regulations are 
issued and presented to new inmates.  Rules and regulations governing inmate 
conduct are of limited value unless the inmate understands them.  “Posting” the 
rulebook is unnecessary provided there is evidence each inmate receives a copy of 
the rules. 
 

4-4229 
(Ref. 3-4217) 

All personnel who work with inmates receive sufficient training so that they are 
thoroughly familiar with the rules of inmate conduct, the rationale for the rules, 
and the sanctions available. 
 
Comment:  All institutional personnel who work with inmates in any way should 
receive continuous in-service training to prevent discrepancies among staff members 
in interpretation or implementation of rules of conduct. 
 

Resolution of Minor Infractions 
 
4-4230 
(Ref. 3-4218) 

There are written guidelines for resolving minor inmate infractions, which 
include a written statement of the rule violated and a hearing and decision 
within seven days, excluding weekends and holidays, by a person not involved 
in the rule violation; inmates may waive their appearance at the hearing. 
 
Comment:  None. 
 

Criminal Violations 
 
4-4231 
(Ref. 3-4219) 

Written policy, procedure, and practice provide that, where an inmate allegedly 
commits an act covered by criminal law, the case is referred to appropriate 
court or law enforcement officials for consideration for prosecution. 
 
Comment:  Corrections and court or law enforcement officials should agree on the 
categories of offenses that are to be referred to them in order to eliminate minor 
offenses or those of no concern. 
 

Disciplinary Reports 
 
4-4232 
(Ref. 3-4220) 

Written policy, procedure, and practice provide that when rule violations 
require formal resolution, staff members prepare a disciplinary report and 
forward it to the designated supervisor. 
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Comment:  None. 
 

4-4233 
(Ref. 3-4221) 

Disciplinary reports prepared by staff members include, but are no limited to, 
the following information: 
 

 specific rule(s) violated 

 a formal statement of the charge 

 any unusual inmate behavior 

 any staff witnesses 

 any physical evidence and its disposition 

 any immediate action taken, including the use of force 

 reporting staff member’s signature and date and time of report 
 
Comment:  All relevant information should be recorded on a disciplinary report form 
and should be as specific and comprehensive as possible. 
 

Prehearing Action 
 
4-4234 
(Ref. 3-422) 

Written policy, procedure, and practice specify that, when an alleged rule 
violation is reported, an appropriate investigation is begun within 24 hours of 
the time the violation is reported and is completed without reasonable delay, 
unless there are exceptional circumstances for delaying the investigation. 
 
Comment:  Investigations of alleged rule violations should be commenced as soon 
as possible after the incident is reported.  The investigating officer should be a staff 
member but not the officer who reported the incident. 
 

4-4235 
(Ref. 3-4223) 

Within the disciplinary procedures document there is provision for prehearing 
detention of inmates who are charged with a rule violation.  The inmate’s pre-
hearing status is reviewed by the warden/superintendent or designee within 72 
hours, including weekends and holidays. 
 
Comment:  Prehearing detention is the confinement of an inmate in an individual cell 
until an investigation is completed or a hearing scheduled.  Such detention should 
not be punitive and should be used only when necessary to ensure the inmate’s 
safety or the security of the institution.  Documentation should be provided as to the 
reason for detention, and no inmate should remain in prehearing detention longer 
than necessary. 
 

4-4236 
(Ref. 3-4224) 

Written policy, procedure, and practice provide that an inmate charged with a 
rule violation receives a written statement of the charge(s), including a 
description of the incident and specific rules violated.  The inmate is given the 
statement at the same time that the disciplinary report is filed with the 
disciplinary committee but no less than 24 hours prior to the disciplinary 
hearing.  The hearing may be held within 24 hours with the inmate’s written 
consent. 
 
Comment:  None. 
 

4-4237 
(Ref. 3-4225) 

Written policy, procedure, and practice provide that an inmate may waive the 
right to a hearing provided that the waiver is documented and reviewed by the 
chief executive officer or designee. 
 
Comment:  When inmates feel that a hearing is unnecessary, they should have the 
opportunity to waive this right.  The disciplinary committee should follow stated 
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guidelines for determination of sanctions. 
 

Disciplinary Hearing 
Scheduling 
 
4-4238 
(2010 Supplement) 

Revised January 2008.  Written policy, procedure, and practice provide that 
inmates charged with rule violations are scheduled for a hearing as soon as 
practicable but no later than seven days, excluding weekends and holidays, 
after being charged with a violation.  Inmates are notified of the time and place 
of the hearing at least 24 hours in advance of the hearing. 
 
Comment:  To ensure fairness and the integrity of the disciplinary process, inmates 
charged with rule violations should receive hearings as soon as possible unless the 
hearing is prevented by exceptional circumstances, unavoidable delays, or 
reasonable postponements.  Reasons for all delays should be documented. 
  

4-4238 
(Ref. 3-4226) 

Written policy, procedure, and practice provide that inmates charged with rule 
violations are scheduled for a hearing as soon as practicable but no later than 
seven days, excluding weekends and holidays, after the alleged violation.  
Inmates are notified of the time and place of the hearing at least 24 hours in 
advance of the hearing. 
 
Comment:  To ensure fairness and the integrity of the disciplinary process, inmates 
charge with rule violations should receive hearings as soon as possible unless the 
hearing is prevented by exceptional circumstances, unavoidable delays, or 
reasonable postponements.  Reasons for all delays should be documented. 
  

4-4239 
(Ref. 3-4227) 

Written policy, procedure, and practice provide for postponement or 
continuance of the disciplinary hearing for a reasonable period and good 
cause. 
 
Comment:  Hearing postponement or continuance may be granted for such cause as 
preparation of a defense, illness or unavailability of the inmate, further investigation 
of factual matters relevant to the hearing, or pending criminal court prosecution.  
Delaying a hearing is also justifiable on the basis of factual recording of an inmate’s 
unacceptable behavior during the hearing process or the inmate’s refusal to 
participate in a reasonable manner. 
 

Conduct of Hearing 
 
4-4240 
(Ref. 3-4228) 

Written policy, procedure, and practice provide that disciplinary hearings on 
rule violations are conducted by an impartial person or panel of persons.  A 
record of the proceedings is made and maintained for at least six months. 
 
Comment:  To ensure objectivity, hearings for rule violations should be conducted by 
persons who were not directly involved in the incident. 
 

4-4241 
(Ref. 3-4229) 

Written policy, procedure, and practice provide that inmates charged with rule 
violations are present at their hearings unless they waive that right in writing 
or through their behavior.  Inmates may be excluded during the testimony of 
any inmate whose testimony must be given in confidence; the reasons for the 
inmate’s absence or exclusion are documented. 
 
Comment:  None. 
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4-4242 
(Ref. 3-4230) 

Written policy, procedure, and practice provide that inmates have an 
opportunity to make a statement and present documentary evidence at the 
hearing and can request witnesses on their behalf; the reasons for denying 
such a request are stated in writing. 
 
Comment:  None. 
 

4-4243 
(Ref. 3-4231) 

Written policy, procedure, and practice provide that a staff member or agency 
representative assists inmates at disciplinary hearings if requested.  A 
representative is appointed when it is apparent that an inmate is not capable of 
collecting and presenting evidence effectively on his or her own behalf. 
 
Comment:  Staff members or agency representatives designated to assist inmates 
should be trained in and knowledgeable about facility rules and discipline, 
disciplinary procedures, and due process requirements.  Some agencies designate a 
legal assistant or staff representative to assist inmates in hearings.  While this meets 
due process safeguards, an additional intent is to provide staff assistance from a 
person with whom inmates are comfortable and who they feel they can trust.  
Therefore, inmates should be allowed to choose persons to represent them from an 
approved list of facility staff members.  At all times, the burden is on the agency to 
indicate reasons for not allowing a particular staff member to represent an inmate in 
a specific situation.  Inmates may not cross-examine witnesses, but staff may 
question witnesses who have been requested by an inmate to present evidence. 
  

Hearing Decisions 
Basis for Decision 
 
4-4244 
(Ref. 3-4232) 

Written policy, procedure, and practice provide that the disciplinary 
committee’s decision is based solely on information obtained in the hearing 
process, including staff reports, the statements of the inmate charged, and 
evidence derived from witnesses and documents. 
 
Comment:  Witnesses requested by the inmate may be questioned by both the 
inmate’s representative and committee members.  Witnesses who cannot respond to 
questions in person can be asked to submit written statements.  The inmate should 
be permitted to obtain and submit any relevant documents. 
  

Hearing Record 
 
4-4245 
(Ref. 3-4233) 

Written policy, procedure, and practice provide that a written record is made of 
the decision and the supporting reasons, and that a copy is given to the 
inmate.  The hearing record and supporting documents are kept in the 
inmate’s file and in the disciplinary committee’s records. 
 
Comment:  The disciplinary hearing record should include the decision, the 
disposition, and the reason for the action, unless doing so would jeopardize 
institutional security. 
  

4-4246 
(Ref. 3-4234) 

Written policy, procedure, and practice provide that if an inmate is found not 
guilty of an alleged rule violation, the disciplinary report is removed from all of 
the inmate’s files. 
 
Comment:  When an inmate is found guilty of only some of the rule violations he or 
she was originally charged with in connection with a single incident, and when that 
incident is described in a single disciplinary report, the inmate’s record should show 
clearly the violations that were not proved.  All disciplinary reports, regardless of 
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disposition, may be kept and used for statistical or research purposes providing all 
identification is removed.  Where there are multiple incidents, alleged rule violations 
for which an inmate is found not guilty must be separated and removed from the 
inmate’s file.  When multiple incidents/charges are listed on a single report, charges 
resulting in not-guilty findings may be marked over or blacked out. 
 

Review 
 
4-4247 
(Ref. 3-4235) 

Written policy, procedure, and practice provide for review of all disciplinary 
hearings and dispositions by the warden/superintendent or designee to assure 
conformity with policy and regulations. 
 
Comment:  At the conclusion of the disciplinary hearing, the hearing record should 
be forwarded to the warden/superintendent or designee for review.  This review 
should ensure that the hearing was conducted in accordance with stated procedures 
and that the action taken conforms with institutional regulations. 
 

Appeal 
 
4-4248 
(Ref. 3-4236) 

Written policy, procedure, and practice grant inmates the right to appeal 
decisions of the disciplinary committee to the warden/superintendent or 
designee.  Inmates have up to 15 days of receipt of the decision to submit an 
appeal.  The appeal is decided within 30 days of its receipt, and the inmate is 
promptly notified in writing of the results. 
 
Comment:  The appeal process should consider three factors:  whether there was 
substantial compliance with institutional standards and procedures in handling 
inmate discipline; whether the disciplinary committee’s decision was based on 
substantial evidence; and whether, under the circumstances, the sanction imposed 
was proportionate to the rule violation. 
 

Section D:  Special Management 
Note:  “Segregation” is the generic term used to encompass administrative segregation, protective custody, and disciplinary 
detention.  (See glossary definitions.) 

 
Principle:  Inmates who threaten the secure and orderly management of the institution may be 

removed from the general population and placed in special units. 
 
General Policy and Practice 
 
4-4249 
(Ref. 3-4237) 

When segregation units exist, written policy and procedure govern their 
operation for the supervision of inmates under administrative segregation, 
protective custody, and disciplinary detention. 
 
Comment:   
 
Administrative segregation:  The classification committee or, in an emergency, the 
warden/superintendent may place in administrative segregation an inmate whose 
continued presence in the general population poses a serious threat to life, property, 
self, staff, or other inmates, or to the security or orderly running of the institution.  
Inmates in administrative segregation because of behavioral problems should be 
provided with programs conducive to their well-being.  Inmates pending investigation 
for a trial on a criminal act or pending transfer can also be placed in administrative 
segregation; this segregation may be for relatively extensive periods of time. 
 
Protective custody:  Inmates requesting or requiring protection from the general 
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population may be placed in protective custody.  Inmates in protective custody 
should be allowed to participate in as many as possible of the programs afforded the 
general population, providing such participation does not threaten institutional 
security.  Each protective custody case should be reviewed frequently with the goal 
of terminating the separate housing assignment as soon as possible. 
 
Disciplinary detention:  The disciplinary committee may place inmates with serious 
rule violations in disciplinary detention only after an impartial hearing has determined 
(1) that other available alternative dispositions are inadequate to regulate the 
inmate’s behavior within acceptable limits and (2) that the inmate’s presence in the 
general inmate population poses a serious threat to the orderly operation or security 
of the institution. 
 
Total isolation as punishment for a rule violation is not an acceptable practice; when 
exceptions occur, they should be justified by clear and substantiated evidence and 
should be fully documented. 
   

4-4250 
(Ref. 3-4238) 

The warden/superintendent or shift supervisor can order immediate 
segregation when it is necessary to protect the inmate or others.  The action is 
reviewed within 72 hours by the appropriate authority. 
 
Comment:  None. 
 

Admission and Review of Status 
 
4-4251 
(Ref. 3-4239) 

Written policy, procedure, and practice provide that an inmate is admitted to 
the segregation unit for protective custody only when there is documentation 
that protective custody is warranted and no reasonable alternatives are 
available. 
 
Comment:  Protective custody should be used only for short periods of time, except 
when an inmate needs long-term protection and the facts are well documented.  
Admission to protective custody should be fully documented with a consent form 
signed by the inmate. 
 

4-4252 
(Ref. 3-4240) 

Written policy, procedure, and practice provide that an inmate is placed in 
disciplinary detention for a rule violation only after a hearing by the 
disciplinary committee or hearing examiner. 
 
Comment:  None. 
 

4-4253 
(Ref. 3-4241) 

Written policy, procedure, and practice provide for a review of the status of 
inmates in administrative segregation and protective custody by the 
classification committee or other authorized staff group every seven days for 
the first two months and at least every 30 days thereafter. 
 
Comment:  A hearing should be held to review the status of any inmate who spends 
more than seven continuous days in administrative segregation and protective 
custody to determine whether the reasons for the placement still exist. 
 

4-4254 
(Ref. 3-4242) 

Written policy, procedure, and practice specify the review process used to 
release an inmate from administrative segregation and protective custody. 
 
Comment:  An inmate should be released by action of the appropriate authority. 
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4-4255 
(2010 Supplement) 

Revised August 2008.  There is a sanctioning schedule for institutional rule 
violations.  Continuous confinement for more than 30 days requires the review 
and approval of the warden/superintendent or designee.  Inmates held in 
disciplinary detention for periods exceeding 60 days are provided the same 
program services and privileges as inmates in administrative segregation and 
protective custody. 
 
Comment:  The time an inmate spends in disciplinary detention should be 
proportional to the offense committed, taking into consideration the inmate’s prior 
conduct, specific program needs, and other relevant factors. 
 

4-4255 
(Ref. 3-4243) 

There is a sanctioning schedule for institutional rule violations.  Continuous 
confinement for more than 30 days requires the review and approval of the 
warden/superintendent.  Inmates held in disciplinary detention for periods 
exceeding 60 days are provided the same program services and privileges as 
inmates in administrative segregation and protective custody. 
 
Comment:  The time an inmate spends in disciplinary detention should be 
proportional to the offense committed, taking into consideration the inmate’s prior 
conduct, specific program needs, and other relevant factors. 
 

4-4256 
(Ref. 3-4244) 

Written policy, procedure, and practice provide that a qualified mental health 
professional personally interviews and prepares a written report on any inmate 
remaining in segregation for more than 30 days.  If confinement continues 
beyond 30 days, a mental health assessment by a qualified mental health 
professional is made at least every three months – more frequently if 
prescribed by the chief medical authority. 
 
Comment:  Inmates whose movements are restricted in segregation units may 
develop symptoms of acute anxiety or other mental problems; regular psychological 
assessment is necessary to ensure the mental health of any inmate confined in such 
a unit beyond 30 days. 
 

Supervision 
 
4-4257 
(Ref. 3-4245) 

Written policy, procedure, and practice require that all special management 
inmates are personally observed by a correctional officer at least every 30 
minutes on an irregular schedule.  Inmates who are violent or mentally 
disordered or who demonstrate unusual or bizarre behavior receive more 
frequent observation; suicidal inmates are under continuing observation. 
 
Comment:  None. 
 

4-4258 
(Ref. 3-4246) 

Written policy, procedure, and practice provide that inmates in segregation 
receive daily visits from the senior correctional supervisor in charge, daily 
visits from a qualified health care official (unless medical attention is needed 
more frequently), and visits from members of the program staff upon request. 
 
Comment:  Because they are restricted from normal movement within the institution, 
it is imperative that inmates in segregation are visited regularly by key staff members 
who can ensure that their health and well-being are maintained. 
 

4-4259 
(Ref. 3-4247) 

Written policy and procedure govern the selection criteria, supervision, and 
rotation of staff who work directly with inmates in segregation on a regular and 
daily basis. 
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Comment:  Procedures should be established to supervise and evaluate the on-the-
job performance of all staff who work with inmates in segregation, and there should 
be administrative procedures for promptly removing ineffective staff.  Officers 
assigned to these positions should have completed their probationary period.  The 
need for rotation should be based on the intensity of the assignment. 
 

4-4260 
(Ref. 3-4248) 

Written policy, procedure, and practice provide that staff operating 
segregation units maintain a permanent log. 
 
Comment:  The log should contain the following information for each inmate admitted 
to segregation:  name, number, housing location, date admitted, type of infraction or 
reason for admission, tentative release date, and special medical or psychiatric 
problems or needs.  The log also should be used to record all visits by officials who 
inspect the units or counsel the inmates, all unusual inmate behavior, and all 
releases. 
 

General Conditions of Confinement 
 
4-4261 
(Ref. 3-4249) 

Written policy, procedure, and practice provide that all inmates in segregation 
are provided prescribed medication, clothing that is not degrading, and access 
to basic personal items for use in their cells unless there is imminent danger 
that an inmate or any other inmate(s) will destroy an item or induce self-injury. 
 
Comment:  Inmates in segregation should be provided basic items needed for 
personal hygiene as well as items such as eyeglasses and writing materials.  
Clothing should be that of the general population unless an adjustment is necessary 
for self-protection, such as removal of a belt to prevent a suicide attempt, and any 
clothing adjustment should be justified in writing by an appropriate official.  If a 
supervisor judges that there is imminent danger that an inmate will destroy an item 
or use it to induce self-injury, the inmate may be deprived of the item; in such cases, 
every effort should be made to supply a substitute for the item or to permit the 
inmate to use the item under the supervision of an officer. 
 

4-4262 
(Ref. 3-4250) 

Written policy, procedure, and practice provide that inmates in segregation 
have the opportunity to shave and shower at least three times per week. 
 
Comment:  Inmates in segregation should have the opportunity to maintain an 
acceptable level of personal hygiene unless these procedures cause an undue 
security hazard.  If conditions permit, the inmates should be able to shower daily. 
 

4-4263 
(Ref. 3-4251) 

Written policy, procedure, and practice provide that inmates in segregation 
receive laundry, barbering, and hair care services and are issued and 
exchange clothing, bedding, and linen on the same basis as inmates in the 
general population.  Exceptions are permitted only when found necessary by 
the senior officer on duty; any exception is recorded in the unit log and 
justified in writing. 
 
Comment:  None. 
  

4-4264 
(Ref. 3-4252) 

Alternative meal service may be provided to an inmate in segregation who 
uses food or food service equipment in a manner that is hazardous to self, 
staff, or other inmates.  Alternative meal service is on an individual basis, is 
based on health or safety considerations only, meets basic nutritional 
requirements, and occurs with the written approval of the 
warden/superintendent and responsible health authority.  The substitution 
period shall not exceed seven days. 
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Comment:  None. 
 

4-4265 
(Ref. 3-4253) 

Written policy, procedure, and practice provide that whenever an inmate in 
segregation is deprived of any usually authorized item or activity, a report of 
the action is filed in the inmate’s case record and forwarded to the chief 
security officer. 
 
Comment:  The report should identify the inmate, item or activity deprived of, and the 
reasons for the action.  The report should be forwarded to the chief security officer 
as soon as possible; approval for removing all of an inmate’s personal items should 
be obtained in advance from the warden/superintendent or designee.  No item or 
activity should be withheld for the purpose of punishment or for longer than 
necessary to ensure the safety and well-being of the inmate and others. 
 

Programs and Services 
Mail 
 
4-4266 
(Ref. 3-4254) 

Written policy, procedure, and practice provide that inmates in segregation 
can write and receive letters on the same basis as inmates in the general 
population. 
 
Comment:  Letters should be delivered promptly.  Any item rejected consistent with 
policy and procedure should be returned to the sender, and the inmate should be 
advised of the reason for the rejection. 
 

Visiting 
 
4-4267 
(Ref. 3-4255) 

Written policy, procedure, and practice provide that inmates in segregation 
have opportunities for visitation unless there are substantial reasons for 
withholding such privileges. 
 
Comment:  Every effort should be made to notify approved visitors of any restrictions 
on visiting; if time allows, the burden of this notification may be placed on the inmate. 
 

Access to Legal and Reading Materials 
 
4-4268 
(Ref. 3-4256) 

Written policy, procedure, and practice provide that inmates in segregation 
have access to legal materials. 
 
Comment:  To ensure legal rights, inmates in segregation should have access to 
both personal legal materials and available legal reference materials.  Reasonable 
arrangements should be made to assist the inmates in meeting court deadlines. 
 

4-4269 
(Ref. 3-4257) 

Written policy, procedure, and practice provide that inmates in segregation 
have access to reading materials. 
 
Comment:  Inmates in segregation should be provided a sufficient quantity of reading 
materials and have an opportunity to borrow reading materials from the institution’s 
library. 
 

Exercise Outside of Cell 
 
4-4270 
(Ref. 3-4258) 

Written policy, procedure, and practice provide that inmates in segregation 
receive a minimum of one hour of exercise per day outside their cells, five 
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days per week, unless security or safety considerations dictate otherwise. 
 
Comment:  Inmates in segregation should be provided with the opportunity to 
exercise in an area designated for this purpose, with opportunities to exercise 
outdoors, weather permitting, unless security or safety considerations dictate 
otherwise.  A written record should be kept of each inmate’s participation in the 
exercise program.  Reasons for the imposition of constraints should be documented. 
 

Telephone Privileges 
 
4-4271 
(2010 Supplement) 

Revised August 2005.  Written policy, procedure, and practice provide that 
inmates in administrative segregation and protective custody are allowed 
telephone privileges. 
 
Comment:  None. 
 

4-4271 
(Ref. 3-4259) 

Written policy, procedure, and practice provide that inmates in administrative 
segregation and protective custody are allowed telephone privileges. 
 
Comment:  This standard also applies to inmates held in disciplinary detention for 
more than 60 days. 
 

4-4272 
(Ref. 3-4260) 

Written policy, procedure, and practice provide that, unless authorized by the 
warden/superintendent or designee, inmates in disciplinary detention are 
allowed limited telephone privileges except for calls related specifically to 
access to the attorney of record. 
 
Comment:  None. 
 

Administrative Segregation/Protective Custody 
 
4-4273 
(Ref. 3-4261) 

Written policy, procedure, and practice provide that inmates in administrative 
segregation and protective custody have access to programs and services 
that include, but are limited to, the following:  educational services, 
commissary services, library services, social services, counseling services, 
religious guidance, and recreational programs. 
 
Comment:  Although services and programs cannot be identical to those provided to 
the general population, there should be no major differences for reasons other than 
danger to life, health, or safety.  Inmates in administrative segregation and protective 
custody should have the opportunity to receive treatment from professionals such as 
social workers, psychologists, counselors, and psychiatrists.  The standard also 
applies to inmates held in disciplinary detention for more than 60 days. 
  

Section E:  Inmate Rights 
 
Principle:  The institution protects the safety and constitutional rights of inmates and seeks a 

balance between expression of individual rights and preservation of institutional 
order. 

 
Access to Courts 
 
4-4274 
(Ref. 3-4262) 
 

Written policy, procedure, and practice ensure the right of inmates to have 
access to courts. 
 

The City of Taft 

California Department of Corrections and Rehabilitation 

Scope of Work - Attachments

Agreement Number 5600004097 

Exhibit A 

Amendment 5 

Attachment 19

Page 66 of 174



Standards for Adult Correctional Institutions 
 

Comment:  The right of access to the courts minimally provides that inmates have 
the right to present any issue, including the following:  challenging the legality of their 
conviction or confinement; seeking redress for illegal conditions or treatment while 
under correctional control; pursuing remedies in connection with civil legal problems; 
and asserting against correctional or other government authority any other rights 
protected by constitutional or statutory provision or common law.  Inmates seeking 
judicial relief are not subjected to reprisals or penalties because of the decision to 
seek such relief. 
 

Access to Counsel 
 
4-4275 
(Ref. 3-4263) 

Written policy, procedure, and practice ensure and facilitate inmate access to 
counsel and assist inmates in making confidential contact with attorneys and 
their authorized representatives; such contact includes, but is not limited to, 
telephone communications, uncensored correspondence, and visits. 
 
Comment:  Institutional authorities should assist inmates in making confidential 
contact with attorneys and their authorized representatives; these representatives 
may include law students, special investigators, lay counsel, or other persons who 
have a legitimate connection with the legal issue being pursued.  Provision should be 
made for visits during normal institutional hours, uncensored correspondence, 
telephone communications, and after-hours visits requested because of special 
circumstances. 
 

Access to Law Library 
 
4-4276 
(Ref. 3-4264) 

Written policy, procedure, and practice provide for the right of inmates to have 
access to an appropriate law library and to paper, typewriters or typing 
services, and other supplies and services related to legal matters.  The law 
library includes, at a minimum, relevant and up-to-date constitutional, 
statutory, and case law materials, applicable court rules, and practice 
treatises.  When an inmate is unable to make meaningful use of the law library 
on his or her own, the additional assistance necessary for effective access is 
provided. 
 
Comment:  The constitutional right of access to the courts requires that inmates who 
request assistance in preparing and filing legal papers receive the assistance 
necessary.  This should include assistance from persons with legal training, law 
school legal assistance programs, public defender’s offices, and law library facilities.  
State court rulings suggest that the law library should include, at a minimum, state 
and federal constitutions, state statutes and decisions, procedural rules and 
decisions and related commentaries, federal case law materials, court rules and 
practice treatises, and legal periodicals and indices. 
  

Access to Programs and Services 
 
4-4277 
(Ref. 3-4265) 

Written policy, procedure, and practice prohibit discrimination based on an 
inmate’s race, religion, national origin, sex, disability, or political views in 
making administrative decisions and in providing access to programs. 
 
Comment:  Inmates should be assured equal opportunities to participate in all 
institutional programs. 
 

4-4278 
(Ref. 3-4266) 

Written policy, procedure, and practice provide that male and female inmates 
housed in the same institution have separate sleeping quarters but equal 

The City of Taft 

California Department of Corrections and Rehabilitation 

Scope of Work - Attachments

Agreement Number 5600004097 

Exhibit A 

Amendment 5 

Attachment 19

Page 67 of 174



Standards for Adult Correctional Institutions 
 

access to all available services and programs.  Neither sex is denied 
opportunities solely on the basis of their smaller number in the population. 
 
Comment:  Institutions housing males and females should be smaller than other 
institutions.  Coeducational programming is not desirable in any maximum-security 
institution. 
 

Access to Media 
 
4-4279 
(Ref. 3-4267) 

Written policy, procedure, and practice provide for reasonable access between 
inmates and the communications media, subject only to the limitations 
necessary to maintain order and security and protect inmates’ privacy.  Media 
requests for interviews and the inmate’s consent are in writing. 
 
Comment:  Except in emergencies such as disorders and escapes, inmates should 
have free access to the general public through the communications media or other 
legitimate intermediary. 
 

4-4280 
(Ref. 3-4267-1) 

Written policy, procedure, and practice provide that foreign nationals have 
access to the diplomatic representative of their country of citizenship. 
 
Comment:  Staff assistance should be provide to enable foreign nationals to contact 
their diplomatic representative. 
 

Protection from Harm 
 
4-4281 
(Ref. 3-4268) 

(MANDATORY) Written policy, procedure, and practice protect inmates from 
personal abuse, corporal punishment, personal injury, disease, property 
damage, and harassment. 
 
Comment:  In situations where physical force or disciplinary detention is required, 
only the least drastic means necessary to secure order or control should be used.  
Administrative segregation should be used to protect inmates from themselves or 
other inmates. 
 

4-4281-1 
(2010 Supplement) 

Added August 2002.  Written policy, procedure, and practice ensure that 
information is provided to offenders about sexual abuse/assault including: 
 

 prevention/intervention 

 self-protection 

 reporting sexual abuse/assault 

 treatment and counseling 
 
The information is communicated orally and in writing, in a language clearly 
understood by the offender, upon arrival at the facility. 
 
Comment:  None. 
 

4-4281-2 
(2010 Supplement) 

Added January 2003.  Inmates are screened within 24 hours of arrival at the 
facility for potential vulnerabilities or tendencies of acting out with sexually 
aggressive behavior.  Housing assignments are made accordingly. 
 
Comment:  None. 
 

4-4281-3 
Added January 2003.  Written policy, procedure, and practice require that an 
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(2010 Supplement) investigation is conducted and documented whenever a sexual assault or 
threat is reported. 
 
Comment:  The agency should report occurrences/allegations of sexual assault or 
threat in accordance with the laws of the jurisdiction.  The investigation may be 
limited by what is allowed by the laws of the jurisdiction. 
 

4-4281-4 
(2010 Supplement) 

Added January 2003.  Written policy, procedure, and practice require that 
inmates identified as high risk with a history of sexually assaultive behavior 
are assessed by a mental health or other qualified professional.  Inmates with 
a history of sexually assaultive behavior are identified, monitored, and 
counseled. 
 
Comment:  None. 
 

4-4281-5 
(2010 Supplement) 

Added January 2003.  Written policy, procedure, and practice provide that 
inmates identified as at risk for sexual victimization are assessed by a mental 
health or other qualified professional.  Inmates at risk for sexual victimization 
are identified, monitored, and counseled. 
 
Comment:  None. 
 

4-4281-6 
(2010 Supplement) 

Added January 2003.  Written policy, procedure, and practice ensure that 
sexual conduct between staff and inmates, volunteers, or contract personnel 
and inmates, regardless of consensual status, is prohibited and subject to 
administrative and criminal disciplinary sanctions. 
 
Comment:  None. 
 

4-4281-7 
(2010 Supplement) 

Added January 2003.  Written policy, procedure, and practice provide that 
inmates who are victims of sexual abuse have the option to report the incident 
to a designated staff member other than an immediate point-of-contact line 
officer. 
 
Comment:  None. 
 

4-4281-8 
(2010 Supplement) 

Added January 2003.  Written policy, procedure, and practice provide that all 
case records associated with claims of sexual abuse, including incident 
reports, investigative reports, offender information, case disposition, medical 
and counseling evaluation findings, and recommendations for post-release 
treatment and/or counseling are retained in accordance with an established 
schedule. 
 
Comment:  None. 
 

Protection from Unreasonable Searches 
 
4-4282 
(Ref. 3-4269) 

Written policy, procedure, and practice govern all searches and preservation 
of evidence when an inmate is suspected of a new crime.  Such searches are 
authorized only by the warden/superintendent or designee unless immediate 
action is necessary; in such cases the warden/superintendent or designee is 
fully informed as soon as possible after the search. 
 
Comment:  Searches directed at solving a possible new crime should include 
provisions for the preservation of evidence as well as the legal protection of 
individual rights afforded under the Fourth Amendment.  Regulations should specify 
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the circumstances and manner in which such searches are to be conducted. 
 

Freedom in Personal Grooming 
 
4-4283 
(Ref. 3-4270) 

Written policy, procedure, and practice allow freedom in personal grooming 
except when a valid interest justifies otherwise. 
 
Comment:  Inmates should be permitted freedom in personal grooming as long as 
their appearance does not conflict with the institution’s requirements for safety, 
security, identification, and hygiene.  All regulations concerning personal grooming 
should be the least restrictive necessary. 
 

Grievance Procedures 
 
4-4284 
(Ref. 3-4271) 

There is written inmate grievance procedure that is made available to all 
inmates and that includes at least one level of appeal. 
 
Comment:  A grievance procedure is an administrative means for the expression and 
resolution of inmate problems.  The institution’s grievance mechanism should include 
provisions for the following:  written responses to all grievances, including the 
reasons for the decision; response within a prescribed, reasonable time limit, with 
special provisions for responding to emergencies; supervisory review of grievances; 
participation by staff and inmates in the procedure’s design and operation; access by 
all inmates, with guarantees against reprisals; applicability over a broad range of 
issues; and means for resolving questions of jurisdiction. 
 

4. Institutional Services 
 

Section A:  Reception and Orientation 
 
Principle:  All incoming inmates undergo thorough screening and assessment at admission 

and receive a thorough orientation to the institution’s procedures, rules, programs, 
and services. 

 
Admission 
 
4-4285 
(Ref. 3-4272) 

Written policies and procedures govern the admission of inmates new to the 
system.  These procedures include, at a minimum, the following: 
 

 determining that the inmate is legally committed to the institution 

 thorough searching of the individual and possessions 

 disposing of personal property 

 showering and hair care, if necessary 

 issuing of clean, laundered clothing as needed 

 photographing and fingerprinting, including notation of identifying 
marks or other unusual physical characteristics 

 medical, dental, and mental health screening 

 assigning to housing unit 

 recording basic personal data and information to be used for mail and 
visiting list 

 explaining mail and visiting procedures 

 assisting inmates in notifying their next of kin and families of 
admission 

The City of Taft 

California Department of Corrections and Rehabilitation 

Scope of Work - Attachments

Agreement Number 5600004097 

Exhibit A 

Amendment 5 

Attachment 19

Page 70 of 174



Standards for Adult Correctional Institutions 
 

 assigning of registered number to the inmate 

 giving written orientation materials to the inmate 

 documenting any reception and orientation procedure completed at a 
central reception facility 

 
Comment:  Staff should explain the procedures being undertaken at each step in the 
admissions process.  When necessary, these procedures should be reviewed for 
inmates transferred from within the system. 
   

4-4286 
(Ref. 3-4273) 

Written policy, procedure, and practice require the preparation of a summary 
admission report for all new admissions.  The report includes, at a minimum, 
the following information: 
 

 legal aspects of the case 

 summary of criminal history, if any 

 social history 

 medical, dental, and mental health history 

 occupational experience and interests 

 educational status and interests 

 vocational programming 

 recreational preference and needs assessment 

 psychological evaluation 

 staff recommendations 

 preinstitutional assessment information 
 
Comment:  The summary admission report is the first document in the inmate’s 
cumulative case record and identifies areas for follow-up.  This document may be 
duplicated and used by the classification committee and other staff in developing the 
inmate’s program 
   

Reception and Orientation 
 
4-4287 
(2010 Supplement) 

Revised January 2006.  Written policy, procedure, and practice provide for a 
reception program for new inmates upon admission to the correctional 
system.  Except in unusual circumstances, initial reception and orientation of 
inmates is completed within 30 calendar days after admission. 
 
Comment:  The daily program in the reception unit should include interviews, tests, 
and other admissions-related activities, including distribution of information on 
programs and services.  New inmates should be provided reading materials, be 
permitted to attend religious services, receive exercise on the same schedule as the 
general population, and perform work assignments on the reception unit. 
 

4-4287 
(Ref. 3-4274) 

There is a program for inmates during the reception period. 
 
Comment:  The daily program in the reception unit should include interviews, tests, 
and other admissions-related activities, including distribution of information on 
programs and services.  New inmates should be provided reading materials, be 
permitted to attend religious services, receive exercise on the same schedule as the 
general population, and perform work assignments on the reception unit. 
 

New Inmates 
 
4-4288 
(Ref. 3-4275) 

Written policy, procedure, and practice provide that new inmates receive 
written orientation materials and/or translations in their own language.  When a 
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literacy problem exists, a staff member assists the inmate in understanding 
the material.  Completion of orientation is documented by a statement signed 
and dated by the inmate. 
 
Comment:  Orientation should include formal classes, distribution of written materials 
about the institution’s programs, rules, and regulations, and discussion.  Orientation 
should also be used to observe inmate behavior and to identify special problems. 
 

4-4289 
(2010 Supplement) 

Deleted January 2006. 
 
 

4-4289 
(Ref. 3-4276) 

Written policy, procedure, and practice provide that, except in unusual 
circumstances, initial reception and orientation of inmates is completed within 
four weeks after admission. 
 
Comment:  Inmates should be removed from the reception unit as soon as possible. 
 

Transfers 
 
4-4290 
(2010 Supplement) 

Revised January 2006.  Written policy, procedure, and practice ensure that 
inmates transferred from other institutions within the correctional system 
receive an orientation to the new institution.  Except in unusual circumstances, 
reception and orientation for inmates transferred from another institution 
within the system is completed within seven calendar days after admission. 
 
Comment:  Every institution has procedures, rules, and regulations unique to its 
purposes, physical plant, and security status.  Inmates transferred within the 
correctional system should be provided with the necessary information about the 
new institution. 
 

4-4290 
(Ref. 3-4277) 

Inmates transferred from other institutions receive an orientation to the new 
institution. 
 
Comment:  Every institution has procedures, rules, and regulations unique to its 
purposes, physical plant, and security status.  Inmates transferred within the 
correctional system should be provided with the necessary information about the 
new institution. 
 

4-4291 
(2010 Supplement) 

Deleted January 2006. 
 
 

4-4291 
(Ref. 3-4278) 

Written policy, procedure, and practice provide that, except in unusual 
circumstances, reception and orientation for inmates transferred from another 
institution within the correctional system is completed within one week after 
admission. 
 
Comment:  None. 
 

Personal Property 
 
4-4292 
(Ref. 3-4279) 

Written policy and procedure govern the control of personal property and 
funds belonging to inmates; these policies and procedures are reviewed 
annually and updated as needed and are made available to inmates upon 
admission and when updated. 
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Comment:  None. 
 

4-4293 
(Ref. 3-4280) 

Written policy, procedure, and practice specify the personal property inmates 
can retain in their possession. 
 
Comment:  Policy should allow inmates to keep personal property items that do not 
threaten institutional order, safety, or security. 
 

4-4294 
(Ref. 3-4281) 

Written policy and procedure govern the control and safeguarding of inmate 
personal property.  Personal property retained at the institution is itemized in a 
written list that is kept in the permanent case file; the inmate receives a current 
copy of this list. 
 
Comment:  All personal property retained at the institution should be accurately 
inventoried and securely stored.  The inventory list should be signed by the inmate 
and a receipt given to the inmate for all funds and possessions stored.  The property 
should be available if required by the inmate and should be returned at the time of 
release, with a receipt signed by the inmate acknowledging return of the property. 
 

Section B:  Classification 
 
Principle:  Inmates are classified to the most appropriate level of custody and programming 

both on admission and upon review of their status. 
 
Classification Plan 
 
4-4295 
(2010 Supplement) 

Revised August 2009.  Written policy, procedure, and practice provide for a 
written inmate classification plan.  The plan specifies the objectives of the 
classification system and methods for achieving them, and it provides a 
monitoring and evaluation mechanism to determine whether the objectives are 
being met. 
 
Comment:  The classification system should consider an assessment of risk and the 
efficient management of the inmate population.  No inmate should receive more 
surveillance or assistance than required or be kept in a more secure status than 
potential risk requires. 
 

4-4295 
(Ref. 3-4282) 

Written policy, procedure, and practice provide for a written inmate 
classification plan.  The plan specifies the objectives of the classification 
system and methods for achieving them, and it provides a monitoring and 
evaluation mechanism to determine whether the objectives are being met.  The 
plan is reviewed at least annually and updated as needed. 
 
Comment:  The classification system should consider an assessment of risk and the 
efficient management of the inmate population.  No inmate should receive more 
surveillance or assistance then required or be kept in a more secure status then 
potential risk requires. 
 

4-4296 
(Ref. 3-4283) 

The classification system specifies the level of custody required and provides 
for a regular review of each classification. 
 
Comment:  A correctional system should provide at least three levels of custodial 
control.  All inmates should be assigned to the least restrictive custody level 
necessary. 
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4-4297 
(Ref. 3-4284) 

The classification plan provides for maximum involvement of representatives 
of relevant institutional programs and the inmate concerned in classification 
reviews. 
 
Comment:  The classification process requires the cooperation and input of both the 
inmate and the institution’s program personnel.  Inmates should participate in 
assessing their needs and selecting programs to meet those needs. 
 

4-4298 
(Ref. 3-4285) 

The institution or parent agency solicits and uses preinstitutional assessment 
information regarding the inmate’s progress and adjustment. 
 
Comment:  Information on any inmate who has had contact with the criminal justice 
system (for instance, in local detention facilities or work release programs) should be 
solicited and incorporated in the institution’s classification decision. 
 

4-4299 
(Ref. 3-4286) 

At initial classification, each inmate is assigned to a staff member to ensure 
supervision and personal contact; a unit management team may perform this 
function. 
 
Comment:  Each inmate should be assigned to a staff member such as a counselor 
or to a unit management team to be assured access to at least one employee for 
advice and assistance.  The staff member or team is expected to maintain continuing 
personal contact with the inmate. 
 

Classification Status Reviews 
 
4-4300 
(Ref. 3-4287) 

The written plan for inmate classification specifies that each inmate’s 
classification status is reviewed at least every 12 months. 
 
Comment:  The classification (program) review includes review of all matters 
affecting the inmate’s status, including custody.  Schedules for classification reviews 
vary according to the type of institution, inmate population profile, average length of 
sentence, and so on.  Institutions serving younger individuals and those with 
relatively short sentences should conduct classification reviews at least every three 
months. 
 

4-4301 
(Ref. 3-4288) 

The classification plan specifies criteria and procedures for determining and 
changing an inmate’s program status; the plan includes at least one level of 
appeal. 
 
Comment:  Program status decisions include level of custody, transfer to another 
institution, and other program changes but do not include disciplinary action. 
 

4-4302 
(Ref. 3-4289) 

Written policy, procedure, and practice require that unless precluded for 
security or other substantial reasons, all inmates appear at their classification 
hearing and are given notice 48 hours prior to the hearing; such notice may be 
waived by the inmate in writing. 
 
Comment:  Inmates should have sufficient time and assistance, if requested, to 
prepare for their classification hearings. 
 

4-4303 
(Ref. 3-4290) 

Written policy, procedure, and practice specify the conditions under which an 
inmate can initiate a review of progress and program status. 
 
Comment:  Inmates should be allowed to initiate reviews that determine the extent of 
their progress and the effectiveness of their programming. 
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Preparole Progress Report 
 
4-4304 
(Ref. 3-4291) 

The classification plan specifies that prior to a parole hearing a progress 
report is made available to the paroling authority.  The report includes a 
current and complete history of the inmate’s activities in the institution and a 
proposed parole plan. 
 
Comment:  The progress report should include the inmate’s plans for parole. 
 

Special Needs Inmates 
 
4-4305 
(Ref. 3-4292) 

Written policy, procedure, and practice provide for identification of special 
needs inmates. 
 
Comment:  Special needs inmates include, but are not limited to, drug addicts and 
drug abusers, alcoholics and alcohol abusers, inmates who are emotionally 
disturbed or suspected of being mentally ill, the mentally retarded, and those who 
pose a high risk or require protective custody.  Procedures should identify the 
number, type, and frequency of commitment for special needs inmates, and special 
programs should be instituted for their appropriate management when the numbers 
or frequency of commitment warrant.  Every possible effort should be made to place 
the mentally ill and mentally retarded in a noncorrectional setting. 
 

Adjudicated Youth and Status Offenders 
 
4-4306 
(Ref. 3-4293) 

(MANDATORY) Written policy, procedure, and practice provide that 
adjudicated delinquent offenders and youths charged with offenses that would 
not be crimes if committed by adults do not reside in the institution. 
 
Comment:  None. 
 

Youthful Offenders 
 
4-4307 
(Ref. 3-4293-1) 

If youthful offenders are housed in the facility, written policy, procedure, and 
practice provide that they are housed in a specialized unit for youthful 
offenders except when: 
 

 a violent, predatory youthful offender poses an undue risk of harm to 
others within the specialized unit; and/or 

 a qualified medical or mental-health specialist documents that the 
youthful offender would benefit from placement outside the unit. 

 
Written policy, procedure, and practice provide for the preparation of a written 
statement of the specific reasons for housing a youthful offender outside the 
specialized unit and a case-management plan specifying what behaviors need 
to be modified and how the youthful may return to the unit.  The statement of 
reasons and case-management plan must be approved by the warden or his or 
her designee.  Cases are reviewed at least quarterly by the case manager, the 
warden or his or her designee, and the youthful offender to determine whether 
a youthful offender should be returned to the specialized unit. 
 
Comment:  ACA policy prohibits confinement of youthful offenders in an adult facility; 
however, where the laws of the jurisdiction require such confinement, the provisions 
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of the standard must be met. 
 

4-4308 
(Ref. 3-4293-2) 

Written policy, procedure, and practice provide for the direct supervision of 
youthful offenders housed in the specialized unit to ensure safety and 
security. 
 
Comment:  None. 
 

4-4309 
(Ref. 3-4293-3) 

Written policy, procedure, and practice provide for classification plans for 
youthful offenders that determine level of risk and program needs 
developmentally appropriate for adolescents.  Classification plans shall 
include consideration of physical, mental, social, and educational maturity of 
the youthful offender. 
 
Comment:  None. 
 

4-4310 
(Ref. 3-4293-4) 

Written policy, procedure, and practice require that adequate program space 
be provided to meet the physical, social, and emotional needs of youthful 
offenders and allows for their personal interactions and group-oriented 
activities. 
 
Comment:  None. 
 

4-4311 
(Ref. 3-4293-5) 

Written policy, procedure, and practice provide that youthful offenders in the 
specialized unit for youthful offenders have no more than incidental sight or 
sound contact with adult offenders from outside the unit living, program, 
dining, or other common areas of the facility.  Any other sight or sound 
contact is minimized, brief, and in conformance with applicable legal 
requirements. 
 
Comment:  This standard generally precludes sight or sound contact between 
youthful offenders and adult offenders in living, program, dining, or other common 
areas of the facility.  Any other sight or sound contact is minimized, brief, and in 
conformance with applicable legal requirements. 
 
The standard permits incidental contact between youthful and adult offenders in 
certain limited situations, such as when adult offenders who work in the kitchen 
serve food to youthful offenders.  In addition, unavoidable sound contact between 
youthful and adult offenders might, in some circumstances, not violate the standard. 
 

4-4312 
(Ref. 3-4293-6) 

Written policy, procedure, and practice require that program personnel who 
work with youthful offenders from the specialized unit be trained in the 
developmental, safety, and other specific needs of youthful offenders.  Written 
job descriptions and qualifications require training for staff specifically 
assigned to the unit or staff who are responsible for programming of youthful 
offenders in the specialized unit before being assigned to work with youthful 
offenders.  The training should include but not be limited to the following 
areas: 
 

 adolescent development 

 educational programming 

 cultural awareness 

 crisis prevention and intervention 

 legal issues 

 housing and physical plant 
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 policies and procedures 

 the management of, and programming for, sex offenders 

 substance-abuse services 

 cognitive-behavioral interventions, including anger management, 
social-skills training, problem solving, and resisting peer pressure 

 suicide prevention 

 nutrition 

 mental-health issues 

 gender-specific issues 

 case-management planning and implementation 
 
Comment:  None. 
 

4-4312-1 
(2010 Supplement) 

Added August 2005.  Written policy, procedure, and practice provide for a 
system that identifies and monitors the movements and activities of inmates 
who pose a significant concern to the safety, security, and orderly 
management of correctional institutions.  This system should ensure that 
appropriate staff are made aware of these inmates and that procedures exist to 
ensure information is current and communicated in a timely fashion. 
 
Comment:  Inmates who pose a significant concern include but are not limited to 
disruptive gang members, domestic and international terrorists, and other inmates 
the facility determines are security threats. 
 

Section C:  Food Service 
 
Principle: Meals are nutritionally balanced, well-planned, and prepared and served in a 

manner that meets established governmental health and safety codes. 
 
Food Service Management 
 
4-4313 
(Ref. 3-4294) 

Food service operations are supervised by a full-time staff member who is 
experienced in food service management. 
 
Comment:  The food service manager should have the resources, authority, and 
responsibility to provide complete food service for the institution, including three 
nutritionally adequate, palatable, and attractive meals a day produced under sanitary 
conditions and at reasonable costs.  The food service manager should have a 
minimum of three years’ experience in food service management. 
 

Budgeting and Purchasing 
 
4-4314 
(Ref. 3-4295) 

Written policy, procedure, and practice specify the food service budgeting, 
purchasing, and accounting practices including, but not limited to, the 
following systems: 
 

 food expenditure cost accounting designed to determine cost per meal 
per inmate 

 estimation of food service requirements 

 purchase of supplies at wholesale and other favorable prices and 
conditions, when possible 

 determination of and responsiveness to inmate eating preferences 

 refrigeration of food, with specific storage periods 
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Comment:  None. 
 

4-4315 
(Ref. 3-4296) 

Written policy, procedure, and practice require that accurate records are 
maintained of all meals served. 
 
Comment:  A uniform system should be established to record the number, cost, and 
type of meals served inmates, employees, guests, and visitors.  Employees, guests, 
and visitors should be served the same food inmates are served.  Food service 
records should include published menus, information on waste, food costs, and 
nutritional accounting, and notation of food products raised or produced in the 
system. 
 

Dietary Allowances 
 
4-4316 
(Ref. 3-4297) 

(MANDATORY) There is documentation that the institution’s dietary 
allowances are reviewed at least annually by a qualified nutritionist or dietician 
to ensure that they meet the nationally recommended allowances for basic 
nutrition.  Menu evaluations are conducted at least quarterly by institution 
food service supervisory staff to verify adherence to the established basic 
daily servings. 
 
Comment:  Dietary allowances, as adjusted for age, sex, and activity, should meet or 
exceed the recommended dietary allowances published by the National Academy of 
Sciences.  A qualified nutritionist or dietician is a person registered or eligible for 
registration by the American Dietetic Association or who has the documented 
equivalent in education, training, or experience, with evidence of relevant continuing 
education. 
 

Menu Planning 
 
4-4317 
(Ref. 3-4298) 

Written policy, procedure, and practice require that food service staff plan 
menus in advance and substantially follow the plan and that the planning and 
preparing of all meals take into consideration food flavor, texture, temperature, 
appearance, and palatability. 
 
Comment:  All menus, including special diets, should be planned, dated, and 
available for review at least one week in advance.  Any substitutions in the meals 
actually served should be noted and should be of equal nutritional value.  A file of 
tested recipes adjusted to a yield appropriate for the facility’s size should be 
maintained on the premises.  Food should be served as soon as possible after 
preparation and at an appropriate temperature.  Clinical diets should be approved by 
a qualified nutritionist or dietician and documented accordingly. 
  

Therapeutic Diets 
 
4-4318 
(2010 Supplement) 

Revised August 2004.  Therapeutic diets are provided as prescribed by 
appropriate clinicians.  A therapeutic diet manual is available in health 
services and food services for reference and information.  Prescriptions for 
therapeutic diets should be specific and complete, furnished in writing to the 
food service manager, and rewritten annually, or more often as clinically 
indicated. 
 
Comment:  Therapeutic diets are prepared and served to offenders according to the 
orders of the treating clinician or as directed by the responsible health authority.  
Therapeutic diets should be kept as simple as possible and should conform as 
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closely as possible to the foods served other offenders. 
 

4-4318 
(Ref. 3-4299) 

(MANDATORY) Therapeutic diets are provided as prescribed by appropriate 
clinicians.  A therapeutic diet manual is available in the health services and 
food services areas for reference and information. 
 
Comment:  Therapeutic diets are prepared and served to offenders according to the 
orders of the treating clinician or as directed by the responsible health authority.  
Prescriptions for therapeutic diets should be specific and complete, furnished in 
writing to the food service manager, and rewritten quarterly.  Therapeutic diets 
should be kept as simple as possible and should conform as closely as possible to 
the foods served other offenders. 
 

4-4319 
(Ref. 3-4300) 

Written policy, procedure, and practice provide for special diets for inmates 
whose religious beliefs require the adherence to religious dietary laws. 
 
Comment:  Religious diets should be approved by the chaplain.  Religious diet 
prescriptions should be specific and complete, furnished in writing to the food service 
manager, and rewritten monthly.  Special diets should be kept as simple as possible 
and should conform as closely as possible to the foods served other inmates. 
 

4-4320 
(Ref. 3-4301) 

Written policy precludes the use of food as a disciplinary measure. 
 
Comment:  All inmates and staff except those on special medical or religious diets 
should eat the same meals.  Food should not be withheld, nor the standard menu 
varied, as a disciplinary sanction for an individual inmate.  The standard does not 
preclude rewarding groups of inmates with special foods in return for special 
services or under special circumstances. 
 

Health and Safety Regulations 
 
4-4321 
(Ref. 3-4302) 

(MANDATORY) There is documentation by an independent, outside source that 
food service facilities and equipment meet established governmental health 
and safety codes; corrective action is taken on deficiencies, if any. 
 
Comment:  Food service facilities and equipment should meet all standards and 
requirements set by qualified professional and/or governmental bodies.  Food 
service personnel should be trained in accident prevention, first aid, use of safety 
devices, floor care, knife storage, and use of fire extinguishers.  They should attend 
regular meetings to discuss accident prevention and analyze major accidents to 
prevent recurrence. 
 

4-4322 
(Ref. 3-4303) 

(MANDATORY) Written policy, procedure, and practice provide for adequate 
health protection for all inmates and staff in the institution, and inmates and 
other persons working in the food service, including the following: 
 

 Where required by the laws and/or regulations applicable to food 
service employees in the community where the facility is located, all 
persons involved in the preparation of food receive a preassignment 
medical examination and periodic reexaminations to ensure freedom 
from diarrhea, skin infections, and other illnesses transmissible by 
food or utensils; all examinations are conducted in accordance with 
local requirements. 

 When the institution’s food services are provided by an outside agency 
or individual, the institution has written verification that the outside 
provider complies with the state and local regulations regarding food 
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service. 

 All food handlers are instructed to wash their hands upon reporting to 
duty and after using toilet facilities. 

 Inmates and other persons working in food service are monitored each 
day for health and cleanliness by the director of food services (or 
designee). 

 
Comment:  All food service personnel should be in good health and free from 
communicable disease and open infected wounds; have clean hands and fingernails; 
wear hair nets or caps; wear clean, washable garments; and employ hygienic food-
handling techniques.  Federal facilities should apply appropriate regulations such as 
those of the U.S. Public Health Service. 
 

Inspections 
Food Products 
 
4-4323 
(Ref. 3-4304) 

When required by statue, food products that are grown or produced within the 
system are inspected and approved by the appropriate government agency.  
There is a distribution system that ensures prompt delivery of foodstuffs to 
institution kitchens. 
 
Comment:  All such foodstuffs should meet or surpass government inspection levels, 
and the distribution system should ensure that they are delivered when fresh and in 
a condition for optimum food service. 
 
Government inspection of food grown in inmate gardens and used in food service is 
not required where the garden is not part of a larger agriculture operation and the 
inmate does not work full-time at food production for use by the inmate population; 
all garden-grown food should, however, be inspected by food service personnel prior 
to use. 
 

Facilities and Equipment 
 
4-4324 
(Ref. 3-4305) 

(MANDATORY) Written policy, procedure, and practice require weekly 
inspections of all food services areas, including dining and food preparation 
areas and equipment, by administrative, medical, or dietary personnel; these 
may include the person supervising food service operations or his/her 
designee.  Refrigerator and water temperatures are checked daily by 
administrative, medical, or dietary personnel. 
 
Comment:  All areas and equipment related to food preparation (for instance, 
ranges, ovens, refrigerators, mixers, dishwashers, garbage disposals) require 
frequent inspections to ensure their sanitary and operating condition.  Water 
temperature on the final dishwasher rinse should be 180 degrees Fahrenheit; 
between 140 degrees Fahrenheit and 160 degrees Fahrenheit is appropriate if a 
sanitizer is used on the final rinse.  The person conducting the inspection should 
have some training in food service operations. 
 

4-4325 
(Ref. 3-4306) 

Written policy, procedure, and practice provide that stored shelf goods are 
maintained at 45 degrees to 80 degrees Fahrenheit, refrigerated foods at 35 
degrees to 40 degrees Fahrenheit, and frozen foods at 0 degrees Fahrenheit or 
below, unless national or state health codes specify otherwise. 
 
Comment:  None. 
 

The City of Taft 

California Department of Corrections and Rehabilitation 

Scope of Work - Attachments

Agreement Number 5600004097 

Exhibit A 

Amendment 5 

Attachment 19

Page 80 of 174



Standards for Adult Correctional Institutions 
 

Meal Service 
 
4-4326 
(Ref. 3-4307) 

Written policy, procedure, and practice provide that meals are served under 
conditions that minimize regimentation, although there should be direct 
supervision by staff members. 
 
Comment:  Cafeteria facilities are preferable to inmate waiter service.  The dining 
area should provide normal group eating facilities, and conversation should be 
permitted during dining hours.  When possible, there should be “open” dining hours, 
thus eliminating traditional waiting lines and forced seating by housing, assignment, 
and so on.  Full cutlery services should be provided based on a control system.  All 
meals should be served under the direct supervision of staff. 
 

4-4327 
(Ref. 3-4308) 

Space is provided for group dining except when security or safety 
considerations justify otherwise. 
 
Comment:  Meals should not be served in cells unless necessary for safety and 
security.  When a meal must be served in a cell, a small table or shelf and some type 
of seating should be provided. 
 

4-4328 
(Ref. 3-4309) 

Written policy, procedure, and practice require that at least three meals 
(including two hot meals) are provided at regular meal times during each 24-
hour period, with no more than 14 hours between the evening meal and 
breakfast.  Variations may be allowed based on weekend and holiday food 
service demands provided basic nutritional goals are met. 
 
Comment:  When inmates are not routinely absent from the institution for work or 
other purposes, at least three meals should be provided at regular times during each 
24-hour period. 
 

Section D:  Sanitation and Hygiene 
 
Principle: The institution’s sanitation and hygiene program complies with applicable 

regulations and standards of good practice to protect the health and safety of 
inmates and staff. 

 
Sanitation Inspections 
 
4-4329 
(Ref. 3-4310) 

(MANDATORY) The facility complies with all applicable health codes and 
regulations of the governing jurisdiction, and there is documentation by an 
independent, outside source that any past deficiencies noted in annual 
inspections have been corrected.  Copies of all inspections will be forwarded 
to both the facility or program administrator and the health authority.  The 
following facility inspections are required: 
 

 weekly sanitation inspections of all facility areas by a qualified 
departmental staff member 

 comprehensive and thorough monthly inspections by a safety or 
sanitation specialist 

 at least annual inspections by federal, state, and/or local sanitation and 
health officials or other qualified person(s) 

 
Comment:  The safety/sanitation specialist responsible for conducting monthly 
inspections may be an institutional staff member who is trained in the application of 
jurisdictional codes and regulations.  Periodically and on an as-needed basis, this 
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individual is provided assistance from specialists regarding safety and sanitation 
requirements and inspections.  Training for this individual may be provided through 
the agency’s central office specialist(s) or by other applicable agencies. 
 

Water Supply 
 
4-4330 
(Ref. 3-4311) 

(MANDATORY) The institution’s potable water source and supply, whether 
owned and operated by the public water department or the institution, is 
certified by an independent, outside source to be in compliance with 
jurisdictional laws and regulations. 
 
Comment:  None. 
 

Waste Disposal 
 
4-4331 
(Ref. 3-4312) 

(MANDATORY) The institution provides for a waste disposal system, in 
accordance with an approved plan by the appropriate regulatory agency. 
 
Comment:  Liquid and solid wastes should be collected, stored, and disposed of in a 
manner that will avoid nuisance and hazards and protect the health and safety of 
inmates and staff. 
 

Housekeeping 
 
4-4332 
(Ref. 3-4313) 

(MANDATORY) The institution provides for the control of vermin and pests. 
 
Comment:  Pest control professionals should be readily available to the institution to 
conduct regular monthly inspections and eradicate by whatever means is effective 
any insects, rodents, or vermin found. 
 

4-4333 
(Ref. 3-4314) 

A written housekeeping plan for all areas of the facility’s physical plant 
provides for daily housekeeping and regular maintenance by assigning 
specific duties and responsibilities to staff and inmates. 
 
Comment:  Effective housekeeping requires the development of a definite cleaning 
schedule with personnel and inmates assigned specific duties.  Cleaning activities 
should be supervised at all times to ensure that the work performed is proper and 
thorough. 
 

Clothing and Bedding Supplies 
 
4-4334 
(Ref. 3-4315) 

The store of clothing, linen, and bedding exceeds that required for the facility’s 
inmate population. 
 
Comment:  More clothing, linen, and bedding should be available then needed at any 
one time, so there is no delay in replacing items. 
 

4-4335 
(Ref. 3-4316) 

Written policy specifies accountability for inmate clothing and bedding. 
 
Comment:  The issue of all clothing and bedding should be recorded, and inmates 
should be held accountable for its use. 
 

Clothing Issue 
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4-4336 
(2010 Supplement) 

Revised August 2003.  Written policy, procedure, and practice provide for the 
issue of suitable clothing to all inmates.  Clothing is properly fitted, climatically 
suitable, durable, and presentable. 
 
Comment:  A standard wardrobe should be provided at the time of admission and 
should include, as appropriate, shirts, blouses, dresses, trousers, skirts, belts, 
undergarments, slips, socks, shoes, coats, jackets, and headwear.  In addition to the 
standard issue of inmate clothing, civilian attire should be available in limited 
quantities for leisure, visiting, work release, and furloughs.  Clothing provided should 
not be degrading or humiliating.  Since the definition of these may be culturally 
determined, consideration should be given to the effect of clothing provided. 
 

4-4336 
(Ref. 3-4317) 

Written policy, procedure, and practice provide for the issue of suitable 
clothing to all inmates.  Clothing is properly fitted, climatically suitable, 
durable, and presentable. 
 
Comment:  A standard wardrobe should be provided at the time of admission and 
should include, as appropriate, shirts, blouses, dresses, trousers, skirts, belts, 
undergarments, slips, socks, shoes, coats, jackets, and headwear.  In addition to the 
standard issue of inmate clothing, civilian attire should be available in limited 
quantities for leisure, visiting, work release, and furloughs. 
 

4-4337 
(Ref. 3-4318) 

Written policy, procedure, and practice provide for the issue of special and, 
when appropriate, protective clothing and equipment to inmates assigned to 
the institution’s food service, hospital, farm, garage, physical plant 
maintenance shops, and other special work details. 
 
Comment:  Inmates assigned to special work areas should be clothed in accordance 
with the requirements of their work assignment and, when appropriate, be furnished 
with suitable protective equipment (disposable face masks and gloves, protective 
helmets, goggles, and so forth.). 
 

4-4338 
(Ref. 3-4319) 

Inmates are provided the opportunity to have three complete sets of clean 
clothing per week.  The facility may provide this clean clothing in several 
ways, including access to self-serve washer facilities, central clothing 
exchange, or a combination of the two.  Wash basins in cells or rooms are not 
compliant. 
 
Comment:  None. 
 

4-4339 
(Ref. 3-4320) 

The institution provides for the thorough cleaning and, when necessary, 
disinfecting of inmate personal clothing before storage or before allowing the 
inmate to keep and wear personal clothing. 
 
Comment:  Inmate personal clothing should be cleaned and disinfected to prevent 
odors and pests and should be stored outside of the inmate housing area. 
 

Bedding and Linen Issue 
 
4-4340 
(2010 Supplement) 

Revised August 2007.  Written policy, procedure, and practice provide for the 
issue of suitable, clean bedding and linen, including two sheets, pillow and 
pillowcase, one mattress, not to exclude a mattress with integrated pillow, and 
sufficient blankets to provide comfort under existing temperature controls.  
There is provision for linen exchange, including towels, at least weekly.  
Blanket exchange must be available at least quarterly. 
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Comment:  None. 
 

4-4340 
(Ref. 3-4321) 

Written policy, procedure, and practice provide for the issue of suitable, clean 
bedding and linen, including two sheets, pillow and pillowcase, one mattress, 
not to exclude a mattress with integrated pillow, and sufficient blankets to 
provide comfort under existing temperature controls.  There is provision for 
linen exchange, including towels, at least weekly. 
 
Comment:  None. 
 

Bathing and Personal Hygiene 
 
4-4341 
(Ref. 3-4322) 

There are sufficient bathing facilities in the housing areas to permit inmates in 
the general population to shower at least three times per week. 
 
Comment:  Inmates in special jobs, such as food, medical, sanitation, or mechanical 
services, should be encouraged to bathe daily, and ideally each inmate should be 
permitted to shower daily. 
 

4-4342 
(Ref. 3-4324) 

Articles necessary for maintaining proper personal hygiene are available to all 
offenders and provided to those who are indigent.  Each offender should be 
provided soap, toilet paper, and a tooth brush, and toothpaste, denture cleaner 
and adhesives, if needed.  Shaving equipment should be made available upon 
request, and the special hygiene needs of all offenders should be met. 
 
Comment:  None. 
 

Hair Care Services 
 
4-4343 
(Ref. 3-4325) 

Written policy, procedure, and practice provide that hair care services that 
comply with applicable health requirements are available to inmates. 
 
Comment:  Large facilities should designate a room for hair care services; small 
facilities can use any multipurpose room.  In all cases, hair should be cut under 
sanitary conditions and in an area that permits observation by staff.  Equipment 
should be stored securely when not in use. 
 

Section E:  Health Care 
 
Goal: Provide appropriate and necessary health services and care for offenders. 
 
PERFORMANCE STANDARD:  CONTINUUM OF HEALTH CARE SERVICES 
 
1A. Offenders have unimpeded access to a continuum of health care services so that their 

health care needs, including prevention and health education, are met in a timely and 
efficient manner. 

 
OUTCOME MEASURES 
 

1. Number of offenders with a positive tuberculin skin test on admission in the past 12 months divided by 
the annual number of admissions in the past 12 months. 

2. Number of offenders diagnosed with active tuberculosis in the past 12 months divided by the average 
daily population in the past 12 months. 

3. Number of conversions to a positive tuberculin skin test in the past 12 months divided by the number of 
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tuberculin skin tests given in the past 12 months. 
4. Number of offenders with a positive tuberculin skin test who complete prophylaxis treatment for 

tuberculosis in the past 12 months divided by the number of offenders with a positive tuberculin skin 
test on prophylaxis treatment for tuberculosis in the past 12 months. 

5. Number of Hepatitis C positive offenders in the past 12 months divided by the average daily population 
in the past 12 months. 

6. Number of HIV positive offenders in the past 12 months divided by the average daily population in the 
past 12 months. 

7. Number of HIV positive offenders who are being treated with highly active antiretroviral treatment in the 
past 12 months divided by the number of known HIV positive offenders in the past 12 months. 

8. Number of offenders diagnosed with an Axis I (excluding sole diagnosis of substance abuse) in the 
past 12 months divided by the average daily population in the past 12 months. 

9. Number of offender suicide attempts in the past 12 months divided by the average daily population in 
the past 12 months. 

10. Number of offender suicides in the past 12 months divided by the average daily population in the past 
12 months. 

11. Number of offender deaths due to homicide in the past 12 months divided by the average daily 
population in the past 12 months. 

12. Number of offender deaths due to injuries in the past 12 months divided by the average daily 
population in the past 12 months. 

13. Number of medically expected offender deaths in the past 12 months divided by the average daily 
population in the past 12 months. 

14. Number of medically unexpected offender deaths in the past 12 months divided by the average daily 
population in the past 12 months. 

15. Number of offender admissions to the infirmary (where available) in the past 12 months divided by the 
average daily population in the past 12 months. 

16. Number of offender admissions to off-site hospitals in the past 12 months divided by the average daily 
population in the past 12 months. 

17. Number of offenders transported off-site (via an ambulance or correctional vehicle) for treatment of 
emergency health conditions in the past 12 months divided by the average daily population in the past 
12 months. 

18. Number of offender specialty consults completed in the past 12 months divided by the number of 
specialty consults (on-site or off-site) ordered by primary health care provider (MD, NP, PA) in the past 
12 months. 

19. Number of offender grievances about access to health care services found in favor of the offender in 
the past 12 months divided by the number of offender grievances about access to health care services 
in the past 12 months. 

20. Number of offender grievances related to the quality of health care found in favor of offenders in the 
past 12 months divided by the number of offender grievances related to the quality of health care in the 
past 12 months. 

21. Number of offender grievances related to unfair treatment or rights violation found in favor of offenders 
in the past 12 months divided by the number of offender grievances related to unfair treatment or rights 
violation in the past 12 months. 

22. Number of offender grievances related to safety or sanitation found in favor of offenders in the past 12 
months divided by the number of offender grievances related to safety or sanitation in the past 12 
months. 

23. Number of offender lawsuits about access to health care services found in favor of offenders in the past 
12 months divided by the number of offender lawsuits about access to health care services in the past 
12 months. 

24. Number of individual sick call encounters in the past 12 months divided by the average daily population 
in the past 12 months. 

25. Number of physician contacts in the past 12 months divided by the average daily population in the past 
12 months. 

26. Number of individualized dental treatment plans in the past 12 months divided by the average daily 
population in the past 12 months. 

27. Number of hypertensive offenders enrolled in a chronic care clinic in the past 12 months divided by the 
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average daily population in the past 12 months. 
28. Number of diabetic offenders enrolled in a chronic care clinic in the past 12 months divided by the 

average daily population in the past 12 months. 
29. Number of incidents involving pharmaceuticals as contraband in the past 12 months divided by the 

average daily population in the past 12 months. 
30. Number of cardiac diets received by offenders with cardiac disease in the past 12 months divided by 

the number of cardiac diets prescribed in the past 12 months. 
31. Number of hypertensive diets received by offenders with hypertension in the past 12 months divided by 

the number of hypertensive diets prescribed in the past 12 months. 
32. Number of diabetic diets received by offenders with diabetes in the past 12 months divided by the 

number of diabetic diets prescribed in the past 12 months. 
33. Number of renal diets received by offenders with renal disease in the past 12 months divided by the 

number of renal diets prescribed in the past 12 months. 
34. Number of needle-stick injuries in the past 12 months divided by the number of employees in the past 

12 months. 
35. Number of pharmacy dispensing errors in the past 12 months divided by the number of prescriptions 

dispensed by the pharmacy in the past 12 months. 
36. Number of nursing medication administration errors in the past 12 months divided by the number of 

medications administered in the past 12 months. 
 

EXPECTED PRACTICES 
 
Access to Care 
 
4-4344 
(Ref. 3-4331) 

(MANDATORY) Upon arrival at the facility, all offenders are informed about 
how to access health services and the grievance system.  This information is 
communicated orally and in writing, and is conveyed in a language that is 
easily understood by each offender. 
 
Comment:  No member of the correctional staff should approve or disapprove 
offenders’ requests for health care services.  The facility should follow the policy of 
explaining access procedures orally to offenders unable to read.  When the facility 
frequently has non-English speaking offenders, procedures should be explained and 
written in their language. 
 
Protocols:  Written policy and procedures.  An offender handbook.  Grievance 
procedure. 
Process Indicators:  Documentation that offenders are informed about health care 
and the grievance system.  Offender grievances.  Interviews. 
 

4-4345 
(New) 

When medical copayment fees are imposed, the program ensures that, at a 
minimum, the following are observed: 
 

 All offenders are advised, in writing, at the time of admission to the 
facility of the guidelines of the copayment program. 

 Needed offender health care is not denied due to lack of available 
funds. 

 Copayment fees shall be waived when appointments or services, 
including follow-up appointments, are initiated by medical staff. 

 
Comment:  Offenders should receive appropriate health care based on need, without 
regard to financial status.  Fees imposed should not be so excessive as to 
discourage offenders from seeking needed medical care. 
 
Protocols:  Written policy and procedure. 
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Process Indicators:  Forms.  An offender handbook.  Interviews.  Financial records. 
 

Clinical Services 
 
4-4346 
(2010 Supplement) 

Revised January 2006.  There is a process for all offenders to initiate requests 
for health services on a daily basis.  These requests are triaged daily by 
qualified health care professionals or health trained personnel.  A priority 
system is used to schedule clinical services.  Clinical services are available to 
offenders in a clinical setting at least five days a week and are performed by a 
health care practitioner or other qualified health care professional. 
 
Comment:  A priority system addresses routine, urgent, and emergent complaints 
and conditions.  Health care request forms must be readily available to all offenders.  
Clinical services include sick call, nursing assessments, and chronic care. 
 
Protocols:  Written policy and procedure.  Sick call request form. 
Process Indicators:  A health record.  Sick call request forms.  Clinical provider 
schedules.  Observation.  Interviews. 
 

4-4346 
(Ref. 3-4353) 

There is a process for all offenders to initiate requests for health services on a 
daily basis.  These requests are triaged daily by health professionals or health-
trained personnel.  A priority system is used to schedule clinical services.  
Clinical services are available to offenders in a clinical setting at least five 
days a week and are performed by a physician or other qualified health care 
professional. 
 
Comment:  A priority system addresses routine, urgent, and emergency complaints 
and conditions.  Health care request forms must be readily available to all offenders. 
 
Protocols:  Written policy and procedure.  Sick call request form. 
Process Indicators:  A health record.  Sick call request forms.  Clinical provider 
schedules.  Observation.  Interviews. 
 

Continuity of Care 
 
4-4347 
(2010 Supplement) 

Revised January 2006.  Continuity of care is required from admission to 
transfer or discharge from the facility, including referral to community-based 
providers, when indicated.  Offender health care records should be reviewed 
by the facility’s qualified health care professional upon arrival from outside 
health care entities including those from inside the correctional system. 
 
Comment:  When health care is transferred to providers in the community, 
appropriate information should be shared with the new providers in accordance with 
consent requirements. 
 
Protocols:  Written policy and procedure.  Referral transfer form. 
Process Indicators:  Completed referral transfer forms.  Health records.  Facility logs.  
Interviews. 
 

4-4347 
(Ref. 3-4330) 

Continuity of care is required from admission to transfer or discharge from the 
facility, including referral to community-based providers, when indicated. 
 
Comment:  When health care is transferred to providers in the community, 
appropriate information should be shared with the new providers in accordance with 
consent requirements. 
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Protocols:  Written policy and procedure.  Referral transfer form. 
Process Indicators:  Completed referral transfer forms.  Health records.  Facility logs.  
Interviews. 
 

Referrals 
 
4-4348 
(2010 Supplement) 

Revised January 2006.  Offenders who need health care beyond the resources 
available in the facility, as determined by the responsible health care 
practitioner, are transferred under appropriate security provisions to a facility 
where such care is available.  There is a written list of referral sources to 
include emergency and routine care.  The list is reviewed and updated 
annually. 
 
Comment:  Treatment of an offender’s condition should not be limited by the 
resources and services available within a facility.  Health care staff should 
collaborate with security personnel in determining conditions of transportation and 
necessary security precautions when an offender needs to be transported to another 
facility or provider. 
 
Protocols:  Written policy and procedure.  Referral consult form. 
Process Indicators:  Health records.  Completed referral consult records.  
Documentation of annual list review.  Transportation logs.  Interviews. 
 

4-4348 
(Ref. 3-4360) 

Offenders who need health care beyond the resources available in the facility, 
as determined by the responsible physician, are transferred under appropriate 
security provisions to a facility where such care is on call or available 24 hours 
per day.  A written list of referral sources includes emergency and routine 
care.  The list is reviewed and updated annually. 
 
Comment:  Treatment of an offender’s condition should be limited by the resources 
and services available within a facility.  Health care staff should collaborate with 
security personnel in determining conditions of transportation and necessary security 
precautions when an offender needs to be transported to another facility or provider. 
 
Protocols:  Written policy and procedure.  Referral consult form. 
Process Indicators:  Health records.  Completed referral consult records.  
Documentation of annual list review.  Transportation logs.  Interviews. 
 

Transportation 
 
4-4349 
(2010 Supplement) 

Revised January 2006.  A transportation system that assures timely access to 
services that are only available outside the correctional facility is required.  
Such a system needs to address the following issues: 
 

 prioritization of medical need 

 urgency (for example, ambulance versus standard transport) 

 use of medical escort to accompany security staff, if indicated 

 transfer of medical information 
 
The safe and timely transportation of offenders for medical, mental health, and 
dental clinic appointments, both inside and outside the correctional facility (for 
example, hospital, health care provider, or another correctional facility), is the 
joint responsibility of the facility or program administrator and the health 
services administrator. 
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Comment:  it is essential that the medical and the custody staff work cooperatively in 
the design and implementation of the medical transport system.  Consideration 
should balance issues of security as well as medical or psychological concerns 
about the use of restraint devices that may affect the offender’s health condition or 
access to care. 
 
Protocols:  Written policy or procedure.  Transport form, log. 
Process Indicators:  Health records.  Completed transport forms and log entries.  
Observations.  Interviews. 
 

4-4349 
(New) 

A transportation system that assures timely access to services that are only 
available outside the correctional facility is required.  Such a system needs to 
address the following issues: 
 

 prioritization of medical need 

 urgency (for example, an ambulance versus a standard transport) 

 use of a medical escort to accompany security staff 

 transfer of medical information 
 
The safe and timely transportation of offenders for medical, mental health, and 
dental clinic appointments, both inside and outside the correctional facility (for 
example, to the hospital, health care provider, or another correctional facility) 
is the joint responsibility of the facility or program administrator and the health 
services administrator. 
 
Comment:  It is essential that the medical and the custody staff work cooperatively in 
the design and implementation of the medical transport system.  Consideration 
should balance issues of security as well as medical or psychological concerns 
about the use of restraint devices that may affect the offender’s health condition or 
access to care. 
 
Protocols:  Written policy or procedure.  Transport form, log. 
Process Indicators:  Health records.  Completed transport forms and log entries.  
Observations.  Interviews. 
 

Treatment Plan 
 
4-4350 
(2010 Supplement) 

Revised January 2006.  A written individual treatment plan is required for 
offenders requiring medical supervision, including chronic and convalescent 
care.  This plan includes directions to health care and other personnel 
regarding their roles in the care and supervision of the patient, and is 
developed by the appropriate health care practitioner for each offender 
requiring a treatment plan. 
 
Comment:  Offenders requiring treatment plans include the following:  the chronically 
ill, offenders with serious communicable diseases, the physically disabled, pregnant 
offenders, the terminally ill, offenders with serious mental health needs, and the 
developmentally disabled. 
 
Protocols:  Policy and procedure.  Treatment plan format. 
Process Indicators:  Health records.  Interviews. 
 

4-4350 
(Ref. 3-4355) 

A written treatment plan is required for offenders requiring close medical 
supervision, including chronic and convalescent care.  This plan includes 
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directions to health care and other personnel regarding their roles in the care 
and supervision of the patient, and is approved by the appropriate licensed 
physician, dentist, or mental health practitioner for each offender requiring a 
treatment plan. 
 
Comment:  Offenders requiring treatment plans include the following:  the chronically 
ill, offenders with serious communicable diseases, the physically disabled, pregnant 
offenders, the terminally ill, offenders with serious mental health needs, and the 
developmentally disabled. 
  
Protocols:  Policy or procedure.  Treatment plan format. 
Process Indicators:  Health records.  Interviews. 
 

Emergency Plan 
 
4-4351 
(2010 Supplement) 

Revised January 2006 (Mandatory).  There is a written plan for access to 
twenty-four-hour emergency medical, dental, and mental health services 
availability.  The plan includes: 
 

 on-site emergency first aid and crisis intervention 

 emergency evacuation of the offender from the facility 

 use of an emergency medical vehicle 

 use of one or more designated hospital emergency rooms or other 
appropriate health facilities 

 emergency on-call or available 24-hours per day, physician, dentist, 
and mental health professional services when the emergency health 
facility is not located in a nearby community 

 security procedures providing for the immediate transfer of offenders, 
when appropriate 

 
Comment:  In the event that primary health services are not available, and 
particularly in emergency situations, back-up facilities or providers should be 
predetermined.  The plan may include the use of an alternative hospital emergency 
service or a physician on-call service. 
 
Protocols:  Written policy or procedure. 
Process Indicators:  Designated facility.  Provider lists.  Transportation logs.  
Interviews.  Infirmary Care. 
 

4-4351 
(Ref. 3-4350) 

(MANDATORY) There is a written plan for 24-hour emergency medical, dental, 
and mental health services availability.  The plan includes the following: 
 

 on-site emergency first aid and crisis intervention 

 emergency evacuation of the offender from the facility 

 use of an emergency medical vehicle 

 use of one or more designated hospital emergency rooms or other 
appropriate health facilities 

 emergency on-call or available 24 hours per day, physician, dentist, 
and mental health professional services when the emergency health 
facility is not located in a nearby community 

 security procedures providing for the immediate transfer of offenders, 
when appropriate 

 
Comment:  In the event that primary health services are not available, and 
particularly in emergency situations, back-up facilities or providers should be 
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predetermined.  The plan may include the use of an alternative hospital emergency 
service or a physician on-call service. 
 
Protocols:  Written policy or procedure. 
Process Indicators:  Designated facility.  Provider lists.  Transportation logs.  
Interviews. 
  

Infirmary Care 
 
4-4352 
(2010 Supplement) 

Revised January 2006.  Offenders are provided access to infirmary care either 
within the correctional setting or off site.  If infirmary care is provided onsite, it 
includes, at a minimum, the following: 
 

 definition of the scope of infirmary care services available 

 a physician on call or available twenty-four hours per day 

 health care personnel have access to a physician or a registered nurse 
and are on duty 24 hours per day when patients are present 

 all offenders/patients are within sight or sound of a staff member 

 an infirmary care manual that includes nursing care procedures 

 compliance with applicable state statues and local licensing 
requirements 

 
Comment:  An infirmary is an area within the correctional setting or a specific area of 
a health care facility separate from other housing areas, where offenders are housed 
and provided health care.  Admission and discharge from this area is controlled by 
medical orders or protocols. 
 
Protocols:  Written policy or procedures.  Nursing manual.  Licensing requirements 
and regulations. 
Process Indicators:  Admission and inpatient records.  Staffing schedules.  
Documentation of compliance with licensing requirements and regulations.  
Observation.  Interviews. 
 

4-4352 
(Ref. 3-4354) 

Offenders are provided access to infirmary care.  If infirmary care is provided 
onsite, it includes, at a minimum, the following: 
 

 definition of the scope of infirmary care services available 

 a physician on call or available 24 hours per day 

 health care personnel with access to a physician or a registered nurse 
and on duty 24 hours per day when patients are present 

 all offenders/patients are within sight or sound of a staff member 

 an infirmary care manual that includes nursing care procedures 

 an infirmary record that is a separate and distinct section of the 
complete medical record 

 compliance with applicable state statutes and local licensing 
requirements 

 
Comment:  An infirmary is a specific area of a health care facility, separate from 
other housing areas, where offenders are housed and provided health care.  
Admission and discharge from this area is controlled by medical orders or protocols. 
 
Protocols:  Written policy or procedures.  Nursing manual.  Licensing requirements 
and regulations. 
Process Indicators:  Admission and inpatient records.  Staffing schedules.  
Documentation of compliance with licensing requirements and regulations.  
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Observations.  Interviews. 
 

Pregnancy Management 
 
4-4353 
(2010 Supplement) 

Revised January 2003.  (Mandatory) If female offenders are housed, access to 
pregnancy management is specific as it relates to the following: 
 

 pregnancy testing 

 routine prenatal care 

 high-risk prenatal care 

 management of the chemically addicted pregnant inmate 

 postpartum follow-up 

 unless mandated by state law, birth certificates/registry does not list a 
correctional facility as the place of birth 

 
Comment:  Management should include family planning services prior to release. 
 
Protocols:  Written policy/procedure.  Offender handbook.  Contract or agreement. 
Process Indicators:  Health record entries.  Laboratory records.  Interviews. 
   

4-4353 
(Ref. 3-4343-1) 

(MANDATORY) If female offenders are housed, access to pregnancy 
management services is available.  Provisions of pregnancy management 
include the following: 
 

 pregnancy testing 

 routine and high-risk prenatal care 

 management of chemically addicted pregnant offenders 

 comprehensive counseling assistance 

 appropriate nutrition 

 postpartum follow up 
 
Comment:  Management should include family planning services prior to release. 
 
Protocols:  Written policy and procedure.  Offender handbook.  Contract or 
agreement. 
Process Indicators:  Health record entries.  Laboratory records.  Interviews. 
 

4-4353-1 
(2010 Supplement) 

Added January 2003.  Where nursing infants are allowed to remain with their 
mothers, provisions are made for a nursery, staffed by qualified persons, 
where the infants are placed when they are not in the care of their mothers. 
 
Comment:  Qualified persons may include offenders who have been trained in the 
competencies required for nursery care and who are working under appropriate 
supervision. 
 
Protocols:  Written policy/procedure. 
Process Indicators:  Staff credentials.  Observations. 
 

Communicable Disease and Infection Control Program 
 
4-4354 
(2010 Supplement) 

Revised January 2006.  (Mandatory) There is a written program to address the 
management of communicable and infectious diseases in offenders.  The 
program plan shall include procedures for: 
 

 prevention to include immunizations, when applicable 
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 surveillance (identification and monitoring) 

 offenders education and staff training 

 treatment to include medical isolation, when indicated 

 follow-up care 

 reporting requirements to applicable local, state, and federal agencies 

 confidentiality/protected health information 

 appropriate safeguards for offenders and staff 

 post-exposure management protocols particularly for HIV and viral 
hepatitis infection 

 
Communicable disease and infection control activities are discussed and 
reviewed at least quarterly by a multidisciplinary team that includes clinical, 
security, and administrative representatives. 
 
Comment:  Because of the serious nature, methods of transmission, and public 
sensitivity, communicable and infectious diseases require special attention.  
Agencies work with the responsible public health authority in establishing policy and 
procedures. 
 
Protocols:  Written policy; procedure; offender education and staff training 
curriculums; and treatment guidelines. 
Process Indicators:  Health record entries; communicable and infectious diseases 
education and training records; minutes of committee meeting addressing 
communicable and infectious disease management; observations, and interviews. 
 

4-4354 
(Ref. 3-4366) 

(MANDATORY) There is a written plan to address the management of 
infectious and communicable diseases.  The plan includes procedures for 
prevention, education, identification, surveillance, immunization (when 
applicable), treatment, follow-up, isolation (when indicated), and reporting 
requirements to applicable local, state, and federal agencies.  A 
multidisciplinary team that includes clinical, security, and administrative 
representatives meets at least quarterly to review and discuss communicable 
disease and infection control activities. 
 
Comment:  Because of their serious nature, methods of transmission, and public 
sensitivity, these diseases require special attention.  Agencies should work with the 
responsible public health authority in establishing policy and procedure that include 
the following:  an ongoing education program for staff and offenders; control, 
treatment, and prevention strategies, which may include screening and testing, 
special supervision, or special housing arrangements, as appropriate; protection of 
individual confidentiality; and media relations. 
 
Protocols:  Written policy and procedure.  Treatment guidelines. 
Process Indicators:  Health records.  Laboratory, x-ray reports and logs.  Chronic 
care forms and clinic visit logs.  Minutes of communicable disease and infection 
control committee meetings.  Interviews. 
 

4-4354-1 
(2010 Supplement) 

Added August 2006.  The management of offenders with Methicillin Resistant 
Staphylococcus Aureus (MRSA) infection includes requirements identified in 
the communicable disease and infection control program.  In addition, the 
program for MRSA management shall include procedures for: 
 

 evaluating and treating infected inmates in accordance with an 
approved practice guideline 

 medical isolation, when indicated 
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 follow-up care, including arrangements with appropriate health care 
authorities for continuity of care if offenders are relocated prior to the 
completion of therapy. 

 
Comment:  None. 
 
Protocols:  Written policy and procedure.  Treatment program. 
Process Indicators:  Health records including laboratory reports, medical isolation 
logs, and treatment plans, observations, and interviews. 
 

4-4355 
(2010 Supplement) 

Revised January 2006.  (Mandatory) Management of tuberculosis (TB) in 
offenders includes procedures as identified in the communicable disease and 
infection control program.  In addition, the program for TB management shall 
include procedures for: 
 

 when and where offenders are to be screened/tested 

 treatment, of latent tuberculosis infection and tuberculosis disease 

 medical isolation, when indicated 

 follow-up care, including arrangement with applicable departments of 
health for continuity of care if offender is released prior to completion 
of therapy 

 
Comment:  Plans for the management of tuberculosis may be based on incidence 
and prevalence of the disease within the correctional agency’s population and the 
surrounding community. 
 
Protocols:  Written policy; procedure and treatment guidelines. 
Process Indicators:  Health records including tuberculosis testing, x-ray reports, 
laboratory reports, and treatment plans, observations, and interviews. 
 

4-4355 
(Ref. 3-4365) 

There is a written plan to address the management of tuberculosis.  The plan 
includes procedures for initial and ongoing testing for infection, surveillance, 
treatment (including treatment of latent tuberculosis), follow-up, and isolation 
(when indicated). 
 
Comment:  Plans for the management of tuberculosis may be based on incidence 
and prevalence of the disease within the agency’s population and the surrounding 
community. 
 
Protocols:  Written policy and procedure.  Treatment guidelines. 
Process Indicators:  Health records.   Laboratory, x-ray reports and logs.  Chronic 
care forms and clinic visit logs.  Minutes of communicable disease and infection 
control committee meetings.  Interviews. 
 

4-4356 
(2010 Supplement) 

Revised January 2006.  (Mandatory) Management of hepatitis A, B, and C in 
offenders includes procedures as identified in the communicable disease and 
infection control program.  In addition, the program for hepatitis management 
shall include procedures for: 
 

 when and where offenders are to be tested/screened 

 hepatitis A and B immunization, when applicable 

 treatment protocols 

 when and under what conditions offenders are to be separated from 
the general population 
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Comment:  None. 
 
Protocols:  Written policy/procedure and treatment guidelines. 
Process Indicators:  Health records including laboratory reports, immunization 
administration records, and treatment plans, observations, and interviews. 
 

4-4356 
(New) 

(MANDATORY) There is a written plan to address the management of hepatitis 
A, B, and C.  The plan includes procedures for the identification, surveillance, 
immunization (when applicable), treatment (when indicated), follow-up, and 
isolation (when indicated). 
 
Comment:  None. 
 
Protocols:  Written policy and procedure.  Treatment guidelines. 
Process Indicators:  Health records.  Laboratory reports, x-ray reports, and logs.  
Chronic care forms and clinic visit logs.  Minutes of communicable disease and 
infection control committee meetings.  Interviews. 
 

4-4357 
(2010 Supplement) 

Revised January 2006.  (Mandatory) Management of HIV infection in offenders 
includes procedures as identified in the communicable disease and infection 
control program.  In addition, the program for HIV management shall include: 
 

 when and where offenders are to be HIV tested 

 pre- and post-test counseling 

 immunization and other prevention measures, when applicable 

 treatment protocols 

 confidentiality/protected health information 

 when and under what conditions offenders are to be separated from 
the general population 

 
Comment:  None. 
 
Protocols:  Written policy, procedure and treatment guidelines. 
Process Indicators:  Health records including laboratory reports, pre- and post-test 
counseling documentation and treatment plans, observations, and interviews. 
 

4-4357 
(New) 

(MANDATORY) There is a written plan to address the management of HIV 
infection.  The plan includes procedures for the identification, surveillance, 
immunization (when applicable), treatment, follow-up, and isolation (when 
indicated). 
 
Comment:  None. 
 
Protocols:  Written policy and procedure.  Treatment guidelines. 
Process Indicators:  Health records.  Laboratory reports, x-ray reports, and logs.  
Chronic care forms and clinic visit logs.  Minutes of communicable disease and 
infection control committee meetings.  Interviews. 
 

4-4358 
(New) 

(MANDATORY) There is a plan for the management of biohazardous waste and 
for the decontamination of medical and dental equipment. 
 
Comment:  None. 
 
Protocols:  Written policy, procedure, codes, and regulations. 
Process Indicators:  Documentation of waste pick up, spore count logs, and/or 
cleaning logs. 
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Chronic Care 
 
4-4359 
(New) 

(MANDATORY) There is a plan for the treatment of offenders with chronic 
conditions such as hypertension, diabetes, and other diseases that require 
periodic care and treatment.  The plan must address the monitoring of 
medications, laboratory testing, the use of chronic care clinics, health record 
forms, and the frequency of specialist consultation and review. 
 
Comment:  Professionally recognized chronic care guidelines are available from 
disease-specific organizations and various medical and physician associations. 
 
Protocols:  Written policy and procedure.  Chronic care protocols and forms. 
Process Indicators:  Health records.  Chronic care logs.  Specialist schedules. 
 

Dental Care 
 
4-4360 
(2010 Supplement) 

Revised January 2006.  Routine and emergency dental care is provided to each 
offender under the direction and supervision of a licensed dentist.  There is a 
defined scope of available dental services, including emergency dental care, 
which includes the following: 
 

 a dental screening upon admission by a qualified health care 
professional or health trained personnel 

 a full dental examination by a dentist within 30 days 

 oral hygiene, oral disease education, and self-care instruction are 
provided by a qualified health care provider within 30 days 

 a defined charting system that identifies the oral health condition and 
specifies the priorities for treatment by category is completed 

 consultation and referral to dental specialists, including oral surgery is 
provided, when necessary 

 
Comment:  Dental screening is an assessment of dental pain, swelling or functional 
impairment.  As part of the initial health screening, a dentist or health care personnel 
properly trained and designated by the dentist should perform dental screenings.  
The dental program should also provide offenders with instruction on the proper 
brushing of teeth and other dental hygiene measures.  The dental examination 
should include a periodontal examination (Periodontal Screening and Recording 
[PSR] or Community Periodontal Index of Treatment Needs [CPITN] and taking or 
reviewing the patient’s dental history.  An examination of the hard and soft tissues of 
the oral cavity by means of an illuminator light, mouth mirror, and explorer should be 
preformed.  X-rays for diagnostic purposes should be available, if deemed 
necessary.  The result of the dental examination and dental treatment plan are 
recorded on an appropriate uniform dental record using a numbered system such as 
the Federation Dental International System. 
 
Protocols:  Written policy and procedure.  Dental screening by examination forms.  
Dental care request forms. 
Process Indicators:  Dental records.  Admission logs.  Referral and consultation 
records.  Dental request forms.  Dental interviews. 
 

4-4360 
(Ref. 3-4347) 

Routine and emergency dental care is provided to each offender under the 
direction and supervision of a licensed dentist.  There is a defined scope of 
available dental services, including emergency dental care, which includes the 
following: 
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 dental screening conducted within seven days of admission unless 
completed within the last six months 

 a full dental examination by a dentist and instruction on oral hygiene 

 preventative care by dentally trained personnel within three months of 
admission, diagnostic x-rays are to taken, if necessary 

 a defined charting system is completed that identifies the oral health 
condition and specifies the priorities for treatment by category 

 consultation and referral to dental specialists, including oral surgery is 
provided, when necessary 

 
Comment:  The dental examination should include taking or reviewing the offender’s 
dental history and a full examination of hard and soft tissue of the oral cavity; 
diagnostic x-rays should be available, if deemed necessary.  The examination results 
should be recorded on a uniform dental record.  Oral hygiene and preventative care 
instruction may include the use of videotaped material. 
 
Protocols:  Written policy and procedure.  Dental screening by examination forms.  
Dental care request forms. 
Process Indicators:  Dental records.  Admission logs.  Referral and consultation 
records.  Dental request forms.  Dental interviews. 
 

Health Education 
 
4-4361 
(Ref. 3-4363) 

An ongoing program of health education and wellness information is provided 
to all offenders. 
 
Comment:  Health education and wellness topics may include but are not to be 
limited to information on access to health care services, dangers of self-medication, 
personal hygiene and dental care, prevention of communicable diseases, substance 
abuse, smoking cessation, family planning, self-care for chronic conditions, self-
examination, and the benefits of physical fitness. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Documentation of program availability.  Program and class 
schedules.  Attendance rosters.  Interviews.  Curriculum and lesson plans.  
Examples of pamphlets, brochures, or other written handouts. 
 

Health Screens 
 
4-4362 
(2010 Supplement) 

Revised January 2006.  (Mandatory) Intake medical screening for offender 
transfers, excluding intra-system, commences upon the offender’s arrival at 
the facility and is performed by health-trained or qualified health care 
personnel.  All findings are recorded on a screening form approved by the 
health authority.  The screening includes at least the following: 
 
Inquiry into: 

 any past history of serious infectious or communicable illness, and any 
treatment or symptoms (for example, a chronic cough, hemoptysis, 
lethargy, weakness, weight loss, loss of appetite, fever, night sweats 
that are suggestive of such illness), and medications 

 current illness and health problems, including communicable diseases 

 dental problems 

 use of alcohol and other drugs, including type(s) of drugs used, mode 
of use, amounts used, frequency used, date or time of last use, and 
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history of any problems that may have occurred after ceasing use (for 
example, convulsions) 

 the possibility of pregnancy and history of problems (female only); and 
other health problems designated by the responsible physician 

 
Observation of the following: 

 behavior, including state of consciousness, mental status, appearance, 
conduct, tremor, and sweating 

 body deformities, ease of movement, and so forth 

 condition of the skin, including trauma markings, bruises, lesions, 
jaundice, rashes and infestations, recent tattoos and needle marks or 
other indications of drug abuse 

 
Medical disposition of the offender: 

 general population 

 general population with prompt referral to appropriate health care 
service 

 referral to appropriate health care service for emergency treatment 
 
Offenders, who are unconscious, semiconscious, bleeding, or otherwise 
obviously in need of immediate medical attention, are referred.  When they are 
referred to an emergency department, their admission or return to the facility 
is predicated on written medical clearance.  When screening is conducted by 
trained custody staff, procedures will require a subsequent review of positive 
findings by the licensed health care staff.  Written procedures and screening 
protocols are established by the responsible physician in cooperation with the 
facility manager.  Inmates confined within a correctional complex with 
consolidated medical services do not require health screening for intra-system 
transfers. 
 
Comment:  Health screening is a system of structured inquiry and observation to (1) 
prevent newly arrived offenders who pose a health or safety threat to themselves or 
others from being admitted to the general population; (2) identify offenders who 
require immediate medical attention. 
 
Receiving screening can be performed at the time of admission by health care 
personnel or by a health-trained correctional officer.  Facilities that have reception 
and diagnostic units or a holding room must conduct receiving screening on all 
offenders on their arrival at the facility as part of the admission procedures. 
 
Protocols:  Written policy and procedure.  Screening forms. 
Process Indicators:  Health records.  Completed screening forms.  Transfer logs.  
Interviews. 
 

4-4362 
(Ref. 3-4343) 

(MANDATORY) Intake medical screening for offender transfers, excluding 
intrasystem, commences upon the offender’s arrival at the facility and is 
performed by health-trained or qualified health care personnel.  All findings are 
recorded on a screening form approved by the health authority.  The screening 
includes at least the following: 
 
Inquiry into: 

 any past history of serious infectious or communicable illness, and any 
treatment or symptoms (for example, a chronic cough, hemoptysis, 
lethargy, weakness, weight loss, loss of appetite, fever, night sweats 
that are suggestive of such illness), and medications 
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 current illness and health problems, including communicable diseases 

 dental problems 

 use of alcohol and other drugs, including type(s) of drugs used, mode 
of use, amounts used, frequency used, date or time of last use, and 
history of any problems that may have occurred after ceasing use (for 
example, convulsions) 

 the possibility of pregnancy and history of problems (female only); and 
other health problems designated by the responsible physician 

 
Observation of the following: 

 behavior, including state of consciousness, mental status, appearance, 
conduct, tremor, and sweating 

 body deformities, ease of movement, and so forth 

 condition of the skin, including trauma markings, bruises, lesions, 
jaundice, rashes, and infestations, recent tattoos, and needle marks or 
other indications of drug abuse 

 
Medical disposition of the offender: 

 general population 

 general population with prompt referral to appropriate health care 
service 

 referral to appropriate health care service for emergency treatment 
 
Offenders who are unconscious, semiconscious, bleeding, or otherwise 
obviously in need of immediate medical attention are referred.  When they are 
referred to an emergency department, their admission or return to the facility 
is predicated on written medical clearance.  When screening is conducted by 
trained custody staff, procedures will require a subsequent review of positive 
findings by the licensed health care staff.  Written procedures and screening 
protocols are established by the responsible physician in cooperation with the 
facility manager. 
 
Comment:  Health screening is a system of structured inquiry and observation to (1) 
prevent newly arrived offenders who pose a health or safety threat to themselves or 
others from being admitted to the general population; (2) identify offenders who 
require immediate medical attention. 
 
Receiving screening can be performed at the time of admission by health care 
personnel or by a health-trained correctional officer.  Facilities that have reception 
and diagnostic units or a holding room must conduct receiving screening on all 
offenders on their arrival at the facility as part of the admission procedures. 
 
Protocols:  Written policy and procedure.  Screening forms. 
Process Indicators:  Health records.  Completed screening forms.  Transfer logs.  
Interviews. 
 

4-4363 
(Ref. 3-4344) 

(MANDATORY) All intrasystem transfer offenders receive a health screening 
by health-trained or qualified health care personnel which commences on their 
arrival at the facility.  All findings are recorded on a screening form approved 
by the health authority.  At a minimum, the screening includes the following: 
 
Inquiry into: 

 whether the offender is being treated for a medical or dental problem 

 whether the offender is presently on medication 

 whether the offender has a current medical or dental complaint 
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Observation of: 

 general appearance and behavior 

 physical deformities 

 evidence of abuse or trauma 
 
Medical disposition of offenders: 

 to general population 

 to general population with appropriate referral to health care service 

 referral to appropriate health care service for emergency treatment 
 
Comment:  Health screening of intrasystem transfers is necessary to detect 
offenders who pose a health or safety threat to themselves or others and who may 
require immediate health care. 
 
Protocols:  Written policy and procedure.  Screening form. 
Process Indicators:  Health records.  Completed screening forms.  Transfer logs.  
Interviews. 
 

4-4363-1 
(2010 Supplement) 

Correction 2003.  The following standard was omitted from some versions of 
Adult Correctional Institutions, 4

th
 edition. 

 
Written policy, procedure, and practice provide for early identification and 
treatment of offenders with alcohol and drug abuse problems through a 
standardized battery assessment.  The battery shall be documented and 
include at a minimum the following: 
 

 screening and sorting 

 clinical assessment and reassessment 

 medical assessment for appropriate drug and alcohol program 
assignment to the needs of the individual inmates 

 referral 
 
Comment:  None. 
 

4-4363-1 
(Ref. 3-4344-1) 

Written policy, procedure, and practice provide for early identification and 
treatment of offenders with alcohol and drug abuse problems through a 
standardized battery assessment.  This battery shall be documented and 
include, at a minimum, the following: 
 

 screening and sorting 

 clinical assessment and reassessment 

 medical assessment for appropriate drug and alcohol program 
assignment to the needs of the individual inmates 

 referrals 
 
Comment:  None. 
 

4-4364 
(New) 

All in-transit offenders receive a health screening by health-trained or qualified 
health care personnel on entry into the agency system.  Findings are recorded 
on a screening form that will accompany the offender to all subsequent 
facilities until the offender reaches his or her final destination.  Health screens 
will be reviewed at each facility by health-trained or qualified health care 
personnel.  Procedures will be in place for continuity of care. 
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Comment:  None. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Health records.  Completed screening forms.  Transfer logs.  
Interviews. 
 

Health Appraisal 
 
4-4365 
(2010 Supplement) 

Revised January 2006.  (Mandatory) A comprehensive health appraisal for 
each offender, excluding intra-system transfers, is completed as defined 
below, after arrival at the facility.  If there is documented evidence of a health 
appraisal within the previous ninety days, a new health appraisal is not 
required, except as determined by the designated health authority.  Health 
appraisals include the following: 
 
Within fourteen days after arrival at the facility: 

 review of the earlier receiving screen 

 collection of additional data to complete the medical, dental, mental 
health, and immunization histories 

 laboratory or diagnostic tests to detect communicable disease, 
including venereal disease and tuberculosis 

 record of height, weight, pulse, blood pressure, and temperature 

 other tests and examinations, as appropriate 
 
Within fourteen days after arrival for inmates with identified significant health 
care problems: 

 medical examination, including review of mental and dental status (for 
those inmates with significant health problems discovered on earlier 
screening such as cardiac problems, diabetes, communicable 
diseases, and so forth) 

 review of the results of the medical examination, tests, and 
identification of problems by a health care practitioner or other 
qualified health care professional, if such is authorized in the medical 
practice act 

 initiation of therapy, when appropriate 

 development and implementation of a treatment plan, including 
recommendations concerning housing, job assignment, and program 
participation 

 
Within thirty days after arrival for inmates without significant health care 
problems: 

 medical examination, including review of mental and dental status (for 
those inmates without significant health care concerns identified 
during earlier screening-no identified acute or chronic disease, no 
identified communicable disease, and so forth) 

 review of the results of the medical examination, tests, and 
identification of problems by a health care practitioner or other 
qualified health care professional, if such is authorized in the medical 
practice act 

 initiation of therapy, when appropriate 

 development and implementation of a treatment plan, including 
recommendations concerning housing, job assignment, and program 
participation 

 
Interpretation January 2004.  The criterion for testing for venereal diseases is 
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at the discretion of the agencies/facilities health authority. 
 
Comment:  Test results, particularly for communicable diseases, should be received 
and evaluated before an offender is assigned to housing in the general population.  
Information regarding the offender’s physical and mental status may also dictate 
housing and activity assignments.  When appropriate, additional investigation should 
be conducted into alcohol and drug abuse and other related problems. 
 
Protocols:  Written policy and procedure.  Health appraisal form. 
Process Indicators:  Health records.  Completed health appraisal forms.  Transfer 
logs.  Interviews. 
 

4-4365 
(Ref. 3-4345) 

(MANDATORY) A comprehensive health appraisal for each offender, excluding 
intrasystem transfers, is completed as defined below, after arrival at the 
facility.  If there is documented evidence of a health appraisal within the 
previous 90 days, a new health appraisal is not required, except as determined 
by the designated health authority.  Health appraisals include the following: 
 
Within 14 days after arrival at the facility: 

 review of the earlier receiving screen 

 collection of additional data to complete the medical, dental, mental 
health, and immunization histories 

 laboratory or diagnostic tests to detect communicable disease, 
including venereal disease and tuberculosis 

 record of height, weight, pulse, blood pressure, and temperature 

 other tests and examinations, as appropriate 
 
Within 14 days after arrival for inmates with identified significant health care 
problems: 

 medical examination, including review of mental and dental status (for 
those inmates with significant health problems discovered on earlier 
screening such as cardiac problems, diabetes, communicable 
diseases, and so forth) 

 review of the results of the medical examination, tests, and 
identification of problems by a physician or other qualified health care 
personnel, if such is authorized in the medical practice act 

 initiation of therapy, when appropriate 

 development and implementation of a treatment plan, including 
recommendations concerning housing, job assignment, and program 
participation 

 
Within 30 days after arrival for inmates without significant health care 
problems: 

 medical examination, including review of mental and dental status (for 
those inmates without significant health care concerns identified 
during earlier screening-no identified acute or chronic disease, no 
identified communicable disease, and so forth) 

 review of the results of the medical examination, tests, and 
identification of problems by physician or other qualified health care 
professional, if such is authorized in the medical practice act 

 initiation of therapy, when appropriate 

 development and implementation of a treatment plan, including 
recommendations concerning housing, job assignment, and program 
participation 
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Comment:  Test results, particularly for communicable diseases, should be received 
and evaluated before an offender is assigned to housing in the general population.  
Information regarding the offender’s physical and mental status may also dictate 
housing and activity assignments.  When appropriate, additional investigation should 
be conducted into alcohol and drug abuse and other related problems. 
 
Protocols:  Written policy and procedure.  Health appraisal form. 
Process Indicators:  Health records.  Completed health appraisal forms.  Transfer 
logs.  Interviews. 
 

4-4366 
(2010 Supplement) 

Revised January 2006.  Health appraisal data collection and recording will 
include the following: 
 

 a uniform process as determined by the health authority 

 health history and vital signs collected by health-trained or qualified 
health care personnel 

 collection of all other health appraisal data performed only be qualified 
health professional review of the results of the medical examination, 
tests, and identification of problems is performed by a physician or 
mid-level practitioner, as allowed by law 

 
Comment:  None. 
 

4-4366 
(Ref. 3-4346) 

Health appraisal data collection and recording will include the following: 
 

 a uniform process as determined by the health authority 

 health history and vital signs collected by health-trained or qualified 
health care personnel 

 collection of all other health appraisal data performed only by qualified 
health personnel 

 review of the results of the medical examination or tests 

 identification of problems is performed by a physician or mid-level 
practitioner, as allowed by law 

 
Comment:  None. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Health records. 
 

Periodic Examinations 
 
4-4367 
(2010 Supplement) 

Revised January 2006.  The conditions for periodic health examinations for 
offenders are determined by the health authority. 
 
Comment:  All offenders should receive a thorough physical examination. 
 

4-4367 
(Ref. 3-4348) 

The conditions for periodic health examinations for offenders are determined 
by the health authority. 
 
Comment:  All offenders should receive a thorough physical examination.  All 
offenders should be examined prior to release to protect both the offender and the 
public. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Health records.  Completed annual health appraisal forms.  
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Interviews. 
 

Mental Health Program 
 
4-4368 
(2010 Supplement) 

Revised January 2006.  (Mandatory) The mental health program is approved by 
the appropriate mental health authority and includes at a minimum: 
 

 screening on intake 

 outpatient services for the detection, diagnosis, and treatment of 
mental illness 

 crisis intervention and the management of acute psychiatric episodes 

 stabilization of the mentally ill and the prevention of psychiatric 
deterioration in the correctional setting 

 elective therapy services and preventive treatment where resources 
permit 

 provision for referral and admission to mental health facilities for 
offenders whose psychiatric needs exceed the treatment capability of 
the facility 

 procedures for obtaining and documenting informed consent 
 

4-4368 
(Ref. 3-4336) 

(MANDATORY) There is a mental health program that includes at a minimum: 
 

 screening for mental health problems on intake as approved by the 
mental health professional 

 outpatient services for the detection, diagnosis, and treatment of 
mental illness 

 crisis intervention and the management of acute psychiatric episodes 

 stabilization of the mentally ill and the prevention of psychiatric 
deterioration in the correctional setting 

 elective therapy services and preventive treatment where resources 
permit 

 provision for referral and admission to licensed mental health facilities 
for offenders whose psychiatric needs exceed the treatment capability 
of the facility 

 procedures for obtaining and documenting informed consent 
 
Comment:  An adequate number of qualified staff members should be available to 
deal directly with offenders who have severe mental health problems and to advise 
other correctional staff about their contacts with such individuals. 
 
Protocols:  Written policy and procedure.  Screening form. 
Process Indicators:  Health records.  Completed screening forms.  Provider 
qualifications and time and attendance records.  Observations.  Interviews. 
 

4-4369 
(2010 Supplement) 

Deleted January 2006. 
 
 

4-4369 
(Ref. 3-4337) 

The mental health program is approved by the appropriate mental health 
authority and provides for all activities carried out by mental health services 
personnel. 
 
Comment:  None. 
 
Protocols:  Written policy and procedure.  Job descriptions for mental health 
personnel. 
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Process Indicators:  Documentation of review by mental health personnel.  
Interviews. 
 

Mental Health Screen 
 
4-4370 
(2010 Supplement) 

Revised January 2006.  (Mandatory) All intersystem and intra-system transfer 
offenders will receive an initial mental health screening at the time of 
admission to the facility by mental health trained or qualified mental health 
care professional.  The mental health screening includes, but is not limited to: 
 
Inquiry into: 

 whether the offender has a present suicide ideation 

 whether the offender has a history of suicidal behavior 

 whether the offender is presently prescribed psychotropic medication 

 whether the offender has a current mental health complaint 

 whether the offender is being treated for mental health problems 

 whether the offender has a history of inpatient and outpatient 
psychiatric treatment 

 whether the offender has a history of treatment for substance abuse 
 
Observation of: 

 general appearance and behavior 

 evidence of abuse and/or trauma 

 current symptoms of psychosis, depression, anxiety, and/or 
aggression 

 
Disposition of offender: 

 to the general population 

 to the general population with appropriate referral to mental health  
care service 

 referral to appropriate mental health care service for emergency 
treatment 

 
Comment:  None. 
 
Protocols:  Written policy and procedure.  Mental health screening form. 
Process Indicators:  Health records.  Completed mental health screening forms.  
Transfer logs.  Interviews. 
 

4-4370 
(New) 

(MANDATORY) All intersystem and intrasystem transfer offenders will receive 
an initial mental health screening at the time of admission to the facility by 
mental health trained or qualified mental health care personnel.  The mental 
health screening includes, but is not limited to: 
 
Inquiry into: 

 whether the offender has a present suicide ideation 

 whether the offender has a history of suicidal behavior 

 whether the offender is presently prescribed psychotropic medication 

 whether the offender has a current mental health complaint 

 whether the offenders are being treated for mental health problems 

 whether the offender has a history of inpatient and outpatient 
psychiatric treatment 

 whether the offender has a history of treatment for substance abuse 
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Observation of: 

 general appearance and behavior 

 evidence of abuse and/or trauma 

 current symptoms of psychosis, depression, anxiety, and/or 
aggression 

 
Disposition of offender: 

 to the general population 

 to the general population with appropriate referral to mental health 
care service 

 referral to appropriate mental health care service for emergency 

 treatment 
 
Comment:  None. 
 
Protocols:  Written policy and procedure.  Mental health screening form. 
Process Indicators:  Health records.  Completed mental health screening forms.  
Transfer logs.  Interviews. 
 

Mental Health Appraisal 
 
4-4371 
(2010 Supplement) 

Revised January 2006.  (Mandatory) All intersystem offender transfers will 
undergo a mental health appraisal by a qualified mental health professional 
within fourteen days of admission to a facility.  If there is documented 
evidence of a mental health appraisal within the previous ninety days, a new 
mental health appraisal is not required, except as determined by the 
designated mental health authority.  Mental health appraisals include, but are 
not limited to: 
 

 review of available historical records of inpatient and outpatient 
psychiatric treatment 

 review of history of treatment with psychotropic medication 

 review of history of psychotherapy, psycho-educational groups, and 
classes or support groups 

 review of history of drug and alcohol treatment 

 review of educational history 

 review of history of sexual abuse-victimization and predatory behavior 

 assessment of current mental status and condition 

 assessment of current suicidal potential and person-specific 
circumstances that increase suicide potential 

 assessment of violence potential and person-specific circumstances 
that increase violence potential 

 assessment of drug and alcohol abuse and/or addiction 

 use of additional assessment tools, as indicated 

 referral to treatment, as indicated 

 development and implementation of a treatment plan, including 
recommendations concerning housing, job assignment, and program 
participation 

 
Comment:  None. 
 
Protocols:  Written policy and procedure.  Mental health appraisal form. 
Process Indicators:  Health records.  Completed mental health appraisal forms.  
Transfer logs.  Interviews. 
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4-4371 
(New) 

(MANDATORY) All intersystem offender transfers will undergo a mental health 
appraisal by a qualified mental health person within 14 days of admission to a 
facility.  If there is documented evidence of a mental health appraisal within 
the previous 90 days, a new mental health appraisal is not required, except as 
determined by the designated mental health authority.  Mental health 
examinations include, but are not limited to: 
 

 assessment of current mental status and condition 

 assessment of current suicidal potential and person-specific 
circumstances that increase suicide potential 

 assessment of violence potential and person-specific circumstances 
that increase violence potential 

 review of available historical records of inpatient and outpatient 
psychiatric treatment 

 review of history of treatment with psychotropic medication 

 review of history of psychotherapy, psychoeducational groups, and 
classes or support groups 

 review of history of drug and alcohol treatment 

 review of history of sexual abuse-victimization and predatory behavior 

 assessment of drug and alcohol abuse and/or addiction 

 use of additional assessment tools, as indicated 

 referral to treatment, as indicated 

 development and implementation of a treatment plan, including 
recommendations concerning housing, job assignment, and program 
participation 

 
Comment:  None. 
 
Protocols:  Written policy and procedure.  Mental health appraisal form. 
Process Indicators:  Health records.  Completed mental health appraisal forms.  
Transfer logs.  Interviews. 
 

Mental Health Evaluations 
 
4-4372 
(2010 Supplement) 

Revised January 2006.  Offenders referred for mental health treatment will 
receive a comprehensive evaluation by a qualified mental health practitioner.  
The evaluation is to be completed within fourteen days of the referral request 
date and include at least the following: 
 

 review of mental health screening and appraisal data 

 direct observations of behavior 

 collection and review of additional data from individual diagnostic 
interviews and tests assessing personality, intellect, and coping 
abilities 

 compilation of the individual’s mental health history 

 development of an overall treatment/management plan with appropriate 
referral to include transfer to mental health facility for offenders whose 
psychiatric needs exceed the treatment capability of the facility 

 
Comment:  Comprehensive individual psychological evaluations should be 
performed when there is a reasonable expectation that such evaluation will serve a 
therapeutic or dispositional function useful to the overall interests of the offender.  
Written reports describing the results of the assessment should be prepared and all 
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information should be appropriately filed. 
 
Protocols:  Written policy and procedure.  Mental health referral form. 
Process Indicators:  Health records.  Completed referral forms.  Interviews with 
mental health provider(s).  Clinic visit records. 
  

4-4372 
(Ref. 3-4349) 

Offenders referred for mental health treatment will receive a comprehensive 
evaluation by a licensed mental health professional.  The evaluation is to be 
completed within 14 days of the referral request date and include at least the 
following: 
 

 review of mental health screening and appraisal data 

 direct observations of behavior 

 collection and review of additional data from individual diagnostic 
interviews and tests assessing personality, intellect, and coping 
abilities 

 compilation of the individual’s mental health history 

 development of an overall treatment/management plan with appropriate 
referral to include transfer to mental health facility for offenders whose 
psychiatric needs exceed the treatment capability of the facility 

 
Comment:  Comprehensive individual psychological evaluations should be 
performed when there is a reasonable expectation that such evaluation will serve a 
therapeutic or disposition function useful to the overall interests of the offender.  
Written reports describing the results of the assessment should be prepared and all 
information should be appropriately filed. 
 
Protocols:  Written policy and procedure.  Mental health referral form. 
Process Indicators:  Health records.  Completed referral forms.  Interviews with 
mental health provider(s).  Clinic visits records. 
 

Suicide Prevention and Intervention 
 
4-4373 
(Ref. 3-4364) 

(MANDATORY) There is a written suicide prevention plan that is approved by 
the health authority and reviewed by the facility or program administrator.  The 
plan includes staff and offender critical incident debriefing that covers the 
management of suicidal incidents, suicide watch, assaults, prolonged threats, 
and death of an offender or staff member.  It ensures a review of critical 
incidents by administration, security, and health services.  All staff with 
responsibility for offender supervision are trained on an annual basis in the 
implementation of the program.  Training should include but not be limited to: 
 

 identifying the warning signs and symptoms of impending suicidal 
behavior 

 understanding the demographic and cultural parameters of suicidal 
behavior, including incidence and variations in precipitating factors 

 responding to suicidal and depressed offenders 

 communication between correctional and health care personnel 

 referral procedures 

 housing observation and suicide watch level procedures 

 follow-up monitoring of offenders who make a suicide attempt 
 
Comment:  The program should include specific procedures for handling intake, 
screening, identifying, and supervising a suicide-prone offender and be signed and 
reviewed annually. 

The City of Taft 

California Department of Corrections and Rehabilitation 

Scope of Work - Attachments

Agreement Number 5600004097 

Exhibit A 

Amendment 5 

Attachment 19

Page 108 of 174



Standards for Adult Correctional Institutions 
 

 
Protocols:  Written policy and procedures.  Training curriculum and lesson plans.  
Suicide watch logs or forms. 
Process Indicators:  Health records.  Documentation of staff training.  Documentation 
of suicide watches and critical incident debriefings.  Observations.  Interviews. 
 

Mental Illness and Developmental Disability 
 
4-4374 
(Ref. 3-4367) 

Offenders with severe mental illness or who are severely developmentally 
disabled receive a mental health evaluation and, where appropriate, are 
referred for placement in noncorrectional facilities or in units specifically 
designated for handling this type of individual. 
 
Comment:  Offenders with severe mental illness or developmental disabilities are 
vulnerable to abuse by other offenders and require specialized care.  These 
individuals may be a danger to self or others or be incapable of attending to their 
basic physiological needs. 
 
Protocols:  Written policy and procedures. 
Process Indicators:  Health records.  Referral logs.  Records.  Interviews. 
 

Prostheses and Orthodontic Devices 
 
4-4375 
(2010 Supplement) 

Revised January 2006.  Medical or dental adaptive devices (eyeglasses, 
hearing aids, dentures, wheelchairs, or other prosthetic devices) are provided 
when medically necessary as determined by the responsible health care 
practitioner. 
 
Comment:  Offenders may be required to provide copayments for these devices. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Purchase records.  Health records.  Interviews. 
 

4-4375 
(Ref. 3-4358) 

Medical or dental adaptive devices (eyeglasses, hearing aids, dentures, 
wheelchairs, or other prosthetic devices) are provided when the health of the 
offender would otherwise be adversely affected, as determined by the 
responsible physician or dentist. 
 
Comment:  Offenders may be required to provide copayments for these devices. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Purchase records.  Health records.  Interviews. 
 

Detoxification 
 
4-4376 
(2010 Supplement) 

Revised January 2006.  (Mandatory) Detoxification is done only under medical 
supervision in accordance with local, state, and federal laws.  Detoxification 
from alcohol, opiates, hypnotics, other stimulants, and sedative hypnotic 
drugs is conducted under medical supervision when performed at the facility 
or is conducted in a hospital or community detoxification center.  Specific 
guidelines are followed for the treatment and observation of individuals 
manifesting mild or moderate symptoms of intoxication or withdrawal from 
alcohol and other drugs. 
 
Comment:  None. 
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Protocols:  Written policy and procedure.  Community contract agreements. 
Process Indicators:  Health records.  Transfer records.  Interviews. 
 

4-4376 
(Ref. 3-4370) 

(MANDATORY) Detoxification is done only under medical supervision in 
accordance with local, state, and federal laws.  Detoxification from alcohol, 
opiates, hypnotics, other stimulants, and sedative hypnotic drugs is 
conducted under medical supervision when performed at the facility or is 
conducted in a hospital or community detoxification center.  Specific 
guidelines are followed for the treatment and observation of individuals 
manifesting mild or moderate symptoms of intoxication or withdrawal from 
alcohol and other drugs.  Offenders experiencing severe, life-threatening 
intoxication (an overdose), or withdrawal are transferred under appropriate 
security conditions to a facility where specialized care is available. 
 
Comment:  None. 
 
Protocols:  Written policy and procedure.  Community contract agreements. 
Process Indicators:  Health records.  Transfer records.  Interviews. 
 

Management of Chemical Dependency 
 
4-4377 
(Ref. 3-4371) 

Offenders have access to a chemical dependency treatment program.  When a 
chemical dependency program exists, the clinical management of chemically 
dependent offenders includes, at a minimum, the following: 
 

 a standardized diagnostic needs assessment administered to 
determine the extent of use, abuse, dependency, and/or codependency 

 an individualized treatment plan developed and implemented by a 
multidisciplinary clinical team that includes medical, mental health, and 
substance abuse professionals 

 prerelease relapse-prevention education, including risk management 

 the offender will be involved in aftercare discharge plans 
 
Comment:  None. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Health records.  Interviews.  Prerelease, preventive, or 
education curriculum. 
 

Pharmaceuticals 
 
4-4378 
(Ref. 3-4341) 

(MANDATORY) Proper management of pharmaceuticals includes the following 
provisions: 
 

 a formulary is available 

 a formalized process for obtaining nonformulary medications 

 prescription practices, including requirements that 
1) medications are prescribed only when clinically indicated as one 

facet of a program of therapy 
2) a prescribing provider reevaluates a prescription prior to its renewal 

 procedures for medication procurement, receipt, distribution, storage, 
dispensing, administration, and disposal 

 secure storage and perpetual inventory of all controlled substances, 
syringes, and needles 
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 the proper management of pharmaceuticals is administered in 
accordance with state and federal law 

 administration of medication by persons properly trained and under 
the supervision of the health authority and facility or program 
administrator or designee 

 accountability for administering or distributing medications in a timely 
manner and according to physician orders 

 
Comment:  The formulary should include all prescription and nonprescription 
medications stocked in a facility or routinely procured from outside sources.  
Controlled substances are those classified by the Drug Enforcement Agency as 
Schedule II-V.  The pharmacy should be managed by a pharmacist or health-trained 
personnel approved by the health authority. 
 
Protocols:  Written policy and procedure.  Federal and state laws and regulations.  
Format for documentation of medication, inventory, and storage of medication. 
Process Indicators:  Health records.  Completed medication administration, 
inventory, and storage forms.  Documentation of compliance with federal and state 
laws. 
 

Nonprescription Medication 
 
4-4379 
(New) 

If offenders have access to nonprescription (over-the-counter) medications 
that are available outside of health services, the items, the policy, and 
procedures are approved jointly by the facility or program administrator and 
the health authority. 
 
Comment:  Approved medications may be purchased through the commissary or the 
canteen. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Commissary or canteen items.  Documentation of health 
authority approval.  Interviews. 
 

PERFORMANCE STANDARD:  STAFF TRAINING 
 
2A. The provision of health services should be done in a professionally acceptable manner 

including the requirement that all staff be adequately trained and qualified and can 
demonstrate competency in their assigned duties. 

 
OUTCOME MEASURES 
 

1. Number of staff with lapsed licensure and/or certification in the past 12 months divided by the number 
of licensed or certified staff during in the past 12 months. 

2. Number of new employees in the past 12 months who completed orientation training prior to 
undertaking job assignments divided by the number of new employees in the past 12 months. 

3. Number of employees completing in-service training requirements in the past 12 months divided by the 
number of employees eligible in the past 12 months. 

4. Number of staff turnover per position category (MD, RN, LPN, medical records, and ancillary staff) in 
the past 12 months divided by the number of staff positions per category in the past 12 months. 

5. Number of staff terminations for violation of drug-free work policy in the past 12 months divided by the 
number of staff terminations in the past 12 months. 

 
EXPECTED PRACTICES 
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Health Authority 
 
4-4380 
(2010 Supplement) 

Revised January 2006.  (Mandatory) The facility has a designated health 
authority with responsibility for ongoing health care services pursuant to a 
written agreement, contract, or job description.  Such responsibilities include: 
 

 establish a mission statement, which defines the scope of health care 
services 

 develop mechanisms, including written agreements, when necessary, 
to assure that the scope of services are provided and properly 
monitored 

 develop a facility’s operational health policies and procedures 

 identify the type of health care staff needed to provide the determined 
scope of services 

 establish systems for the coordination of care among multidisciplinary 
health care providers and 

 develop a quality management program 
 
The health authority may be a physician, health services administrator or 
health agency.  When the health authority is other than a physician, final 
clinical judgments rest with a single, designated, responsible physician.  The 
health authority is authorized and responsible for making decisions about the 
deployment of health resources and the day-to-day operations of the health 
services program. 
 
Comment:  The health authority and health services administrator may be the same 
person.  The responsibility of the health authority includes arranging for all levels of 
health services, assuring the quality of all health services, and assuring that 
offenders have access to them.  Health services provides for the physical and mental 
well-being of the offender population and should include medical and dental 
services, mental health services, nursing care, personal hygiene, dietary services, 
health education, and attending to environmental conditions.  While overall 
responsibility may be assumed at the central office level, it is essential that each 
facility have an onsite health services administrator.  The health authority and health 
services administrator may be the same person. 
 
Protocols:  Written policy and procedure.  Sample agreement or contract 
requirements.  Job description. 
Process Indicators:  Documentation of health authority designation.  Contract.  Billing 
records.  Interviews.  Documentation of mission statement, operational policies and 
procedures, scope of services and required personnel, coordination of care, and a 
quality management program. 
 

4-4380 
(Ref. 3-4326) 

(MANDATORY) The facility has a designated health authority with 
responsibility for ongoing health care services pursuant to a written 
agreement, contract, or job description.  Such responsibilities include the 
following: 
 

 establishing a mission statement that defines the scope of health care 
services 

 developing mechanisms, including written agreements, when 
necessary, to assure that the scope of services is provided and 
properly monitored 

 developing a facility’s operational health policies and procedures 

 identifying the type of health care providers needed to provide the 
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determined scope of services 

 establishing systems for the coordination of care among 
multidisciplinary health care providers 

 developing a quality management program 
 
The health authority may be a physician, health services administrator, or 
health agency.  When the health authority is other than a physician, final 
clinical judgments rest with a single, designated, responsible physician.  The 
health authority is authorized and responsible for making decisions about the 
deployment of health resources and the day-to-day operations of the health 
services program. 
 
Comment:  The health authority and health services administrator may be the same 
person.  The responsibility of the health authority includes arranging for all levels of 
health services, assuring the quality of all health services, and assuring that 
offenders have access to them.  Health services provides for the physical and mental 
well-being of the offender population and should include medical and dental 
services, mental health services, nursing care, personal hygiene, dietary services, 
health education, and attending to environmental conditions.  While overall 
responsibility may be assumed at the central office level, it is essential that each 
facility have an onsite health services administrator.  The health authority and health 
services administrator may be the same person. 
 
Protocols:  Written policy and procedure.  Sample agreement or contact 
requirements.  Job description. 
Process Indicators:  Documentation of health authority designation.  Contract.  Billing 
records.  Interviews.  Documentation of mission statement, operational policies and 
procedures, scope of services and required personnel, coordination of care, and a 
quality management program. 
 

Provision of Treatment 
 
4-4381 
(2010 Supplement) 

Revised January 2006.  (Mandatory) Clinical decisions are the sole province of 
the responsible health care practitioner and are not countermanded by non-
clinicians. 
 
Comment:  The provision of health care is a joint effort of administrators and health 
care providers and can be achieved only through mutual trust and cooperation.  The 
health authority arranges for the availability of health care services; the responsible 
clinician determines what services are needed; the official responsible for the facility 
provides the administrative support for making the services accessible to offenders. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Health records entries.  Offender grievances.  Interviews. 
 

4-4381 
(Ref. 3-4327) 

(MANDATORY) Clinical decisions are the sole province of the responsible 
clinician and are not countermanded by nonclinicians. 
 
Comment:  The provision of health care is a joint effort of administrators and health 
care providers and can be achieved only through mutual trust and cooperation.  The 
health authority arranges for the availability of health care services; the responsible 
clinician determines what services are needed; the official responsible for the facility 
provides the administrative support for making the services accessible to offenders. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Health record entries.  Offender grievances.  Interviews. 
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Personnel Qualifications 
 
4-4382 
(2010 Supplement) 

Revised January 2006.  (Mandatory) If the facility provides health care 
services, they are provided by qualified health care staff whose duties and 
responsibilities are governed by written job descriptions, contracts, or written 
agreements approved by the health authority.  Verification of current 
credentials and job descriptions are on file in the facility. 
 
Comment:  Job descriptions should include qualifications and specific duties and 
responsibilities.  Verification consists of copies of credentials or a letter confirming 
credential status from the state licensing or certification body.  Standing medical 
orders are for the definitive treatment of identified conditions and for the on-site 
emergency treatment of any person having such condition.  Direct orders are those 
written specifically for the treatment of one person’s particular condition. 
 
Protocols:  Written policy and procedures.  Job descriptions.  Standing orders. 
Process Indicators:  Verification of credentials or licensure.  Documentation of 
compliance with standing orders.  Health record entries.  Interviews. 
 

4-4382 
(New) 

(MANDATORY) If the facility provides health care services, they are provided 
by qualified health care personnel whose duties and responsibilities are 
governed by written job descriptions that are on-file in the facility and are 
approved by the health authority.  If offenders are treated at the facility by 
health care personnel other than a licensed provider, the care is provided 
pursuant to written standing or direct orders by personnel authorized by law to 
give such orders. 
 
Comment:  Job descriptions should include qualifications and specific duties and 
responsibilities.  Verification consists of copies of credentials or a letter confirming 
credential status from the state licensing or certification body.  Standing medical 
orders are for the definitive treatment of identified conditions and for the on-site 
emergency treatment of any person having such condition.  Direct orders are those 
written specifically for the treatment of one person’s particular condition. 
 
Protocols:  Written policy and procedures.  Job descriptions.  Standing orders. 
Process Indicators:  Verification of credentials or licensure.  Documentation of 
compliance with standing orders.  Health record entries.  Interviews. 
 

4-4383 
(2010 Supplement) 

Revised January 2006.  When institutions do not have qualified health care 
staff, health-trained personnel coordinate the health delivery services in the 
institution under the joint supervision of the responsible health authority and 
warden or superintendent. 
 
Comment:  The health-trained staff member (who is other than a nurse, mid-level 
practitioner, or emergency medical technician) may be full-time or part-time.  
Coordination duties may include reviewing receiving screening forms for needed 
follow-up, readying offenders and their records for sick call, and assisting in carrying 
out orders regarding such matters as diets, housing, and work assignments. 
 
Protocols:  Written policy and procedures.  Job description for health-trained 
personnel. 
Process Indicators:  Health records.  Observation.  Interviews. 
 

4-4383 
When institutions do not have full-time, qualified health care personnel, a 
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(Ref. 3-4338) health-trained staff member coordinates the health delivery services in the 
institution under the joint supervision of the responsible health authority and 
warden or superintendent. 
 
Comment:  The health-trained staff member (who is other than a nurse, mid-level 
practitioner, or emergency medical technician) may be full-time or part-time.  
Coordination duties may include reviewing receiving screening forms for needed 
follow-up, readying offenders and their records for sick call, and assisting in carrying 
out orders regarding such matters as diets, housing, and work assignments. 
 
Protocols:  Written policy and procedures.  Job description for health-trained 
personnel. 
Process Indicators:  Health records.  Observation.  Interviews. 
 

Credentials 
 
4-4384 
(2010 Supplement) 

Deleted January 2006. 
 
 

4-4384 
(Ref. 3-4334) 

(MANDATORY) All professional staff comply with applicable state and federal 
licensure, certification, or registration requirements.  Verification of current 
credentials and job descriptions are on file in the facility. 
 
Comment:  None. 
 
Protocols:  Written policy and procedure.  Copies of licensure requirements. 
Process Indicators:  Personnel records.  Documentation of licensure, certification, or 
registration.  Documentation of current credentials. 
 

Employee Orientation 
 
4-4385 
(2010 Supplement) 

Revised January 2006.  All full-time health care staff who have offender 
contact receive forty hours of training in addition to orientation training during 
their first year of employment and forty hours of training each year thereafter. 
 
Comment:  None. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Training records.  Interviews. 
 

4-4385 
(Ref. 3-4082) 

All health care staff who have offender contact receive 40 hours of training in 
addition to orientation training during their first year of employment and 40 
hours of training each year thereafter. 
 
Comment:  None. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Training records.  Interviews. 
 

Employee Health 
 
4-4386 
(2010 Supplement) 

Revised January 2006.  All direct care staff are screened for tuberculosis 
infection and disease prior to job assignment and periodically in accordance 
with recommendations from applicable local, state, and federal public health 
authorities. 
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Comment:  None.  
 
Protocols:  Written policy and procedure. 
Process Indicators:  Employee records.  Interviews. 
 

4-4386 
(New) 

All new direct care staff receive a test for tuberculosis prior to job assignment 
and ongoing testing thereafter. 
 
Comment:  None. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Employee records.  Interviews. 
 

4-4387 
(2010 Supplement) 

Revised January 2006.  All direct care staff are offered the hepatitis B vaccine 
series in accordance with the institution’s exposure control plan. 
 
Comment:  None. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Employment records.  Interviews. 
 

4-4387 
(New) 

All direct care staff are offered the hepatitis B vaccine series. 
 
Comment:  None. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Employment records.  Interviews. 
 

Emergency Plans 
 
4-4388 
(2010 Supplement) 

Revised January 2006.  (Mandatory) All health care staff in the facility are 
trained in the implementation of the facility’s emergency plans.  Health care 
staff are included in facility emergency drills as applicable. 
 
Comment:  Emergency plans include those for fire, natural disaster, power outage, 
hostage situation, riot, and other disturbances. 
 
Protocols:  Written policy and procedure.  Facility-plan specifications.  A schedule for 
drills. 
Process Indicators:  Documentation of drills.  Facility logs.  Interviews. 
 

4-4388 
(Ref. 3-4208) 

(MANDATORY) All health care personnel delivering health care in the facility 
are trained in the implementation of the facility’s emergency plans.  Health 
care personnel are included in facility emergency drills, as applicable. 
 
Comment:  Emergency plans include those for fire, natural disaster, power outage, 
hostage situation, riot, and other disturbances. 
 
Protocols:  Written policy and procedure.  Facility-plan specifications.  A schedule for 
drills. 
Process Indicators:  Documentation of drills.  Facility logs.  Interviews. 
 

Emergency Response 
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4-4389 
(2010 Supplement) 

Revised January 2006.  (Mandatory) Designated correctional and all health 
care staff are trained to respond to health-related situations within a four-
minute response time.  The training program is conducted on an annual basis 
and is established by the responsible health authority in cooperation with the 
facility or program administrator and includes instruction on the following: 
 

 recognition of signs and symptoms, and knowledge of action required 
in potential emergency situations 

 administration of basic first aid 

 certification in cardiopulmonary resuscitation (CPR) in accordance 
with the recommendations of the certifying health organization 

 methods of obtaining assistance 

 signs and symptoms of mental illness, violent behavior, and acute 
chemical intoxication and withdrawal 

 procedures for patient transfers to appropriate medical facilities or 
health care providers 

 suicide intervention 
 
Comment:  The facility administrator or designee may designate those correctional 
officers and health care providers who have responsibility to respond to health care 
emergencies.  Staff not physically able to perform CPR are exempt from the 
expected practice. 
 
Protocols:  Written policy and procedure.  Lesson plans and curriculum. 
Process Indicators:  Verification of training.  Records and certificates.  Interviews. 
 

4-4389 
(Ref. 3-4351) 

(MANDATORY) Correctional and health care personnel are trained to respond 
to health-related situations within a four-minute response time.  The training 
program is conducted on an annual basis and is established by the 
responsible health authority in cooperation with the facility or program 
administrator and includes instruction on the following: 
 

 recognition of signs and symptoms, and knowledge of action that is 
required in potential emergency situations 

 administration of basic first aid 

 certification in cardiopulmonary resuscitation (CPR) in accordance 
with the recommendations of the certifying health organization 

 methods of obtaining assistance 

 signs and symptoms of mental illness, violent behavior, and acute 
chemical intoxication and withdrawal 

 procedures for patient transfers to appropriate medical facilities or 
health care providers 

 suicide intervention 
 
Comment:  The facility administrator or designee may designate those correctional 
officers and health care providers who have responsibility to respond to health care 
emergencies.  Staff not physically able to perform CPR are exempt from the 
expected practice. 
 
Protocols:  Written policy and procedure.  Lesson plans and curriculum. 
Process Indicators:  Verification of training.  Records and certificates.  Interviews. 
 

First Aid 
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4-4390 
(2010 Supplement) 

Revised August 2002.  First aid kits are available in designated areas of the 
facility based on need and an automatic external defibrillator is available for 
use at the facility. 
 
Comment:  The availability and placement of first aid kits are determined by the 
designated health authority in conjunction with the facility administrator.  The health 
authority approves the contents, number, location, and procedures for monthly 
inspection of the kit(s) and develops written procedures for the use of the kits by 
nonmedical staff. 
 
Protocols:  Written policy/procedure. 
Process Indicators:  List of first aid contents.  Documentation of inspections. 
 

4-4390 
(Ref. 3-4352) 

First aid kits are available in designated areas of the facility based on need. 
 
Comment:  The availability and placement of first aid kits are determined by the 
designated health authority in conjunction with the facility administrator.  The health 
authority approves the contents, number, location, and procedures for monthly 
inspection of the kit(s) and develops written procedures for the use of the kits by 
nonmedical staff. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  List of first aid kit contents.  Documentation of inspections. 
 

Volunteers 
 
4-4391 
(New) 

If volunteers are used in the delivery of health care, there is a documented 
system for selection, training, staff supervision, facility orientation, and a 
definition of tasks, responsibilities, and authority that is approved by the 
health authority.  Volunteers may only perform duties consistent with their 
credentials and training.  Volunteers agree in writing to abide by all facility 
policies, including those relating to the security and confidentiality of 
information. 
 
Comment:  Facility orientation should include topics such as:  fire, safety, security, 
and contraband. 
 
Protocols:  Written policy and procedure.  Volunteer agreement forms. 
Process Indicators:  Signed agreement forms.  Observation.  Interviews with 
volunteers. 
 

Students and/or Interns 
 
4-4392 
(Ref. 3-4339) 

Any students, interns, or residents delivering health care in the facility, as part 
of a formal training program, work under staff supervision, commensurate with 
their level of training.  There is a written agreement between the facility and 
training, or educational facility that covers the scope of work, length of 
agreement, and any legal or liability issues.  Students or interns agree in 
writing to abide by all facility policies, including those relating to the security 
and confidentiality of information. 
 
Comment:  None. 
 
Protocols:  Written policy and procedure.  Written agreements or contracts. 
Process Indicators:  Signed agreements and contracts.  Observation.  Interviews. 
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Offender Assistants 
 
4-4393 
(2010 Supplement) 

Revised August 2008.  Unless prohibited by state law, offenders (under staff 
supervision) may perform familial duties commensurate with their level of 
training.  These duties may include: 
 

 peer support and education 

 hospice activities 

 assist impaired offenders on a one-on-one basis with activities of daily 
living 

 suicide companion or buddy if qualified and trained through a formal 
program that is part of suicide prevention plan 

 handling dental instruments for the purpose of sanitizing and cleaning, 
when directly supervised and in compliance with applicable tool 
control policies, while in a dental assistants training program certified 
by the state department of education or other comparable appropriate 
authority 

 
Offenders are not to be used for the following duties: 
 

 performing direct patient care services 

 scheduling health care appointments 

 determining access of other offenders to health care services 

 handling or having access to surgical instruments, syringes, needles, 
medications, or health records 

 operating diagnostic or therapeutic equipment except under direct 
supervision (by specially trained staff) in a vocational training program 

 
Comment:  No offender, or group of offenders, is given control or authority over other 
offenders in the health care area. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Observation.  Interviews. 
 

4-4393 
(Ref. 3-4340) 

Unless prohibited by state law, offenders (under staff supervision) may 
perform familial duties commensurate with their level of training.  These duties 
may include the following: 
 

 peer support and education 

 hospice activities 

 assisting impaired offenders on a one-on-one basis with activities of 
daily living 

 serving as a suicide companion or buddy if qualified and trained 
through a formal program that is part of a suicide prevention plan 

 
Offenders are not to be used for the following duties: 
 

 performing direct patient care services 

 scheduling health care appointments 

 determining access of other offenders to health care services 

 handling or having access to surgical instruments, syringes, needles, 
medications, or health records 

 operating diagnostic or therapeutic equipment except under direct 
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supervision (by specially trained staff) in a vocational training program 
 
Comment:  No offender or group of offenders is given control or authority over other 
offenders in the health care area. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Observation.  Interviews. 
 

PERFORMANCE STANDARD:  OFFENDER TREATMENT 
 
3A. Offenders are treated humanely, fairly, and in accordance with established policy and all 

applicable laws. 
 
OUTCOME MEASURES 
 

1. Number of offender lawsuits related to unfair treatment or rights violation found in favor of the offender 
in the past 12 months divided by the number of offender lawsuits related to unfair treatment or rights 
violation in the past 12 months. 

2. Number of state court malpractice or torte liability cases found in favor of the offender in the past 12 
months divided by the number of state court malpractice or torte liability cases in the past 12 months. 

 
EXPECTED PRACTICES 
 
Grievances 
 
4-4394 
(New) 

There is a system for resolving offender grievances relating to health care 
concerns. 
 
Comment:  None. 
 
Protocols:  Written policy and procedures.  Grievance reporting forms. 
Process Indicators:  Grievance records.  Interviews. 
 

Notification 
 
4-4395 
(Ref. 3-4374) 

There is a process by which the individuals designated by the offender are 
notified in case of serious illness, serious injury, or death, unless security 
reasons dictate otherwise.  If possible, permission for notification is obtained 
from the offender. 
 
Comment:  The persons to be notified should be designated in writing as part of the 
facility’s admissions procedures.  Whenever possible, the facility should obtain the 
offender’s consent prior to notifying any designated individuals. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Notification records. 
 

Confidentiality 
 
4-4396 
(2010 Supplement) 

Revised January 2006.  (Mandatory) The principle of confidentiality applies to 
offender health records and information about offender health status.   
 

 The active health record is maintained separately from the confinement 
case record. 
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 Access to the health record is in accordance with state and federal law. 

 To protect and preserve the integrity of the facility, the health authority 
shares with the superintendent/warden information regarding an 
offender’s medical management. 

 The circumstances are specified when correctional staff should be 
advised of an offender’s health status.  Only that information 
necessary to preserve the health and safety of an offender, other 
offenders, volunteers/visitors, or the correctional staff is provided. 

 Policy determines how information is provided to 
correctional/classification staff/volunteers/visitors to address the 
medical needs of the offender as it relates to housing, program 
placement, security, and transport. 

 The release of health information complies with the Health Insurance 
Portability and Accountability Act (HIPPA), where applicable, in a 
correctional setting. 

 
Comment:  The principle of confidentiality protects offender patients from disclosure 
of confidences entrusted to a health care provider during the course of treatment. 
 
Protocols:  Policy and procedure. 
Process Indicators:  Observation.  Interviews. 
 

4-4396 
(Ref. 3-4377) 

(MANDATORY) The principle of confidentiality applies to an offender’s health 
records and information about an offender’s health status. 
 

 The active health record is maintained separately from the confinement 
case record. 

 Access to the health record is in accordance with state and federal law. 

 To protect and preserve the integrity of the facility, the health authority 
shares with the superintendent or the warden information regarding an 
offender’s medical management. 

 The circumstances are specified when correctional staff should be 
advised of an offender’s health status.  Only that information 
necessary to preserve the health and safety of an offender, other 
offenders, volunteers, visitors, or the correctional staff is provided. 

 Policy determines how information is provided to correctional and 
classification staff, volunteers, and visitors to address the medical 
needs of the offender as it relates to housing, program placement, 
security, and transport. 

 
Comment:  The principle of confidentiality protects offender patients from disclosure 
of confidences entrusted to a health care provider during the course of treatment. 
 
Protocols:  Policy and procedure. 
Process Indicators:  Observation.  Interviews. 
 

Informed Consent 
 
4-4397 
(Ref. 3-4372) 

(MANDATORY) Informed consent standards in the jurisdiction are observed 
and documented for offender care in a language understood by the offender.  
In the case of minors, the informed consent of a parent, guardian, or a legal 
custodian applies when required by law.  When health care is rendered against 
the patient’s will, it is in accordance with state and federal laws and 
regulations.  Otherwise, any offender may refuse (in writing) medical, dental, 
and mental health care. 
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Comment:  If the offender refuses to sign the refusal form, it must be signed by at 
least two witnesses.  The form must then be sent to the medical department and 
reviewed by a qualified health care professional.  If there is a concern about 
decision-making capacity, and evaluation should be done, especially if the refusal is 
for critical or acute care. 
 
Protocols:  Written policy and procedure.  Consent or authorization forms. 
Process Indicators:  Health records.  Completed consent forms.  Interviews. 
 

Elective Procedures 
 
4-4398 
(Ref. 3-4359) 

There are guidelines that govern elective procedures for surgery for offenders. 
 
Comment:  Health care staff should have a procedure for decisions on elective 
surgery needed to correct a substantial functional deficit or if an existing pathological 
process threatens the well-being of the inmate over a period of time. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Health records.  Interviews. 
 

Special Needs 
 
4-4399 
(2010 Supplement) 

Revised January 2006.  There is consultation between the facility and program 
administrator (or a designee) and the responsible health care practitioner (or 
designee) prior to taking action regarding chronically ill, physically disabled, 
geriatric, seriously mentally ill, or developmentally disabled offenders in the 
following areas: 
 

 housing assignments 

 program assignments 

 disciplinary measures 

 transfers to other facilities 
 
When immediate action is required, consultation to review the appropriateness 
of the action occurs as soon as possible, but no later than seventy-two hours. 
 
Comment:  Maximum cooperation between custody personnel and health care 
providers is essential so that both groups are aware of decisions and movements 
regarding mentally ill and developmentally disabled offenders. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Documentation of consultation between facility or program 
administrator and clinician.  Health records.  Interviews. 
 

4-4399 
(Ref. 3-4369) 

There is consultation between the facility and program administrator (or a 
designee) and the responsible clinician (or designee) prior to taking action 
regarding chronically ill, physically disabled, geriatric, seriously mentally ill, or 
developmentally disabled offenders in the following areas: 
 

 housing assignments 

 program assignments 

 disciplinary measures 

 transfers to other facilities 
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When immediate action is required, consultation to review the appropriateness 
of the action occurs as soon as possible, but no later than 72 hours. 
 
Comment:  Maximum cooperation between custody personnel and health care 
providers is essential so that both groups are aware of decisions and movements 
regarding mentally ill and developmentally disabled offenders. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Documentation of consultation between facility or program 
administrator and clinician.  Health records.  Interviews. 
 

Segregation 
 
4-4400 
(2010 Supplement) 

Revised January 2006.  (Mandatory) When an offender is transferred to 
segregation, health care staff will be informed immediately and will provide a 
screening and review as indicated by the protocols established by the health 
authority.  Unless medical attention is needed more frequently, each offender 
in segregation receives a daily visit from a qualified health care professional.  
The visit ensures that offenders have access to the health care system.  The 
presence of a health care provider in segregation is announced and recorded.  
The frequency of physician visits to segregation units is determined by the 
health authority. 
 
Comment:  Health care providers’ visits are intended to be screening rounds and are 
not meant to be clinical encounters.  Those offenders who request “sick call” are 
evaluated by a health care provider who determines the appropriate setting for 
further medical attention or examination.  Health care providers may request that an 
offender be removed from a cell or housing area for medical attention or 
examination.  All “sick call” encounters are documented in the offender’s health 
record. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Health records.  Segregation logs.  Duty assignment roster for 
health care providers.  Observation.  Interviews. 
 

4-4400 
(Ref. 3-4246) 

(MANDATORY) When an offender is transferred to segregation, health care 
personnel will be informed immediately and will provide assessment and 
review as indicated by the protocols established by the health authority.  
Unless medical attention is needed more frequently, each offender in 
segregation receives a daily visit from a health care provider.  The visit 
ensures that offenders have access to the health care system.  The presence 
of a health care provider in segregation is announced and recorded.  The 
frequency of physician visits to segregation units is determined by the health 
authority. 
 
Comment:  Health care providers’ visits are intended to be screening rounds and are 
not meant to be clinical encounters.  Those offenders who request “sick call” are 
evaluated by a health care provider who determines the appropriate setting for 
further medical attention or examination.  Health care providers may request that an 
offender be removed from a cell or housing area for medical attention or 
examination.  All “sick call” encounters are documented in the offender’s health 
record. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Health records.  Segregation logs.  Duty assignment roster for 
health care providers.  Observation.  Interviews. 
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Involuntary Admission 
 
4-4401 
(Ref. 3-4342-1) 

(MANDATORY) The involuntary administration of psychotropic medication(s) 
to an offender is governed by applicable laws and regulations of the 
jurisdiction.  When administered, the following conditions must be met: 
 

 authorization is by a physician who specifies the duration of therapy 

 less restrictive intervention options have been exercised without 
success as determined by the physician or psychiatrist 

 details are specified about why, when, where, and how the medication 
is to be administered 

 monitoring occurs for adverse reactions and side effects 

 treatment plan goals are prepared for less restrictive treatment 
alternatives as soon as possible. 

 
Comment:  None. 
 
Protocols:  Written policy and procedure.  Laws and regulations. 
Process Indicators:  A health record.  Interviews. 
 

Research 
 
4-4402 
(2010 Supplement) 

Revised January 2006.  (Mandatory) The use of offenders for medical, 
pharmaceutical, or cosmetic experiments is prohibited.  This does not 
preclude offender participation in clinical trials that are approved by an 
institutional review board based on his/her need for a specific medical 
intervention.  Institutions electing to perform research will be in compliance 
with all state and federal guidelines. 
 
Comment:  Experimental programs include aversive conditioning, psychosurgery, 
and the application of cosmetic substances being tested prior to sale to the general 
public.  An individual’s treatment with a new medical procedure by his or her 
physician should be undertaken only after the offender has received a full 
explanation of the positive and negative features of the treatment and only with 
informed consent. 
 
Protocols:  Written policy and procedure.  Laws and regulations. 
Process Indicators:  Health records.  Interviews. 
 

4-4402 
(Ref. 3-4373) 

(MANDATORY) The use of offenders for medical, pharmaceutical, or cosmetic 
experiments is prohibited.  This does not preclude individual treatment of an 
offender based on his or her need for a specific medical procedure that is not 
generally available.  Institutions electing to perform research will be in 
compliance with all state and federal guidelines. 
 
Comment:  Experimental programs include aversive conditioning, psychosurgery, 
and the application of cosmetic substances being tested prior to sale to the general 
public.  An individual’s treatment with a new medical procedure by his or her 
physician should be undertaken only after the offender has received a full 
explanation of the positive and negative features of the treatment and only with 
informed consent. 
 
Protocols:  Written policy and procedure.  Laws and regulations. 
Process Indicators:  Health records.  Interviews. 

The City of Taft 

California Department of Corrections and Rehabilitation 

Scope of Work - Attachments

Agreement Number 5600004097 

Exhibit A 

Amendment 5 

Attachment 19

Page 124 of 174



Standards for Adult Correctional Institutions 
 

 

Privacy 
 
4-4403 
(New) 

Health care encounters, including medical and mental health interviews, 
examinations, and procedures, should be conducted in a setting that respects 
the offender’s privacy. 
 
Comment:  Female offenders should be provided a female escort for encounters with 
a male health care provider. 
 
Protocols:  Written policy and procedure.  Facility diagram. 
Process Indicators:  Observation.  Interviews. 
 

4-4403-1 
(2010 Supplement) 

Added January 2006.  If Tele-health is used for patient encounters, the plan 
includes policies for: 
 

 patient consent 

 confidentiality/protected health information 

 documentation 

 integration of the report of the consultation into the primary health 
care record 

 
Comment:  None. 
 
Protocols:  Written policy/procedure.  Tele-health appointment logs. 
Process Indicators:  Patient consent form for Tele-health; health records; interviews. 
 

Transfer 
 
4-4404 
(2010 Supplement) 

Revised January 2005.  A transfer that results in an offender’s placement in a 
non-correctional facility or in a special unit within the facility or agency, 
specifically designated for the care and treatment of the severely mentally ill or 
developmentally disabled, follows due process procedures as specified by 
federal, state, and local law prior to the move being effected.  In emergency 
situations, a hearing is held as soon as possible after the transfer. 
 
Comment:  The following are generally accepted as due process procedures:  written 
notice to the offender of the proposed transfer; a hearing for the offender, with the 
right (unless limited for good cause) to call and cross examine witnesses; a decision 
by an independent official not involved in treatment of the offender, with a statement 
of the reasons for transfer; and an independent adviser to assist the offender facing 
transfer. 
 
Protocols:  Written policy and procedure.  State and local laws. 
Process Indicators:  Health records.  Transfer logs.  Interviews. 
 

4-4404 
(Ref. 3-4368) 

A transfer that results in an offender’s placement in a noncorrectional facility 
or in a special unit within the facility, specifically designated for the care and 
treatment of the severely mentally ill or developmentally disabled, follows due 
process procedures as specified by federal, state, and local law prior to the 
move being effected.  In emergency situations, a hearing is held as soon as 
possible after the transfer. 
 
Comment:  The following are generally accepted as due process procedures:  written 
notice to the offender of the proposed transfer; a hearing for the offender, with the 
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right (unless limited for good cause) to call and cross-examine witnesses; a decision 
by an independent official not involved in treatment of the offender, with a statement 
of the reasons for the transfer; and an independent adviser to assist the offender 
facing transfer. 
 
Protocols:  Written policy and procedure.  State and local law. 
Process Indicators:  Health records.  Transfer logs.  Interviews. 
 

Use of Restraints 
 
4-4405 
(2010 Supplement) 

Revised January 2006.  (Mandatory) The use of restraints for medical and 
psychiatric purposes is defined, at a minimum by the following: 
 

 conditions under which restraints may be applied 

 types of restraints to be applied 

 identification of a qualified medical or mental health care practitioner 
who may authorize the use of restraints after reaching the conclusion 
that less intrusive measures would not be successful 

 monitoring procedures for offenders in restraints 

 length of time restraints are to be applied 

 documentation of efforts for less restrictive treatment alternatives as 
soon as possible 

 an after-incident review 
 
Comment:  Written policy should identify the authorization needed and when, where, 
and how restraints may be used and for how long. 
 
Protocols:  Written policy and procedure.  Monitoring form. 
Process Indicators:  Health records.  Restraint logs.  Completed monitoring forms.  
List of providers authorized to order restraints.  Interviews. 
 

4-4405 
(Ref. 3-4362) 

(MANDATORY) The use of restraints for medical and psychiatric purposes is 
defined, at a minimum, by the following: 
 

 conditions under which restraints may be applied 

 types of restraints to be applied 

 identification of a qualified medical or mental health professional who 
may authorize the use of restraints after reaching the conclusion that 
less intrusive measures would not be successful 

 monitoring procedures for offenders in restraints 

 length of time restraints are to be applied 

 documentation of efforts for less restrictive treatment alternatives as 
soon as possible 

 an after-incident review 
 
Comment:  Written policy should identify the authorization needed and when, where, 
and how restraints may be used and for how long. 
 
Protocols:  Written policy and procedure.  Monitoring form. 
Process Indicators:  Health records.  Restraint logs.  Completed monitoring forms.  
List of providers authorized to order restraints.  Interviews. 
 

Sexual Assault 
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4-4406 
(New) 

Victims of sexual assault are referred under appropriate security provisions to 
a community facility for treatment and gathering of evidence, or if these 
procedures are performed in-house, the following guidelines are used: 
 

 A history is taken by health care professionals who conduct an 
examination to document the extent of physical injury and to determine 
if referral to another medical facility is indicated.  With the victim’s 
consent, the examination includes the collection of evidence from the 
victim, using a kit approved by the appropriate authority. 

 Provision is made for testing of sexually transmitted diseases (for 
example, HIV, gonorrhea, hepatitis, and other diseases) and 
counseling, as appropriate. 

 Prophylactic treatment and follow-up for sexually transmitted diseases 
are offered to all victims, as appropriate. 

 Following the physical examination, there is availability of an 
evaluation by a mental health professional to assess the need for crisis 
intervention counseling and long-term follow-up. 

 A report is made to the facility or program administrator or designee to 
assure separation of the victim from his or her assailant. 

 
Comment:  None. 
 
Protocols:  Written policy and procedure.  Reporting form.  Evidence collecting kit. 
Process Indicators:  Health records.  Incident reports.  Interviews. 
 

Exercise 
 
4-4407 
(New) 

Exercise areas are available to meet exercise and physical therapy 
requirements of individual offender treatment plans. 
 
Comment:  None. 
 
Protocols:  Written policy and procedure.  Facility diagrams and design 
measurements. 
Process Indicators:  Documentation of opportunity for exercise.  Movement 
schedules and logs.  Observation.  Interviews. 
 

PERFORMANCE STANDARD:  PERFORMANCE IMPROVEMENT 
 
4A. Health care services are evaluated and continually improved. 
 
OUTCOME MEASURES 
 

1. Number of problems identified by internal review that were corrected in the past 12 months divided by 
the number of problems identified by internal review in the past 12 months. 

2. The vacancy rate for full-time equivalents for each category within the health care staff, physicians, 
nursing, midlevel practitioners, administrative support, and ancillary staff, in the past 12 months. 

 
EXPECTED PRACTICES 
 
Quarterly Meetings 
 
4-4408 
(Ref. 3-4328) 

The health authority meets with the facility or program administrator at least 
quarterly and submits quarterly reports on the health services system and 
health environment, and submits plans to address issues raised. 
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Comment:  Minutes of the quarterly administrative meetings may be used to meet 
the requirements for a quarterly report.  The report should address topics such as 
the effectiveness of the health care system, a description of any environmental 
factors that need improvement, changes effected since the last reporting period, and, 
if needed, recommended corrective action.  The health authority should report 
immediately any condition that poses a danger to staff or offender health and safety. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Documentation of meetings.  Minutes and reports.  Interviews. 
 

Statistical Reports 
 
4-4409 
(2010 Supplement) 

Deleted January 2006. 
 
 

4-4409 
(Ref. 3-4328) 

Quarterly reports are prepared and include, at a minimum, the use of 
healthcare services by category, referrals to specialists, prescriptions written, 
laboratory and x-ray tests completed, infirmary admissions (if applicable), 
onsite or off-site hospital admissions, serious injuries or illnesses, deaths, and 
off-site transports. 
 
Comment:  Statistical reports assist in the monitoring of health care services and can 
be used to help justify the allocation of resources. 
 
Protocols:  Written policy and procedure.  Statistical report form. 
Process Indicators:  Documentation of monthly statistical reports. 
 

Internal Review and Quality Assurance 
 
4-4410 
(New) 

(MANDATORY) A system of documented internal review will be developed and 
implemented by the health authority.  The necessary elements of the system 
will include: 
 

 participating in a multidisciplinary quality improvement committee 

 collecting, trending, and analyzing of data combined with planning, 
intervening, and reassessing 

 evaluating defined data, which will result in more effective access, 
improved quality of care, and better utilization of resources 

 onsite monitoring of health service outcomes on a regular basis 
through: 
a) chart reviews by the responsible physician or his or her designee, 

including investigation of complaints and quality of health records 
b) review of prescribing practices and administration of medication 

practices 
c) systematic investigation of complaints and grievances 
d) monitoring of corrective action plans 

 reviewing all deaths in custody, suicides or suicide attempts, and 
illness outbreaks 

 implementing measures to address and resolve important problems 
and concerns identified (corrective action plans) 

 reevaluating problems or concerns to determine objectively whether 
the corrective measures have achieved and sustained the desired 
results 

 incorporating findings of internal review activities into the 
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organization’s educational and training activities 

 maintaining appropriate records (in other words, meeting minutes) of 
internal review activities 

 issuing a quarterly report to be provided to the health services 
administrator and facility or program administrator of the findings of 
internal review activities 

 requiring a provision that records of internal review activities comply 
with legal requirements on confidentiality of records 

 
Comment:  Reports can be facilitated by regular participation of the facility or 
program administrator, health administrator, and responsible physician.  Consider 
having a physician as the supervisor of the program. 
 
Protocols:  Written policy and procedure.  Record review format. 
Process Indicators:  Documentation of completed record review.  Quality 
improvement committee minutes.  Quarterly report.  Interviews. 
 

Peer Review 
 
4-4411 
(2010 Supplement) 

Revised January 2006.  (Mandatory) A documented peer review program for all 
health care practitioners and a documented external peer review program will 
be utilized for all physicians, psychologists, and dentists every two years. 
 
Comment:  The credentialing and privileging process is an integral part of assuring 
the competence of the providers for the inmate patients they treat.  This should be 
routine every two years with an ability to have an immediate review if problems of 
practice arise.  Immediate reviews are serious and only should be permitted by a 
careful decision of the most senior physician responsible for the system or institution.  
A mechanism for patient care complaints, observations by other health services 
providers, security, or other nonmedical providers should be established so that the 
responsible physician can call a panel of independent physicians to review the 
practice and practice patterns of the physician on whom the complaint(s) has (have) 
been made.  The investigation and its findings are confidential in most states by 
statute.  The responsible physician should receive the report, take indicated action, 
and be prepared to demonstrate to the auditors, within the confines of confidentiality, 
the process, process indicators, and the actions available (for example, termination 
of the physician, required education in an area, prohibition against seeing a type of 
disease entity without another physician, and so forth).  It is important that the 
auditors appreciate that the process is real and meaningful and that peer review is 
not simply a paper trail without substance. 
 
Protocols:  Written policy and procedure.  Written agreement or contract. 
Process Indicators:  Signed agreement or contract.  Peer review reports. 
 

4-4411 
(New) 

(MANDATORY) A documented external peer review program for physicians, 
mental health professionals, and dentists is used by the facility every two 
years. 
 
Comment:  The credentialing and privileging process is an integral part of assuring 
the competence of the providers for the inmate patients they treat.  This should be 
routine every two years with an ability to have an immediate review if problems of 
practice arise.  Immediate reviews are serious and only should be permitted by a 
careful decision of the most senior physician responsible for the system or institution.  
A mechanism for patient care complaints, observations by other health services 
providers, security, or other nonmedical providers should be established so that the 
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responsible physician can call a panel or independent physicians to review the 
practice and practice patterns of the physician on whom the complaint(s) has (have) 
been made.  The investigation and its findings are confidential in most states by 
statute.  The responsible physician should receive the report, take indicated action, 
and be prepared to demonstrate to the auditors, within the confines of confidentiality, 
the process, process indicators, and the actions available (for example, termination 
of the physician, required education in an area, prohibition against seeing a type of 
disease entity without another physician, and so forth).  It is important that the 
auditors appreciate that the process is real and meaningful and that peer review is 
not simply a paper trail without substance. 
 
Protocols:  Written policy and procedure.  Written agreement or contract. 
Process Indicators:  Signed agreement or contract.  Peer review reports. 
  

Staffing 
 
4-4412 
(2010 Supplement) 

Revised January 2006.  The facility uses a health care setting analysis to 
determine the essential positions needed to perform the health services 
mission and provide the defined scope of services.  A staffing plan is 
developed and implemented from this analysis.  There is an annual review of 
the staffing plan by the health authority to determine if the number and type of 
staff is adequate. 
 
Comment:  Adequate staffing is based on variables such as facility size and 
configuration, locations, and offender type.  The staffing analysis is used to 
determine the types and numbers of staff needed to provide a defined scope of 
services (medical, dental, mental health, and infirmary). 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Documentation of annual staffing plan review.  Staffing analysis 
plan.  Interviews. 
 

4-4412 
(New) 

The facility uses a staffing analysis to determine the essential positions 
needed to perform the health services mission and provide the defined scope 
of services.  A staffing plan is developed and implemented from this analysis.  
There is an annual review of the staffing plan by the health authority to 
determine if the number and type of staff is adequate. 
 
Comment:  Adequate staffing is based on variables such as facility size and 
configuration, location, and offender type.  The staffing analysis is used to determine 
the types and numbers of staff needed to provide a defined scope of services 
(medical, dental, mental health, and infirmary). 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Documentation of annual staffing plan review.  Staffing analysis 
plan.  Interviews. 
 

Health Records 
 
4-4413 
(Ref. 3-4376) 

The health record file (paper and/or electronic) is complete and contains the 
following items filed in a uniform manner: 
 

 patient identification on each sheet 

 a completed receiving screening form 

 health appraisal data forms 
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 a problem summary list 

 a record of immunizations 

 all findings, diagnoses, treatments, and dispositions 

 a record of prescribed medications and their administration records, if 
applicable 

 laboratory, x-ray, and diagnostic studies 

 the place, date, and time of health encounters 

 health service reports (for example, emergency department, dental, 
mental health, telemedicine, or other consultations) 

 an individualized treatment plan, when applicable 

 progress reports 

 a discharge summary of hospitalization and other termination 
summaries 

 a legible signature (includes electronic) and the title of the provider 
(may use ink, type, or stamp under the signature) 

 consent and refusal forms 

 release of information forms 
 
The method of recording entries in the records, the form and format of the 
records, and the procedures for their maintenance and safekeeping are 
approved by the health authority.  The health record is made available to, and 
is used for documentation by, all practitioners. 
 
Comment:  The receiving screening form should become a part of the record at the 
time of the first health encounter. 
 
Protocols:  Policy and procedure.  Health record forms. 
Process Indicators:  Health records.  Completed forms.  Interviews. 
 

Transfers 
 
4-4414 
(2010 Supplement) 

Revised January 2006.  Non-emergency offender transfers require the 
following: 
 

 health record confidentiality to be maintained 

 summaries, originals, or copies of the health record accompany the 
offender to the receiving facility.  Health conditions, treatments and 
allergies should be included in the record 

 determination of suitability for travel based on medical evaluation, with 
particular attention given to communicable disease clearance 

 written instructions regarding medication or health interventions 
required en route should be provided to transporting officers separate 
from the medical record 

 specific precautions (including standard) to be taken by transportation 
officers (for example, masks or gloves) 

 
A medical summary sheet is required for all inter- and intra-system transfers to 
maintain the provision of continuity of care.  Information included does not 
require a release of information form. 
 
Inmates confined within a correctional complex with consolidated medical 
services do not require health screening for intra-system transfers. 
 
Comment:  Transfers may be permanent or temporary (for consultative or diagnostic 
services). 
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Protocols:  Written policy and procedures.  Transfer and transportation form(s). 
Process Indicators:  Health records.  Completed forms.  Observations.  Interviews. 
 

4-4414 
(Ref. 3-4378) 

Nonemergency offender transfers require the following: 
 

 Health record confidentiality is to be maintained. 

 Summaries, originals, or copies of the health record accompany the 
offender to the receiving facility.  Health conditions, treatments, and 
allergies should be included in the record. 

 Determination of suitability for travel based on medical evaluation is 
made, with particular attention given to communicable disease 
clearance. 

 Written instructions regarding medication or health interventions 
required en route should be provided to transporting officers separate 
from the medical record. 

 Specific precautions (including standard) are to be taken by 
transportation officers (for example, masks or gloves). 

 
A medical summary sheet is required for all inter- and intrasystem transfers to 
maintain the provision of continuity of care.  Information included does not 
require a release of information form. 
 
Comment:  Transfers may be permanent of temporary (for consultative or diagnostic 
services). 
 
Protocols:  Written policy and procedures.  Transfer and transportation form(s). 
Process Indicators:  Health records.  Completed forms.  Observations.  Interviews. 
 

Inactive Records 
 
4-4415 
(Ref. 3-4379) 

Inactive health records files are retained as permanent records in compliance 
with the legal requirements of the jurisdiction.  Health record information is 
transmitted to specific and designated physicians or medical facilities in the 
community upon the written request or authorization of the offender. 
 
Comment:  Requirements for records on juveniles may vary from those for adults. 
 
Protocols:  Written policy and procedures.  Offender authorization forms. 
Process Indicators:  Completed facility request and offender authorization forms. 
 

PERFORMANCE STANDARD:  OFFENDER HYGIENE 
 
5A. Appropriate services and supplies are provided to promote the maintenance of acceptable 

levels of offender hygiene. 
 
OUTCOME MEASURES 
 

1. Number of offenders diagnosed with hygiene-related conditions (scabies, lice, or fungal infections) in 
the past 12 months divided by the average daily population in the past 12 months. 

2. Number of offender grievances related to hygiene found in favor of the offender in the past 12 months 
divided by the number of offender grievances related to hygiene in the past 12 months. 

3. Number of offender lawsuits related to hygiene found in favor of the offender in the past 12 months 
divided by the number of offender lawsuits related to hygiene in the past 12 months. 
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EXPECTED PRACTICES 
 
Clothing 
 
4-4416 
(New) 

When standard issued clothing presents a security or medical risk (for 
example, suicide observation), provisions are made to supply the offender with 
a security garment that will promote offender safety in a way that is designed 
to prevent humiliation and degradation. 
 
Comment:  None. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Documentation of security garment use.  Interviews. 
 

Bathing 
 
4-4417 
(New) 

There are sufficient bathing facilities in the medical housing unit and infirmary 
area to allow offenders housed there to bathe daily. 
 
Comment:  At least one bathing facility should be configured and equipped to 
accommodate offenders who have physical impairment or who need assistance to 
bathe. 
 
Protocols:  Policy and procedure.  Facility design diagram. 
Process Indicators:  Number of bathing facilities.  Observation.  Interviews. 
 

Washbasins 
 
4-4418 
(New) 

Offenders have access to operate washbasins with hot and cold running water 
in the medical housing unit or infirmary area at a minimum ratio of one basin 
for every 12 occupants, unless state or local building or health codes specify a 
different ratio. 
 
Comment:  None. 
 
Protocols:  Policy and procedure.  Facility design diagram. 
Process Indicators:  Ratio documentation.  Observation. 
 

Toilets 
 
4-4419 
(New) 

Offenders have access to toilets and hand-washing facilities 24 hours per day 
and are able to use toilet facilities without staff assistance when they are 
confined in the medical housing unit or in the infirmary area.  Toilets are 
provided at a minimum ratio of 1 for every 12 offenders in male facilities and 1 
for every 8 offenders in female facilities.  Urinals may be substituted for up to 
one-half of the toilets in male facilities.  All housing units with three or more 
offenders have a minimum of 2 toilets.  These ratios apply unless state or local 
building or health codes specify a different ratio. 
 
Comment:  The standard ensures the availability of toilets and requires a measure of 
privacy and control for users.  At the same time, the standard provides flexibility for 
designers and managers, who have increased options for “dry” cells if toilet facilities 
are accessible by other means (for example, pushbutton locks on cells for use during 
night hours).  Creative design approaches may increase privacy and decrease 
management problems associated with congregate facilities. 
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Protocols:  Policy and procedure.  Facility design diagrams. 
Process Indicators:  Documentation of ratio.  Observation. 
 

PERFORMANCE STANDARD:  SAFETY AND SANITATION 
 
6A. The facility or program is safe and sanitary. 
 
OUTCOME MEASURES 
 

1. Number of fire code violations corrected in the past 12 months divided by the number of fire code 
violations cited by the jurisdictional authority in the past 12 months. 

2. Number of offender injuries resulting from fires requiring medical treatment in the past 12 months 
divided by the average daily population in the past 12 months. 

3. Number of offender injuries (other than by fire) requiring medical treatment in a 12-month period 
divided by the average daily population of offenders in the past 12 months. 

4. Number of staff injuries resulting from fires requiring medical treatment in a 12-month period divided by 
the average daily population of staff in a 12-month period. 

5. Number of staff injuries (other than fire) requiring medical treatment in a 12-month period divided by the 
average daily population of staff. 

6. Number of offender lawsuits related to safety or sanitation found in favor of the offender in the past 12 
months divided by the number of offender lawsuits related to safety or sanitation in the past 12 months. 

7. Number of assaults – offender against offender, offender against staff – in the past 12 months divided 
by the average daily population in the past 12 months. 

8. Number of lost key incidents in the past 12 months. 
9. Number of health code violations corrected in the past 12 months divided by the number of health code 

violations in the past 12 months. 

 
EXPECTED PRACTICES 
 
Injury Prevention 
 
4-4420 
(New) 

There is a written plan to address offender and staff injury prevention.  The 
plan is based on an analysis of the facility’s injury experience and includes 
methods for identification of problems and preventive or corrective measures. 
 
Comment:  Offender injuries may be intentional or unintentional. 
 
Protocols:  Written policy and procedure.  Injury or incident report form. 
Process Indicators:  Documentation of injury analysis.  Completed injury or incident 
reports and investigations.  Health record entries.  Interviews. 
 

Medical and Dental Instruments 
 
4-4421 
(2010 Supplement) 

Deleted January 2006. 
 
 

4-4421 
(Ref. 3-4188) 

(MANDATORY) Medical and dental instruments and supplies (syringes, 
needles, and other sharps) are controlled and inventoried. 
 
Comment:  None. 
 
Protocols:  Written policy and procedure.  Inventory forms. 
Process Indicators:  Inventory logs and forms.  Observation.  Interviews. 
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PERFORMANCE STANDARD:  GENERAL ADMINISTRATION 
 
7A. The program is administered efficiently and responsibly. 
 
OUTCOME MEASURES 
 

 None. 
 
EXPECTED PRACTICES 
 
Goals and Objectives 
 
4-4422 
(New) 

The medical program has established measurable goals and objectives that 
are reviewed at least annually and updated, as needed. 
 
Comment:  None. 
 
Protocols:  Written policy and procedure.  Written long-range goals and policies.  
Format for periodic review and reporting.  Bylaws and constitution.  Budget and 
planning documents.  Administrative manual. 
Process Indicators:  An annual report.  Board meeting minutes.  Documentation of 
an annual review.  Monthly and quarterly reports. 
 

4-4423 
(New) 

There is an internal system for assessing the achievement of goals and 
objectives and that documents findings.  Program changes are implemented, 
as necessary, in response to findings. 
 
Comment:  Operations and programs should be implemented as outlined in the 
policies and procedures.  An audit system providing timely and periodic assessment 
of the various agency operations will reveal the degree of compliance.  The internal 
administrative audit should exist apart from any external or continuing audit 
conducted by other agencies. 
 
Protocols:  Written policy and procedure.  Internal monitoring system and forms.  
Inspection forms.  Copies of statutes. 
Process Indicators:  Inspection or internal audit reports.  Documentation of corrective 
actions taken. 
 

4-4424 
(2010 Supplement) 

Revised August 2003.  Each policy, procedure, and program in the health care 
delivery system is reviewed at least annually by the appropriate health care 
authority and revised, if necessary. 
 
Comment:  None. 
 
Protocols:  Written policy/procedure. 
Process Indicators:  Documentation of annual review. 
 

4-4424 
(Ref. 3-4329) 

Each policy, procedure, and program in the health care delivery system is 
reviewed at least annually by the appropriate health care authority and revised, 
if necessary.  Each document bears the date of the most recent review or 
revision and the signature of the reviewer. 
 
Comment:  None. 
 
Protocols:  Written policy and procedure. 
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Process Indicators:  Documentation of annual review. 
 

Offender’s Death 
 
4-4425 
(Ref. 3-4375) 

Authorities having jurisdiction are promptly notified of an offender’s death.  
Procedures specify and govern the actions to be taken in the event of the 
death of an offender. 
 
Comment:  The medical examiner or coroner should be notified of the offender’s 
death immediately.  A postmortem examination should be performed if the cause of 
death is unknown, if the death occurred under suspicious circumstances, or if the 
offender was not under current medical care. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  Documentation of actions taken. 
 

Physical Plant 
 
4-4426 
(2010 Supplement) 

Revised January 2006.  Adequate space is provided for administrative, direct 
care, professional, and clerical staff.  This space includes conference areas, 
storage room for records, a public lobby, and toilet facilities. 
 

4-4426 
(New) 

Adequate space is provided for administrative, direct care, professional, and 
clerical staff.  This space includes conference areas, a storage room for 
records, and toilet facilities. 
 
Comment:  None. 
 
Protocols:  Written policy and procedure.  Program plans and specifications. 
Process Indicators:  Observation. 
 

4-4427 
(Ref. 3-4333) 

Equipment, supplies and materials for health services are provided and 
maintained as determined by the health authority. 
 
Comment:  The type of equipment will depend on the level of health care provided in 
the institution.  Equipment should be checked and tested periodically and secured 
from inmate access. 
 
Protocols:  Written policy and procedure. 
Process Indicators:  An equipment checklist.  Inventory records. 
 

Section F:  Social Services 
 
Principle: The institution makes available the professional services necessary to meet the 

identified needs of inmates.  Such services may include individual and family 
counseling, family planning, and parent education, and programs for inmates with 
drug and alcohol addiction problems. 

 
Scope of Services 
 
4-4428 
(Ref. 3-4380) 

There is a social service program that provides a range of resources 
appropriate to the needs of inmates, including individual and family 
counseling, family planning, and parental education, and community services. 
 
Comment:  Social services provide guidance and professional assistance to inmates 
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with family and personal problems; some services may be provided through 
contractual arrangements with community agencies. 
 

4-4429 
(2010 Supplement) 

Revised August 2002.  Written policy, procedure, and practice prohibit 
discrimination on the basis of disability in the provision of services, programs, 
and activities administered for program beneficiaries and participants. 
 
Comment:  Services, programs, and activities include, but are not limited to, the 
following: 
 

 academic and vocational education (including developmental and 
rehabilitative programs) 

 work programs/work release programs (by providing reasonable 
accommodations or alternatives for offenders with disabilities so that the 
benefits of these programs, including sentence reduction credits, are 
available to offenders with disabilities) 

 recreation, exercise, and activities 

 mail, telephone, visiting 

 library 

 religious programs 

 reception and orientation 

 transportation services (to provide for safety and security, and to avoid 
undue discomfort, in light of the offender’s disabilities) 

 classification 

 food service 

 sanitation and hygiene 

 health care 

 social services 

 release 

 discipline, grievance procedure, and due process proceedings 

 safety and emergency procedures 

 access to media, courts, counsel, and law library 

 commissary/canteen 

 volunteer programs 

 psychological and psychiatric services 
 

4-4429 
(Ref. 3-4380-1) 

Written policy, procedure, and practice prohibit discrimination on the basis of 
disability in the provision of services, programs, and activities administered 
for program beneficiaries and participants. 
 
Comment:  Services, programs, and activities include, but are not limited to, the 
following: 
 

 academic and vocational education (including developmental and 
rehabilitative programs) 

 work programs/work release programs (by providing reasonable 
accommodations or alternatives for inmates with disabilities so that the 
benefits of these programs, including sentence reduction credits, are 
available to inmates with disabilities) 

 recreation, exercise, and activities 

 mail, telephone, and visiting 

 library 

 religious programs 

 reception and orientation 
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 transportation services (to provide for safety and security, and to avoid 
undue discomfort, in light of inmate’s disabilities) 

 classification 

 food service 

 sanitation and hygiene 

 health care 

 social services 

 release 

 discipline, grievance procedures, and due process proceedings 

 safety and emergency procedures 

 access to media, courts, counsel, and law library 

 commissary/canteen 

 volunteer programs 

 psychological and psychiatric services 
 

Program beneficiaries and participants include, but are not limited to:  inmates, 
family members, clergy, attorneys, volunteers, and other authorized visitors. 
 
The institution may be required to take remedial action, when necessary, to afford 
program beneficiaries and participants with disabilities an opportunity to participate in 
and enjoy the benefit of services, programs, or activities.  Remedial action may 
include, but is not limited to:  1) making reasonable modifications to policies, 
practices, or procedures, 2) providing auxiliary aids and services to the hearing and 
visually impaired, 3) constructing new or altering existing facilities, and 4) delivering 
services at alternate accessible sites. 
 

4-4429-1 
(2010 Supplement) 

Added August 2002.  Written policy, procedure, and practice provide for staff 
and offender access to an appropriately trained and qualified individual who is 
educated in the problems and challenges faced by offenders with physical 
and/or mental impairments, programs designed to educate and assist disabled 
offenders, and all legal requirements for the protection of offenders with 
disabilities. 
 
Comment:  An “appropriately trained and qualified individual,” as used in this 
standard, is one who has been designated by the warden, superintendent, or other 
authority, to coordinate efforts to comply with and carry out responsibilities defined 
by the Americans with Disabilities Act.  That individual should develop relationships 
with, and use the expertise of institutional staff, advocacy groups, nonprofit 
organizations, agencies of government, and others that have relevant knowledge 
and experience. 
 

4-4430 
(Ref. 3-4381) 

Written policy, procedure, and practice provide that institutional staff identify 
at least annually the needs of the inmate population to ensure that the 
necessary programs and services are available, including programs and 
services to meet the needs of inmates with specific types of problems. 
 
Comment:  The review should include an evaluation of academic, vocational, library, 
religious, and leisure-time programs and services. 
 

4-4431 
(Ref. 3-4382) 

Community social service resources are used to augment social services 
provided in the institution. 
 
Comment:  None. 
 

Program Coordination and Supervision 
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4-4432 
(Ref. 3-4383) 

The social services program is administered and supervised by a qualified, 
trained person with a minimum of a bachelor’s degree in the social or 
behavioral sciences or a related field. 
 
Comment:  The social services program supervisor should have an undergraduate 
degree in the social or behavioral sciences, such as psychology, social work, or 
counseling to handle the administrative and programming responsibilities.  A 
graduate degree may be an appropriate requirement for this position. 
 

Counseling 
 
4-4433 
(Ref. 3-4384) 

A planned, organized counseling program is provided by persons qualified by 
either formal education or training. 
 
Comment:  Employees assigned to full-time counselor positions should have 
sufficient training and experience to provide effective guidance to inmates.  These 
full-time employees should work solely in the social service, social work, and 
counseling specialties and do not include correctional officers and other staff who 
work closely with inmates and may provide informal counseling. 
 

4-4434 
(Ref. 3-4385) 

The institution has a formal mechanism to determine appropriate levels of 
social services staffing.  The mechanism used to determine such staffing 
levels includes at a minimum: 
 

 type of inmate population served 

 type of institution 

 legal requirements 

 goals to be accomplished 
 
The institution’s use of a “team” approach and use of paraprofessionals, 
volunteers, and students also may influence the numbers of professional staff 
required. 
 
Comment:  Social services programs can assist offenders with family and personal 
problems through supportive guidance and professional assistance.  A counseling 
program that is coordinated with the overall facility rehabilitation program can be 
effective in resolving personal and interpersonal problems. 
 

4-4435 
(Ref. 3-4386) 

Written policy, procedure, and practice provide that staff are available to 
counsel inmates upon request; provision is made for counseling and crisis 
intervention services. 
 
Comment:  Staff members should make time available, on a regularly scheduled 
basis, for appointments with inmates who request them.  Treatment offerings should 
include group therapy and group and individual counseling.  Because inmates may 
have problems that require immediate attention, at least one staff member should be 
available 24 hours a day.  Crisis intervention services should be available on an as-
needed basis to assist disturbed inmates. 
 

Counseling for Pregnant Inmates 
 
4-4436 
(Ref. 3-4387) 

Written policy, procedure, and practice require that comprehensive counseling 
and assistance are provided to pregnant inmates in keeping with their 
expressed desires in planning for their unborn children. 
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Comment:  Counseling and social services should be available from either facility 
staff or community agencies to assist inmates in making decisions such as whether 
to keep their child, give the child up for adoption, or consent to an abortion.  The 
written policy and defined procedures should be developed based on a formal legal 
opinion. 
 

Substance Abuse Programs 
 
4-4437 
(Ref. 3-4388) 

Written policy, procedure, and practice provide for substance abuse programs, 
to include monitoring and drug testing, for inmates with drug and alcohol 
addiction problems. 
 
Comment:  None. 
 

4-4438 
(2010 Supplement) 

Revised August 2009.  Where a drug treatment program exists, written policy, 
procedure, and practice provide that the alcohol and drug abuse treatment 
program has a written treatment philosophy within the context of the total 
corrections system, as well as goals and measurable objectives. 
 
Comment:  None. 
 

4-4438 
(Ref. 3-4388-1) 

Where a drug treatment program exists, written policy, procedure, and practice 
provide that the alcohol and drug abuse treatment program has a written 
treatment philosophy within the context of the total corrections system, as well 
as goals and measurable objectives.  These documents are reviewed at least 
annually and updated, as needed. 
 
Comment:  None. 
 

4-4438 – 4-4441 
(2010 Supplement) 

This following interpretation applies to all standards from 4-4438 through 4-4441. 

 
Interpretation August 2003.  The words “Where a drug program exists” are 
interpreted as a therapeutic community. 
 

4-4439 
(Ref. 3-4388-2) 

Where a drug treatment program exists, written policy, procedure, and practice 
provide for an appropriate range of primary treatment services for alcohol and 
other drug abusing inmates that include, at a minimum, the following: 
 

 inmate diagnosis 

 identified problem areas 

 individual treatment objectives 

 treatment goals 

 counseling needs 

 drug education plan 

 relapse prevention and management 

 culturally sensitive treatment objectives, as appropriate 

 the provision of self-help groups as an adjunct to treatment 

 prerelease and transitional service needs 

 coordination efforts with community supervision and treatment staff 
during the prerelease phase to ensure a continuum of supervision and 
treatment 

 
Comment:  None. 
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4-4440 
(Ref. 3-4388-3) 

Where a drug and alcohol treatment program exists, written policy, procedure, 
and practice provide that the facility uses a coordinated staff approach to 
deliver treatment services.  This approach to service delivery shall be 
documented in treatment planning conferences and individual treatment files. 
 
Comment:  None. 
 

4-4441 
(Ref. 3-4388-4) 

Where a drug and alcohol treatment program exists, written policy, procedure, 
and practice provide incentives for targeted treatment programs to increase 
and maintain the inmate’s motivation for treatment. 
 
Comment:  These incentives may include a variety of options such as preferences in 
housing, clothing, award certificates, or other items consistent with the goals of the 
facility. 
 

Section G:  Release 
 
Principle: The institution provides a structured program to help inmates make a satisfactory 

transition upon their release from incarceration. 
 
Release Preparation 
 
4-4442 
(Ref. 3-4389) 

Written policy, procedure, and practice provide that all inmates have access to 
a program of release preparation prior to their release to the community. 
 
Comment:  Inmates should have the opportunity to prepare for release and to 
understand the purpose and function of parole supervision.  Programs to prepare 
inmates for release could include the following:  lectures and discussions addressing 
the concerns of soon-to-be-released inmates; individual counseling focusing on the 
inmate’s particular needs; prerelease visits by parole officers and family members; 
and graduated release through short furloughs. 
 

Temporary and Graduated Release 
 
4-4443 
(Ref. 3-4390) 

Temporary release programs should include but not be limited to the 
following: 
 

 written operational procedures 

 careful screening and selection procedures 

 written rules of conduct and sanctions 

 a system of supervision to minimize inmate abuse of program 
privileges 

 a complete recordkeeping system 

 a system for evaluating program effectiveness 

 efforts to obtain community cooperation and support 
 
Comment:  All temporary release programs should be staffed and funded adequately 
and operated according to a detailed written plan.  Participation should be restricted 
to inmates who are eligible for release within one year and others deemed suitable, 
and selection should be based on an assessment of the potential benefits to the 
inmate and the safety of the community.  Sanctions commensurate with rule 
violations should be specified, ranging from reprimand to removal from the program. 
 

4-4444 
(Ref. 3-4391) 

Written policy, procedure, and practice include graduated release through a 
systematic decrease in supervision and corresponding increase in inmate 
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responsibility as part of the classification program. 
 
Comment:  When possible, provision should be made for work or study release, 
extended visits to family and community, or placement in a prerelease center or 
halfway house.  Supervision should be decreased systematically, and the inmate’s 
progress should be evaluated on the basis of specified behavioral criteria rather than 
on sentence, time served, or subjective judgments regarding attitude. 
 

Escorted Leaves 
 
4-4445 
(Ref. 3-4392) 

Written policy, procedure, and practice provide for escorted leaves into the 
community. 
 
Comment:  Inmates should be allowed escorted leaves of absence from the 
institution to obtain medical care not available in the institution, to visit a critically ill 
family member or attend a funeral of a family member, to participate in community 
events as a member of a group or team, or to participate in other community 
activities that can have a positive influence on the inmate. 
 

Final Release 
 
4-4446 
(Ref. 3-4393) 

Written procedures for releasing inmates at the end of their term include, but 
are not limited to, the following: 
 

 verification of identity 

 verification of release papers 

 completion of release arrangements, including notification of the 
parole authorities in the jurisdiction of release, if required 

 return of personal effects or contraband 

 check to see that no facility property leaves the facility 

 arrangements for completion of any pending action, such as 
grievances or claims for damages or lost possessions 

 medical screening and arrangements for community follow-up where 
needed 

 instructions on forwarding of mail 
 
Comment:  The release process should ensure that all matters relating to the facility 
are completed.  If released to another agency or facility, everyone involved should 
understand what is to occur with respect to timing, expectations, forwarding of 
records, and responsibility for completing the transfer. 
 

4-4447 
(Ref. 3-4393-1) 

Written policy, procedure, and practice provide that consistent with the law of 
the jurisdiction, there is a system for providing notification to the registered 
victim(s) of a crime prior to any release from confinement of the convicted 
inmate and/or escape from custody.  Follow-up notification to victim(s) occurs 
when escapees are returned to custody. 
 
Comment:  An increasing number of jurisdictions are requiring notification of the 
victims of criminal act(s) prior to release of the person(s) convicted of the crime.  
When such legislation exists, the facility should provide the staff with a clear set of 
instructions to implement the legislation. 
 

4-4447-1 
(2010 Supplement) 

Added January 2006.  Written policy, procedure, and practice provide that 
designated staff are responsible for coordination of victim’s programs and that 
curriculum is established for providing training to staff involved with victim’s 
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issues.  This curriculum includes the following topics: 
 

 specific services available to crime victims 

 changes in laws impacting victims 

 way(s) of gaining access to the services 

 confidentiality of victim information 

 way(s) for victims to communicate complaints and other concerns 

 program evaluation measures, which include victim input regarding the 
effectiveness of services and ways for them to make suggestions 
regarding agency policies and practices intended to assist crime 
victims 

 
Comment:  None. 
 

5. Inmate Programs 
 

Section A:  Work and Correctional Industries 
 
Principle:  A written body of policy and procedure governs the institution’s work programs for 

inmates, including correctional industries.  Policy and procedure address 
federal, state, and local regulations, the inmate workday, and compensation for 
work performed. 

 
Inmate Work Plan 
 
4-4448 – 4-4464 
(2010 Supplement) 

The following interpretation applies to all standards from 4-4448 through 4-4464. 
 
Interpretation January 2002.  This standard is applicable to all facilities.  For 
reception and diagnostic centers, the standard is applicable to all facilities.  
For reception and diagnostic centers, the standard only applies as follows: 
 

1. To reception and diagnostic centers with an average offender length of 
stay of 90 days or longer. 

2. To reception and diagnostic centers with a cadre of offenders who are 
expected to serve more than 90 days of confinement within the facility 
or for those sentenced offenders awaiting transfer to another facility 
whose stay exceeds 90 days. 

 
Comment:  An inmate work program may include industrial, agricultural, 
maintenance, and service jobs.  The plan should provide for employment for all 
eligible inmates although every inmate may not be actively involved in the plan all of 
the time. 
  

4-4448 
(Ref. 3-4394) 

The institution maintains a written plan for full-time work and/or program 
assignments for all inmates in the general population. 
 
Comment:  An inmate work program may include industrial, agricultural, 
maintenance, and service jobs.  The plan should provide for employment for all 
eligible inmates although every inmate may not be actively involved in the plan all of 
the time. 
 

4-4449 
(2010 Supplement) 

Revised August 2008.  Written policy, procedure, and practice can require all 
eligible inmates to work unless assigned to an approved education or training 
program.  Inmates have the option of refusing to participate in any 

The City of Taft 

California Department of Corrections and Rehabilitation 

Scope of Work - Attachments

Agreement Number 5600004097 

Exhibit A 

Amendment 5 

Attachment 19

Page 143 of 174



Standards for Adult Correctional Institutions 
 

rehabilitation or treatment program except adult basic education and programs 
required by statute or ordered by the sentencing court or paroling authority. 
 
Comment:  All eligible inmates are expected to participate in work assignments, adult 
basic education programs, and programs ordered by the sentencing court or paroling 
authority or required by statute.  Failure to participate in programs may result in 
administrative action. 
 

4-4449 
(Ref. 3-4395) 

Written policy, procedure, and practice can require all able-bodied inmates to 
work unless assigned to an approved education or training program.  Inmates 
have the option of refusing to participate in any rehabilitation or treatment 
program except adult basic education and programs required by statute or 
ordered by the sentencing court or paroling authority. 
 
Comment:  All able-bodied inmates are expected to participate in work assignments, 
adult basic education programs, and programs ordered by the sentencing court or 
paroling authority or required by statute.  Failure to participate in programs may 
result in administrative action. 
 

4-4450 
(Ref. 3-4396) 

The inmate work plan provides for employment for inmates with disabilities. 
 
Comment:  None. 
 

Work Opportunities 
 
4-4451 
(2010 Supplement) 

Comment:  Whenever possible, inmates should gain work experience relevant to the 
current job market; assignments for female inmates should expand beyond the 
traditional tasks assigned to women. 
 

4-4451 
(Ref. 3-4397) 

The institution provides a variety of work assignments that afford inmates an 
opportunity to learn job skills and develop good work habits and attitudes that 
they can apply to jobs after they are released. 
 
Comment:  Whenever possible, inmates should gain work experience relevant to the 
current job market; assignments for female inmates should expand beyond the 
traditional tasks assigned to women. 
 

4-4452 
(2010 Supplement) 

Comment:  Inmates can do many necessary jobs related to maintenance and facility 
operations.  Inmates may be assigned to construction work, conservation projects, or 
other work financed by public funds.  These programs may be housed separately 
from the main facility.  Staff supervising such inmates should be trained for such an 
assignment. 
 

4-4452 
(Ref. 3-4398) 

The facility provides opportunities for inmate employment in either 
correctional industries, facility maintenance, operations, public works, or 
community projects. 
 
Comment:  Many necessary jobs related to maintenance and facility operations can 
be done by inmates.  Inmates may be assigned to construction work, conservation 
projects, or other work financed by public funds.  These programs may be housed 
separately from the main facility.  Staff supervising such inmates should be trained 
for such an assignment. 
 

4-4453 
(2010 Supplement) 

Comment:  The institution should actively pursue cooperation from labor and industry 
to help plan and evaluate its work programs and assist in work release, job training, 
and job placement.  The establishment of advisory boards or joint councils should be 

The City of Taft 

California Department of Corrections and Rehabilitation 

Scope of Work - Attachments

Agreement Number 5600004097 

Exhibit A 

Amendment 5 

Attachment 19

Page 144 of 174



Standards for Adult Correctional Institutions 
 

considered. 
 

4-4453 
(Ref. 3-4399) 

Written policy, procedure, and practice provide that the staff operating inmate 
work programs use the advice and assistance of labor, business, and 
industrial organizations to assist in providing skills relevant to the job market. 
 
Comment:  The institution should actively pursue cooperation from labor and industry 
to help plan and evaluate its work programs and assist in work release, job training, 
and job placement.  The establishment of advisory boards or joint councils should be 
considered. 
 

4-4454 
(2010 Supplement) 

Comment:  The number and duration of inmate workday interruptions should be 
minimized as much as possible through rescheduling of staff assignments and 
inmate activities. 
 

4-4454 
(Ref. 3-4400) 

Written policy, procedure, and practice provide that the inmate workday 
approximates the workday in the community. 
 
Comment:  The number and duration of inmate workday interruptions should be 
minimized as much as possible through rescheduling of staff assignments and 
inmate activities. 
 

Work, Health, and Safety Standards 
 
4-4455 
(2010 Supplement) 

Comment:  The annual inspection can be conducted by a central office or regional 
safety inspector or by local qualified safety officials.  Weekly inspections must be 
conducted by the institution’s safety officer or by the industries/shop administrative 
staff; the duty officer may not conduct these inspections unless qualified to do so. 
 

4-4455 
(Ref. 3-4401) 

(MANDATORY) Written policy, procedure, and practice provide that all 
institutional work, industry, and vocational education programs meet minimum 
applicable federal, state, or local work, health, and safety standards.  There is 
documentation that the programs are inspected by federal, state, or local 
health and safety officials at least annually.  The programs also are inspected 
weekly by qualified departmental staff and monthly by a safety officer. 
 
Comment:  The annual inspection can be conducted by a central office or regional 
safety inspector or by local qualified safety officials.  Weekly inspections must be 
conducted by the institution’s safety officer or by the industries/shop administrative 
staff; the duty officer may not conduct these inspections unless qualified to do so. 
 

Correctional Industries 
 
4-4456 
(2010 Supplement) 

Comment:  None. 
 
 

4-4456 
(Ref. 3-4402) 

Where an industries program exists, there will be a statute and/or written 
policy and procedure that authorizes the establishment of an industries 
program and delineates the areas of authority, responsibility, and 
accountability for the program. 
 
Comment:  None. 
 

4-4457 
(2010 Supplement) 

Comment:  Appropriate industries staff should evaluate and choose from the pool of 
potential employees made available by the classification committee.  Responsibility 
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for separation of inmates based on work performance resides with the industries 
supervisor and is subject to review by the institution’s industries manager and to 
applicable due process standards and procedures.  Separation for reasons not 
related to job performance should be done by appropriate classification through the 
appropriate institutional committee.  Inmates separated should be referred to the 
classification committee for reassignment. 
 

4-4457 
(Ref. 3-4403) 

Written policy, procedure, and practice provide that the security and program 
determinations necessary for any individual to be eligible for industries work 
are made by the classification committee. 
 
Comment:  Appropriate industries staff should evaluate and choose from the pool of 
potential employees made available by the classification committee.  Responsibility 
for separation of inmates based on work performance resides with the industries 
supervisor and is subject to review by the institution’s industries manager and to 
applicable due process standards and procedures.  Separation for reasons not 
related to job performance should be done by appropriate classification through the 
appropriate institutional committee.  Inmates separated should be referred to the 
classification committee for reassignment. 
 

4-4458 
(2010 Supplement) 

Comment:  To ensure that realistic working conditions prevail, the industries 
management should determine the number of workers necessary to handle the 
workload.  Job descriptions outlining responsibilities and performance expectations 
should be available for each job. 
 

4-4458 
(Ref. 3-4404) 

Written policy, procedure, and practice provide that the number of inmates 
assigned to industries operations meet the realistic workload needs of each 
industries operating unit. 
 
Comment:  To ensure that realistic working conditions prevail, the industries 
management should determine the number of workers necessary to handle the 
workload.  Job descriptions outlining responsibilities and performance expectations 
should be available for each job. 
 

4-4459 
(2010 Supplement) 

Comment:  Quality control plans should include product specifications and 
tolerances or dimensions as well as production techniques, along with the use of 
appropriate measures for determining conformance to those standards.  The plans 
should also stress periodic inspections throughout the entire production process, 
including inspection of the finished product, whether such inspections are of a 
random or statistical sampling or of all products made.  Quality control records 
should be maintained and used for training purposes. 
 

4-4459 
(Ref. 3-4405) 

Each industries operating unit has a written quality control procedure that 
provides for raw material, in-process, and final product inspection. 
 
Comment:  Quality control plans should include product specifications and 
tolerances or dimensions as well as production techniques, along with the use of 
appropriate measures for determining conformance to those standards.  The plans 
should also stress periodic inspections throughout the entire production process, 
including inspection of the finished product, whether such inspections are of a 
random or statistical sampling or of all products made.  Quality control records 
should be maintained and used for training purposes. 
 

4-4460 
(2010 Supplement) 

Comment:  The cost accounting system should be based on a chart of accounts and 
a general ledger that generate data for other fiscal reports.  The system should 
include a means for recording and allocating the direct and indirect costs and the 
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administrative overhead for each operating unit. 
 

4-4460 
(Ref. 3-4406) 

A cost accounting system for each operating industries unit is designed, 
implemented, and maintained in accordance with generally accepted 
accounting principles. 
 
Comment:  The cost accounting system should be based on a chart of accounts and 
a general ledger that generate data for other fiscal reports.  The system should 
include a means for recording and allocating the direct and indirect costs and the 
administrative overhead for each operating unit. 
 

Inmate Compensation 
 
4-4461 
(2010 Supplement) 

Comment:  Inmates should be compensated so that they can make purchases from 
the canteen and accumulate funds to assist them upon their release from 
incarceration. 
 

4-4461 
(Ref. 3-4407) 

Written policy, procedure, and practice require that inmates are compensated 
for work performed.  Incentives such as monetary compensation, special 
housing, extra privileges, and good time credits should be distributed 
according to written guidelines. 
 
Comment:  Inmates should be compensated so that they can make purchases from 
the canteen and accumulate funds to assist them upon their release from 
incarceration. 
 

4-4461-1 
(2010 Supplement) 

Added January 2006.  Written policy, procedure, and practice provide that, 
consistent with the laws and legal practices within the jurisdiction, restitution 
is collected and ultimately made available to the victims of crime and/or their 
survivors.  Where supported by statute, and feasible, victim awareness 
classes are offered to help offenders understand the impact of their crimes on 
the victims, their communities, and their own families. 
 
Comment:  Victim programs should be overseen by someone in a management-level 
position who has easy access to the agency’s top leadership and who is supported 
by staff trained to respond appropriately to crime victims who contact the agency. 
 

4-4462 
(2010 Supplement) 

Comment:  Reimbursement to the institution for room and board may be required. 
 
 

4-4462 
(Ref. 3-4408) 

Private industries on the institution grounds employing inmates in positions 
normally filled by private citizens pay inmates the prevailing wage rate for the 
position occupied. 
 
Comment:  Reimbursement to the institution for room and board may be required. 
 

4-4463 
(2010 Supplement) 

Comment:  Compensation, whether as part of a work release program or an outside 
work assignment plan, should include all fringe benefits. 
 

4-4463 
(Ref. 3-4409) 

Written policy, procedure, and practice provide that inmates employed in the 
community by public or private organizations in positions normally occupied 
by private citizens are compensated at the prevailing wage rate for the position 
occupied.  Inmates receiving such compensation reimburse the jurisdiction for 
a reasonable share of its cost in maintaining them. 
 
Comment:  Compensation, whether as part of a work release program or an outside 
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work assignment plan, should include all fringe benefits. 
 

Section B:  Academic and Vocational Education 
 
Principle: A written body of policy and procedure governs the institution’s academic and 

vocational education program for inmates, including program accreditation, staff 
certification, and coordination with other institutional programs and services as 
well as the community. 

 
Comprehensive Education Program 
 
4-4464 
(2010 Supplement) 

Comment:  A needs assessment of the institutional population is used to determine 
the type and number of programs needed to meet identified needs.  A 
comprehensive education program may include other components in such areas as 
English as a second language, social and living skills, health education, pre-
employment training, occupational training, and computer literacy. 
   

4-4464 
(Ref. 3-4410) 

Written policy, procedure, and practice provide for a comprehensive education 
program, available to all inmates who are eligible, that includes the following: 

 educational philosophy and goals 

 communication skills 

 general education 

 basic academic skills 

 GED preparation 

 special education 

 vocational education 

 postsecondary education 

 other education programs as dictated by the needs of the institutional 
population 

 
Comment:  A needs assessment of the institutional population is used to determine 
the type and number of programs needed to meet identified needs.  A 
comprehensive education program may include other components in such areas as 
English as a second language, social and living skills, health education, pre-
employment training, occupational training, and computer literacy. 
 

4-4465 
(2010 Supplement) 

Revised January 2005.  Written policy, procedure, and practice provide for an 
educational program that is consistent with the needs of the inmate 
population. 
 
Comment:  While many institutions house inmates with sentences of a few days or 
weeks, there are increasing numbers that are held for longer periods.  An 
educational program for those longer-term inmates should include an evaluation of 
educational needs and a method for providing for those needs. 
 

4-4465 
(Ref. 3-4410-1) 

Written policy, procedure, and practice provide for an educational program 
that is consistent with the needs of the inmate population. 
 
Comment:  While many institutions house inmates with sentences of a few days or 
weeks, there are increasing numbers that are held for longer periods, sometimes up 
to five years.  An educational program for those longer-term inmates should include 
an evaluation of educational needs and a method for providing for those needs. 
 

4-4466 – 4-4467 This interpretation applies to all standards from 4-4466 through 4-4469. 
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(2010 Supplement)  
Interpretation January 2002.  This standard is applicable to all facilities.  For 
reception and diagnostic centers, the standard only applies as follows: 
 

1. To reception and diagnostic centers with an average offender length of 
stay of 90 days or longer 

2. To reception and diagnostic centers with a cadre of offenders who are 
expected to serve more than 90 days of confinement within the facility 
or for those sentenced offenders awaiting transfer to another facility 
whose stay exceeds 90 days. 

 
Comment:  None. 
 

4-4466 
(Ref. 3-4411) 

There is a written, standardized, competency-based curriculum supported by 
appropriate materials and classroom resources. 
 
Comment:  Standardization of curriculum assists in monitoring student progress from 
class to class or between institutions.  Emphasis should be on individual student 
progress as measured by observable or assessable instructional objectives.  
Programmed instruction, teaching machines, and educational television may be used 
in addition to traditional teaching methods. 
 

4-4467 
(Ref. 3-4412) 

Vocational training programs are integrated with academic programs and are 
relevant to the vocational needs of inmates and to employment opportunities 
in the community. 
 
Comment:  Relevant vocational training can occur through correctional industries, 
work assignments, apprenticeships, and on-the-job training.  Employment 
opportunities can be assessed through contacts with local businesses, industries, 
and trade groups. 
 

4-4468 
(2010 Supplement) 

Revised January 2005.  Written policy, procedure, and practice provide for a 
vocational program that is consistent with the needs of the inmate population. 
 
Comment:  While many institutions house inmates with sentences of a few days or 
weeks, there are increasing numbers that are held for longer periods.  A vocational 
program for those longer-term inmates should include an evaluation of vocational 
needs and a method for providing for those needs. 
 

4-4468 
(Ref. 3-4412-1) 

Written policy, procedure, and practice provide for a vocational program that is 
consistent with the needs of the inmate population. 
 
Comment:  While many institutions house inmates with sentences of a few days or 
weeks, there are increasing numbers that are held for longer periods, sometimes up 
to five years.  A vocational program for those longer-term inmates should include an 
evaluation of vocational needs and a method for providing for those needs. 
 

4-4469 – 4-4480 
(2010 Supplement) 
 

This interpretation applies to all standards from 4-4469 through 4-4480. 
 
Interpretation January 2002.  This standard is applicable to all facilities.  For 
reception and diagnostic centers, the standard only applies as follows: 
 

1. To reception and diagnostic centers with an average offender length of 
stay of 90 days or longer 

2. To reception and diagnostic centers with a cadre of offenders who are 
expected to serve more than 90 days of confinement within the facility 
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of for those sentenced offenders awaiting transfer to another facility 
whose stay exceeds 90 days. 

 
Comment:  None. 
 

4-4469 
(Ref. 3-4413) 

The institution uses business, industry, and community resources in 
developing academic and/or vocational education programs for selected 
inmates. 
 
Comment:  None. 
 

Certification and Evaluation 
 
4-4470 
(2010 Supplement) 

Revised August 2009.  Written policy, procedure, and practice provide that the 
academic and vocational education programs are recognized, certified, or 
licensed by the state department of education or other recognized agency 
having jurisdiction.  Programs up to the completion of high school and/or the 
GED are available at no cost to inmates. 
 
Comment:  None. 
 

4-4470 
(Ref. 3-4414) 

Written policy, procedure, and practice provide that the academic and 
vocational education programs are recognized, certified, or licensed by the 
state department of education or other recognized agency having jurisdiction.  
Programs up to the completion of high school and/or the GED are available at 
no cost to inmates.  Provision is made for formal recognition of specific 
educational accomplishments. 
 
Comment:  Correctional education programs must be at least equal in quality and 
requirements to equivalent programs in the community to ensure that student credits, 
certificates, and diplomas are accepted by employers and are transferable to schools 
and colleges after release.  Accreditation legitimizes the correctional education 
program and allows opportunity for self-evaluation; it also facilitates obtaining 
funding from state, federal, and private sources. 
  

4-4471 
(Ref. 3-4415) 

Written policy, procedure, and practice provide for a system whereby the 
academic and vocational training programs are assessed against stated 
objectives by qualified individuals, professional groups, and trade 
associations; this assessment is done at least every three years. 
 
Comment:  Such assessment ensures the institution’s academic and vocational 
training programs are accepted by licensing boards and trade associations, and 
helps indicate which programs should be expanded and which should be revised. 
 

Staffing Policies and Practices 
 
4-4472 
(Ref. 3-4416) 

All academic and vocational education personnel are certified by a state 
department of education or other comparable authority. 
 
Comment:  All teachers, supervisors, and administrators should be certified and 
should receive additional training to meet the special needs of inmates.  Policies 
should also provide for emergency or temporary certification to facilitate hiring 
qualified personnel who lack complete or current certification. 
 

4-4473 
Academic and vocational personnel policies and practices are comparable to 
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(Ref. 3-4417) local jurisdictions or other appropriate jurisdictions. 
 
Comment:  Personnel practices should be similar to those of the public schools in 
the locality of the institution. 
 

Inmate Assessment and Placement 
 
4-4474 
(Ref. 3-4418) 

Written policy, procedure, and practice provide for a system of academic and 
vocational counseling as well as initial screening, assessment, and evaluation 
to determine each inmate’s educational needs. 
 
Comment:  There should be a systematic procedure for screening, assessment, and 
evaluation at intake, including appropriate standardized testing, so that each inmate 
can be placed in appropriate educational programs.  Staff should be qualified to 
interpret tests and decide when additional testing is needed. 
 

4-4475 
(Ref. 3-4418-1) 

Provision is made to meet the educational and vocational needs of inmates 
who require special placement because of physical, mental, emotional, or 
learning disabilities. 
 
Comment:  Inmates should be placed in educational and vocational programs 
commensurate with their abilities, needs, and interests.  Remedial services and 
certified special education teachers should be provided, where applicable. 
  

4-4476 
(Ref. 3-4419) 

The educational program allows for flexible scheduling that permits inmates to 
enter at any time and to proceed at their own learning pace. 
 
Comment:  “Flexible scheduling” is open-entry, open-exit instruction, with emphasis 
on individualized instruction.  If a program has no vacancies, inmates may be placed 
on a waiting list. 
 

Coordination with Other Programs and Services 
 
4-4477 
(Ref. 3-4420) 

Written policy, procedure, and practice provide that comprehensive education 
programs are available to all eligible inmates at a time when the majority can 
take advantage of the programs. 
 
Comment:  Educational programs should not have to compete with work 
assignments, visitation, counseling, and so forth, but should be offered at off-peak 
program hours, in the evenings, and on weekends.  Encouragement to participate 
should be provided by using a reward system and limiting barriers to attendance. 
 

4-4478 
(Ref. 3-4421) 

The education program coordinates with other institutional services to provide 
instruction in functional social skills. 
 
Comment:  Social skills include consumer activities, life skills, and parenting/family 
life.  Courses should be coordinated with social services, leisure-time activities, and 
religious programs, as well as in a comprehensive social skills development 
program. 
 

4-4479 
(Ref. 3-4422) 

Written policy, procedure, and practice govern the maintenance and handling 
of educational/vocational records.  Students’ rights to privacy and 
confidentiality in accordance with state and federal law should be maintained. 
 
Comment:  Academic/vocational information should become a part of the master file 
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and be transferred when offenders are moved to other institutions or relocated in the 
community during prerelease.  Accurately maintained student files and records are 
part of staff accountability and are essential for program needs, assessments, and 
evaluations. 
 

4-4480 
(2010 Supplement) 

Revised August 2009.  Written policy, procedure, and practice provide 
incentives for educational participation. 
 
Comment:  Recognition of academic and vocational achievements, such as 
certification or graduation, is helpful to inmates and provides general support for 
education programs.  Incentives may include pay, access to preferred jobs and/or 
educational programs, or other special privileges. 
 

4-4480 
(Ref. 3-4422-1) 

Written policy, procedure, and practice provide incentives for educational 
participation and formal recognition of specific educational accomplishments. 
 
Comment:  Recognition of academic and vocational achievements, such as 
certification or graduation, is helpful to inmates and provides general support for 
educational programs.  Incentives may include pay, access to preferred jobs and/or 
educational programs, or other special privileges. 
 

Section C:  Recreation and Activities 
 
Principle: A written body of policy and procedure governs the institution’s recreation and 

activities programs for inmates, including program coordination and supervision, 
facilities and equipment, community interaction, and activities initiated by inmates. 

 
Comprehensive Recreational Program 
 
4-4481 
(Ref. 3-4423) 

Written policy, procedure, and practice provide for a comprehensive 
recreational program that includes leisure-time activities and outdoor exercise. 
 
Comment:  Varied forms of recreation (for example, activities in the yard, library, and 
auditorium) should be designed to consider inmates’ recreational interests. 
 

Program Coordination and Supervision 
 
4-4482 
(2010 Supplement) 

Revised August 2007.  The education and experience of the recreation 
program supervisor are taken into consideration by the appointing authority in 
determining appointment to the position.  These include education, 
correctional experience, training in recreation and/or leisure activities and the 
ability to supervise the program.  In institutions with more than 100 inmates, 
the position is full-time. 
 
Comment:  To ensure a high-quality leisure services program, it is important to have 
an administrator with training specific to recreation and/or leisure activities.  This 
position may be filled by a volunteer or contract personnel. 
 

4-4482 
(Ref. 3-4424) 

The recreation program is supervised by a qualified person who has a 
minimum of a bachelor’s degree in recreation or leisure services or the 
equivalent in combined education and experience.  In institutions with more 
than 100 inmates, this position is full-time. 
 
Comment:  To ensure a high-quality leisure services program, it is important to have 
an administrator with training specific to recreation and/or leisure activities.  This 
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position may be filled by a volunteer or contract personnel. 
 

4-4483 
(Ref. 3-4425) 

Written policy, procedure, and practice provide for the selection, training, and 
use of inmates as recreation program assistants. 
 
Comment:  None. 
 

Equipment and Facilities 
 
4-4484 
(Ref. 3-4426) 

Facilities and equipment suitable for the planned leisure activities are available 
in proportion to the inmate population and are maintained in good condition. 
 
Comment:  Facilities should include the following:  an outdoor recreation area; a 
gymnasium with seats for spectators; an auditorium with stage equipment; game 
rooms and games such as table tennis, shuffleboard, chess, checkers, cards and so 
forth; weightlifting apparatus and other physical-fitness conditioning equipment and 
space for their use; locker rooms, showers, and dressing rooms; a music room; and 
space for arts, crafts, and hobbies.  All equipment should be inspected regularly and 
repaired or replaced as necessary.  Guidelines for facilities and equipment are 
available from the National Recreation and Park Association. 
 

Interaction with the Community 
 
4-4485 
(Ref. 3-4427) 

Written policy, procedure, and practice provide for interaction with the 
community through recreational activities. 
 
Comment:  Community interaction should include bringing in volunteers to provide 
instruction and inviting local teams to compete with institution teams; it may include 
taking inmates into the community for recreational activities. 
 

Inmate Activities 
 
4-4486 
(Ref. 3-4428) 

Written policy, procedure, and practice provide for activities that are initiated 
by inmates and carried out under staff supervision. 
 
Comment:  Inmate activities include inmate publications, arts and crafts, honor 
housing, and ethnic study groups.  All inmate activities should be regulated by 
written guidelines that define the activity’s purpose and scope.  Provision should be 
made for staff supervision of all activities. 
 

Section D:  Mail, Telephone, and Visiting 
 
Principle: A written body of policy and procedure governs the institution’s mail, telephone, 

and visiting services for inmates, including mail inspection, public phone use, and 
routine and special visits. 

 
Mail 
Inmate Correspondence 
 
4-4487 
(2010 Supplement) 

Revised August 2009.  Written policy and procedure govern inmate 
correspondence. 
 
Comment:  All regulations concerning inmate correspondence should be specific in 
writing and made available to staff members, inmates, and their correspondents. 
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4-4487 
(Ref. 3-4429) 

Written policy and procedure govern inmate correspondence; the policies and 
procedures are reviewed annually and updated as necessary. 
 
Comment:  All regulations concerning inmate correspondence should be specified in 
writing and made available to staff members, inmates, and their correspondents. 
 

4-4488 
(Ref. 3-4430) 

When the inmate bears the mailing cost, there is no limit on the volume of 
letters the inmate can send or receive or on the length, language, content, or 
source of mail or publications except when there is reasonable belief that 
limitation is necessary to protect public safety or institutional order and 
security. 
 
Comment:  The number of approved correspondents for an inmate should be 
unlimited, and there should be no limit on the number of letters an inmate may send 
or receive from approved correspondents.  Limits may be placed on the use of mail 
for the conduct of an inmate business. 
 

4-4489 
(Ref. 3-4431) 

Written policy, procedure, and practice provide that indigent inmates, as 
defined in policy, receive a specified postage allowance to maintain 
community ties. 
 
Comment:  An inmate without financial resources should be provided the means to 
send a reasonable number of letters per month.  Community ties include family, 
personal friends, and so on, but not privileged communication to attorney, public 
officials, and courts. 
 

Access to Publications 
 
4-4490 
(Ref. 3-4432) 

Written policy and procedure govern inmate access to publications. 
 
Comment:  Policy and procedure should define which publications are allowed in the 
institution and how they will be inspected.  Restriction as to access should be related 
directly to maintenance of institutional order and security. 
  

Inspection of Letters and Packages 
 
4-4491 
(Ref. 3-4433) 

Written policy, procedure, and practice provide that inmate mail, both 
incoming and outgoing, may be opened and inspected for contraband.  Mail is 
read, censored, or rejected based on legitimate institutional interests of order 
and security.  Inmates are notified when incoming or outgoing letters are 
withheld in part or in full. 
 
Comment:  Case law has defined legal limits on censorship of mail.  Inmates should 
be permitted uncensored correspondence so long as the correspondence poses no 
threat to the safety and security of the institution, public officials, or the general 
public and is not being used to further illegal activities.  When inmate mail is 
censored or rejected, the inmate or author should be notified of the reasons for the 
action and have an opportunity to appeal that decision; such appeals should be 
referred to officials who did not participate in the original disapproval of the 
correspondence. 
 

4-4492 
(2010 Supplement) 

Revised August 2002.  Written policy, procedure, and practice specify that 
inmates are permitted to send sealed letters to a specified class of persons 
and organizations, including but not limited to the following:  courts; counsel; 
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officials of the confining authority; state and local chief executive officers; 
administrators of grievance systems; and members of the paroling authority.  
Staff, in the presence of the inmate, may be allowed to inspect outgoing 
privileged mail for contraband before it is sealed.  Mail to inmates from this 
specified class of persons and organizations may be opened only to inspect 
for contraband and only in the presence of the inmate, unless waived in 
writing, or in circumstances which may indicate contamination. 
 
Comment:  Suspicious mail may include packages and letter unusual in appearance 
or which appear different from mail normally received or sent by the individual; 
packages and letters of a size or shape not customarily received or sent by the 
individual; packages and letters with a city and/or state postmark that is different 
from the return address; or packages and letters leaking, stained, or emitting a 
strange or unusual odor, or which have a powdery residue. 
 

4-4492 
(Ref. 3-4434) 

Written policy, procedure, and practice specify that inmates are permitted to 
send sealed letters to a specified class of persons and organizations, 
including but not limited to the following:  courts; counsel; officials of the 
confining authority; state and local chief executive officers; administrators of 
grievance systems; and members of the paroling authority.  Staff, in the 
presence of the inmate, may be allowed to inspect outgoing privileged mail for 
contraband before it is sealed.  Mail to inmates from this specified class of 
persons and organizations may be opened only to inspect for contraband and 
only in the presence of the inmate, unless waived in writing. 
 
Comment:  None. 
 

4-4493 
(Ref. 3-4435) 

Written policy, procedure, and practice provide for the inspection of inmate 
letters and packages to intercept cash, checks, and money orders. 
 
Comment:  Cash, checks, and money orders should be removed from incoming mail 
and credited to the inmate’s account.  They should also be removed from outgoing 
mail and disposed of appropriately.  Any interception should be documented, with 
receipts given to both the sender and the addressee. 
 

4-4494 
(Ref. 3-4436) 

Written policy and procedure govern inspection for and disposition of 
contraband. 
 
Comment:  The policies and procedures should specify what should be done with 
contraband, under what conditions receipts should be given the sender and 
addressee, how seizures can be challenged, and when matters should be referred 
for prosecution. 
 

4-4495 
(2010 Supplement) 

Revised August 2006.  Written policy, procedure, and practice require that, 
excluding weekends and holidays, or emergency situations, incoming and 
outgoing letters are held for no more than 48 hours and packages (if allowed) 
are held no more than 72 hours. 
 
Interpretation August 2002.  The term “emergency situation” is interpreted as 
any significant disruption of normal facility or agency procedure, policy, or 
activity caused by riot, escape, fire, natural disaster, employee action, or other 
serious incident. 
 
Comment:  Inspection for contraband letters should take no longer than 48 hours to 
complete so that incoming letters should be distributed to inmates and outgoing 
letters sent to the post office within 48 hours of receipt.  Similarly, inspection of 

The City of Taft 

California Department of Corrections and Rehabilitation 

Scope of Work - Attachments

Agreement Number 5600004097 

Exhibit A 

Amendment 5 

Attachment 19

Page 155 of 174



Standards for Adult Correctional Institutions 
 

packages normally should take no longer than 72 hours to complete.  The standard 
does not prohibit the holding of mail for inmates who are temporarily absent from the 
facility (for example, in a hospital or court). 
 

4-4495 
(Ref. 3-4437) 

Written policy, procedure, and practice require that, excluding weekends and 
holidays, incoming and outgoing letters are held for no more than 24 hours 
and packages are held for no more than 48 hours. 
 
Comment:  Inspection for contraband in letters should take no longer than 24 hours 
to complete so that incoming letters should be distributed to inmates and outgoing 
letters sent to the post office within 24 hours of receipt.  Similarly, inspection of 
packages should take no longer than 48 hours to complete.  The standard does not 
prohibit the holding of mail for inmates who are temporarily absent from the facility 
(for example, in the hospital or court). 
 

Forwarding of Mail 
 
4-4496 
(Ref. 3-4438) 

Written policy, procedure, and practice provide for forwarding first-class 
letters and packages after an inmate’s transfer or release. 
 
Comment:  All first-class letters and packages should be forwarded provided a 
forwarding address is available.  If an address is not available, such letters and 
packages should be returned to the sender.  Postal Service policy and procedure 
should be made available to inmates. 
 

Telephone 
 
4-4497 
(Ref. 3-4439) 

Written policy, procedure, and practice provide for inmate access to public 
telephones.  Inmates with hearing and/or speech disabilities, and inmates who 
wish to communicate with parties who have such disabilities, are afforded 
access to a Telecommunications Device for the Deaf (TDD), or comparable 
equipment.  Public telephones with volume control are also made available to 
inmates with hearing impairment. 
 
Comment:  Telephone facilities should permit reasonable and equitable access to all 
inmates and permit a reasonable amount of privacy.  Procedures should specify the 
hours during which the telephone is available, the maximum length of calls, and any 
limitation on calls.  All long-distance calls should be made collect. 
 

4-4497-1 
(2010 Supplement) 

Added August 2002.  Written policy, procedure, and practice ensure that 
offenders have access to reasonably priced telephone services.  Correctional 
agencies ensure that: 
 

 contracts involving telephone services for offenders comply with all 
applicable state and federal regulations 

 contracts are based on rates and surcharges that are commensurate 
with those charged to the general public for like services.  Any 
deviation from ordinary consumer rates reflects actual costs 
associated with the provision of services in a correctional setting 

 contracts for offender telephone services provide the broadest range 
of calling options determined by the agency administrator to be 
consistent with the requirements of sound correctional management 

 
Comment:  When procuring and renewing telephone services, correctional officials 
should inquire into the reasons for proposed deviations from standard charges and 
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seek the best possible rates for the broadest possible range of calling options. 
  

Visiting 
Regular Visitation 
 
4-4498 
(Ref. 3-4440) 

Written policy, procedure, and practice provide that the number of visitors an 
inmate may receive and the length of visits may be limited only by the 
institution’s schedule, space, and personnel constraints, or when there are 
substantial reasons to justify such limitations. 
 
Comment:  Inmates should not be denied access to visits with persons of their 
choice except when the warden/superintendent or designee can present clear and 
convincing evidence that such visitation jeopardizes the safety and security of the 
institution or the visitors. 
 

4-4499 
(Ref. 3-4441-1) 

Written policy, procedure, and practice provide that written information 
regarding procedures governing visitation be made available to the inmate 
within 24 hours after arrival at the facility.  At a minimum, the information will 
include, but not be limited to, the following: 

 facility address/phone number, directions to facility, and information 
about local transportation 

 days and hours of visitation 

 approved dress code and identification requirements for visitors 

 items authorized in visitation room 

 special rules for children 

 authorized items that visitors may bring to give to the offender (for 
example, funds, pictures, and so forth) 

 special visits (for example, family emergencies) 
 
Comment:  Providing detailed information to inmates to give to their family and 
friends on visitation procedures will facilitate the visiting process and eliminate 
confusion and fear on the part of the visitor. 
 

4-4499-1 
(2010 Supplement) 

Written policy, procedure, and practice provide that inmate visiting facilities 
permit informal communication, including opportunity for physical contact.  
Devices that preclude physical contact are not used except in instances of 
substantiated security risk. 
 
Comment:  The degree of informality of inmate visiting facilities should be consistent 
with the institution’s overall security requirements. 
 

4-4499-1 
(Ref. 3-4441) 

Written policy, procedure, and practice provide that inmate visiting facilities 
permit informal communication, including opportunity for physical contact.  
Devices that preclude physical contact are not used except in instances of 
substantiated security risk. 
 
Comment:  The degree of informality of inmate visiting facilities should be consistent 
with the institution’s overall security requirements. 
 

Extended and Special Visits 
 
4-4500 
(Ref. 3-4442) 

Written policy and procedure govern special visits. 
 
Comment:  Special visits may include visits from persons who have come long 
distances, visits to hospitalized inmates, visits to inmates in disciplinary status, and 
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visits between inmates and their attorneys, clergy, social service agency 
representatives, and so forth.  Policy and procedure should specify the conditions of 
such visits. 
 

4-4500-1 
(2010 Supplement) 

Added August 2003.  Written policy, procedure, and practice require that an 
inmate is informed in a timely manner of the verifiable death or critical illness 
of an immediate family member.  In case of the critical illness of an immediate 
family member, the inmate is allowed, whenever statutes and circumstances 
allow, to go to the bedside under escort or alone. 
 
Comment:  Classification, status, geography, security level, and other specified 
criteria should determine eligibility.  “Immediate family” is usually defined as parent, 
spouse, child, sibling, grandparent, or legal guardian. 
 

4-4501 
(Ref. 3-4443) 

Where statute permits, written policy, procedure, and practice provide for 
extended visits between inmates and their families. 
 
Comment:  Policy and procedure should provide specific guidelines for determining 
which inmates are permitted extended visits with family, the length of the visit, where 
the visit should take place, and other conditions.  Inmates with appropriate security 
classifications should be permitted furloughs home of up to three days.  Also, if 
permitted by statute, the institution should provide suitable private accommodations 
for extended visits between inmates and their families on institutional grounds. 
 

4-4502 
(Ref. 3-4444) 

Written policy, procedure, and practice provide that inmates with appropriate 
security classifications are allowed furloughs to the community to maintain 
community and family ties, seek employment opportunities, and for other 
purposes consistent with the public interest. 
 
Comment:  Unescorted leaves of absence for a set period of time may be 
appropriate to allow inmates to participate in work and study release programs, 
make residential plans for parole, or any other purpose consistent with the inmate’s 
security classification. 
  

Visitor Registration 
 
4-4503 
(Ref. 3-4445) 

Written policy, procedure, and practice provide that visitors register upon 
entry into the institution and specify the circumstances under which visitors 
may be searched. 
 
Comment:  Each visitor should register his or her name, address, and relation to the 
inmate.  Staff may search visitors and their belongings following written procedure. 
 

4-4504 
(Ref. 3-4446) 

The institution provides information to visitors about transportation to the 
institution and facilitates transportation between the institution and nearby 
public transit terminals. 
 
Comment:  Institutions situated considerable distances from public transit terminals 
should try to provide transportation for visitors, particularly when transportation costs 
are significant. 
 

Section E:  Library 
 
Principle: A written body of policy and procedure governs the institution’s library program, 

including acquisition of materials, hours of availability, and staffing. 
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Comprehensive Library Services 
 
4-4505 
(Ref. 3-4447) 

The institution maintains and/or provides access to comprehensive library 
services that include, but are not limited to, a reference collection containing 
general and specialized materials, and planned and continuous acquisition of 
materials to meet the needs of the institutional staff and inmates. 
 
Comment:  The institution’s library service should be comparable to a public library, 
providing the following:  logical organization of materials for convenient use; 
circulation of materials to satisfy the needs of the users; information services; 
reader’s advisory service to help provide users with suitable materials; promotion of 
use of library materials through publicity, book lists, special programs, book and film 
discussion groups, music programs, contests, and other appropriate means; a 
congenial library atmosphere; and educational and recreational audiovisual 
materials.  The reference collection should contain specialized materials on such 
subjects as consumer skills, prerelease, finding employment, and education. 
 

Program Coordination and Supervision 
 
4-4506 
(Ref. 3-4448) 

The institution has a qualified staff person who coordinates and supervises 
library services. 
 
Comment:  This position may be full-time or part-time and may be filled by a 
volunteer or contract personnel.  If the person is not a trained librarian, he or she 
should receive training in library services. 
 

4-4507 
(2010 Supplement) 

Revised January 2003.  There is available to the institution a person with a 
master’s of library science, information resources, media services, or related 
degree who assists with coordinating and supervising library services and is 
responsible for training of all library staff. 
 
Comment:  A qualified librarian should be available to assist the staff member who 
coordinates and supervises library services in the institution. 
 

4-4507 
(Ref. 3-4449) 

There is available to the institution a person with a master of library science 
degree who assists in coordinating and supervising library services and is 
responsible for training of all library staff. 
 
Comment:  A qualified librarian should be available to assist the staff member who 
coordinates and supervises library services in the institution. 
  

Selection and Acquisition of Materials 
 
4-4508 
(Ref. 3-4450) 

Written policy defines the principles, purposes, and criteria used in the 
selection and maintenance of library materials. 
 
Comment:  Library materials should be selected to meet the educational, 
informational, and recreational needs of the inmates.  They should be easily 
accessible and regulated by a system that prevents abuse. 
 

4-4509 
(Ref. 3-4451) 

The library participates in interlibrary loan programs. 
 
Comment:  Participation in interlibrary loan programs with local and state public 
library systems can increase the materials available to inmates without increasing 
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acquisition expenses. 
 

Availability of Services 
 
4-4510 
(Ref. 3-4452) 

Library services are available daily, including evenings and weekends. 
 
Comment:  There should be no restrictions on access to library services and 
facilities.  Library services should be provided at prime program hours as well as at 
times that do not compete with work assignments, visitation, counseling, or other 
programs.  Every inmate should have access to library services.  It is preferable that 
the facility’s main library is available seven days a week; in lieu of this, library 
services are available seven days a week. 
 

Inmate Assistants 
 
4-4511 
(Ref. 3-4453) 

Written policy, procedure, and practice provide for the selection, training and 
use of inmates as library assistants. 
 
Comment:  To provide adequate access to library services, inmates should be used 
as library assistants and trained in library operation by the librarian.  Selected 
inmates can be circulation clerks and acquisition and technical processing clerks. 
 

Section F:  Religious Programs 
 
Principle: A written body of policy and procedure governs the institution’s religious programs 

for inmates, including program coordination and supervision, opportunities to 
practice the requirements of one’s faith, and use of community resources. 

 
Program Coordination and Supervision 
 
4-4512 
(Ref. 3-4454) 

There is a qualified chaplain (or chaplains) with minimum qualifications of (1) 
clinical pastoral education or equivalent specialized training and (2) 
endorsement by the appropriate religious certifying body.  The chaplain 
assures equal status and protection for all religions. 
 
Comment:  None. 
 

4-4513 
(Ref. 3-4455) 

In facilities with an average daily population of 500 or more inmates, there is a 
full-time chaplain (or chaplains).  In facilities with less then 500 inmates, 
adequate religious staffing is available. 
 
Comment:  None. 
  

4-4514 
(2010 Supplement) 

Revised August 2004.  Written policy, procedure, and practice provide that 
assigned chaplain(s) (whether they be classified employees, contract 
employees, or volunteers), in consultation with and approval from facility 
administration, plans, directs, and coordinates all aspects of the religious 
program, including approval and training of both lay and clergy volunteers 
from faiths represented by the inmate population. 
 
Comment:  The religious program should be designated to fulfill the institution’s 
responsibility of ensuring that all inmates can voluntarily exercise their constitutional 
right to religious freedom. 
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4-4514 
(Ref. 3-4456) 

The chaplain plans, directs, and coordinates all aspects of the religious 
program, including approval and training of both lay and clergy volunteers 
from faiths represented by the inmate population. 
 
Comment:  The religious program should be designed to fulfill the institution’s 
responsibility of ensuring that all inmates can voluntarily exercise their constitutional 
right to religious freedom. 
 

4-4515 
(Ref. 3-4457) 

The chaplain has physical access to all areas of the institution to minister to 
inmates and staff. 
 
Comment:  None. 
 

4-4516 
(Ref. 3-4458) 

The chaplain or designated religious staff develops and maintains close 
relationships with community religious resources. 
 
Comment:  Community resources can help augment the delivery of appropriate 
religious services on special holidays or, as needed, to meet the requirements of the 
delivery of religious faiths among inmates. 
 

4-4516 
(2010 Supplement) 

Revised August 2004.  The chaplain or designated staff develops and 
maintains close relationships with community religious resources. 
 
Comment:  Community resources can help augment the delivery of appropriate 
religious services on special holidays or, as needed, to meet the requirements of the 
diversity of religious faith among inmates. 
 

Opportunity to Practice One’s Faith 
 
4-4517 
(Ref. 3-4459) 

Written policy, procedure, and practice provide that inmates have the 
opportunity to participate in practices of their religious faith that are deemed 
essential by the faith’s judicatory, limited only by documentation showing 
threat to the safety of persons involved in such activity or that the activity 
itself disrupts order in the institution. 
 
Comment:  Religious practices include, but are not limited to, access to religious 
publications, religious symbols, congregate worship/religious services in appropriate 
space, individual and group counseling, religious study classes, and adherence to 
dietary requirements.  Inmates in administrative segregation are allowed to 
participate in such religious practices subject to the same limitations stated in the 
standard.  In determining what constitutes legitimate religious practices, the 
warden/superintendent or designee should consider whether there is a body of 
literature stating religious principles that support the practices and whether the 
practices are recognized by a group of persons who share common ethical, moral, or 
intellectual views. 
 

4-4518 
(2010 Supplement) 

Deleted August 2004. 
 
 

4-4518 
(Ref. 3-4460) 

Representatives of all faith groups are available to all inmates. 
 
Comment:  None. 
 

4-4519 
(2010 Supplement) 

Revised August 2004.  When a religious leader of an inmate’s faith is not 
represented through the chaplaincy staff or volunteers, the chaplain or 
designated staff member assists the inmate in contacting a person who has 
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the appropriate credentials from the faith judicatory.  That person ministers to 
the inmate under the supervision of the chaplain. 
 
Comment:  The religious leader can visit at designated regular times, with provision 
for emergency visits. 
 

4-4519 
(Ref. 3-4461) 

When a religious leader of an inmate’s faith is not represented through the 
chaplaincy staff or volunteers, the chaplain assists the inmate in contacting a 
person who has the appropriate credentials from the faith judicatory.  That 
person ministers to the inmate under the supervision of the chaplain. 
 
Comment:  The religious leader can visit at designated regular times, with provision 
for emergency visits. 
 

Religious Facilities and Equipment 
 
4-4520 
(Ref. 3-4462) 

Written policy, procedure, practice require that the institution provide space 
and equipment adequate for the conduct and administration of religious 
programs.  The institution makes available noninmate clerical staff for 
confidential material. 
 
Comment:  Sufficient space should be available for congregate worship/religious 
services, individual counseling, group counseling and/or religious studies, and 
chaplaincy offices.  Equipment, office supplies, and secretarial help should be 
adequate to meet the needs of the religious program.  Volunteers are acceptable as 
clerical support staff. 
 

4-4521 
(Ref. 3-4463) 

The chaplain, in cooperation with the institutional administrator or designee, 
develops and maintains communications with faith communities and approves 
donations of equipment or materials for use in religious programs. 
 
Comment:  Approval of donations helps ensure that equipment and materials are 
available for approved religious practices and helps avoid the accumulation of 
duplicate or inappropriate materials. 
 

(2010 Supplement)  Added new section: 
 
Security Threat Groups 
 
4-4530 
(2010 Supplement) 

Added January 2007.  Written policy, procedure, and practice require that 
ongoing, but not less than semi-annually, consultation takes place as 
determined by the agency or parent agency with the local Joint Terrorism Task 
Force (JTTF), or another similar agency, on all terrorism matters to include: 
 

 a list of known terrorist inmates in local custody 

 intelligence regarding inmates with suspected terrorist ties 

 information regarding specific incidents, events, or threats affecting 
the institution or detention facility that have a possible terrorism 
connection 

 
Comment:  Examples of reportable intelligence might include attempts by such 
inmates to radicalize or recruit among fellow inmates, or efforts to continue contact 
with terrorist groups in the community.  Documentation of the consultations should 
be determined by agency standards, and may include log books, e-mails exchanged 
with the JTTF or another like agency, or minutes of telephone calls. 
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Appendix A 
Classification Guidelines 
 
The following descriptions illustrate behavior characteristics typical of inmate custody levels. 
 

Typical Behavior Patterns* for Various Levels of Custody 
for Inmates in a Correctional Facility 

 

TYPICAL BEHAVIOR 
PATTERN 

CUSTODY LEVELS 

I (Minimum) II (Medium) III (Maximum) 

Risk of Escape No history of escape or 
escape attempts from 
secure or nonsecure 
settings (within past five 
years).  Length of 
sentence is three years 
or less to projected 
release date. 

No escape history 
(including flight from 
custody) during past 
seven years.  No history 
of escape attempts from 
a secure setting (within 
past five years).  Length 
of sentence is five years 
or less to projected 
release date. 

Conduct that indicates 
high probability of 
escape attempts.  
History of escape or 
escape attempts from 
secure setting during the 
past ten years.  Length 
of sentence is ten years 
or more to projected 
release date. 

Behavior No history of violent 
behavior (within past five 
years).  No pattern of 
threats or violence. 

No history of institution 
violence involving 
weapons or serious 
injury (within past five 
years).  No history of 
assault on staff (within 
past five years).  No 
pattern of serious 
institutional misconduct.  
No active participation in 
prison gangs. 

Recent history of violent 
crimes and/or violent 
institutional conduct 
within past five years.  
Active membership in 
gangs/groups advocating 
violence.  Serious 
assault on staff. 

 

*These characteristics are used only as guidelines; decisions should also be based on evaluations by 
classification committee (including mental health and security staff) to determine the proper custody level 
assignment.  Inmates also may be assigned increased or decreased levels of custody based on behavior 
during incarceration or extenuating circumstances relating to the behavior pattern. 
 

Appendix B 
Guidelines for Institution Security Levels 
 
The following descriptions illustrate the numbers and types of barriers that separate inmates from the 
community.  These guidelines are designed for illustrative purposes.  Segments may be interchanged to 
compensate for strengths or weaknesses in other segments.  Some agencies and systems use more or less 
than three levels of security.  For those systems, these guidelines can be adjusted. 
 

SECURITY 
ELEMENTS 

SECURITY LEVELS 

I (Minimum) II (Medium) III (Maximum) 

Housing Dormitories, cubicles, or 
rooms 

Rooms and/or multiple 
occupancy cells and/or 
dormitories 

Single cells, very secure, 
with heavy-duty 
hardware 

Perimeter Security None, or single fence; 
occasional patrol 

Double fence; electric 
alarm system; patrol of 
perimeter or towers 

A combination of double 
fence, wall, towers, 
and/or constant armed 
perimeter surveillance; 
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and/or an electronic 
alarm system 

Internal Security 
Measures 

Inmate census taken at 
least three times daily 

Inmate movement is 
controlled by pass 
system.  Formal census 
is taken at least four 
times daily, plus frequent 
informal census. 

Formal census is taken 
at least five times daily.  
Capability to quickly 
separate the inmates into 
smaller groups.  Inmates 
are directly supervised 
and/or escorted when 
outside cellhouse or 
living area. 

 

 

Appendix C 
Definition of “Qualified Individual” for Safety and Sanitation Inspections 
 
 Several standards refer to documentation and inspections by “qualified individuals.”  (For example, 
Building and Safety Codes, Fire Safety, Food Service, Sanitation and Hygiene, and Work and Correctional 
Industries standards.)  Such persons also may be referred to as “independent, qualified source,” “qualified 
departmental staff member,” “qualified designee,” or “qualified fire and safety officer.” 
 
 A “qualified individual” is a person whose training, education, and/or experience specifically qualifies 
him or her to do the job indicated in the standard. 
 
I. GENERAL REQUIREMENTS 
 

When a standard calls for inspections, the individual conducting them needs to be trained in the 
application of appropriate codes and regulations.  Standards do not specify the number of hours of 
training required, as this is determined in part by the tasks assigned.  At a minimum, though, the 
qualified individual must (1) be familiar with the applicable codes and regulations and their requirements; 
(2) be able to use the appropriate instruments for measuring and documenting code compliance; (3) be 
able to complete checklists and prepare the necessary reports; and (4) have the authority to make 
corrections when deficiencies are found. 

 
Training is often obtained from code officials or inspectors (fire marshals, building officials); government 
agencies that have statutory authority for inspections in a particular area (health department, labor 
department); or private organizations, such as the National Fire Protection Association.  Often the 
individual obtains written certification or approval from these authorities to conduct in-house inspections.  
When trained and certified by the above sources to do so, a central office specialist may train and assist 
facility staff to conduct inspections. 
 

II. SPECIFIC REQUIREMENTS 
  
 A.  Authority Having Jurisdiction 
 
 The term “authority having jurisdiction” is defined as follows: 
 

The authority having jurisdiction must be knowledgeable about the requirements of the National Fire 
Protection Life Safety Code.  The authority having jurisdiction may be a federal, state, local, or other 
regional department or individual, such as the fire chief, fire marshal, chief of a fire prevention bureau, 
labor department, health department, building official, electrical inspector, or others with statutory 
authority.  The authority having jurisdiction may be employed by the department/agency, provided that 
he or she is not under the authority of the facility administrator and that the report generated is referred 
to higher authorities within the department/agency independent of influence by the facility administrator 
or staff.  This rule applies no matter who generates the report. 
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The definition also applies to the terms “independent, qualified source” and “independent, outside 
source.” 
 

B.  Inspections 
 

Qualified individuals conducting the monthly and weekly inspections required in the standards may be 
institutional staff members. 
 
The qualified individual responsible for conducting monthly inspections (for example, fire and safety 
officer, safety/sanitation specialist) may be an institutional staff member trained in the application of 
jurisdictional codes and regulations.  Periodically and as needed, this individual receives assistance from 
the independent authority or central office specialist(s) on requirements and inspections.  This 
assistance may include participation in quarterly or biannual inspections.  Training for the individual 
conducting the monthly inspections may be provided by the applicable agencies or through the agency’s 
central office specialist(s). 
 
The qualified departmental staff member who conducts weekly inspections of the facility may be an 
institutional staff member who has received training in and is familiar with the safety and sanitation 
requirements of the jurisdiction.  At a minimum, on-the-job training from the facility’s safety/sanitation 
specialist or the fire and safety officer regarding applicable regulations is expected, including use of 
checklists and methods of documentation. 
 
The periodic weekly and monthly inspections may be conducted by either a combination of qualified 
individuals or one specialist, as long as the schedules and minimum qualifications described above are 
met.  Safety and sanitation inspections may be conducted by the same person, provided this individual 
is familiar with the regulations for both types of inspections.  When safety and sanitation requirements 
differ substantially, it may sometimes be necessary to call on several qualified individuals to conduct the 
inspections required by the standards.  Using more than one person is strongly recommended. 
 

III.  COMPLIANCE AUDITS 
 

In conducting standards compliance audits, Commission Visiting Committees will review documentation 
submitted by the facilities to assist them in judging the qualifications of these individuals.  In making 
compliance decisions, the audit teams will look closely at the facility’s entire program – both practices 
and results – for ensuring safety and sanitation. 
 

Appendix D 
Guidelines for the Control and Use of Flammable, Toxic, and Caustic Substances 
 
 This appendix provides definitions and recommendations to assist agencies in the application of 
standards that address the control of materials that present a hazard to staff and inmates. 
 
 Substances that do not contain any of the properties discussed in the guidelines but are labeled “Keep 
out of reach of children” or “May be harmful if swallowed” are not necessarily subject to the controls specified in 
the guidelines.  Their use and control, however, including the quantities available, should be evaluated and 
addressed in agency policy.  Questions concerning the use and control of any substance should be resolved by 
examining the manufacturer’s Material Safety Data Sheet. 
 
I.  DEFINITIONS 
 

Caustic material – A substance capable of destroying or eating away by chemical reaction. 
 
Combustible liquid – A substance with a flash point at or above 100 degrees Fahrenheit.  Classified by 
flash point as a Class II or Class III liquid. 
 
Flammable liquid – A substance with a flash point below 100 degrees Fahrenheit (37.8 degrees 
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Centigrade).  Classified by flash point as a Class I liquid. 
 
Flash point – the minimum temperature at which a liquid will give off sufficient vapors to form an ignitable 
mixture with the air near the surface of the liquid (or in the vessel used). 
 
Label – A written, printed, or graphic material, displayed on or affixed to containers of hazardous 
chemicals. 
 
Material Safety Data Sheet (MSDS) – A document required by government regulation for all hazardous 
chemical substances produced and/or sold in the United States.  Each MSDS sheet shall be in English 
and shall contain the following information:  the identity used on the label, physical and chemical 
characteristics (vapor pressure, flash point, and so forth) physical and health hazards, primary routes of 
entry, exposure limits, precautions for safe handling and use, control measures, emergency and first aid 
procedures, and the chemical manufacturer’s name, address, and telephone number. 
 
NFPA Flammability Hazard (Red) – This degree of hazard is measured by using the flash point assigned 
to the product as specified on the material safety data sheet.  (0, will not burn; 1, above 200F; 2, above 
100 and below 200F; 3, below 100F; 4, below 73F) 
 
NFPA Health Hazard (Blue) – The likelihood of a material to cause, either directly or indirectly, 
temporary or permanent injury or incapacitation due to an acute exposure by contact, inhalation, or 
ingestion.  (0, normal material; 1, slightly hazardous; 2, moderately hazardous; 3, extreme danger; 4, 
deadly) 
 
NFPA Reactivity Hazard (Yellow) – The violent chemical reaction associated with the introduction of 
water, chemicals could also polymerize, decompose or condense, become self-reactive, or otherwise 
undergo a violent chemical change under conditions of shock, pressure, or temperature.  (0, stable; 1, 
unstable if heated; 2, violent chemical change; 3, shock and heat detonate; 4, may detonate) 
 
NFPA Specific Hazard (White) – Other properties of the material that cause special problems or require 
special fire-fighting techniques (ACID=acid, ALK=alkali, COR=corrosive, OXY=oxidizer, 
P=polymerization, Y=radioactive).  
 
Personal Protective Equipment (PPE) – Equipment intended to be worn by an individual to create a 
barrier against workplace hazards. 
 
Secondary Container – A portable container into which chemicals are transferred for use. 
 
Toxic Material – A substance that through which chemical reaction or mixture can produce possible 
injury or harm to the body by entry through the skin, digestive tract, or respiratory tract.  The toxicity is 
dependent on the quantity absorbed and the rate, method, and the site of absorption and the 
concentration of the chemical. 
 

 It is possible that a substance may possess more then one of the above properties; therefore, the 
safety requirements for all applicable properties should be considered. 
 
II.  PROCEDURAL GUIDELINES 
 
 Facility staff should control the use of flammable, toxic, and caustic substances through the use of a 
comprehensive program that begins with a review of what chemicals are in use in a particular facility.  
Controlling what is purchased is the critical first step in limiting the use of dangerous materials in increasing the 
safety and security of both staff and inmates.  A thorough review process by the safety officer or other 
appropriate person or group can help to insure that the least dangerous product is used for a particular task.  
The information contained in the MSDS is critical in choosing products. 
 
 Limiting the use of extremely dangerous material whenever possible is the best method of insuring the 
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highest degree of safety for staff and inmates alike. 
 
 Diluted products with a hazardous rating (0) or (1) for health, flammability and reactivity, using the 
guidelines from the MSDS, do not meet the definition of toxic material.  Issue logs for these substances are not 
required but all containers must be labeled.  MSDS sheets must be maintained on these substances and 
readily available.  An inventory of these products should be maintained in the primary storage area for general 
control purposes but is not required at the usable area. 
 
 When more dangerous materials (2, 3, or 4) must be used, a system of inventories, issue logs, and 
controlled storage must be instituted.  At a minimum, the following areas must be addressed: 
 

1. Stored material must be dispensed and inventoried in accordance with written operating procedures. 
2. Storage areas or cabinets and/or storage areas must be kept inventoried and locked along with the 

MSDS information pertaining to the items which are contained in that area.  Flammable materials must 
be stored in accordance with all appropriate codes and approved by the authority having jurisdiction. 

3. When possible, all chemicals should be stored in their original container with the manufacturer’s label 
intact.  When chemicals are removed from the original to a secondary container, it will be labeled to 
identify the contents. 

4. The facility safety officer or other designated person must maintain a master index of all flammable, 
caustic, and toxic substances used by a facility.  Included with this will be all MSDS material on each 
substance. 

5. Spills and disposal must be addressed in accordance with the guidelines indicated on the MSDS sheet. 
6. A hazard communication program should be incorporated in the general staff training curriculum and a 

specific training program for all offenders using a particular substance should be instituted in either 
work or training activities. 

7. At least annually, the control of toxic flammable and caustic chemicals should be reviewed to insure 
continued compliance with all aspects of the program.  Any deficiencies will be addressed with 
remedial action. 

 

Appendix E 
Health Care Outcome Measures Worksheet 
 

  Health Care Outcomes   

Standard Outcome 
Measure 

Numerator/Denominator Value Outcome 
Measure 

1A (1) Number of offenders with a positive tuberculin skin 
test in the past 12 months 

  

 divided by Annual number of admissions in the past 12 months   

 (2) Number of offenders diagnosed with active 
tuberculosis in the past 12 months 

  

 divided by Average daily population in the past 12 months   

 (3) Number of conversions to a positive tuberculin skin 
test in the past 12 months 

  

 divided by Number of tuberculin skin tests given in the past 12 
months 

  

 (4) Number of offenders with a positive tuberculin skin 
test who completed prophylaxis treatment for 
tuberculosis in the past 12 months 

  

 divided by Number of offenders with a positive tuberculin skin 
test on prophylaxis treatment for tuberculosis in the 
past 12 months 

  

 (5) Number of Hepatitis C positive offenders in the past 
12 months 

  

 divided by Average daily population in the past 12 months   

 (6) Number of HIV-positive offenders in the past 12   
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months 

 divided by Average daily population in the past 12 months   

 (7) Number of HIV-positive offenders who are being 
treated with highly active antiretroviral treatment in the 
past 12 months 

  

 divided by Number of known HIV-positive offenders in the past 
12 months 

  

 (8) Number of offenders diagnosed with an Axis I 
diagnosis (excluding sole diagnosis of substance 
abuse) in the past 12 months 

  

 divided by Average daily population in the past 12 months   

 (9) Number of offender suicide attempts in the past 12 
months 

  

 divided by Average daily population in the past 12 months   

 (10) Number of offender suicides in the past 12 months   

 divided by Average daily population in the past 12 months   

 (11) Number of deaths due to homicide in the past 12 
months 

  

 divided by Average daily population in the past 12 months   

 (12) Number of deaths due to injuries in the past 12 
months 

  

 divided by Average daily population in the past 12 months   

 (13) Number of medically expected deaths in the past 12 
months 

  

 divided by Average daily population in the past 12 months   

 (14) Number of medically unexpected deaths in the past 
12 months 

  

 divided by Average daily population in the past 12 months   

 (15) Number of offender admissions to infirmary (where 
available) in the past 12 months 

  

 divided by Average daily population in the past 12 months   

 (16) Number of offender admissions to off-site hospitals in 
the past 12 months 

  

 divided by Average daily population in the past 12 months   

 (17) Number of offenders transported off-site (via 
ambulance or correctional vehicle) for treatment of 
emergency health conditions in the past 12 months 

  

 divided by Average daily population in the past 12 months   

 (18) Number of offender specialty consults completed in 
the past 12 months 

  

 divided by Number of specialty consults (onsite or off-site) 
ordered by primary health care provider (MD, NP, PA) 
in the past 12 months 

  

 (19) Number of offender grievances about access to 
healthcare services found in favor of the offender in 
the past 12 months 

  

 divided by Number of offender grievances about access to 
healthcare services in the past 12 months 

  

 (20) Number of offender grievances related to quality of 
health care found in favor of offender during a 12-
month period 

  

 divided by Number of offender grievances related to quality of 
health care during a 12-month period 

  

 (21) Number of offender grievances related to unfair   
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treatment or rights violation found in favor of the 
offender during a 12-month period 

 divided by Number of offender grievances related to unfair 
treatment or rights violation during a 12-month period 

  

 (22) Number of offender grievances related to safety or 
sanitation found in favor of the offender during a 12-
month period 

  

 divided by Number of offender grievances related to safety or 
sanitation during a 12-month period 

  

 (23) Number of offender lawsuits about access to 
healthcare services found in favor of the offender in 
the past 12 months 

  

 divided by Number of offender lawsuits about access to 
healthcare services in the past 12 months 

  

 (24) Number of individual sick call encounters in the past 
12 months 

  

 divided by Average daily population in the past 12 months   

 (25) Number of physician visit contacts in the past 12 
months 

  

 divided by Average daily population in the past 12 months   

 (26) Number of individualized dental treatment plans in the 
past 12 months 

  

 divided by Average daily population in the past 12 months   

 (27) Number of hypertensive offenders enrolled in chronic 
care clinic in the past 12 months 

  

 divided by Average daily population in the past 12 months   

 (28) Number of diabetic offenders enrolled in chronic care 
clinic in the past 12 months 

  

 divided by Average daily population in the past 12 months   

 (29) Number of incidents involving pharmaceuticals as 
contraband in the past 12 months 

  

 divided by Average daily population in the past 12 months   

 (30) Number of cardiac diets received by offenders with 
cardiac disease in the past 12 months 

  

 divided by  Number of cardiac diets prescribed in the past 12 
months 

  

 (31) Number of hypertensive diets received by offenders 
with hypertension in the past 12 months 

  

 divided by Number of hypertensive diets prescribed in the past 
12 months 

  

 (32) Number of diabetic diets received by offenders with 
diabetes in the past 12 months 

  

 divided by Number of diabetic diets prescribed in the past 12 
months 

  

 (33) Number of renal diets received by offenders with renal 
disease in the past 12 months 

  

 divided by Number of renal diets prescribed in the past 12 
months 

  

 (34) Number of needle stick injuries in the past 12 months   

 divided by Number of employees on average in the past 12 
months 

  

 (35) Number of pharmacy-dispensing errors in the past 12 
months 

  

 divided by Number of prescriptions dispensed by the pharmacy 
in the past 12 months 
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 (36) Number of nursing-medication-administration errors in 
the past 12 months 

  

 divided by Number of medications administered in the past 12 
months 

  

2A (1) Number of staff with lapsed licensure and or 
certification during a 12-month period 

  

 divided by Number of licensed and or certified staff during a 12-
month period 

  

 (2) Number of new employees during a 12-month period 
who completed orientation training prior to 
undertaking job assignments 

  

 divided by Number of new employees during a 12-month period   

 (3) Number of employees completing in-service training 
requirements 

  

 divided by Number of employees eligible   

 (4) Number of staff turnover per position category (MD, 
RN, LPN, medical records, and so forth) during a 12-
month period 

  

 divided by Number of staff positions per category   

 (5) Number of staff terminations for violation of drug-free 
work policy during a 12-month period 

  

 divided by Number of staff terminations during a 12-month period   

3A (1) Number of offender lawsuits related to unfair 
treatment or rights violation found in favor of the 
offender during a 12-month period 

  

 divided by Number of offender lawsuits related to unfair 
treatment or rights violation during a 12-month period 

  

 (2) Number of state court malpractice or torte liability 
cases found in favor of the offender during a 12-month 
period 

  

 divided by Number of state court malpractice or torte liability 
cases during a 12-month period 

  

4A (1) Number of problems identified by internal review that 
were corrected during a 12-month period 

  

 divided by Number of problems identified by internal review 
during a 12-month period 

  

 (2) Vacancy rate for full-time equivalents for each 
category within the health care staff, in other words, 
physician, nursing, midlevel practitioner, ancillary 
staff, during a 12-month period 

  

5A (1) Number of offenders diagnosed with hygiene related 
conditions (scabies, lice, fungal infections) during a 
12-month period 

  

 divided by Average daily population during a 12-month period   

 (2) Number of offender grievances related to hygiene 
found in favor of the offender during a 12-month 
period 

  

 divided by Number of offender grievances related to hygiene 
during a 12-month period 

  

 (3) Number of offender lawsuits related to hygiene found 
in favor of the offender during a 12-month period 

  

 divided by Number of offender lawsuits related to hygiene during 
a 12-month period 

  

6A (1) Number of fire code violations corrected during a 12-
month period 
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 divided by Number of fire code violations cited by jurisdictional 
authority during a 12-month period 

  

 (2) Number of offender injuries resulting from fires 
requiring medical treatment in a 12-month period 

  

 divided by Average daily population in a 12-month period   

 (3) Number of offender injuries (other than fire) requiring 
medical treatment in a 12-month period 

  

 divided by Average daily population of offenders   

 (4) Number of staff injuries resulting from fires requiring 
medical treatment in a 12-month period 

  

 divided by Average daily population of staff   

 (5) Number of staff injuries (other than fire) requiring 
medical treatment in a 12-month period 

  

 divided by Average daily population of staff   

 (6) Number of offender lawsuits related to safety or 
sanitation found in favor of the offender during a 12-
month period 

  

 divided by Number of offender lawsuits related to safety or 
sanitation during a 12-month period 

  

 (7) Number of assaults:  offender/offender, offender/staff 
during a 12-month period 

  

 divided by Average daily population   

 (8) Number of lost key incidents during a 12-month period   

 (9) Number of health code violations corrected during a 
12-month period 

  

 divided by Number of health code violations during a 12-month 
period 

  

7A None    

7B None    
 

 

Appendix F 
Organization Summary 
 
Please complete a separate summary for each agency/facility and return to the American Correctional 
Association. 
 

1. Name of Agency/Facility  __________________________________________________ 
Physical Address  _______________________________________________________ 
Mailing Address (if different from above)  _____________________________________ 
Telephone Number  ______________________________________________________ 

2. Chief Executive Officer  ___________________________________________________  
Title  __________________________________________________________________ 

 E-mail Address  _________________________________________________________ 
3. Accreditation Manager/Title  ________________________________________________ 

Telephone Number  ______________________________________________________ 
E-mail Address  _________________________________________________________ 

4. Governing Authority or Parent Agency 
5. The Agency/Facility is_____federal_____state_____county_____municipal_____private not for profit 

_____private for profit 
6. Date Agency/Facility Constructed or Established  _______________________________ 

Date of Last Renovation  __________________________________________________ 
7. State the Purpose of the Agency/Facility (attach additional pages, if necessary) 
8. Designed Facility Capacity_______________  Current Population________________ 
9. Age Range of Population 

Adults___________ Juveniles__________ Youthful Offenders __________ Age of criminal majority in 
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your jurisdiction___________ Number of offenders confined under that age__________ 
Are they housed separately from the adult population?  Yes__________ No__________ 

10. Number of Satellite Facilities/District Offices (attach additional pages if necessary) 
To be included in this accreditation?  Yes__________ No__________ 
Name of Satellite Agency/Facility  _________________________________________ 
Address  _____________________________________________________________ 
Telephone Number  ____________________________________________________ 
Distance from Main Complex  _____________________________________________ 
Number of Satellite Personnel__________ Number of Offenders___________ 
Total Number of Offenders Under Field Supervision__________ 

11. Total Number of Full-Time Staff by Category 
Administrative Support__________ Program_________ Security_________ Other_________ 

12. Average Length of Stay or Time Under Supervision:  Years_______ Months______ Days______ 
13. Security Level(s) of Supervision (number in each category): 

Maximum__________ Medium__________ Minimum__________ 
14. Physical Plant 

Number of Buildings___________ Number of Single Cells__________ 
Number of Multiple Occupancy Cells___________ Cell Square Footage___________ 
Number of Segregation Cells (Administrative and Disciplinary)__________ 
Dormitories___________ Dormitory Square Footage__________ 
Type of Medical Facility__________ 

15. Summary Description of Agency/Facility  ___________________________________ 
16. Is this agency/facility accredited by any other organization?  If yes, name and date  ___________ 
17. Attach a copy of current organizational chart for agency/facility. 
18. Attach a copy of authorizing statute or articles of incorporation. 
19. If this agency/facility is under court order/litigation, please attach a copy of appropriate documents. 

 
 Signature_____________________________ Title___________________________ 
 Print Name____________________________ Date__________________________ 
 

Appendix G 
Self-Evaluation Report 
 
The Self-Evaluation Report is required for all agencies undergoing accreditation or reaccreditation.  It must be 
submitted to ACA six weeks prior to your audit.  If you would like to receive this document electronically, or if 
you have any questions, please contact your regional manager. 
 

Agency/Facility 
 

City/State 
 

 
I certify that this agency has achieved 100 percent compliance with all applicable mandatory standards and at 
least 90 percent compliance with nonmandatory standards. 
 
Name _________________________________________________________________________________ 
Title    _________________________________________________________________________________ 
Date   _________________________________________________________________________________ 
 
Compliance Tally 

 MANDATORY NON-MANDATORY 

Number of Standards in Manual   

Number Not Applicable   

Number Applicable   

Number in Noncompliance   
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Number in Compliance   

Percentage (%) of Compliance   

 Number of Standards minus Number of Not Applicable equals Number Applicable 

 Number Applicable minus Number in Noncompliance equals Number in Compliance 

 Number in Compliance divided by Number Applicable equals Percentage of Compliance 

 
Noncompliant Standards 

 Standard # Reason for Noncompliance 

1   

2   

3   

4   

5   

6   

7   

8   

9   

10   

11   

12   

13   

14   

15   

16   

17   

18   

19   

20   

21   

22   

23   

24   

25   

 
 
Not Applicable Standards 

 Standard # Reason for Nonapplicability 

1   

2   

3   

4   

5   

6   

7   

8   

9   

10   

11   

12   

13   

14   

15   

16   

17   
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18   

19   

20   

21   

22   

23   

24   

25   

 
 
 
 

2010 ACA Standards Supplement Errata 
 
Adult Correctional Institutions (ACI), 4th Edition 
 
4-4006  Revised August 2008. 
 
4-4007  Deleted August 2008. 
 
4-4022  Deleted August 2008. 
 
4-4212 This standard is MANDATORY. 
 
4-4224 This standard is MANDATORY. 
 
4-4385 Deleted January 2008. 
 
4-4480 Revised August 2009.  Written policy, procedure, and practice provide incentives for 

educational and/or vocational participation and formal recognition of specific 
accomplishments. 

 
COMMENT:  Recognition of academic and vocational achievements, such as certification or graduation, is 
helpful to inmates and provides general support for educational programs.  Incentives may include pay, access 
to preferred jobs and/or educational programs, or other special privileges. 
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Print Name* Signature Hours Print Name* Signature Hours

* Employees are expected to complete the shift as required in the Post Assignment Schedule. 

For personnel who do not complete the shift, provide the Name and Signature of the relief who completes the shift.

MODIFIED COMMUNITY CORRECTIONAL FACILITY
DATE:___________________________
SHIFT: ___________________________

Daily Sign-In Sheet 
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Date Submitted:  __________________________ Name:  ________________________________ Title:  ______________________________________

EMPLOYEE NAME DATE CLASS DATE COMPLETED DATE OF PROV. DATE LEFT REASON DATE CDCR

OF POSITION SELECTIONS EXAM SECURITY OR EMPLOYMENT 1797

BIRTH TITLE (C/O ONLY) CLEARANCE FINAL SUBMITTED

i.e.: i.e.:  Retired,

C/O, Enter Resigned,
Last, First, MI MO/DA/YR Fiscal Officer MO/DA/YR MO/DA/YR P or F MO/DA/YR Terminated MO/DA/YR

COMPLETE IF EMPOYEE HAS LEFT

EMPLOYMENT IN THE APPLICABLE MONTH

EMPLOYEE STATUS REPORT
ENTER FACILITY NAME
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INCIDENT SITE/LOCATION INCIDENT DATE INCIDENT LOG # 
Example:  CCA Facility - Main Dining Hall Month-Day-Year CBU -FAC-YR-MO-Log# 

DESCRIPTION OF THE INCIDENT DATE REPORTED 

Ex:  Battery on an Inmate, w/o Weapon, Req UOF(OC)  Should match above date 
This check-off list is to be completed by the Incident Commander or second-line supervisor or higher in preparing the package for 
administrative review and as a means to ensure that the Use of Force Policy and its related procedures/training were adhered to.  Unless 
otherwise specified, any questions checked “No,” require an explanation in the Comments section of this review. 

1. Identify basis for the application of force? 

(Check all that apply) 

 Subdue an attacker.   Effect custody.  Overcome resistance. 

 Gain Compliance with a lawful order.  Describe the lawful order:  

2. Identify the Force option(s) utilized?  Physical strength and holds.  Handheld batons. 

 Less-lethal weapons. Model and # rounds fired:       

 Firearms. Model and #  rounds fired:       

 

  Chemical agents and/or other immobilization devices.  Specify type:______________________________________ 

3. Identify the manner in which force was applied? 

 Controlled.  Go to #4. If not controlled, then proceed to #7 to determine if staff’s actions prior to, 
during, and following the use of force were in compliance with policy, procedures and training.  Yes No 

4. Prior Manager/Administrative Officer of the Day (AOD) approval obtained and manager present?   

a. Inmate afforded a cooling-off period?  Duration      ?   

b. Was the inmate housed in a departmental hospital, infirmary, Correctional Treatment Center, 
Enhanced Outpatient Program (EOP) Unit, Mental Health Crisis Bed or Psychiatric Services 
Unit, or designated EOP level of care?  If no, go to #4c. 

  

• Were the results of the clinician’s consultation and the basis for the 1st/2nd level Manager’s 
decision documented on the CDCR 837 and in the Unit Health Record on a CDC 128B? 

  

c. If not housed in a departmental hospital, infirmary, Correctional Treatment Center, Enhanced 
Outpatient Program (EOP) Unit, Mental Health Crisis Bed or Psychiatric Services Unit, or 
designated EOP level of care, did time and circumstances allow for a Health Care consultation?  
If yes, Name/Title of Clinician:      . 

  

• Did custody staff authorize the use of OC?  If not, what was the alternate method of 
extraction as determined by custody staff?  Specify      .   

5. Tactical Team assembled and briefed?      

6. Incident video recorded?   

7. If chemical agents were used, were decontamination procedures adhered to?       N/A   

8. Inmate(s) medically evaluated prior to re-housing?   

9. Bureau of Independent Review and Office of Internal Affairs notified of inmate death, GBI, or SBI as 
a result of staff Use of Force? 
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 Yes No 

10. If one of the following conditions exists, a video-recorded interview with the affected inmate(s) is 
 required within 48 hours.  Was an interview conducted?  If yes, check the applicable condition(s).  If 
 an interview was not conducted, explain in Comments section. 

  

 GBI or SBI as a result of staff’s use of force.   
 Allegation of unnecessary or excessive force.  

  

a. Miranda Admonishment given and recorded?   

b. If the inmate declines to participate in the video interview, was the refusal video recorded?   

  c. How was the allegation made?    Verbal     Written 

11. Have you received applicable reports (e.g., CDCR 837 Part C, CDCR 7219, CDC 115, CDC 128-B, 
CDC 114-D Holding Cell Logs, etc.), from all identified staff involved in this incident prior to the end of 
his/her shift? 

  

12. Based on the information/documentation received, staff’s actions prior to the use of force were in 
compliance with policy, procedures and training? 

  

13. Based on the information/documentation received, staff’s actions during the use of force were in 
compliance with policy, procedures and training? 

  

14. Based on the information/documentation received, staff’s actions following the use of force in 
compliance with policy, procedures and training? 

  

1. Describe inmate injuries due to force used.   

**** ONLY injuries caused by the Force Option used.  
 
 

2. Why was force needed?  Describe the threat that required force to be used.  When the threat no longer existed, 
was the use of force discontinued? 

      
 
 

3. What steps were taken to minimize the need for/level of force used?  

      
 
 
Comments:  

#9 should be NA. (for most incidents) 
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INCIDENT SITE/LOCATION INCIDENT DATE INCIDENT LOG # 
                  
DESCRIPTION OF THE INCIDENT DATE REPORTED 

            

The following review is to be conducted by the Unit/Facility Manager of the affected area as a means to ensure 
that staff’s actions and non-deadly use of force were in compliance with Department/Institution policy, 
procedures and training. Unless otherwise specified, any questions checked “No,” require an explanation in the 
Comments section of this review.  

(Check all that apply). Yes No 
1. Based on the information received, I concur with the Incident Commander’s Review?   

2. Was this a controlled use of force?  If no, go on to #3.    

a. Were staff’s actions prior to the application of force within policy, training and procedures? (e.g., 
prior approval, presence of a 2nd line supervisor and manager, afforded a cool-down period, 
applicable medical consultation, video of the incident, documentation requirements, etc.) 

  

b. Did you review the video recording of the extraction (i.e., Controlled Use of Force)?     

3. Was a video interview conducted with the affected inmate due to one of the following conditions:     

 Serious Bodily Injury or Great Bodily Injury? 
 Allegation of unnecessary or excessive force? 

  

a. Did the Incident Commander record a video interview with the affected inmate(s)?   

b. Did you review this video recording?   

4. Was all applicable documentation completed and received in a timely manner?   

• Requests for additional information or clarification completed and received in a timely manner?   

• Did reports received appear consistent in the need for and description of force used?   

5. Does the CDC 837 package meet expected standards for overall quality (i.e., clear, concise and answer 
who, what, where, how and if known, why)? 

  

6. Were staff’s actions prior to the use of force in compliance with policy, procedures and training?    

7. Were staff’s actions during the use of force in compliance with policy, procedures and training?   

8. Were staff’s actions following the use of force in compliance with policy, procedure and training?      

9. If Staff’s Use of Force resulted in death, SBI, or GBI, was timely notification made to the BIR and OIA?    

 N/A  
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(Check all that apply). Yes No 
10. Does it appear that any follow-up action is necessary to correct policy, procedure or training violations?   

• If yes, describe the actions taken by you to correct the apparent policy, procedural or training violations in the 
Comments section. 

 Return to       (specify) for clarification/additional information.   

Date returned to area:       

 Other.  Explain in Comments section 

11.  Did the Incident Commander’s review properly capture and describe the need for force?      

12.  Were all reasonable steps taken to minimize the need for/level of force used?   

Comments:  (Use additional pages if necessary)  
      

The City of Taft 
California Department of Corrections and Rehabilitation 
Scope of Work - Attachments

Agreement Number 5600004097 
Exhibit A 
Amendment 5 
Attachment 12

Page 12 of 18



INCIDENT SITE/LOCATION INCIDENT DATE INCIDENT LOG # 
                  
DESCRIPTION OF THE INCIDENT DATE REPORTED 
            
 

The following review is to be conducted by the Associate Warden, Deputy Director-Division of Adult Parole Operations, 
Assistant Director OCS or OIA of the affected area.  Unless otherwise specified, any questions checked “No,” require an 
explanation in the Comments section of this review.  
 

(Check all that apply) Yes No 

1. Based on the information received, I concur with the Unit/Facility Manager’s Review?    

2. Does the CDCR 837 package meet expected standards for overall quality (i.e., clear, concise and 
answers who, what, where, how and if known, why)? 

  

3. Were staff’s actions prior to the use of force in compliance with policy, procedures and training?    

4. Were staff’s actions during the use of force in compliance with policy, procedures and training?   

5. Were staff’s actions following the use of force in compliance with policy, procedure and training?   

6. Does it appear that any follow-up action is necessary to correct policy, procedure or training 
violations? 

  

• If yes describe the actions taken by you to correct the apparent policy, procedural or training violations in the 
Comments section.  Check all that apply. 

  Return to       (specify) for clarification/additional information.  

       Date returned to area:       . 

  Other.  Explain in Comments section. 

7. Was there a threat present?  If so, did staff properly assess the threat before utilizing force?   

8. Were all appropriate steps taken to utilize the lowest level of force necessary to overcome the 
resistance encountered? 

  

If there was an allegation of unnecessary or excessive use of force, was an adequate fact-finding completed?   

 N/A  

Comments:               
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INMATE INTERVIEW GUIDELINES 

 
 
 

The Lieutenant shall conduct a video taped interview with the inmate when: 

 1.  The inmate has sustained Great Bodily Injury or Serious Bodily Injury.  
 2.  An allegation of unnecessary or excessive use of force has been made.  

This form is to be used as a tool to focus the interview.  This form is not part of the incident package.  
These are suggested questions for interviewers to follow.  Interviewers may ask any additional  

questions which are appropriate.  Do not ask questions inappropriate to the situation.   
 
 

I.  BEGINNING THE INTERVIEW: 

1.)  Lieutenant introduces SELF 
2.)  Camera operator introduces SELF/POSITION 
3.)  Lieutenant has inmate IDENTIFY self 
 
 
II. INTERVIEW FORMATS FOR GBI AND SBI: 
Start with the following:  “I will ask you specific questions and I need your answer(s) to be as specific as 
possible.”... 
1.)  On (DATE)      , you were involved in an incident which occurred (WHERE)      . 

• Date and place information gathered PRIOR to the interview 
2.)   This incident has been assigned CDC INCIDENT LOG number      . 
3.)   According to the documentation provided on the CDCR form 7219 you sustained      . 

• Describe injury as listed (i.e. 2 inch laceration above right eye) 
4.)   In your own words, explain how you received this injury and be as specific as possible. 
5.)   Have you filed an appeal on this issue? 
6.)   Inmate (NAME)      , how many staff were present when this transpired? 
7.)   Can you identify this/these staff members(s) by name? 
8.)   How many inmate witnesses were present? 
9.)  Can you identify these inmates by name? 
 

• If the inmate states he does not know/does not remember - CONCLUDE THE INTERVIEW. 
• If the inmate states he received his injury from another inmate - CONCLUDE THE 

INTERVIEW. 
• It is not necessary to prod the inmate for more information. 
• Ensure a videotaping of the inmate’s body be taken with particular attention to injury(s). 
• Have the inmate taken to medical clinic for evaluation (if this has not already been done/ 

documented clearly). 
 

 

The City of Taft 
California Department of Corrections and Rehabilitation 
Scope of Work - Attachments

Agreement Number 5600004097 
Exhibit A 
Amendment 5 
Attachment 12

Page 14 of 18



 
III. INTERVIEW FORMAT FOR ALLEGATIONS OF MISUSE OF FORCE: 
Start with the following:  “I will ask you specific questions and I need your answer(s) to be as specific as 
possible.”... 
1.)   On what day did this happen? 
2.)   Do you have an/any injury(s)?  / What is/are the nature of the injury(s)? 
3.)   How did you receive this injury? 
4.)   Did you receive appropriate medical treatment? 
5.)   Where did this happen? 
6.)   Have you filed an appeal on this issue? (Ask only if enough time has passed to allow the inmate to do so.) 
7.)   Explain who used force and EXACTLY what happened. 
8.)   Can you list inmate witnesses? 
9.)   Can you list Correctional Staff witnesses? 
10.) Request that the inmate write his account of what transpired.  Written statement should be signed, 

witnessed, and dated. 
 

• Ensure a videotaping of the inmate’s body be taken with particular attention to alleged injury(s). 
• Have the inmate taken to medical clinic for evaluation (if this has not already been done/ 

documented clearly). 
 

It is the responsibility of the Lieutenant to prepare and submit a report to the Manager.  This report shall address 
all reports reviewed and information gathered in relationship to the interview subject.  Further, it is the 
responsibility of the Lieutenant to summarize the interview statements and the results of the fact-finding.  The 
Lieutenant’s report shall include a conclusion and make a recommendation to the Manager as to actions to be 
taken. 
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REPORT OF FINDINGS – INMATE INTERVIEW 
 

(COMPLETE THIS FORM AFTER THE INTERVIEW WITH THE INMATE HAS BEEN CONDUCTED) 
(A REVIEW OF THE VIDEO TAPED INTERVIEW PRIOR TO COMPLETING FORM IS RECOMMENDED) 

(IN ALL CASES, IF THE INMATE REFUSES TO PARTICIPATE IN THE INTERVIEW, THAT REFUSAL MUST BE VIDEO RECORDED)  
 

Incident Date: Incident / Appeal / FF Log#: 

            
Inmate Name: Inmate CDC #: Date of Interview: 

                  
Name & Title of Camera Operator: If Translator Used, Name & Title: 

 N/A       

(If inmate refused to interview complete the following:) 
Refusal Date: 

      

Name & title of staff who asked the inmate to participate: 

      
Reason for Interview:  G.B.I.                Serious Injury            Allegation  (Describe) 
If allegation, specifically describe the allegation: 
      
 
Summary of statements made by the inmate during the interview: 
      
 
 
 
 
 

WITNESSES INTERVIEWED 
Inmate Name: Inmate CDC #: Housing: Date of Interview: 

1.                          
2.                          
3.                          
(If inmate refused to interview complete the following): 

Refusal Date: Name & title of staff who asked the inmate to participate: 
1.              
2.              
3.              

 
Staff Name & Title: 

POBAR 
Advisement Date: 

Date of  
Interview 

1.                    
2.                    
3.                    
Summary of statements made by witnesses: 
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REPORT OF FINDINGS 
 

REVIEW OF EVIDENCE & CONCLUSION 
The following items were reviewed and considered: 

 Incident Videotape  Staff Reports  Photographs 
 Inmate Written Statement  CDCR 7219  CDCR 602 

 Other (Describe below) 

Injury Consistent with Reported Force:   Yes       No (Explain)     Unknown (Explain) 
Conclusion (source of injury or other circumstances regarding allegation): 
      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ALLEGATIONS 
 Inmate Written Statement Attached 
 CDCR 7219 Attached 

 Photograph of Injury Attached 
 Injury Videotaped 

RECOMMENDATIONS 
LIEUTENANT’S RECOMMENDATION   

 No Further Action Required  Further Action Required  

      
Lieutenant’s Signature: Date: 

 

MANAGER’S RECOMMENDATION   
 Concur with recommendation  Do not concur (Explain below) 

      

Manager’s Signature: Date: 
 

ASSOCIATE WARDEN’S RECOMMENDATION   
 Concur with recommendation  Do not concur (Explain below) 

      
Associate Warden’s Signature: Date: 
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USE OF FORCE – NOTES          MANAGER REVIEW 1
ST

 LEVEL COMPLETE - X 

DATE REVIEWED:                  DATE CLOSED: ______________________ 

REVIEWED BY:  YOUR NAME         MANAGER REVIEW 2
ND

 LEVEL COMPLETE - X 

INCIDENT #:  CBU– LOG # 

       INCIDENT COMMANDER REVIEW COMPLETE - X 
 

INCIDENT DATE & TIME:                INCIDENT REPORT (837-A) COMPLETE - X 
INCIDENT LOCATION: 

TITLE 15 & CCR RULE:             INCIDENT REPORT SUPPLEMENT (837-A1) - X 

  

INMATES  CDC# B1 DECONTAM-    

INATION    

ANATOMICAL 

STAFF / 
INMATE 

STAFF & EMPLOYEE # B2 837C /  

Role Played 

        

        

        

        

        

        

        

        

        

        

        

        

        

        
 

CODE: 

 

USE OF FORCE: 

 

ESCORTS:  

 

EVIDENCE: 

 

NOTIFICATIONS:  

 

INJURIES:  
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POLICY 

CALIFORNIA PRISON HEALTH CARE SERVICES 

 

VOLUME 1: GOVERNANCE &ADMINISTRATION    Effective Date: 12/03 

CHAPTER 6A             Revision Date(s): 11/08/10 

UTILIZATION MANAGEMENT PROGRAM POLICY      

         

               

I.  PURPOSE 

The purpose of this policy is to provide a mechanism for maintaining quality, timely cost 
effective health care delivery, which includes: 
• Assisting in the optimal allocation of limited resources within the CPHCS health care 
delivery system, eliminating under- and over-utilization. 
• Supporting referral management, and provide prospective (pre-admission and outpatient 
authorization), concurrent (continued stay), and retrospective reviews. 
• Ensuring that services are medically necessary and provided at the appropriate 
level/source of care. 
• Ongoing monitoring of the quality of patient care, patient outcomes, and costs. 
 
II.  POLICY 

To promote the best possible patient outcomes, eliminate unnecessary cost, and ensure 
consistency in the delivery of health care services, California Prison Health Care Services 
(CPHCS) shall maintain a Utilization Management (UM) program which will ensure the 
appropriate use of limited health care resources, including medical procedures, consultations 
with specialists, diagnostic studies, inpatient beds, and outpatient beds allocated for health 
program use. 

 

The UM program encompasses the following activities: 
A. Establishing a standardized, auditable system for managing resource use. 

 

B. Implementing evidence-based medical necessity criteria statewide to reduce unnecessary 
referrals and consultations. 

 

C. Issuing standardized UM policies, procedures, forms, and processes for managing 
requests for medical services to reduce backlogs, wait times, custody and transport 
demands, and to improve access to care. 

 

D. Providing a centralized process for reviewing medical outcomes to identify cost-effective 
care and define best practices leading to a specific outcome. 

 

E. Ensuring that specialty care referrals are executed consistently within acceptable 
timeframes. 
F. Implementing a centralized system for tracking and analyzing key operating data related to 
health care costs and length of stay by institution and region. 

 

G. Providing prospective identification of high-risk patient populations that may be case 
managed to improve coordination of care and reduce future costs. 

 

H. Ensuring oversight for local institution UM operations and supporting organizational goals 
for access to care, quality outcomes, an effective and accessible specialty network, prompt 
access to hospital and infirmary resources, and cost-effective, auditable outcomes. 
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POLICY 

CALIFORNIA PRISON HEALTH CARE SERVICES 
 

I. Establishing a committee structure at headquarters and in the field to provide oversight and 
review of the UM program and ensure compliance with all UM policy and procedures. 
 

J. Ensure appropriate application of utilization criteria through inter rater reliability testing. 
 

K. Developing a work plan with annual performance objectives and associated program 
strategies. 
 
III. REVIEW CRITERIA 

All services shall be reviewed for medical necessity in compliance with California Code of 
Regulations, Title 15, Division 3, Chapter 1, Subchapter 4, Article 8, Section 3350. Any 
request for a medical service that is excluded by the applicable regulation shall be reviewed by the 
second level reviewer (the institutional Medical Executive or designee), the institutional 
UM committee and the headquarters UM committee. Recommendations for additions, 
deletions or modifications to covered services shall be documented and forwarded for review 
by the headquarters UM committee. 
 
IV. APPLICABILITY 

California Prison Health Care Services UM processes shall be applied to inpatient and selected 
outpatient medical and mental health services which are provided to CPHCS patient-inmates, by both 
departmental employees and contracted health care providers. Utilization Management activities shall 
be performed at CPHCS health care facilities, and contracted health care facilities. 
 
V.  DEFINITIONS 

Concurrent Review: Reviews to evaluate the ongoing need for acute, sub-acute, or non-acute levels 
of care, including review of admissions, continued stays and discharge planning 
activities. 

 

InterQual Criteria: A library of evidence-based clinical decision support criteria used 
extensively throughout the health care delivery system by a wide range of health care 
organizations. These criteria are supported by a clinical advisory team of over 600 academic 
experts and updated yearly. 

 

Inter Rater Reliability Testing: Evaluates the application of standardized medical 
management criteria. 

 

Medical Necessity: Health care services that are determined by the attending physician to be 
reasonable and necessary to protect life, prevent significant illness or disability, or alleviate severe 
pain, and are supported by health outcome data as being effective medical care. 

 

Prospective Review: Reviews conducted prior to services being rendered (e.g., to determine 
whether the inmate-patient’s illness necessitates the requested level of care, or if services could be 
provided at a lower level of care). 

 

Retrospective Review: Reviews to evaluate the medical necessity and appropriateness of 
treatment after it has been rendered, as well as to compare billed services with the actual 
treatment authorized. 
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CALIFORNIA PRISON HEALTH CARE SERVICES 

 
  

VI. RESPONSIBILITIES 
The Chief Executive Officer at each institution is responsible for the implementation of this 

policy at the local level. 

 

 

VII.  REFERENCES 

• California Code of Regulations, Title 15, Division 3, Chapter 1, Subchapter 4, Article 8, 

Sections 3350-3352.1. 
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POLICY 

VOLUME 1: GOVERNANCE &ADMINISTRATION    Effective Date: 12/03 

CHAPTER 6B             Revision Date(s): 11/08/10 

UTILIZATION MANAGEMENT PROGRAM REVIEW PROCEDURE      

 
 
I. PROCEDURE OVERVIEW 
The purpose of this procedure is to provide a general outline of the California Prison Health 
Care Services (CPHCS) Utilization Management (UM) review process, documentation 
requirements, UM committees, and the process for determining inter rater reliability. 
 
II. DEFINITIONS 
Medical Necessity: Health care services that are determined by the attending physician to 
be reasonable and necessary to protect life, prevent significant illness or disability, or 
alleviate severe pain, and are supported by outcome data as being effective medical care. 
 
III.PROCEDURES 
A. Utilization Management Review Process 
1. The UM review process shall include prospective, concurrent, and retrospective 
reviews. 
2. First Level Review 
The institution UM Nurse or designee in each institution will be designated as the first 
level reviewer, and will review the following using statewide program guidelines and 
criteria: 
a. Health care provider service requests 
b. Medical necessity for community hospital admissions and continued stay 
c. Requests for selected consultation, diagnostic procedures and outpatient services 
3. Second Level Review 
The Chief Medical Executive (CME) or designee is the second level reviewer and 
reviews all first level reviews. 
4. Third Level Review 
The Institution Utilization Management Committee (IUMC) is the third level reviewer. 
The IUMC shall review requests for services that do not meet medical necessity criteria 
which a provider wishes to appeal; requests for services that do not meet medical 
necessity criteria but which are approved; requests for services that are medical 
treatment services exclusions under California Code of Regulations, Title 15, 
Division 3, Chapter 1, Subchapter 4, Article 8, Section 3350; and cases of high cost, 
high risk, high risk management nature. 
5. Fourth Level Review 
The fourth and final level of review and appeal is performed by the Headquarters 
Utilization Management Committee (HUMC). 
 
B. Documentation/Forms 
1. Each health care provider requesting health care services shall complete a California 
Department of Corrections and Rehabilitation (CDCR) Form 7243, Physician Request 
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The City of Taft 
California Department of Corrections and Rehabilitation 
Scope of Work - Attachments

Agreement Number 5600004097 
Exhibit A 
Amendment 5 
Attachment 9

Page 4 of 10



 
  

November 2010  Volume1, Chapter 6A                                               5 

POLICY 

 
for Services (RFS) before rendering non-emergency services and after emergency 
services are rendered for the purpose of concurrent/retrospective review. 
2. The UM Nurse shall be responsible for maintaining and distributing all completed UM 
forms or correspondence. 
3. Forms referenced in program guidelines shall be used until they are replaced by an 
electronic medical record and reporting system. Institutions shall use the forms as 
designed. Changes or modifications to the forms shall be approved by CPHCS prior to 
use. 
4. All completed pertinent UM documentation shall be stapled together and filed by 
CDCR number according to the filing system utilized by Medical Records. UM 
documentation shall be filed in the Unit Health Record (UHR). All UM documentation 
and computer databases shall be kept on file for a minimum of three (3) years. 
Examples of pertinent documentation and computer records, to be filed in the order 
listed below, include: 
a. UM worksheet 
b. UM concurrent review and recorded data 
c. Information requests and information received 
d. Copies of other supporting documentation 
 
C. Reports 
The HUMC shall provide reports to the headquarters Quality Management Committee 
(QMC) as requested. The HUMC shall also submit the Annual UM Work-plan and the 
Annual UM Program Evaluation to the headquarters QMC. 
 
D. Headquarters Utilization Management Committee 
 
1. Overview 
The HUMC’s duties shall include, but are not limited to: 
a. Oversight of UM policies, procedures, criteria selections and standards. 
b. Development and reporting of utilization management services indicators. 
c. Analysis of trends and development of medical cost containment programs. 
d. Assessment of effectiveness and efficiency of resource allocation and management. 
e. Clearly define expectations for primary care providers. 
f. Evaluate, analyze and provide feedback on provider and institutional practice 
patterns. 
g. Provide direction for specialty care referrals and bed usage through defining 
medical necessity, selecting appropriate referral, admission and discharge criteria, 
and setting statewide standards for utilization management. 
h. Assess and recommend interventions to correct either over or under utilization of 
medical care services, including assessments of access and availability of medical 
care. 
 
2. Membership 
The HUMC will consist of the following members however only medical doctors shall 
vote on clinical issues: 
a. UM, CME (Chair) 
b. HUMC Nurse/Nurse Consultant Program Review Lead 
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c. Mental Health and Dental representatives, as needed 
d. Representatives from regional/statewide Medical and Nursing leadership 
e. Additional physician representatives appointed by the UMC 
f. Other members as determined by the committee 
 
3. Quorum 
A quorum shall exist when half of the committee’s voting members are in attendance. 
The committee may not take action on any agenda item without a quorum. 
 
4. Voting 
a. All medical doctor members each have one vote. 
b. Committee members must complete a conflict of interest disclosure form declaring 
any financial interests in organizations, products, or services referenced in 
utilization management. 
c. Members should disclose any potential conflicts of interest, via disclosure form or 
other mechanism, prior to discussion and shall abstain from voting if a conflict 
exists. Examples of conflict include: 
1) Substantial ownership of company stock related to medical supplies, 
medications, or other products recommended in particular guidelines, 
2) Service as a consultant to an organization issuing guidelines, 
3) Serving as principal researcher for company that produces medical supplies, 
medications, or other products recommended in guidelines under discussion. 
d. Committee members may determine that a conflict disclosed does not represent a 
potential for bias, and permit the member to vote. The discourse shall be 
documented in the minutes. 
 
5. Reporting Structure 
The HUMC reports to the headquarters QMC. 
 
6. Documentation 
A record of committee proceedings shall be filed by CDCR number at a secure, 
accessible Medical Program Headquarters site for at least three (3) years. At a 
minimum, that record shall describe all HUMC actions and recommendations. 
 
7. Committee Actions 
a. At least monthly, the HUMC will review data describing the following: 
1) Health care access, including backlogs in specialty care referrals, bed census 
information, and gaps in the provider network. 
2) Adherence to UM standards, including adherence to established criteria and the 
CDCR formulary. 
b. The HUMC shall be empowered to take the following actions: 
1) Develop standardized definitions for medical necessity. 
2) Develop UM policies, procedures, and standards. 
3) Recommend the adoption of specified UM criteria. 
4) Develop interventions to correct over-and-under utilization of medical, mental 
health, and dental services. 
5) Implement interventions approved by the QMC and monitor progress. 
6) Recommend strategies to improve the effectiveness and efficiency of resource 
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allocation and management. 
7) Recommend strategies to increase provider network capacity. 
8) Refer institution-specific problems with health care access and/or compliance 
with standards and criteria to local UM Committees for appropriate action. 
9) Refer professional practice issues to the Professional Practice Executive 
Committee for action. 
10) Refer quality improvement issues to QMC for action. 
11) Other actions as appropriate. 
 
C. The HUMC will develop an annual UM plan that describes: 
1) Program areas identified as highest priority for that year. 
2) Interventions scheduled for implementation. 
3) Ongoing monitoring and evaluation of priority program areas and planned 
interventions. 
4) Any other important UM activity. 
d. The UM plan will be submitted to QMC for approval. The HUMC will be 
responsible for regularly reviewing and updating the UM plan, and communicating 
progress to QMC. 
8. Confidentiality 
The proceedings and records of the committee shall be confidential and protected from 
discovery to the extent permitted by law, including, but not limited to, the California 
Evidence Code and California Civil Code. 
 
E. Institutional Utilization Management Committee 
 
1. Overview 
To both optimize patient outcomes and avoid unnecessary expenditures, CPHCS 
requires the appropriate use of specialty care, diagnostic, licensed inpatient, and other 
health care resources. The IUMC’s duties shall include, but are not limited to: 
a. Ensure compliance with all UM program policy and procedures. 
b. Regularly review and analyze data sources regarding specialty referrals, 
institutional and community hospital bed utilization. 
c. Develop and monitor corrective action plans that address over- and underutilization 
issues and specialist access to care. 
d. Ensure that institutions’ medical staff receive training on UM policies and 
procedures, and provide feedback to providers regarding adherence to policies and 
procedures. 
e. Identify gaps in provider network resources and elevate this information to the 
HUMC. 
 
2. Membership 
The IUMC will consist of the following members however, only medical doctors shall 
vote on clinical issues: 
a. CME 
b. Health Care Manager/Chief Executive Officer (HCM/CEO) 
c. Chief Physician and Surgeon 
d. Chief Nursing Executive 
e. UM Nurse 
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f. Warden, or Associate Warden for Health Care (as needed) 
g. Physician Representative 
h. Mid-level Representative 
i. Mental Health Representative (as needed) 
j. Pharmacy Representative (as needed) 
Committee members may choose a designee to serve in the event that members cannot 
attend a meeting. Designees must be approved by the IUMC. 
 
3. Quorum 
A quorum shall exist when half of the committee’s voting members are in attendance. 
The committee may not take action on any agenda item without a quorum. 
 
4. Voting 
Members each have one vote. 
a. Committee members must complete a conflict of interest disclosure form declaring 
any financial interests in organizations, products, or services referenced in clinical 
guidelines. 
b. Members should disclose any potential conflicts of interest, via disclosure form or 
other mechanism, prior to discussion and shall abstain from voting if a conflict 
exists. Examples of conflict include: 
1) Substantial ownership of company stock related to medical supplies, 
medications, or other products recommended in particular guidelines, 
2) Service as a consultant to an organization issuing guidelines, 
3) Serving as principal researcher for company that produces medical supplies, 
medications, or other products recommended in guidelines under discussion. 
c. Committee members may determine that a conflict disclosed does not represent a 
potential for bias, and permit the member to vote. The discourse shall be 
documented in the minutes. 
 
5. Reporting Structure 
The IUMC reports to the Institutional Quality Management Committee (IQMC). The 
IQMC will provide monthly reports to the HUMC. 
 
6. Documentation 
A record of committee proceedings shall be kept at a secure, accessible institutional 
medical program site for a period of three (3) years. At a minimum, that record shall 
describe all IUMC actions and recommendations. 
 
7. Committee Actions 
a. Each month, the IUMC will review: 
1) Specialty care referral data, including backlog data and application of InterQual 
criteria in the processing of referrals 
2) Bed census data, including institutional and community hospital bed usage 
3) Other available UM data, such as data regarding prescribing practices and 
orders for diagnostic or laboratory studies. 
4) Service requests for inmates due to parole in less than 90 days or where the 
potential for continuity of care can be adversely impacted by the parole date 
which can extend beyond 90 days. 
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b. Reports with this data shall be submitted monthly to the IQMC and HUMC. It is 
the IUMC’s responsibility to ensure that program utilization data and reports are 
reported accurately and on time. 
c. The IUMC shall be empowered to take the following actions: 
1) Identify areas of over and under utilization, and address these areas for focused 
review, education and interventions for the primary care provider and specialist 
communities. 
2) Coordinate the institution’s participation in regional and statewide UM 
interventions. 
3) Serve as third level reviewer for requests for services that do not meet medical 
necessity criteria but which are approved; requests for services that are medical 
treatment services exclusions under Title XV; and cases of high cost, high risk, 
and high risk management nature. 
4) Review specialty care appeals and complex cases, and make referrals as 
appropriate to the HUMC. 
5) Recommend the adoption of guidelines, the development of new UM policies or 
procedures, or the modification of existing UM policies or procedures. 
6) Identify institution interventions, practices, and guidelines that have proven 
effective and refer that information to the HUMC. 
7) Provide feedback to providers regarding adherence to policies and procedures. 
8) Work with institution training staff to develop and implement UM training 
programs to increase adherence to UM policy and procedures. 
9) Identify gaps in provider network resources and elevate this information to the 
HUMC. 
 
8. Confidentiality 
The proceedings and records of the committee shall be confidential and protected from 
discovery to the extent permitted by law, including, but not limited to, the California 
Evidence Code and California Civil Code. 
 
F. Inter-Rater Reliability 
1. The Inter-Rater Reliability (IRR) testing process evaluates consistency amongst the 
UM Regional Physician Advisors (RPA) and Nurse Consultant, Program Review 
(NCPR) staff in the application of standardized medical management criteria 
(InterQual) in the review of requests for services. 
2. Primary Reviewer IRR 
a. Method of Data Collection: Retrospective review of Routine RFS forms reviewed 
by the UM Primary Reviewer. 
b. Staff Responsible: 
1) UM CME 
2) UM support staff 
3) UM NCPR Lead 
c. Sample Size: A random sample of RFS forms done at each institution for off site 
specialist referrals will be selected. Each selected RFS will be reviewed by a 
Regional UM NCPR and /or RPA who was not involved in the initial 
determination. The review will study the application of InterQual criteria and 
accuracy of the determination. 
d. Results: An accuracy rate of 90% is the goal. If the goal is not reached, a corrective 
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action shall be initiated by the UM CME/ or NCPR Lead which may include but not 
be limited to educational activities, increased scrutiny of decisions and/or 
supervision of decisions. When compiled, results shall be included in the Annual 
UM Work plan and the Annual UM report to the QMC. 
e. Time Frame: The audit will be conducted each January, and more often at the 
discretion of the UM CME and/or NCPR Lead. 
 
3. Physician Review 
a. The UM CME shall schedule and coordinate the annual audit. The audit may 
additionally be scheduled at other times during the year at the discretion of the UM 
CME. Ten (10) random files shall be selected from routine RFS forms for off site 
specialist referrals that were reviewed by Secondary Reviewers at institutions that 
were approved, and 10 random files shall be selected that were denied. 
b. Individual UM Physician Advisors and other physician staff in UM that participate 
in the UM decision/audit process shall review at least ten (10) approvals and 
denials. 
c. An accuracy rate of no less than 90% is expected. If this rate is not achieved, a 
corrective action plan shall be initiated that includes but may not be limited to 
educational activities, supervision of the physician, and/or additional scrutiny of 
decisions. 
 
IV.REFERENCES 
• California Code of Regulations, Title 15, Division 3, Chapter 1, Subchapter 4, Article 8, 
Sections 3350-3352.1. 
• California Civil Code Section 56 et seq. 
• California Evidence Code Section 1157 
• Inmate Medical Services Policies and Procedures, Volume 4 
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MODIFIED COMMUNITY CORRECTIONAL FACILITY 
 
 

 

 
Attachment 6 -  Plata v. Brown (Schwarzenegger) and Coleman v. Brown (Schwarzenegger), 

   is hereby incorporated by reference and made part of this agreement as if 
  attached hereto. These documents can be viewed at:    
     http://www.caed.uscourts.gov/caed/Documents/90cv520o10804.pdf 
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MODIFIED COMMUNITY CORRECTIONAL FACILITY 
  

 

 

 
Attachment 7 -  Armstrong  is hereby incorporated by reference and made part of this agreement 
  as if attached hereto. These documents can be viewed at:  
 
http://www.cdcr.ca.gov/OACC/docs/Armstrong-v-Brown-BPH-Remedial-Plan-12-1-10.pdf 
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Modified Community Correctional Facility

NAME OF CENTER/FACILITY NAME OF HUB INSTITUTION DATE ADVICE RENDERED TIME ADVICE RENDERED

TITLE TELEPHONE NUMBER

SICK CALL APPOINTMENT DATE SICK CALL APPOINTMENT TIME

CMO/DESIGNEE SIGNATURE TITLE

NAME (PRINT OR TYPE) TELEPHONE NUMBER

DISTRIBUTION

ORIGINAL- CENTRAL FILE

COPY-CCC/F INMATE FILE

COPY-CARE PROVIDER, FOR ATTACHMENT TO INVOICE

INMATE HEALTH CARE ADVICE RECORD

SICK CALL APPOINTMENT LOCATION

NAME OF REQUESTING CBU OFFICIAL

NAME AND ADDRESS OF HEALTH CARE PROVIDER

TYPE OF ALIMENT DISCUSSED

ADVICE RENDERED

COURSE OF ACTION TAKEN

CDC NUMBER , NAME (LAST, FIRST, M. I., AND DATE OF BIRTH)

CONTRACT BEDS UNIT

CDC 7323 (8/91)

State of California Department of Corrections and Rehabilitation
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ONE PAGE PER EMPLOYEE AND TRANSPORT DATE.

DATE OF MEDICAL TRANSPORT:

INMATES NAME:

CDCR NUMBER:

MEDICAL LOCATION:

MEDICAL DISPOSITION:

EMPLOYEE NAME:

REGULAR WORK HOURS

REGULAR DAYS OFF

DATE OF OVERTIME

OVERTIME STARTED

OVERTIME ENDED

TOTAL OVERTIME HOURS 

RATE OF PAY PER HOUR

TOTAL AMOUNT REQUESTED FOR REIMBURSEMENT $0.00

NOTE:  Attach all appropriate documentation for each transport. (CDCR-7322 or CDCR-7323, CDCR-7317, Body Receipt, 

            Employee's Timecard)  If all documentation is not attached invoice will not be processed for payment.

(FACILITY'S NAME)

(CONTRACT NUMBER)

(MONTH & YEAR)

(FACILITY ADDRESS)

APPENDIX  A-3

SCHEDULE 1

CONTRACT BEDS UNIT

NON-ROUTINE MEDICAL TRANSPORTATION AND SECURITY OVERTIME REPORT

CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION

REIMBURSEMENT INVOICE
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City of Taft

California Department of Corrections and Rehabilitation (CDCR)

Rate Sheet

Agreement Number 5600004097                                                          

 Exhibit B3

Amendment 5

FISCAL YEAR 2015/2016 366

TYPE OF BEDS ANNUAL 

AMOUNT OF BEDS 600

TOTAL PARTICIPANT DAYS 219,600

PER DIEM AMOUNT $60.00

MONTHLY ANNUAL

PROGRAM EXPENDITURES MAXIMUM RATE TOTAL

STAFF AND BENEFIT/TAXES $428,532.55 $5,142,390.60

FOOD $89,790.00 $1,077,480.00

TRANSPORTATION $7,807.00 $93,684.00

CONSULTING/CONTRACTED SERVICES $127,310.00 $1,527,720.00

OPERATING EXPENSES $97,717.88 $1,172,614.56

PROPERTY TAX $7,089.89 $85,078.68

GENERAL LIABILITY INSURANCE $8,755.58 $105,066.96

ADMINISTRATIVE OVERHEAD $92,853.33 $1,114,239.96

CORPORATE FEE $298,558.87 $3,582,706.44

MEDICAL COVERAGE REIMBURSEMENT* ($60,415.10) ($724,981.20)

PER DIEM TOTAL $1,098,000.00 $13,176,000.00

RN COVERAGE $36,868.30 $442,419.60

GRAND TOTAL $1,134,868.30 $13,618,419.60

* Includes reimbursement for additional medical coverage (RN, LVN and .5 Physician) at rates listed on 

corresponding MRS.  To be invoiced separately from Per Diem invoice.

Monthly rate shown above is based on complete bed occupancy. If occupancy falls below 600 for any 

particular day, the monthly rate will decrease in accordance with the actual occupancy. 

 MODIFIED COMMUNITY CORRECTIONAL FACILITY

FISCAL YEAR 2015/2016 (Leap Year)

(July 1, 2015 to June 30, 2016)

TOTAL CONTRACT ALLOTMENT

 10/30/2015



City of Taft

California Department of Corrections and Rehabilitation (CDCR)
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Amendment 5

FISCAL YEAR 2016/2017 365

TYPE OF BEDS ANNUAL 

AMOUNT OF BEDS 600

TOTAL PARTICIPANT DAYS 219,000

PER DIEM AMOUNT $60.00

MONTHLY ANNUAL

PROGRAM EXPENDITURES MAXIMUM RATE TOTAL

STAFF AND BENEFIT/TAXES $429,261.05 $5,151,132.60

FOOD $89,790.00 $1,077,480.00

TRANSPORTATION $7,807.00 $93,684.00

CONSULTING/CONTRACTED SERVICES $127,310.00 $1,527,720.00

OPERATING EXPENSES $101,927.95 $1,223,135.40

PROPERTY TAX $7,231.00 $86,772.00

GENERAL LIABILITY INSURANCE $8,930.69 $107,168.28

ADMINISTRATIVE OVERHEAD $97,496.00 $1,169,952.00

CORPORATE FEE $286,389.91 $3,436,678.92

MEDICAL COVERAGE REIMBURSEMENT* ($61,143.60) ($733,723.20)

PER DEIM TOTAL $1,095,000.00 $13,140,000.00

MEDICAL COVERAGE $61,143.60 $733,723.20

GRAND TOTAL $1,156,143.60 $13,873,723.20

* Includes reimbursement for additional medical coverage (RN, LVN and .5 Physician) at rates listed on 

corresponding MRS.  To be invoiced separately from Per Diem invoice.

Monthly rate shown above is based on complete bed occupancy. If occupancy falls below 600 for any 

particular day, the monthly rate will decrease in accordance with the actual occupancy. 

TOTAL CONTRACT ALLOTMENT

 MODIFIED COMMUNITY CORRECTIONAL FACILITY

CITY OF TAFT

CONTRACT NUMBER 5600004097 - Amendment #5

FISCAL YEAR 2016/2017

(July 1, 2016 to June 30, 2017)

 10/30/2015
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FISCAL YEAR 2017/2018 365

TYPE OF BEDS ANNUAL 

AMOUNT OF BEDS 600

TOTAL PARTICIPANT DAYS 219,000

PER DIEM AMOUNT $60.00

MONTHLY ANNUAL

PROGRAM EXPENDITURES MAXIMUM RATE TOTAL

STAFF AND BENEFIT/TAXES $430,008.15 $5,160,097.80

FOOD $89,790.00 $1,077,480.00

TRANSPORTATION $7,807.00 $93,684.00

CONSULTING/CONTRACTED SERVICES $127,310.00 $1,527,720.00

OPERATING EXPENSES $107,024.35 $1,284,292.20

PROPERTY TAX $7,375.62 $88,507.44

GENERAL LIABILITY INSURANCE $9,377.22 $112,526.64

ADMINISTRATIVE OVERHEAD $99,445.92 $1,193,351.04

CORPORATE FEE $278,752.44 $3,345,029.28

MEDICAL COVERAGE REIMBURSEMENT* ($61,890.70) ($742,688.40)

PER DIEM TOTAL $1,095,000.00 $13,140,000.00

MEDICAL COVERAGE $61,890.70 $742,688.40

GRAND TOTAL $1,156,890.70 $13,882,688.40

* Includes reimbursement for additional medical coverage (RN, LVN and .5 Physician) at rates listed on 

corresponding MRS.  To be invoiced separately from Per Diem invoice.

Monthly rate shown above is based on complete bed occupancy. If occupancy falls below 600 for any 

particular day, the monthly rate will decrease in accordance with the actual occupancy. 

TOTAL CONTRACT ALLOTMENT

 MODIFIED COMMUNITY CORRECTIONAL FACILITY

CITY OF TAFT

CONTRACT NUMBER 5600004097 - Amendment #5

FISCAL YEAR 2017/2018

(July 1, 2017 to June 30, 2018)

 10/30/2015
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GRAND TOTAL FOR FY 2013/2014

(EXHIBIT B-1)

GRAND TOTAL FOR FY 2014/2015

(EXHIBIT B-2)

GRAND TOTAL FOR FY 2015/2016

(EXHIBIT B-3)

GRAND TOTAL FOR FY 2016/2017

(EXHIBIT B-4)

GRAND TOTAL FOR FY 2017/2018

(EXHIBIT B-5)

TOTAL CONTRACT AMOUNT

BASIS OF AWARD

(DVBE TO BE DONE ON THIS AMOUNT)

MODIFED COMMUNITY CORRECTIONAL FACILITY

CONTRACTOR NAME

RATE SHEET

TOTAL CONTRACT ALLOTMENT BID SUMMARY

$58,690,277.60

$3,741,620.00

$13,573,826.40

$13,618,419.60

$13,873,723.20

$13,882,688.40
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I. Purpose and Objective 
 
The Financial Management Handbook (FMH) has been developed by the CBU to provide the 
Contactor a means to accurately, properly and uniformly account and report fiscal activities 
concerning all funds associated with this Agreement Additionally, this FMH contains standardized 
forms the Contractor will be required to use for invoicing and reporting expenditures. Therefore, the 
Contractor’s accounting system must meet the Financial Accounting Standards Board and the 
Governmental Accounting Standards Board standards as the authoritative body of Generally 
Accepted Accounting Principles.  Accounting and cost reports are required so that the State, 
including the California Department of Corrections and Rehabilitation (CDCR), Contract Beds Unit 
(CBU), Department of Finance (DOF) and other State Departments can monitor the contracted 
services and costs and compare those costs to an established budget.  
 
The State’s specific needs and requirements may change.  Non-substantive or procedural changes 
to the FMH may be revised by the CDCR or CBU without the need for an Agreement amendment.  
The CDCR will provide the Contractor written notification of such revisions. Substantive changes to 
the FMH require an Agreement amendment.  In the interim, the CDCR and the Contractor may 
utilize a Memorandum of Understanding (MOU) to reflect mutually agreed upon changes until such 
time as they are incorporated in an Agreement amendment.  The use of an MOU is subject to the 
CDCR’s discretion.  FMH revisions and MOUs have the same binding effect as the original FMH 
incorporated into the Agreement.  
 
II. Responsibility of Contractor  
 
The Contractor shall have direct responsibility to administer, manage, and account for all fiscal 
records, monies and Agreement-related funds pursuant to the terms of the agreement and in 
accordance with all applicable laws, rules, regulations, policies, and directives. These records must 
be recorded, maintained and reported/provided to the CDCR (as required or requested by the 
CDCR) in accordance with the State’s fiscal year reporting cycle (July 1st through June 30th).  
 
The Contractor shall promptly and timely comply with all department and/or state fiscal reporting 
requirements/guidelines, reviews, inspections, audits, and/or corrective action plans including but 
not limited to production of source or supporting documentation or other requested material. This 
includes a timely response to audit findings, observations and inquiries.  
 
The Contractor shall maintain any and all inmate funds (such as, but not limited to, Inmate Trust 
Fund, Inmate Welfare Fund, Release Fund, Restitution Funds) and “program income” (refer to the 
FMH Section III, C.4) in separate interest-bearing accounts (up to the FDIC insured limits) on the 
behalf of, and in trust for, the State. The Contractor shall ensure that inmate funds, program 
income and/or Contractor’s own funds are not commingled.  
 
The Contractor shall provide timely accounting to the CDCR or CBU for all inmate funds and 
program income and use or turn over such funds to the State as directed by the Department.  
 
The Contractor shall be responsible for providing the CDCR, CBU or any duly authorized 
representative with access, right to examine, and copies of any facility records/source documents 
as requested within the proscribed time frame.  If the Contractor allows the facility related 
records/documents to be held or maintained by a third party, the Contractor shall be responsible 
for securing and providing said records/document to the CDCR (as requested) in a timely manner.  
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The Contractor shall have procedures to ensure confidentiality of information and to protect the 
data from unauthorized access and/or destruction due to negligence, malice, or disaster.  
 
The Contractor shall not release or reveal any report, publication, and/or statistical data related to 
the inmates and/or inmate programs without the prior written approval from the CDCR.  
 
The Contractor shall be responsible for obtaining clarification and interpretations of the FMH 
contents by contacting the CDCR’s Chief of CBU or designee.  
 
The Contractor shall implement and maintain adequate internal control procedures to ensure and 
account for appropriate management of funds. The Contractor, in addition to the Facility Director, 
Assistant Facility Director and/or Fiscal Officer, shall be held directly responsible for failure to 
account for any State funds associated with this Agreement, monies lost due to mismanagement or 
negligence, and/or misappropriations of any Agreement funds.  
 
The Contractor shall comply with all fiscal policies and reporting requirements of the agreement to 
include, but not limited to:  
 
• Expenditures claimed are accurate and 
 
• Associated with performing contracted services for auditing purposes and program reviews;  
 
• Proposed budget adjustments/expenses are justified and submitted to the CBU for approval 

as required or requested; and  
 
• Required budget amendment(s) can be supported and justified for those expenses 

associated with performing contracted services.  
 
The Contractor shall not commingle any facility Agreement-related funds with any other separate 
contract (if any).  The Contractor shall maintain separate records and chart of accounts for each 
separate contract and they shall not be commingled.  
 
The Contractor shall be responsible for maintaining MOUs and revisions to the FMH at the 
facility/site.  
 
III. Financial Management of Funds  
 
A. Direct Contract Funds  

 
The Contractor agrees to provide services as specified in this Agreement for the amount of 
funds encumbered in the Standard Agreement. This amount constitutes the full and total 
contract allotment consideration to be paid the Contractor in compensation for all Contractors’ 
allowable costs incurred in the performance of this Agreement.  
 
This is a fee for service Agreement, not a direct reimbursement contract. The Contractor shall 
be paid on a per diem basis. The Contractor’s expenditures shall be consistent with the budget 
documents of this Agreement.  Because the Agreement will be housing inmates under the legal 
custody of CDCR and be paid with State funds, the State (CDCR, CBU, etc.) reserves the right 
to audit, review and request the Contractor’s financial records.  
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The State shall compensate the Contractor in accordance with the rates specified in this 
Agreement for services satisfactorily rendered and upon receipt and approval of properly 
completed Contractor’s invoices.  
 
The following are special financial management practices incorporated as part of this 
Agreement:  
 
• Although this Agreement is for a multi-year period, the award of funds by the CDCR does 
not imply or assure ongoing funding beyond the current fiscal year. 
 
• The Contractor’s payments are limited to the amount specified in this agreement.  
 
• The Agreement does not guarantee nor provide Cost-of-Living-Adjustments (COLA) or 
other inflationary adjustments.  
 
• The Total Contract Allotment will not be increased by the CDCR unless specifically 
provided for by the Legislature in the Budget Act via an Agreement amendment.  
 
• Any changes to the total Agreement funds must be reflected in an Agreement amendment.  
 
• Funds shall be expended in the manner budgeted in this Agreement.  
 
Any transfer of Agreement budget funds from one category to another that exceeds $10,000 or 
10% must be submitted with appropriate justification and must receive prior approval from the 
Chief of CBU.  Fund transfer request(s) must be submitted on Appendix E, Change in Budget 
Authorization and Position Classification Forms. Also, the budget and position document forms 
will be required with the budget revision forms.  

 
1. Allowable Costs  
 
Allowable costs (i.e.: expenditures) shall be reported in accordance with the nature of the 
cost incurred.  
 
The Contractor shall perform all services in accordance and consistent with all terms and 
conditions of this Agreement, the Scope of Work, and Disabled Veteran Business Enterprise 
(DVBE) requirements, if applicable, at the rates set in this Agreement.  
 
Costs are allowed for appropriate goods and services for program/facility operation that are 
expended in an efficient and effective manner consistent with this Agreement.  Costs should 
be reasonable and representative of a fair and comparable cost value/rate at the time the 
costs are incurred.  
 
The CDCR reserves the right to question any and all costs.  Unresolved questioned costs 
may be offset against the Contractor’s future invoices. Misappropriated or unresolved 
questioned costs, for which the Contractor has already been reimbursed, can also be directly 
disallowed and offset against future invoices.  
 
The CDCR payments will not exceed the budgeted contracted amounts. Allowable costs shall 
be budgeted, expended, and recorded based on the definitions of the following categories:  

 
a. Personnel  
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Personnel costs are allowed under this Agreement when the following conditions are met:  
 
• Positions are specifically authorized in this Agreement and identified in the Minimum 

Required Staffing (MRS) and Post Assignment Schedule (PAS).   
 
• The CDCR has approved in writing a change in the budgeted funding for personnel and 

any Contractor staff position within the allotted funding level. 
 
• Personnel salary costs shall be commensurate with the level or responsibility and 

experience necessary to perform contracted program obligations.  
 
• Incentive pay is an allowable salary cost if it is based on job performance. A written 

incentive plan shall be maintained and be made available to Contractor staff.  Cost 
savings can only be one of many factors on evaluating job performance. Each 
employee should have an equal chance in receiving  incentive pay. Incentive pay 
available to the Contractor employees cannot exceed 5 percent of the allotted amount 
per position identified in the MRS.  

 
• Salaries and wages of personnel who are involved in more than one contracted facility 

must be charged to each contracted facility on a proportional basis using separate 
position numbers and/or titles to differentiate between the contracted programs. Time 
sheets (or other similar timekeeping system approved by the CDCR) must show by 
position number how much time each employee spends on various programs and 
salary costs must be prorated accordingly. All time sheets must reflect actual hours 
worked and be verified and signed by the employee. Additionally, time sheets must be 
verified and signed by the immediate supervisor.  

 
• The Contractor shall develop and maintain a master staffing plan that includes all 

administrative as well as posted positions and reflects corresponding position numbers.  
Job descriptions, duty statements or Post Orders identified in the PAS shall be 
maintained for all staff paid through the CDCR agreement.  In addition, all affected 
employee personnel files will indicate the date of employment, rate of pay, funding 
source, pay increases, promotions, status changes, employee benefits, withholding and 
salary deduction information, and the date and reason for termination of employment.  

 
Hours worked shall be documented by time sheets (of actual time worked) signed and 
verified by the employee as well as verified and signed by the immediate supervisor or by 
some other similar timekeeping system as approved by the CDCR.  Additional 
documentation shall include payroll registers, payroll warrants, employee  personnel files, 
and the program’s general ledger accounts. All reported salary costs shall be based on 
actual expenditures. All documentation shall be made available to the State (CDCR, CBU 
etc.) upon request.  
 
• Volunteer positions may not be used to offset Agreement-funded positions unless 

approved by the CDCR or CBU in advance. Volunteers may be used to provide 
supplemental programs/services above and beyond Agreement requirements.  

 
b. Staff Benefit Costs/Payroll Taxes  
 
Fringe benefits/payroll taxes are allowable in accordance with governmental rules, laws and 
regulations.  Benefits and payroll taxes typically include, but are not limited to: medical, 
dental, state and federal unemployment, retirement, workers compensation, social security, 
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and disability insurance.  In order for employee retirement plan costs to be allowable, the 
plan must be a “qualified” plan meeting the requirements as set forth under Section 401 (k) 
of the Internal Revenue Code and Section 17501 of the California Revenue and Taxation 
Code.  
 
c. Food Services  

 
i. Food Services  
 
In an arrangement where the Contractor has meals prepared outside the facility by a 
separate entity, the Contractor shall use a competitive bid process to select the food 
service provider (i.e.; minimum of three bids).  Prior approval shall  be obtained from 
the Chief of CBU and a copy of the finalized contract shall be provided to the Chief of 
CBU.  
 
ii. Food Costs  
 
When feasible, food items should be purchased in bulk orders at wholesale prices. 
Governmental surplus food shall be used when available.  
 
The food cost category shall only include food items used in the preparation of a meal.  It 
does not include eating utensils, pots, pans, cleaning detergents, etc.  Food, as an 
allowable cost, shall not be used as prizes, awards or other incentives.  
 
All food served shall comply with the CDCR prescribed nutritional standards and use a 
rotation of a meal menus recommended by the CDCR Food Services Administration. 
Meals must be prepared and served in accordance with applicable State and local health 
codes.  
 
The Contractor will charge its employees, the CDCR staff, and visitors the cost of a meal 
if they eat at the facility in accordance with DOM Section 51100.4. These proceeds shall 
be re-deposited into the Contractor’s Food line item.  
 
iii. Materials and Supplies  
 
Includes actual costs for purchases of such items as eating utensils, pots, pans, napkins, 
pitchers, etc.  

 
d. Contracted/Consultant Services  
 
A consultant is an individual or an entity that provides services consistent with California 
Public Contract Code, Section 10356 (a). The Contractor may contract for such necessary 
consultant or professional services in accordance with the requirements of the contract.  
Contractor employees are not included in this designation.  
 
The Contractor shall obtain prior written authorization from the Chief of CBU for any 
contracted services that exceeds $2,500. Before approval can be granted, the Contractor 
shall submit:  
(1) three competitive bids in writing from individuals or firms providing the same service 
which must provide a description of the service to the rendered, the proposed rate and total 
payment; or (2) in the event that three individuals or firms cannot provide the required 
consultant service(s), the Contractor shall describe the service(s) required, his unsuccessful 
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attempt to obtain written bids for such services and the selected consultants’ unique 
qualifications to provide such a service along with the consultant contract rate and total 
payment. The Contractor shall make an attempt to negotiate a reasonable rate.  
 
The Contracted/consultant or professional service costs may include the following:  
 
• Accounting  
• Auditing  
• Food service  
• Canteen  
• Education (Academic/Vocational)  
• Culinary  
• Health Care Services (Medical/Dental/Mental Health)  
• Bonding or similar security instruments  
• Other as approved by the Chief of CBU  
 
The Contractor is required to submit to the CBU with the Quarterly Cost Reports (QCR) the 
“Contractor/Consultant Services” form in Appendix C, which is a detailed listing of the 
Contracted/Consultant services received and the amount charged to provide those 
services.  
 
e. General Operating Expenses  
 
Allowable general operating expenses are those expenses, either one-time or ongoing, 
necessary to operate the contracted program (per the Agreement) but are not included in 
the other allowable cost budget categories. This includes, but is not limited to, the following 
items:  

 
i. Computer Supplies  
 

 Computer supplies include items purchased which directly support the routine day to day 
usage of computer equipment. (i.e., computer programs, software, toner, printer 
cartridges, mouse/wrist pads, etc.).  
 
ii. Education (Academic) Supplies  
 

 Academic supplies include all common supplies and materials, such as paper, books, 
magazines, and pencils required for operation of the entire function of education and 
items purchased directly to support academic requirements. 
 
iii. Education (Vocational) Supplies  
 

 Vocational supplies include materials, supplies and tools required for the conduct of 
general vocational programs, materials specific to the vocational programs, trade 
magazines or reference materials, etc.  
 
iv. Office Supplies  

 
 Office supplies include items such as, tape, staples, pens, pencils, paper, etc. and other 

sundry expenses.  The items purchased should be comparable in price to the office 
supplies per unit in the surrounding area.  
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v. Library Purchases  
 

 Library purchases included items purchased and used by all inmates such as, books, 
magazines, newspapers, etc. that are not paid for by the inmate welfare fund.  
 
vi. Advertising  
 

 Advertising includes newspapers, magazines, radio and television programs, direct mail, 
trade papers and the like. The advertising costs allowable are those which are solely for:  
 
 a. Recruitment of personnel required for the contracted program.  
 b. Solicitation of bids for the procurement of required goods and services.  
 c. Other purposes specifically provided for in the Agreement.  
 
vii. Memberships, Subscriptions and Professional Activities  
 
All expenditures must be pre-approved by the Chief of CBU.  
 

 Expenditures are not permitted for membership in an organization, meetings, 
conferences, subscriptions and/or other activities that include any public relations, 
politics or legislative influences.  
 

 The cost of membership in technical and professional organizations may be allowable 
provided: (1) the benefit from the membership is related to the Agreement; (2) the 
expenditure is for facility Contractor’s membership; and/or (3) the cost of the 
membership is reasonable related to the value of the services or benefits received.  
 

 Expenditures, such as meetings and conference costs, are allowable only when pre-
approved by the Chief of CBU, in writing. The primary purpose of such 
meetings/conferences must be for the dissemination of technical information relating to 
the Agreement programs consistent with respective industry/trade practices or 
standards.  
 
viii. Printing  
 

 Allowable printing expenses are printing and reproduction services necessary for 
program administration including but not limited to, forms, reports, manuals, and 
informational literature may be allowable when pre-approved by the Chief of CBU in 
writing and such services are in support of the purpose of the CDCR contracted 
program.  
 
ix. Communications  
 

 Allowable Contractor communication expenses are defined as direct charges incurred 
based on actual costs related to staff telephone usage to perform facility business.  
Actual costs are substantiated by source documentation such as monthly telephone bills.  
Inmate Telephones shall be operated consistent with Exhibit A, Scope of Work, IX.   
Facility Physical Plant Components 5.  Inmate Telephones. 
 
x. Postage  
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 Allowable postage expenses are defined as direct charges incurred for postage meter 
rental, repairs and refills.  Actual costs are substantiated by source documentation, such 
as the reading of the postage meter, stock received reports and invoices.  
 
xi. Staff Training  
 

 Staff training costs are allowable in accordance with the Statement of Work. Custody 
officers shall meet the Corrections Standards Authority (CSA) standards. Other staff 
training costs will be limited to that training which is directly related to his/her job 
performance and as allowed by the Internal Revenue Service (IRS) standards.  
 

 The cost of in-service and out-of-service training, customarily provided for employee 
development which directly or indirectly benefits Agreement programs is allowable.  
 
xii. Maintenance and Repair  
 

 Allowable maintenance and repair costs are those that are necessary for the upkeep of 
the facility in order to maintain it at the same level of functionality as deemed acceptable 
by the State at the outset of the Agreement, but which neither upgrade the facility, nor 
add to the permanent value thereof, nor prolong the life of the facility. The CDCR or CBU 
will only recognize allowable costs for maintenance and repair (normal “wear and tear”) 
that the Contractor can demonstrate are directly caused by the use of the facility for 
State program purposes under the Agreement.  The Contractor shall be responsible for 
the payment of all maintenance and repair costs out of its own funds.  
 
xiii. Utilities  
 

 Utilities costs include electricity, natural gas, sewer, waste removal, water, water 
treatment and cable television/satellite service.  
 
xiv. Housekeeping Supplies  
 

 Those items necessary for the operation/maintenance of the facility in keeping with the 
housing of individuals (i.e.: inmates).  Housekeeping supplies include but are not limited 
to, cleaning supplies, detergents, scouring pads, towels, disinfectants, brooms, mops, 
toilet supplies and insecticides.  
 
xv. Linen Services  
 
Linen services consist of outside services obtained to provide clean linen to the facility.  
 
xvi. Medical  
 
All non-emergency health care costs, including supplies, equipment, and services 
required in the Scope of Work, Section X, Program Requirements, #1, Medical Services, 
as it relates to inmate-patient health care, dental, and mental health care services 
provided at the facility are allowable costs and will be included in the per diem rate.  
 
The Contractor shall work with the California Correctional Health Care Services 
(CCHCS) and the CDCR to establish contracts with local hospitals, pharmacies, clinics, 
health care/dental/mental health providers and ambulance services that shall be used for 
emergency care of the inmate-patients that cannot be handled at the facility.  At the 
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inception and during the term of the contract, a listing of all existing contractual 
arrangements with local health care providers, including but not limited to acute care 
hospitals and clinics shall be made available to the CDCR by Contractor.  Any change to 
this list shall be communicated to the CDCR and Chief of CBU.  
 
The contracts for routine health care, dental and mental health care and emergency 
services must be approved by the CCHCS and the CDCR in order to be reimbursed.  
The Contractor shall send invoices to the identified medical hub and the CDCR 
Headquarters Accounting for reimbursement.  Health care invoices from contracted 
services which are the responsibility of the CDCR shall be submitted to the CDCR within 
30 days of receipt.  
 
In the event the Contractor staff must transport inmate-patients outside the facility for 
health care or treatment, appropriate documentation must be submitted to the Chief of 
CBU that clearly identifies the circumstances associated with each transport and staff 
costs (overtime costs only).  The Contractor must submit the appropriate documents 
identified in Appendix A Schedule 4.1 to 4.6 for reimbursable costs. Contractor shall be 
reimbursed in arrears for the transportation costs separately and in addition to the 
normal per diem payment.  
 
Co-pay in the amount of $5.00 may be charged to the CDCR inmate-patients for certain 
health care, dental and/or vision services requested or initiated by the inmate-patient in 
accordance with Title 15, Section 3354.2. The co-pay fee shall be retained by the 
Contractor when services are provided by the contractor or contactor’s subcontracted 
health care provider.  When services are provided by the CDCR or CDCR’s 
subcontracted healthcare providers, the co-pay for each inmate-patient shall be remitted 
to the CDCR on a quarterly basis with the Quarterly Cost Reports (QCR’s).  
 
xvii. Personal Care Supplies  
 

 Personal care costs incurred for purchases such as toothbrushes, shaving supplies, hair 
creams, feminine napkins and oils, and other personal care items on behalf of indigent 
inmates or as otherwise authorized by the CDCR or CBU.  
 
xviii. Governmental Fees  
 

 The Contractor shall be responsible for securing and paying for all governmental fees 
consistent with the Agreement. Governmental fees include business licenses, 
inspections, and conditional use permit fees that are mandated by the local government 
in whose jurisdiction the facility is located.  
 

 The Contractor shall be responsible for paying any and all costs associated with 
obtaining any fire clearance(s) from the Office of the State Fire Marshall (OSFM).  
 
xix. Vector/Pest Control Services  
 

 Necessary services for the control of pests to meet health and sanitation standards or 
are deemed harmful to persons are allowable.  
 
xx. Transportation  
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 Routine and customary transportation and travel costs are allowed under the contracted 
program if the following conditions are met:  
 
• Travel costs which are necessary and are directly related to the program are 

allowable. This includes, but is not limited to: visits by the Facility Director or facility 
staff to Contractors Corporate and/or district office and to the CDCR’s district, regional 
or headquarters office.  

 
• Allowable staff travel costs can include outside training, transportation, lodging and 

food. Travel costs cannot exceed the overall travel per diem rate currently in effect 
pursuant to Department of Personnel Administration regulations for non-represented 
employees.  

 
(http://www.calhr.ca.gov/employees/Pages/travel-reimbursements.aspx) 

 
• All program transportation costs shall be supported by a CDCR participant location 

control log or by a Contractor initiated travel expense voucher showing purpose, 
location, dates, time of travel, rates claimed, and/or mileage logs and any applicable 
receipts. Travel rates claimed cannot exceed rates identified and set by the DPA.  

 
• Relocation costs in accordance with DPA regulation are allowable; however, 

Contractor must obtain prior approval from the Chief of CBU before relocation 
expenses are incurred.  

 
 The CDCR may recognize the costs for the lease and operation of vehicles for facility 

operations.  The lease costs cannot exceed the cost per mile on a monthly basis as 
allowed pursuant to DPA regulations.  
 

 Costs incurred for freight, cartage and other transportation costs relating either to goods 
purchased, delivered or moved from one facility location to another are allowable. When 
such allowable transportation costs occur in moving items from one of the Contractor’s 
CDCR contracted facilities to another, the cost shall be charged against the receiving 
facility’s Agreement.  
 

 Inmate emergency medical staff escort costs are treated differently than routine 
transportation costs.  Please refer to FMH Section III, B 2.  
 
xxi. Equipment  
 

 The Contractor shall be responsible for the identification, procurement, installation, 
removal, repair, maintenance and/or replacement of all furniture, fixtures, and equipment 
that are necessary for the operation of the facility in compliance with this Agreement 
utilizing Appendix D, Schedule 4, Equipment Listing. For any equipment changes after 
the contract award the Contractor will utilize the form in Appendix C, Schedule 6, 
Equipment Changes.  
 
xxii. Insurance  
 

 Insurance costs for the operation of the program are allowable. The Contractor shall be 
responsible for securing and maintaining required insurance coverage and shall be a 
condition of the State’s obligation to pay for services provided under this Agreement.  
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The Contractor is required to comply with the insurance requirements and minimum 
limits contained in this Agreement.  
 

 The Contractor shall ensure that all insurance required in the performance of this 
Agreement shall be in effect at all times during the term of this Agreement. In the event 
the insurance coverage expires, is canceled or terminates during the term of this 
Agreement, the Contractor’s insurance provider must agree to give at least thirty (30) 
days prior notice to the State before said expiration date, cancellation or termination. In 
the event said insurance coverage expires at any time or times during the time of this 
Agreement, the Contractor may provide a new certificate of insurance evidencing 
insurance coverage as provided for herein for not less than the remainder of the term of 
the Agreement.  New certificates of insurance are subject to the approval of CDCR and 
the Department of General Services (DGS).  
 

 The Contractor shall be responsible for providing the State evidence of valid insurance 
coverage. The following shall be considered evidence of coverage:  1) a certificate of 
insurance; 2) a “true and certified” copy of the policy; 3) or any other industry standard 
proof of insurance issued by the insurance provider only if it addresses the minimum 
insurance requirements of the Agreement.  
 

 The State reserves the right to verify the Contractor’s evidence of coverage. In the event 
the Contractor fails to keep or maintain insurance coverage as required and in effect at 
all times, the State reserves the right to withhold and reduce payment(s), terminate the 
Agreement, and/or seek any other remedies afforded by the laws of the State of 
California.  
 

 If a facility is utilized to provide for other CDCR authorized programs, the allowable 
insurance costs must be allocated according to usage.  
 

 Actual losses which are covered by insurance are un-allowable costs and will not be 
considered in determining the contracted per diem rates.  
 

 Indemnification includes securing the State against liabilities to third persons and other 
losses not compensated by insurance or otherwise. 
 
Costs of other insurance in connection with the general conduct of activities are 
allowable subject to the following limitations:  
 
1. Type and extent and cost of coverage will be in accordance with State policy and 

sound business practice.  
 
2. Costs of insurance or of contributions to any reserve covering the risk of loss of or 

damage to state property is non allowable except to the extent that the State has 
specifically required or approved such costs. 

 
The CDCR will not reimburse the Contractor for any liability insurance that exceeds the 
coverage requirements in the Agreement.  All costs must be supported by source 
documentation that identifies insurance costs to the program.  
 
Minimum Insurance Requirements:  
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The Contractor shall furnish the Chief of CBU a certificate(s) of insurance stating that 
there is insurance presently in effect for the Contractor in amounts not less than the 
following quantities:  
 
a. General Liability -Not less than $5,000,000 per occurrence for bodily injury and 

property damage liability combined.  
 
b.  Automobile Liability -Not less than $1,000,000 per occurrence.  
 
c. Workers Compensation -Coverage for Contractor’s employees in accordance with the        

Labor Code with the employer’s liability limit of not less than $1,000,000. Coverage for 
CDCR inmates in accordance with applicable laws, codes, regulations, policies, etc. 
with the employer’s liability limit of not less than $1,000,000.  

 
d. Property Coverage -Property coverage for the facility caused by fire, inmates, or 

parolees must be carried in an amount not less than 90 percent of the full 
replacement value of all improvements within the premises exclusive of foundation 
footing and excavations.  

 
The certificate(s) of insurance must include the following provisions:  
 
1. The insurer will not cancel the insured’s coverage without 30 days prior written notice 

to the Chief of CBU.  
 
2. The State of California, its officers, agents, employees, and servants are included as 

additional insured, but only insofar as the operations under this Agreement are 
concerned resulting from the intentional or negligent (whether active or passive) acts 
of the Contractor.  

 
The insurance must be issued by an insurance company acceptable to the Department 
of General Services, Office of Insurance and Risk Management.  
 
xxiii. Accounting  
 

 The cost of establishing and maintaining accounting and other information systems 
required for the management of contracted programs is allowable.  This includes cost 
incurred by central service agencies for these purposes.  These costs are to be reported 
under the budget category of Contracted/Consultant Services, and/or Personnel.  
 
xxiv. Audit Service  
 

 The cost of audits necessary for the administration and management of functions related 
to contracted programs is allowable.  These costs are to be reported under the budget 
category of Contracted/Consultant Services, and/or Personnel.  
 
xxv. Bonding  
 

 Costs for premiums of fidelity, surety and performance bonds, or similar security 
instruments are allowable. These costs are allowable under Insurance. 
 
xxvi. Central Stores 
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 The cost of maintaining and operating a central stores organization for supplies and 
materials used either directly or indirectly for contracted programs is allowable. These 
costs are to be reported under the budget category of Operating Expense. 
 
xxvii. Health and Welfare Costs  
 

 The costs of health or first aid clinics and/or infirmaries are allowable.  These costs are to 
be reported under the budget category of Contract/Consultant Services, whichever is 
applicable.  
 
xxviii. Legal Expenses  
 

 The cost of legal expenses required in the administration of contract programs is 
allowable.  Legal expenses resulting from claims filed by inmates that the Contractor 
incurs, but not as a result of Contractor negligence, is allowable. Contractor’s initial and 
ongoing legal expenses for their own unlawfulness are non allowable.  Contractor’s legal 
expenses for the prosecution of claims against the State are non allowable. These costs 
are to be reported under the budget category of Operating Expense.  
 
xxix. Payroll Preparation  
 

 The cost of preparing payrolls and maintaining necessary related wage records is 
allowable.  These costs are to be reported under the budget category of Personnel or 
Operating Expenses.  
 
xxx. Personnel Administration  
 

 Costs for the recruitment, examination, certification, classification, training, establishment 
of pay standards and related personnel activities for contract programs is allowable. 
These costs are to be reported under the budget category of Personnel or Operating 
Expenses.  
 
xxxi. Procurement Service  
 

 The cost of procurement services including solicitation of bids, preparation and award of 
contracts and all phases of contract administration in providing goods and services for 
contracted programs is allowable.  These costs are to be reported under the budget 
category of General Operating Expenses.  
 
xxxii. Taxes  
 

 In general, taxes which the contractor is legally required to pay are allowable (i.e. 
sewage tax, utility tax, sales tax). Taxes which are not included in this category are those 
taxes resulting from profits earned (i.e. income taxes). Taxes are to be reported under 
Benefits or General Operating Expenses, whichever is applicable.  
 
xxxiii. Automatic Data Processing Systems  
 

 The cost of data processing services (computers, software, etc.) to contracted programs 
is allowable.  
 
xxxiv. Management Studies  
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 The cost of management studies to improve effectiveness and efficiency of management 

for on-going programs is allowable but must be specifically identified in the quarterly cost 
report. These costs are to be reported under the budget category of 
Contracted/Consultant Services, Personnel.  
 
xxxv. Professional Services  
 

 Cost of professional services rendered by individual or organizations not a part of the 
State is allowable under consultant costs category. These costs must be specifically 
identified in the quarterly cost report. Professional services provided must be in writing 
and conform to Agreement provisions.  These costs are to be reported under the budget 
category of Contracted/Consultant Services. 

 
f. Facility Use Cost  
 
Facility use costs are allowable but limited to the funds allocated in the Agreement for this 
purpose.  

 
i. Contractor Owned  
 
If owned, the Contractor must submit a complete, legible copy of the deed of trust.  
 
ii. Contractor Leased  
 
If leased, the lease must remain in effect during the entire term of the Agreement and 
include the fixed monthly cost.  The lease must contain all information pertinent to the 
leased property and be signed by the lessor and lessee. The lease must expressly allow 
CDCR unconditional access to the facility 24 hours a day, 7 days a week.  
 
The CDCR shall not pay for any increase in facility use costs that may occur after bid 
submission. The CDCR shall pay only the fixed use costs that are set forth in the 
bid/Agreement.  No increase in facility use costs for any reason will be recognized as a 
means of increasing payments after bid submission or Agreement is affected. 
Additionally, The CDCR shall not recognize any escalator clauses contained in any lease 
for any reason for the life of the agreement.  
 
The Contractor is required to provide Chief of CBU with the legally binding document in a 
timely manner of any change in ownership of the land or building and of any change in 
the parties to the lease.  
 
CDCR shall remit Facility lease/use payments to the contractor in accordance with the 
schedule of payments in the Lease Agreement between the Contractor (Lessee) and the 
Lessor.  
 
The facility lease/use payments may be made payable to a trustee if mutually agreed by 
the Contractor and the State.  

 
g. Inmate Pay  
 
Inmate Pay is an allowable expense that will be paid out of the Contractor per diem 
reimbursements and will be in accordance with Section IV, Reporting Requirements, A #1. 
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h. Inmate Clothing  
 
The Contractor shall be responsible for the purchase, laundry, repair and replacement of 
offender clothing and shoes during the CDCR inmate’s incarceration at the Facility and also 
ensure clean clothes and bedding are provided on a weekly basis. The Contractor shall 
provide clothing and laundry services to the inmate at no charge to the offender in 
accordance with established CDCR policies pursuant to Title 15, section 3030.  
 
The Contractor shall ensure that each inmate is issued clothing, linen and towels consistent 
with State issued in accordance with the CDCR allotment requirements.  
 
The Contractors shall provide each inmate with inmate clothing consistent with the quantity, 
quality, and material specified by the Prison Industry Authority (PIA). Contractors shall 
provide, maintain and handle, inmate clothing in accordance with the CDCR requirements 
(DOM Section 54090 and Title 15, Chapter 1, Article 2).  
 
i. Corporate Fee  
 
The Corporate Fee is an amount of targeted net profit that the contractor identifies in their 
budget that is realized above expenditures when the contractor is able to contain their costs 
for each of their budgeted line item amounts. The contractor shall not minimize the level of 
service required by the contract in order to realize a higher corporate fee (net profit).  

 
2. Non allowable Costs  

 
Non allowable costs, whether the Contractor has been reimbursed or not, will be directly 
disallowed.  Failure to comply with CDCR directions to resolve or repay un-allowable costs as 
directed by the CDCR will be offset against future invoices.  
 
Costs for any and all services not covered in allowable costs or performed outside the scope 
of the Agreement are not allowed.  Such costs are at the sole risk and expense of the 
Contractor.  
 
Examples of non allowable costs include, but are not limited to, the following:  
 
• Bonuses: Staff bonuses are not considered to be salary or Agreement costs and are 
deemed a distribution of the Contractor’s profit.  
 
• Contributions and Donations 
  
• Entertainment:  Costs of amusements, social activities, and incidental costs relating thereto 
 
• Legal Costs: The Contractor’s initial and ongoing legal expenses for failure to comply with 
legal requirements. The Contractor’s legal expenses resulting from the filing or prosecution of 
any legal action or claim against the State 
 
• Fines, Penalties and Settlements:  Costs resulting from violations of or failure to comply with 
federal, state, local laws and regulations. This includes formal judgments and settlement 
agreements to be paid by the Contractor 
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• Lobbying. Costs resulting from political activities or influencing public decision making.  This 
includes donations, associated personnel costs and/or the hiring of a lobbyist 
 
• Accreditation Costs. American Correctional Association or similar accreditation costs unless 
they are specifically provided for in the Agreement  
 
• Interest Costs.  Interest costs incurred for the ongoing operation of the program, which 
includes borrowing funds for cash flow purposes.  (Interest for facility construction, 
renovation, improvements, and/or purchase of equipment for program development purposes 
that are amortized over a period of time is allowable, if identified for in the Agreement.)  
 
• Unsupported Costs. Costs that are not supported by source documentation (regardless of 
the type of cost) 
 
• Contractor’s misappropriation of Agreement related funds.  

 
B. Additional Contract Reimbursements 
 
The following costs are not funded in the Agreement but are subject to reimbursement provided 
the Contractor complies with the following requirements.  Failure to adhere to these procedures 
and/or submit supporting documentation may result in a disallowed reimbursement.  

 
1. Inmate Release Funds  
 
In accordance with PC Section 2713.1 and CCR, Title 15 Section 3075.2, inmates are 
entitled to funds to assist them with necessary expenses upon their release from prison. The 
Contractor, in conjunction with the CDCR, shall develop a procedure (consistent with current 
acceptable accounting practices) that can provide a paroling inmate with cash (for the total 
amount authorized by the CDCR) and transportation upon release. The Contractor will 
ensure that cash is issued to the paroling inmate for which the State will reimburse the 
Contractor (monthly in arrears) through the CDCR invoice process. Transportation of the 
paroling inmate is not reimbursed by the CDCR.  
 
The CDCR staff will initiate the Release Statement (form CDC-102) which must be 
approved/signed by the appropriate CDCR Facility Captain (or designee) and paroling and/or 
discharging inmate(s).  The Contractor will ensure that cash is issued to the paroling and/or 
discharging inmate(s) for which the State will reimburse the Contractor (monthly in arrears).  
Invoices must include the original Release Statement that has been signed by the paroling 
and/or discharging inmate(s) and be submitted to: 
 

CDCR – Contract Beds Unit 
Regional Accounting Office - Bakersfield 

Attention:  Accounts Payable 
P.O. Box 12050 

Bakersfield, CA 93389 
 
The Contractor shall submit a copy of the original invoice and the Release Statement that has 
been signed by the paroling and/or discharging inmate(s) to: 
 

California Department of Corrections and Rehabilitation 
Contract Beds Unit 

Attn: Contract Analyst 
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10961 Sun Center Dr. 
Rancho Cordova, CA 95670 

 
The Contractor shall require each inmate to supply all or a portion of their release clothing. It 
shall be the Contractor's responsibility to ensure the inmate has secured inmate clothing from 
family, friends, or other sources such as donations.  
 
State-issued release clothing shall be kept to a minimum.  State-issued release clothing shall 
be charged against the inmate’s release allowance consistent with CDCR established 
clothing rates.  
 
2. Staff Escorts for Inmate Medical Emergencies  
 
Whenever the Contractor determines that any inmate medical care, treatment, evaluation, or 
other need is warranted, beyond the level of medical service authorized and available at the 
facility pursuant to the Agreement, the Contractor shall be required to immediately contact the 
designated CDCR medical hub and obtain advance direction and approval/authorization from 
the assigned Chief Medical Officer (CMO) or Medical Officer of the Day (MOD).   
 
The CMO or MOD must provide advance authorization for the inmate to be transported to a 
medical provider outside the facility, unless it is a life or death emergency.  
 
Contractor staff may be used to transport and supervise inmates. Contractor shall maintain 
direct supervision for State inmates at the medical provider facility until the State inmate is 
transported by Contractor back to the facility or CDCR staff assume direct supervision of the 
inmate.  
 
The appropriate documentation/records must be submitted to the Chief of CBU that clearly 
identifies the need/circumstances associated with each transport and additional staff costs 
incurred as a result of transport (i.e., overtime, if staff is called back or held over to cover 
posted positions). The Contractor must submit appropriate documents identified in Appendix 
A, Schedule 4.1 through 4.6 for reimbursement costs.  Contractor costs for inmate 
supervision shall be reimbursed by the State in arrears upon receipt of Contractor’s invoice.  
 
3. Additional Nursing Coverage 

 
CDCR shall reimburse the Contractor for partial nursing coverage (2 shifts per day, totaling16 
hours per day) at the rate detailed in the Minimum Staffing Requirement document.  This 
reimbursement is to be billed separately from the Monthly Inmate Participant Day Invoice 
(Per Diem billing).  The Contractor must submit appropriate documents for reimbursement 
costs.  Contractor costs for additional Nursing coverage shall be reimbursed by the State in 
arrears upon receipt of Contractor’s invoice. 

 
C. Contractor’s Accounting System  

 
1. Accounting Principles  
 
The Contractor’s accounting system shall be in accordance with the Financial Accounting 
Standards Board and the Governmental Accounting Standards Board standards as the 
authoritative body of Generally Accepted Accounting Principles.  In addition to written 
accounting policies, the Contractor shall develop and maintain current detailed procedure 
manual(s) for use by staff throughout the facility to ensure consistent and correct accounting 
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and reporting of revenues and costs.  The manuals shall include, but not be limited to: 
personnel, travel, procurement, petty cash, invoice preparation, cost reporting, year-end 
adjustments, facility accounting procedures, ITF, IWF, restitution, inmate pay, release funds, 
and internal control systems. The manuals shall be made available for review upon request 
by the CDCR staff, and at the time of any audit performed by the State or subcontracted for 
the State.  
 
2. Internal Control  
 
It is the responsibility of the Contractor to implement adequate internal control procedures 
(GC Sec 13400) to ensure appropriate management of all Agreement funds. The Contractor 
shall be held directly responsible for any failure(s) to account for any State funds associated 
with this Agreement, monies lost due to mismanagement or negligence, and/or 
misappropriations of any Agreement funds.  
 
The State reserves all rights to take whatever action it deems appropriate and necessary to 
remedy, in the CDCR’s discretion, any Contractor failure(s) or negligence.  
 
3. Reporting Agreement Revenue and Expenditures  
 
a. The Contractor’s accounting system shall provide information necessary to identify all 
receipts and expenditures of program funds including revenues earned of  program funds 
(i.e., interest earned on behalf of the State). This information shall be reported on the CDCR 
cost reporting forms or on a similar computerized cost reporting form approved by the CBU. 
(See Appendices B, C, and D) Program revenue and expenditures shall be identifiable and 
supported by source documentation.  
 
b. Expenditures of Agreement funds must be recorded in general ledger accounts which 
parallel the following budget categories.  
 
• Staff Salaries/Wages and Benefits/Taxes  
• Food  
• Consulting/Contracted Services  
• General Operating Expenses  
• Facility Use Cost  
• Inmate Pay  
• Inmate Clothing  
• Corporate Fee  
 
Line Items must, at a minimum, include those identified in the Cost Reports (refer to Quarterly 
Cost Reports, Appendix C).  Additional line items may be identified subject to prior CDCR 
review and approval.  
 
c. The Contractor shall support all general ledger account entries by both the subsidiary 
records and the original source documentation.  All costs recorded shall be supported by 
sufficient and accurate source documentation. The Contractor shall implement adequate 
internal control procedures so that the Contractor can provide accurate, current and timely 
financial reporting information. Original accounting records shall be available on site when 
requested by the Chief of CBU or designated auditors at the Contractor’s expense.  
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The Contractor shall ensure detailed transactions are recorded in subsidiary accounting 
records (e.g., cash receipts and disbursement ledgers, cost analysis reports, technical cost 
appraisals) and then summarized in the general ledger accounts.  
 
Source documents (e.g., invoices, time and payroll records, inmate time cards, supervisor’s 
logs, receipts, and indirect costs computations) are the instruments which bring about the 
actual expenditure of funds and must be maintained by the Contractor.  
 
All subsidiary records and original source documentation shall be available for review, and 
available upon request, for a minimum period of three years after the termination of the 
Agreement, or until such time as a financial audit is completed by the State, or as otherwise 
directed by the State, whichever is later.  
 
4. Program Income  
 
The Contractor, or any other entity, is not allowed to directly or indirectly derive any profit or 
compensation from the use of inmate labor or participation.  The use of inmate 
labor/participation is subject to CDCR approval and any such profits or compensation are 
deemed to be State funds and must be reported by the Contractor directly to the Chief of 
CBU for appropriate resolution and disposition as directed by the CDCR.  
 
If the operation of the facility results in additional revenues and/or monies that are generated 
as a result of the facility or inmate participation, those funds shall be referred to as CDCR 
"Program Income”. Potential sources of CDCR Program Income may include, but are not 
limited to: interest earned on inmate funds, sale of products or services resulting from inmate 
participation and any rebates, commissions or bonuses resulting from facility operations or 
inmate labor/participation. Accordingly, Program Income does not belong to the Contractor, 
nor inure to the benefit of the Contractor, but is held by and accounted for by the Contractor 
on behalf of, and in trust for, the State, to offset the State’s costs and expenses for the facility 
program operation. The Contractor must account for and report to the CBU (via Cost 
Reports) all such Program Income that comes into its actual or constructive possession.  
 
During the term of the Agreement, any and all such Program Income shall be deposited by 
the Contractor into one or more interest-bearing bank accounts that are fully insured by the 
Federal Deposit Insurance Corporation (FDIC), in trust for the State. The balance of such 
accounts shall not exceed the insured limit per account.  
 
The Contractor shall remit all such Program Income to the State General Fund upon request, 
or upon expiration or termination of the Agreement, whichever occurs first.  

 
D. Trust Funds  
 
The Contractor shall adhere to the Information Practices Act (IPA) of 1977 – Information in all 
records and files of CDCR which pertains to inmates, parolees, employees, or other persons 
will be disclosed in conformance with IPA.  Employees who collect, use, maintain, amend, 
disseminate, and/or destroy personal information shall not improperly disclose personal 
information to any unauthorized person in accordance with DOM Sections 13030 and 13040, 
Title 15, Section 3261.2. 

 
1. Inmate Trust Fund  

 
a. Inmate Trust Fund Requirements  
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The Contractor shall establish and maintain an Inmate Trust Fund (ITF) accounting system 
for recording and maintaining all transactions affecting inmate trust accounts in accordance 
with Penal Code Section 5057 and 5008 and applicable DOM Sections 
(51120,51121,54070) and CDCR Title 15 (Articles 3 and 3.5).   All transactions and 
reconciliations shall be supported by sufficient and relevant source documentation.  The 
Contractor’s accounting system shall maintain accurate and current information relative to 
each individual inmate account.  The moneys shall not be commingled with any other funds.  
Monthly reconciliations shall be performed to ensure the accuracy of the cash and 
accounting records.  Contractor shall provide inmates with a fund statement and a check for 
the balance of his or her account upon release or parole. 
 
Additionally, the Contractor is specifically responsible for the following ITF transactions: 
 
 Upon an inmate’s transfer to another facility or CDCR prison, forward the individual 

inmate trust funds to the transfer location within five working days. 
 When multiple inmates are transferred to the same location a spreadsheet shall be 

included listing inmate name, CDCR # and amount for individual inmate. Spreadsheet 
total shall balance the total of receiving check. 

 Upon an inmate’s transfer to Immigration and Customs Enforcement (ICE) or to court, 
the Contractor shall provide a trust account statement and a check for the balance of 
the account to the inmate. 

 Upon an inmate’s parole, issue a check for an individual inmate trust fund balance. 
 Coordinate ITF process with the CDCR. 
 The contractor shall be responsible for collecting restitution from the wages and 

account deposits of inmates who owe restitution, pursuant to Penal Code Section 
2085.5, as further detailed in regulations Title 15 Section 3097. 

 
b. Unclaimed Inmate Trust Funds 
 
Inmate trust funds shall be considered “unclaimed” as follows:  
 
 If a check issued to an inmate (out of the inmates trust account) has been outstanding 

(un-cashed) for ninety days or more.  Each month, the Contractor shall review the 
outstanding checks for trust funds and cancel (i.e.  stop-payment) on checks over 90 
days old.  The Contractor shall post such un-cashed check amounts back to the 
inmate’s trust account and document and verify the inmate’s non-receipt of the funds.   

 
Each month funds received and deposited into an inmate’s trust account after the inmate 
has left the facility (i.e. paroled, out to court or returned to another CDCR institution) do not 
belong to the Contractor. These funds shall be forwarded to California Department of 
Corrections and Rehabilitation Inmate Accounting Branch Headquarters.  Upon closure of 
the facility any outstanding checks (after stop payment process) and or balance remaining 
in an inmate’s trust account shall be sent to Inmate Accounting Branch Trust Headquarters. 
 

Inmate Accounting Branch Trust Headquarters 
Attn: Trust Accounting 

P.O. Box 276088 
Sacramento, CA  95827 

 
A list showing inmate name, CDCR# and amount with the reason for remittance (i.e. trust 
fund balance) shall be attached. 
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CDCR Inmate Accounting Branch Contacts: 

Inmate Trust: 
Irene Painter (916) 255-1036 

Yvonne Villa-Arthur (916) 255-1012 
 

2. Restitution Collections 
 
The Contractor shall be responsible for collecting restitution from the wages and account 
deposits of inmates who owe restitution, pursuant to Penal Code Section 2085.5, as further 
detailed in regulations Title 15 Section 3097. 
 
The current restitution amount deducted is 50%, plus an administrative fee of 10% of the 
restitution deduction, for a maximum deduction of 55% of the inmate’s wages and deposits, 
taking into consideration Title 15, Section 3097(j) exemptions from the above deductions. 
 
A Direct Restitution payment from outside the facility received as a “Restitution Only” 
payment will be applied 100% to the Victim’s Direct Order &/or Fine waiving the Admin Fee.  
An inmate’s request for a Voluntary payment from his Trust Account shall have the Admin 
Fee waived.  Contractor shall accept checks from CDCR to apply to inmate’s Restitution 
Victim Direct Order, Fine &/or Trust Account as instructed by CDCR Inmate Account Branch 
(IAB) staff. 
 
By entering into this agreement, the Contractor acknowledges that Contractor is responsible 
for satisfying CDCR’s restitution obligations under such regulations as they currently exist 
and as they may be amended in the future.  Contractor shall dedicate a one-half time (.5 
FTE) staff position and a computer with programming sufficient to perform all of the 
requirements specified for restitution account, collection and submission. 
 
CDCR shall provide the Contractor the Inmate First & Last names, Inmate CDCR Numbers, 
Restitution Victim Direct Order & Restitution Fine Numbers, individual court assigned debt 
amount for each case assigned and individual balances of each inmate restitution debt.  
Contractor shall collect restitution debts beginning with the oldest dated Victim Direct Order 
first and resume collections until all Victim Direct Orders are paid in full as expressed in 
AB1505 (January 1, 2007).  After all Victim Direct Orders have been satisfied, the Contractor 
shall begin collection on the oldest Restitution Fine first and resume collection until all 
Restitution Fines are satisfied.  Contractor shall have a means set in the computer for update 
purposes for collections that CDCR collects & informs the Contractor to update the inmate’s 
balance owing.  This transaction will not be a monetary exchanged. 
 
Contractor shall hold such funds in trust for CDCR for the purposes set forth in said statute 
and regulations, and shall not commingle such funds with Contractor’s own funds or with any 
other funds.  The Contractor shall submit one check to CDCR for restitution collections and 
administrative fees for the prior month attached to an itemized statement reflecting individual 
collection amounts.  Note- Victim Direct Orders & Fines may have the same case number but 
must be accounted for separately. 
 
Contractor shall at all times keep an accurate and up-to-date accounting of all such funds and 
restitution information, and shall remit fund collections and associated inmate case 
information to CDCR as directed.  By the 10th of each month following collections, Contractor 
shall forward the amount of restitution and administrative fees to CDCR - Inmate Account 
Branch (IAB), Attn: Restitution Collections, P O Box 276088, Sacramento CA  95827.  The 
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remittance shall include an itemized statement which includes the CDCR Number, Inmate 
First & Last names, designated Victim Direct Order(s) or Fine case number(s), individual 
collection date(s), individual restitution collection amount(s), and balance still owing shown by 
the Contractor.  In addition, Contractor shall provide an accounting of all such funds to CDCR 
at any time upon request. The Contractor will send a copy of the itemized statement by 
electronic mail to CDCR’s designated group of recipients’ and the Contractor will furnish an 
Accounting/Restitution Contact person. 
 
Any such restitution funds remaining in Contractor’s possession at the end of the contract 
shall be remitted to the CDCR for proper disposition pursuant to said statue and regulations. 
 
3. Inmate Welfare Fund  
 
The Contractor shall establish a separate Inmate Welfare Fund (IWF) as a trust for the 
benefit of the inmates housed at the facility in accordance with Penal Code 5005, 5006 and 
DOM Section 23010.1. 

 
IV. Reporting Requirements  
 

A. Operational Invoice  
 
The Contractor will be paid for services rendered based on the contracted inmate participant 
day rate when properly invoiced.  The Contractor will use Schedule 1.2 from Appendix A in 
order to correctly fill out the monthly operational invoice and the supporting schedules.  
Incomplete or improperly filled out invoices and supporting schedules will result in the invoice 
being disputed and returned to the Contractor.  
 
The CDCR will not pay any amounts that exceed the annual contracted amount(s).  
 
The Contractor is responsible to maintain documents on file which substantiates the validity of 
their actual facility use cost and general liability insurance costs. The Contractor shall make 
such documents available to the CDCR upon request.  

 
1. Inmate Time Keeping/Pay System  
 
The Contractor shall establish and maintain an Inmate Work Training Incentive Program 
(IWTIP) and positions for work and education assignments either within the facility or outside 
the facility in accordance with PC Sections 2700 and 2933; DOM Section 53130, CDCR’s 
Classification Manual, DOM Chapter 60000; Title 15, Chapter 1, Articles 3 and 3.5; and any 
revisions thereto.  
 
Inmate pay rates shall comply with those established by the CDCR in accordance with Title 
15, Sections 3041.1-3041.2, DOM Section 51120.  Contractor shall establish inmate pay 
positions for a minimum of 30% of the inmates at the facility at an average pay rate of $23 to 
$36 per month per inmate.  Eligible IWTIP work assignments (designated) must be paid out 
of Contractor per the diem rate via Inmate Pay budget line item as follows:  
 
The Contractor shall maintain a minimum of 30% of the inmates in pay positions regardless 
of the daily inmate count at the facility. Pay rates must be commensurate with the level of skill 
and productivity required.  Inmate compensation and rates are subject to determination by 
the Director of CDCR with approval of the Department of Finance (DOF). 
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Inmate pay will not be directly reimbursed by the State. 
 
The Contractor (i.e., inmate’s work supervisor) shall record the hours worked or training time 
and absences of each inmate assigned each day in accordance with Title 15, Section 3045 
through 3045.3 and pay for each inmate’s assignment. The Contractor shall submit the 
Inmate Pay Register, (FMH Appendix B, Schedule 3) by the fifth working day of each month 
to  
 

California Department of Corrections and Rehabilitation 
Contract Beds Unit 

Attention: Chief of CBU 
10961 Sun Center Drive 

Rancho Cordova, CA 95670 
 
 
2. Staffing Reports  

 
a. Vacant Post or Position Deduction Report  
 
The Contractor shall be required to maintain all Minimum Required Staffing (MRS)/Post 
Assignment Schedules (PAS) staffing levels consistent with the Agreement.  
 
The Contractor shall report all vacant positions as soon as they are known to the assigned 
Facility Captain and Chief of CBU. On a monthly basis, the Contractor shall submit the 
Vacant Post or Position Deduction Report, Appendix A, Schedule 1.3. to the Chief of CBU.  
 
A position is deemed vacant when a permanent full-time or part-time employee is unable to 
work (i.e., medical leave) or is no longer employed at the facility.  The position is deemed 
vacant until such time as the employee returns to work or a permanent replacement 
employee is hired to reconcile to the MRS/PAS staffing levels.  The Contractor may request 
written approval from the Chief of CBU to hold a position vacant for a specified reason/time 
period.  
 
A Vacant Post or Position Deduction Report, Appendix A, Schedule 1.3. shall be submitted 
to the Chief of CBU to report all staff vacancies via the facility’s assigned CDCR Facility 
Captain. This report shall be completed and submitted by the fifth working day after the end 
of the month being reported detailing the actions taken to fill vacant positions.  
 
If the Contractor fails to notify the CDCR, fill a vacant position or secure prior CDCR 
approval authorizing the vacant budgeted position(s), the CDCR, at its discretion, may 
deduct from the Contractor’s monthly invoice an amount of money (based on the budgeted 
salaries and benefits for each vacant position) equivalent to the vacancy period.  
 
b. Current Staff Rosters  
 
The Contractor will be required to submit a current custody Master Roster and a Custody 
and Non-custody Positions Roster (Appendix B, Schedule 2) for all positions at the facility 
(that coincides with the MRS) to the Chief of CBU by the fifth working day after the end of 
each month being reported.  

 
B. Quarterly Cost Reports  
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The Quarterly Cost Report (QCR) shall reflect all program revenues and expenses for specific 
reporting periods (i.e., quarters) consistent with the Agreement. The QCR shall include, but not 
be limited to the following:  
 
• Quarterly Cost Report Coversheet  
• Statement of Program Revenue and Expenses  
• Salary and Wages for Facility Administration Staff  
• Salary and Wages for Facility Program Staff  
• Salary and Wages for Facility Security Staff  
• Contracted/Consultant Services  
• Equipment Changes  
• IWF Quarterly Statement  
• Certification  
 
The Contractor shall submit completed QCR’s (see Appendix C) consistent with the CDCR’s 
reporting format(s) to:  
 

California Department of Corrections and Rehabilitation  
Division of Adult Institutions  

Contract Beds Unit 
Attention: Chief of CBU  
10961 Sun Center Drive  

Rancho Cordova, CA 95670 
 

The QCR’s must be submitted for the first complete reporting quarter after the start-up period 
ends and subsequent quarters thereafter.  If cost reports are not completed, submitted, and 
received by the Chief of CBU within 45 days of the period, the CDCR can withhold monthly 
payments until the completed reports are received and it is determined by the CBU that 
reporting requirements have been satisfied. Guidance for the completion of the attached cost 
reports will be provided by contacting the CBU Staff Manager.  
 
Upon request and approval by the Chief of CBU, the Contractor may utilize computerized cost 
reports to meet their needs as long as all of the required information is provided in a 
format/level of detail approved by the CBU that corresponds with the cost reports developed by 
the CBU.  
 
The QCR’s must be submitted and are due to the CBU within 45 days from the end of the 
respective quarter, but no later than the following dates:  
1st- November 15 (covers July 1 through September 30)  
2nd -February 15 (covers October 1 through December 31)  
3rd -May 15 (covers January 1 through March 31)  
4th -August 15 (covers April 1 through June 30)  
 
The CDCR will consider the QCR’s received to be accurate and will be used to monitor use of 
funds.  
 
The Contractor shall report the Corporate Fee apart and separate from all other items in the 
QCR.  The Corporate Fee shall not be reported as an expenditure, instead, it shall be reported 
as a stand-alone item below the profit/loss line item.  
 
Any warranted revisions and/or adjustments after the due date must include a 
justification/explanation, be completed and resubmitted to the Chief of CBU. The CBU will 
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consider the original QCR to be invalid and may withhold monthly payments until the revised 
QCR is received.  
 
C. Annual Cost Report  
 
The Annual Cost Report (ACR) shall reflect all program revenues and expenses for specific 
reporting periods (i.e., per annum) consistent with the contract.  
 
The Contractor shall submit completed Annual Cost Reports (ACR) [see Appendix D] 
consistent with the CDCR’s reporting format(s) to:  
 

California Department of Corrections and Rehabilitation 
 Contract Beds Unit 

Attention: Chief of CBU  
10961 Sun Center Drive  

Rancho Cordova, CA 95670 
 

The ACR must be consistent with the State’s Fiscal Year reporting cycle of July 1 through June 
30. The ACR must be submitted by August 15th for the period ending June 30th of each fiscal 
year regardless of the contract start date. If cost reports are not completed, submitted, and 
received by the Chief of CBU within 45 days of the end of the reporting period, the CDCR can 
withhold monthly payments until the completed reports are received and it is determined by the 
CBU that reporting requirements have been satisfied.  
 
Upon request and approval by the CBU, the Contractor may utilize computerized cost reports 
to meet their needs as long as all of the required information is provided in a format/level of 
detail approved by the CBU that corresponds with the cost reports developed by the CBU.  
 
The ACR must be submitted within 45 days but no later than received by the CBU no later than 
August 15.  
 
The CDCR will consider ACR received to be accurate and will be used to monitor use of funds.  
 
Any warranted revisions and/or adjustments after the due date must include a 
justification/explanation, be completed and resubmitted to Chief of CBU. The CBU will consider 
the original ACR to be invalid and can withhold monthly payments until the revised ACR is 
received.  
 
The Contractor shall report the Corporate Fee apart and separate from all other items in the 
ACR.  The Corporate Fee shall not be reported as an expenditure, instead, it shall be reported 
as a stand-alone item below the profit/loss line item.  
 
D. Request to Change Contract Budget/Staffing Line Item(s)  
 
Any change(s) to a budgeted line item funding that exceeds $10,000 or ten percent of any line 
item in the Total Contract Allotment requires prior written approval from the Chief of CBU 
before implementation. The Budget Revision Form [BRF] (Appendix E) is to be used when the 
Contractor wishes to adjust funding (not to exceed the fund amount encumbered in the 
Standard Agreement) or staffing based on actual spending patterns by increasing or 
decreasing the budget from one line item to another (not to include prior years).  
 
Any change(s) to staffing, regardless of the cost, requires the completion of a “Change In 
Established Position(s)” (Appendix E) and related budget documents.  
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1. Budget Revision Form:  
 

 • Identify the budget category requiring the change under column 1, “Description of Line 
Items”.  
 

 • Indicate the current budgeted authority for the line items requiring the change under column 
2, “Budgeted Authority”.  
 

 • Indicate the amount of increase or decrease requested for each of those line items under 
column 3, “Amount of Requested Budget Revision”.  Any decrease should be indicated by 
parentheses.  
 

 • The Revised Budgeted Authority, Column 4, is the net result of the change requested.  It will 
either increase or decrease specific line items.  
 
 • Identify the reason for the request.  
 
 • Identify the factors justifying the request.  
 
 • Explain the consequences of what will happen if the request is not approved.  
 

 • A Corporate Officer, Facility Director (or designee), or Facility Fiscal Officer is authorized to 
request the change.  
 

 • The Contractor must notice and provide a copy of the BRF to the assigned CDCR Facility 
Captain (or designee) and the date should be reflected on the BRF.  This will afford them the 
opportunity to provide timely input regarding the requested change(s) to the Chief of CBU. 
However, the Contractor need not wait for a response from the Facility Captain prior to 
submitting the BRF.  
 

 • The Contractor must submit the Budget Revision Form to the assigned CBU Program 
Analyst for the facility.  Once a decision has been made by the Chief of CBU, a signed copy 
will be returned to the Contractor.  
 

 • The Contractor must also submit with the BRF complete set of budget documents 
identifying the changes in the overall budget.  
 

 • The Contractor will be responsible for clearly identifying on the BRF in the “Month & Year” 
box whether the proposed changes are “ongoing” (i.e., for all subsequent remaining 
Agreement years) or “one-time" (i.e., for a specific period of time/fiscal year).  
 

 • The Contractor may include supplemental supporting documentation identifying the reason 
for the request, amount, or justification for the adjustment. The CDCR may request additional 
information or justification be provided by the Contractor prior to rendering a decision.  Failure 
to provide requested information to the CDCR shall be cause to deny the request.  
 

 • The Contractor is responsible for adhering to and complying with the BRF instructions 
contained in Appendix E. Additionally, the Contractor will be responsible for appropriately 
reflecting approved BRF changes on other respective budget/staffing documents (i.e., QCRs, 
ACRs, PAS, and MRS) or as directed by the CDCR in order to properly and accurately 
report/reconcile expenditures.  
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2. Request to Change Established Position(s)  
 
Positions are specifically authorized and must be maintained in accordance with the 
Agreement as identified in the Minimum Required Staffing (MRS) and Post Assignment 
Schedule (PAS).  
 
Any change(s) to staff in the established MRS or PAS, regardless of the cost, requires the 
completion of a “Change In Established Positions (CEP) (Appendix E).  The change(s) may 
include, but are not limited to: duties, titles, responsibilities, salary, position(s), post numbers, 
and functions (of the position).  
 
The Facility Director (or designee) is authorized to request the change.  
 
Any proposed changes to the MRS and PAS require initial review and recommendation of the 
assigned CDCR Facility Captain. This will afford them the opportunity to provide timely input 
regarding the requested change(s).  If approved, the MRS and PAS proposed changes are 
forwarded to the Correctional Administrator-Field Operations, or designee, for review and 
approval.  
 
Any change(s) to established staffing requires prior written approval from the Chief of CBU 
before implementation.  
 
At the CBU’s discretion, an Agreement amendment may be warranted to reflect staff 
changes. The Contractor may be requested to submit new MRS/PAS exhibits or other 
supplemental documentation consistent with the approved changes.  
 
NOTE:  A “temporary” change in classification, functional responsibilities and/or post 
assignment does not need to be reported via a “Change in Established Positions” form.  A 
temporary change is considered to be 30 days or less to provide for specific interim staff 
needs, such as, but not limited to, Acting Assignments.  A “temporary” change request must 
be submitted by the Contractor to the assigned CDCR Facility Captain for review and prior 
approval. A “temporary” change request must be submitted in writing and include the 
information required by the assigned CDCR Facility Captain, Correctional Administrator-Field 
Operations, and the Chief of CBU to provide for a thorough review/consideration (i.e.: 
approval/disapproval).  

 
V. Payment Process  
 

A. Invoicing and Payment  
 
The CDCR will not pay any amount(s) that exceed the annual contracted amount encumbered 
in the Standard Agreement.  
 
Incomplete or improperly prepared monthly invoices will not be processed for payment.  Failure 
to provide source/supporting documentation as required or requested by the CDCR or CBU, 
may be cause to not process invoice(s) for payment. 
 
The facility invoices are limited to the Operational Invoice, Inmate Release Funds Invoice, and 
Emergency Medical Transportation Invoice.  
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The CBU will notify the contractor, and upon request, return the invoices for corrections.  
Properly completed invoices must be submitted before payments can be made. The Contractor 
will request payment on a monthly basis, unless otherwise approved by the CBU, using the 
monthly invoice forms specified by the CDCR.  
 
Monthly invoices not received by the Chief of CBU within two weeks after the end of the month 
in which the services were provided may be discounted by 1.5 percent of the total monthly 
invoice.  An additional 1.5 percent may be discounted for each subsequent month. If monthly 
invoices have not been received by the CBU on the sixty-first (61) day after the end of the 
month in which the services were provided, the invoice may be disallowed in its entirety. 
Invoices shall include the Agreement Number and shall be submitted in duplicate on a monthly 
basis in arrears to:  
 

California Department of Corrections and Rehabilitation  
Contract Beds Unit 

Attention: Chief of CBU  
10961 Sun Center Drive  

Rancho Cordova, CA 95670 
 

1. Operational Invoice  
 
Facility activation will commence upon arrival of the first endorsed inmate permanently 
housed at the facility. Upon activation, the Contractor will be paid a per diem rate based upon 
actual participant days as identified in Exhibits B-1 of this agreement.  
 
Total participant days available for a specific month is the contractor’s budgeted design bed 
capacity times the number of days during that specific month.  
 
The Contractor will submit the monthly invoice and all supporting documentation to the 
designated CDCR Facility Captain for review and recommended approval.  The CBU will 
verify that each participant listed on the “Register of Participation” is accurate.  Each page of 
the register shall be sub-totaled at the bottom. The Contractor can only include in the 
“Register of Participation” the first day of participation, but not the last day of participation.  
 
The Contractor will use the Monthly Operational Invoice (Appendix A, Schedule 1.2), the 
Register of Participation form (Appendix A, Schedule 2.1), and the Vacant Post or Position 
Deduction Report (Appendix A, Schedule 1.3) and submit to CBU to be paid.  
 
The Contractors shall have 45 days to fill a vacant post or position per the Agreement. A 
vacant post or position shall not be deemed vacant in the event that the Contractor is using 
contract staff or overtime to fulfill the duties of the post or position for the first 45 days.  
Beginning on the 46th calendar day that the post or position remains vacant, the Contractor 
shall track the date position is vacated, the days, the work hours and salaries and benefits of 
each vacancy and make appropriate deductions from the next monthly invoice using the form 
in FMH, Appendix A, Schedule 1.3. The CDCR may assess liquidated damages in an amount 
equal to the daily rate (salary and benefits) for such post or position per day while it remains 
vacant. Contractor shall not circumvent the imposition of liquidated damages by multiple 
short-term or rotation of staff assignments in a post or position. 
  
Assessment of liquidated damages shall not preclude the CDCR from terminating this 
Agreement for breach as provided herein. Withholding of payment as liquidated damages 
shall not relieve the Contractor of any of its obligations under the Agreement. 
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If the Contractor fails to: notify the CDCR or CBU; or secure prior the CDCR or CBU approval 
for vacant budgeted position(s); or fill a vacant position within 45 days of the vacancy, the 
CDCR or CBU, at its discretion, may deduct from the Contractor’s monthly invoice an amount 
of money (based on the budgeted salaries and benefits for each vacant position) equivalent 
to the entire vacancy period. Deductions will be based on the CBU using forms such as FMH, 
Appendix A, Schedule 1.3 and a Daily Sign-In Sheet.  
 
The following reports or documentation must be submitted as required within the time frames 
established in this FMH or the Contractor shall be deemed non compliant with the contract 
terms and conditions and monthly invoice payment may be disputed and not processed.  
 
• Posted Positions Daily Sign-in Sheet  
• Vacant Post or Position Deduction Report, Appendix A, Schedule 1.3,  
• Evidence of Insurance  
• Quarterly Cost Reports, FMH, Appendix C  
• Annual Cost Report, FMH, Appendix D  
• Annual Fire Clearance  
• Inmate Pay Plan  
• Inmate Pay Register (FMH Appendix B, Schedule 3)  
• Copy of CDC 102’s (Appendix A, Schedule 3.1)  
• Annual IWF Budget and Expenditure Report  
• Key Representatives Approvals  
• Corrective Action Plan to an Audit  
• Copies of all Subcontracts  
• Licenses and Credentials of all Health Care Services Staff  
• Credentials of all Vocational and Academic Instructors  
• Master Roster and Post Assignment Schedule  
• Employee Status Report,  
 
2. Inmate Release Funds 
 
Inmate Release Funds is paid in arrears to the Contractor by the CDCR.  The Contractor will 
request reimbursement for Inmate Release Funds, using the “Inmate Release Fund Invoice” 
form (Appendix A, Schedule 2.2).  A copy of all CDC-102s for each month must be attached.  
 
3. Emergency Medical Transportation Invoice  
 
Emergency Medical Transportation is paid in arrears for necessary contractor staff (on an 
overtime basis only) related to the transportation and supervision of inmates for emergency 
medical care (as determined by a CDCR Chief Medical Executive).  The Contractor shall 
submit the “Emergency Medical Transportation Invoice” form contained in Appendix A, 
Schedule 4.2 through 4.6)  

 
B. Prompt Payment Time Frame  
 
Per the Prompt Payment Act (Government Code, Section 927) the State is required to pay the 
Contractor on the date set forth in the Agreement (GC 927.10) and within 45 calendar days 
(GC 927b).  The date of receipt of an undisputed invoice by the assigned CBU facility Program 
Analyst is equal to Day Zero (GC 927 & 927.4)  

 
1. Late Payment Penalty  
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The California Prompt Payment Act (the Act) Government Code (GC), Section 927 et seq., 
requires State agencies to automatically calculate and pay the appropriate late payment 
penalties (as specified in SAM Section 8474.2) if they fail to pay properly submitted, 
undisputed invoices on the date required by the Agreement, which shall not exceed 45 days; 
or if a payment date is not specified in the Agreement, within 45 calendar days of receipt of 
the invoice. Thirty of the 45 calendar days allowed for vendor invoice processing and 
payment are allocated to the State agency payment approval process. The remaining 15 
calendar days are allocated to the State Controller’s Office (SCO) claim audit and warrant 
generation process. The DGS will not approve Agreements with invoice payment terms 
exceeding 45 days.  
 
The Act specifies that the SCO shall pay Contractors within 15 calendar days of receipt of a 
correct claim schedule from the State agency. If the SCO fails to make payment within 15 
calendar days of receipt of the claim schedule from a State agency, the SCO shall pay 
applicable penalties out of its own funds. The SCO's liability for penalties shall cease to 
accrue on the date a warrant, in full payment, is issued. 
 
Penalties begin accruing:  
 
• State agency: the day after payment due date per Agreement; if no payment date in 
Agreement, on the 31st day after receipt of invoice. 
  
• State Controller:  On the 16th day after receipt of the state agency claim (GC 927.4).  

 
C. Disputed Invoices (SAM Sec 8474)  

 
1. Disputed Invoices  
 
If the State and the Contractor have a dispute over the amount due and/or the 
services/property received, the payment due date will be 35 calendar days from the date the 
dispute is settled or a corrected invoice is received by the State. The State has 15 calendar 
days after receipt of an invoice to notify the Contractor of a dispute.  
 
The State will not pay for goods or services prior to their receipt.  If an invoice is received 
prior to the receipt of the property or rendering of services, the invoice will be considered a 
disputed invoice and not subject to payment until after the goods or services are received.  
 
2. Calculation of Interest Penalties  
 
An interest penalty fee of one percent (1%) above the rate accrued on June 30th of the prior 
year by the Pooled Money Investment Account (PMIA) will be paid, but not to exceed 15 
percent.  A Management Memo is issued annually by the Department of Finance outlining the 
appropriate adjusted penalty rate for the following fiscal year.  
 
The penalty will begin accumulating with the day after payment was due.  If a due date was 
specified, interest penalty fee will begin the day after the due date.  
 
If a payment due date was not specified and if the State is processing the invoice through the 
SCO, penalty begins on the 36th calendar day after the postmark date of the invoice.  (If 
payment date was not specified and if the State is paying by Office Revolving Fund (ORF), 
the interest penalty fee will begin the 51st calendar day after the postmark date of the invoice.)  
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The penalty is to end the date the SCO receives the properly submitted claim schedule; 
therefore, the penalty calculations should allow for appropriate additional time for mail and/or 
transport of claims.  
 
The penalty is calculated on the gross amount of the invoice less any sales tax and other 
deductions.  Calculations of penalty fees will be completed by the CDCR’s Accounting Office.  

 
VI. CDCR Access to Agreement records and information  
 
The CDCR or any duly authorized representative shall have access and the right to examine, audit, 
excerpt, copy, and transcribe any books, documents, papers, or records of the Contractor which in 
the opinion of the State may be related or pertinent to this agreement. Such material must be 
retained for a period of three (3) years after the termination of the Agreement or until an audit is 
completed by the State and all questions arising there from are resolved, whichever is sooner.  
 
If the Contractor allows the facility related records/documents to be held or maintained by a third 
party, the Contractor will be responsible for securing and providing said records/document to the 
CDCR (as requested) in a timely manner.  
 
The Contractor shall have procedures to ensure confidentiality of information and to protect the 
data from unauthorized access and/or destruction due to negligence, malice, or disaster.  
 
The Contractor shall not release or reveal any report, publication, and/or statistical data related to 
the inmates and/or inmate programs without the prior written approval from the CDCR.  
 
VII. Audits  
 
Facility monitoring, reviews, and audits by the CDCR or CBU or its designee may be scheduled on 
a routine basis or may be unscheduled and unannounced. The CDCR or CBU will attempt to keep 
any disruption to the Contractor’s daily work to a minimum when undertaking an audit, however the 
cooperation and assistance of the Contractor is required for an audit, therefore the Contractor shall 
at all times maintain accurate, organized, and accessible records to expedite any and all audits 
and to minimize any disruption. Audits may also be conducted by other independent and 
appropriate/authorized governmental entities.  Accordingly, the contractor will be required to 
cooperate, respond to and adhere to the respective audit requirements.  
 

A. Financial Audit  
 
The CDCR and/or its designee may conduct audits or reviews of the Contractor’s financial 
records as they relate to the contract whenever deemed necessary or appropriate by the 
CDCR. The contractor shall be responsible for ensuring auditors have access to the facility 
(including areas where records are kept), providing an appropriate work area, providing 
necessary staff escorts, and facilitating availability of contractor staff for purposes of 
discussions related to the purpose of the audit.  

 
1. Draft Audit  
 
Draft audit findings and observations (if any) will be summarized and presented to the CDCR 
and the Contractor as a draft audit report.  The Contractor and CDCR will have an 
opportunity to review and provide a written response for inclusion in the final audit report. The 
Contractor may have the opportunity to submit additional source documentation for the 
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auditor’s consideration in preparing the final audit report. Replies must be directed to the 
entity conducting the audit and copies to the Chief of CBU within the specified time frame as 
required.  
 
2. Final audit  
 
A final audit will be issued that incorporates the Contractor’s and CDCR’s response (if any) to 
the draft audit. If the Contractor has any disagreements with the audit findings or 
observations, the Contractor may submit a formal written appeal. 
 
If the Contractor fails to reply in writing within the allotted time, or within such additional 
commensurate and reasonable time period the parties mutually agree to in writing, the final 
audit report will be considered accepted in full by the Contractor. The Contractor shall then 
immediately comply with the audit recommendations and/or findings.  Failure to comply will 
result in a disallowance of claimed costs and all other available remedies. 
  
3. Corrective Action Plan  
 
The Contractor shall provide a Corrective Action Plan (CAP) to the Chief of CBU within 30 
days from the date of the final audit. The CAP must, at a minimum, include the following: 
what action has been taken or will be taken to remedy audit findings and/or observations, the 
time frame for completion, the Contractor staff that has primary responsibility for each 
finding/observation, supporting documentation (i.e., policies, procedure changes, changes in 
staff duties/responsibilities, etc.) and any other proof, confirmation, verification as may be 
required. (The Contractor does not need to address final audit findings/observations that are 
pending or under appeal).  
 
Questions regarding the CAP may be directed to the assigned CBU Staff Manager I.  
 
4. Appeal  
 
If the Contractor has any disagreements with the audit findings or observations, the 
Contractor may submit a formal written appeal to CDCR’s Administrative Review Committee 
(ARC) within thirty (30) calendar days upon receipt of the final audit report. The appeal must 
be sent to: 
  

California Department of Corrections and Rehabilitation 
Office of Audits and Compliance 

Attention: Assistant Secretary, OAC 
9800 Old Placerville Road, Suite 200  

Sacramento, CA  95827 
 
The appeal must be written and should be complete to include any and all supporting 
documentation the Contractor believes is pertinent for appropriate ARC review/consideration.  
The Contractor should clearly and thoroughly express its position and/or basis for its position 
to minimize the ARC’s need to request additional or clarifying information. Any question 
regarding the ARC process shall be referred to the Office of Audits and Compliance (OAC). 
Appeals shall not be sent to the CBU.  If an appeal is sent to the CBU, there shall be no 
obligation for the CBU to redirect the appeal to the OAC on behalf of the Contractor.  
 
The ARC generally consists of the following CDCR Executive Staff (or equivalent level staff 
or designees):  
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• Director, Support Services, (ARC Chairperson)  
• Assistant Secretary, Office of Audits and Compliance  
• Deputy Director, Division of Adult Institutions  
• Deputy Director, Fiscal Management  
 
Other additional executive level CDCR staff may be part of the ARC or substituted dependent 
upon the nature of the appeal issue and/or availability of the CDCR staff.  The ARC may 
request and/or require input from other CDCR staff dependent upon the nature of the appeal 
issue. Information may also be solicited from the auditing entity and they may also be 
consulted/present during the ARC.  
 
The ARC may request additional documentation or other information from the Contractor. 
The ARC may also request a meeting with the Contractor to discuss the appeal. If a meeting 
is deemed necessary, it will be scheduled at a mutually acceptable date/time.  
 
 
The ARC will render a written decision. The ARC’s findings shall be the CDCR’s final position 
on the audit. If the audit findings and/or observations are upheld, the ARC may require a 
Corrective Action Plan from the Contractor subject to the timeframes determined by the ARC.  
 
If audit findings and/or observations as determined by the ARC result in disallowances for 
which the Contractor must repay monies to the State of California and if payment for the audit 
findings is not received within thirty (30) days after the ARC findings are issued, the amount 
involved will be deducted from monthly invoice payments until the audit disallowance is fully 
paid. Contractor’s failure to pay audit disallowances may result in immediate termination of 
the Agreement as well as notification to the California Department of General Services that 
the Contractor has refused to honor the audit findings. The State shall have the right to take 
appropriate action to collect all amounts due the State. 
 
A follow-up audit may be conducted to verify compliance. 
 
Misappropriation of funds and/or failure to comply with financial management and accounting 
requirements set forth herein shall constitute a breach of contract and may result in a 
disallowance of claimed costs and all other available remedies including termination. 

 
B. Program/Operational Audit  
 
Program audits or reviews will be conducted on an as needed basis by the CDCR/CBU staff, 
designees and/or other governmental entities. Custody/Security, Program Management and 
Building/Grounds audits will be conducted for compliance with the Agreement, the CDCR 
standards/requirements and/or other lawful requirements.  

 
1. Audit  
 
The facility will receive written notice/findings as to the areas of partial compliance or non-
compliance. Within thirty (30) days of receiving the notice/findings, the contractor will submit 
to the CDCR Facility Captain, designated by the respective CBU Correctional Administrator, 
a proposed corrective action plan (CAP) identifying responsible party, the action taken or to 
be taken to correct the deficiency, and timelines for completion or attaining full compliance.  
The CBU Facility Captain will review the proposed CAP and will either concur with the 
proposed CAP or provide recommendations to assist in attaining full compliance with 
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recommended time frames for completion.  In case of any discrepancy, the appeal process is 
available if filed within ten working (10) days of notice.  If there is disagreement with the 
Facility Captain, first level of appeal is to the CBU Correctional Administrator-Field 
Operations and second level of appeal is to the Chief of CBU.  

 
2. Corrective Action Plan 
 
The Contractor will develop a CAP based on the audit/review finding(s):  
 
a. If the contractor is not in compliance with a requirement of the contract, the State 
 can serve the contractor with a written Notice of Contract Compliance (NCC) and require 
the contractor to take corrective action by a specific date. This notice will typically be in the 
form of a written notice/correspondence from the CBU.  
 
b. If the noncompliance issue relates to the: (1) security of the facility; and/or (2) health 
and/or safety of inmates, the facility staff or the community, the date for the corrective action 
may be the same day as the notice. 
 
c. When the contractor receives a NCC, the contractor shall take corrective action by the date 
specified or request a date extension and resubmit a CAP that meets Penal Code, local laws, 
statutes, Department Operations Manual, CDCR policies, procedures and/or contractual 
expectations.  This request and action plan shall be submitted in writing within 30 working 
days from receipt of a NCC to the CBU Associate Warden Business Services (AWBS).  
 
d. The CBU AWBS shall respond in writing to the contractor’s request and CAP within 
30 working days of receipt.  However, the CBU AWBS can verbally reject the contractor’s 
request and CAP at any time if the noncompliance issue relates to the areas listed in 
subparagraph b) (relating to the security of the facility; and/or health and/or safety of inmates, 
the facility staff or the community).  
 
e. If the contractor fails to take corrective action by the deadline approved by the CBU 
AWBS, the State may impose a one percent (1%) penalty against  the total monthly invoice 
for the month in which corrective action was to have been  taken.  
 
f. For each additional successive 30 day period the contractor fails to take corrective action in 
accordance to the approved deadline, the penalty may be increased to twice that of the last 
penalty assessed until the deficiency is rectified and/or remedied to CDCR satisfaction.  
 
g. The Contractor may appeal any action(s) taken by the provisions in subparagraphs 
(b) through (f) as outlined in the Special Terms and Conditions section of this Agreement.  
 
The Facility Captain and/or other CBU staff will schedule and conduct follow-up audit/reviews 
to determine compliance with Penal Code, local laws, statutes, Department Operations 
Manual, CDCR policies, procedures and/or contractual expectations 
 
Failure to comply with contract conditions, resulting in a breach of security or health and 
safety standard, may result in the immediate termination of the contract following discussions 
by both parties. 

 
VIII. DISPUTE RESOLUTION  
 
Contract disputes will be settled according to the terms contained within the Agreement.  
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IX. PENALTIES  
 
The Contractor shall provide the following, but not limited to, labor, materials, supplies, licenses, 
permits, equipment, and transportation necessary to perform all services in accordance with the 
Scope of Work, all terms and conditions, Disabled Veteran Business Enterprise (DVBE) 
requirements at the rates set in this Agreement.  Any and all services performed outside the scope 
of the Agreement shall be at the sole risk and expense of the Contractor. (Refer to Section III, 
Allowable Costs.)  
 
X. BUDGET CONTINGENCY CLAUSE  
 
It is mutually agreed that if the California State Budget Act for the current fiscal year and/or any 
subsequent fiscal years covered under this Agreement does not appropriate sufficient funds for the 
program, this Agreement shall be of no further force and effect. In this event, the State shall have 
no liability to pay any funds whatsoever to Contractor, or to furnish any other considerations under 
this Agreement, and Contractor shall not be obligated to perform any provisions of this Agreement.  
 
If funding for the purposes of this program is reduced or deleted for any fiscal year by the California 
State Budget Act, the State shall have the option to either cancel this Agreement with no liability 
occurring to the State, or offer an Agreement amendment to Contractor to reflect the reduced 
amount.  
 
XI. RIGHT TO TERMINATE  
 
The State reserves the right to terminate this Agreement subject to thirty (30) calendar day’s 
written notice to the Contractor.  Contractor may submit a written request to terminate this 
Agreement only if the State should substantially fail to perform its responsibilities as provided 
herein. 
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Appendix A
Schedule 1.1

Line number and instructions

1 Enter the total participant days from the Register of Participation

2 Enter the Per Diem Rate from the contract

3 Multiply Line 1 (Total Participant Days) by Line 2 (Per Diem Rate)

4 Enter the Facility Use Cost from the contract
(if applicable)

5 Enter the vacancy deductions from the Vacancy Deduction Report

6 Add Lines 3, 4, and 5

CONTRACTED FACILITY ADMINISTRATION

MONTHLY PARTICIPANT DAY INVOICE

INSTRUCTIONS

The Contractor will submit one original monthly invoice (original signatures) and one 
legible copy. Incomplete or improperly prepared invoices will be returned for 
corrections before payment will be made.
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Appendix A
Schedule 1.2

California Department of Corrections and Rehabilitation
CBU - Division of Adult Institutions
10961 Sun Center Dr.
Rancho Cordova, CA 95670
Attn:  Contract Facility Program Analyst

In accordance with the above numbered contract, payment is requested 
for satisfactory service provided in the month of , 20

1 Total Participant Days

2 Reimbursement Rate Per Contract $

3 TOTAL PER DIEM PAYMENT $

4 Facility Use Cost (if applicable) $

5 Vacancy Deduction $

6 TOTAL PAYMENT REQUESTED $

Signature of Facility Director Signature of CDCR Facility Captain
or Fiscal Officer or Designee

Date: Date:

The Facility Administrator certifies that the requested reimbursement for the monthly inmate 
participant days are in compliance with the Contract and the Financial Management Handbook.

(Facility Address)

(Facility Name)

 MONTHLY PARTICIPANT DAY INVOICE

CONTRACTED FACILITY

TO: FROM:

Contract  #

(Address of Contractor)

(Official Name of Contractor)
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Appendix A
Schedule 1.3

INVOICE MONTH/ YEAR:

BENEFITS

-$         -$                          

-$         -$                          

-$         -$                          

-$         -$                          

-$         -$                          

-$         -$                          

-$         -$                          

-$         -$                          

-$         -$                          

-$         -$                          

-$         -$                          

-$         -$                          

-$         -$                          

-$         -$                          

TOTAL INVOICE DEDUCTION -$                          

DATE DATE

WARDEN AWFA

NOTE:  The Contractor will provide this report to the CDCR Facility Captain on a weekly basis.  At the end of the month, the Contractor will send the entire report to MCCF Headquarters.

CONTRACT NUMBER:

TOTAL DAYS
VACANT

DAYS VACANT
THIS PERIOD RATE OF PAY TOTAL DAILY

WORK HOURS TOTAL DEDUCTION

Describe actions taken to fill positions with permanent staff:

CONTRACT FACILITY

MONTHLY VACANT POST OR POSITION DEDUCTION REPORT

[NAME OF CONTRACTED FACILITY]

NAME OF LAST INCUMBENT POSITION
CLASSIFICATION

POSITION
NUMBER

DATE
VACANT

DATE
FILLED

Page 4 of 15
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Appendix A
Schedule 2.1

STATE OF CALIFORNIA

CONTRACTED FACILITY – REGISTER OF PARTICIPATIONMonth & Year Page 1 of
CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION
Name of Facility Contract # Beds REASON CODES

1 Paroled

Address of Facility City Zip Code 2 Escape
3 Discpl 115 (Jail)

Signature of Facility Representative Title Phone No. 4 Discpl 115 (Inst.)
5 Transferred to

      ANOTHER FACILITYAnother Facility
6 Other (Specify)

From To

TOTAL PARTICIPANT DAYS (PAGE TOTAL)
TOTAL PARTICIPANT DAYS (SCHEDULE TOTAL)  b/

a/ The Total Inmate Participation Days should include the first day of participation, but not the last day.  Any variation 
requires adequate documentation, as outlined in the Financial Management Handbook, and shall be attached to the 
invoice

b/ Add total of all Register of Participation pages and enter.  Use this total in determining percent occupancy and for 
   completion of line 2 on the monthly invoice.  

Total
Participation Period

Number
CDCR 

Participant

Name Days a/
Participant

Code
Reason

Date
Effective

Departure
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Appendix A
Schedule 2.2

CDCR - Contract Beds Unit
Bakersfield RAO
P.O. Box 12050
Bakersfield, CA  93389
Attn:  Accounts Payable/Inmate Release

In accordance with the above numbered contract, payment is requested for reimbursement 
of inmate release provided in the month of , 20

1 Inmate Release (original CDC 102s attached) $

2 TOTAL PAYMENT REQUESTED $

Signature of Facility Director Signature of CDCR Facility Captain
or Fiscal Officer or Designee

Date: Date:

The Facility Administrator certifies that the requested reimbursement for the monthly 
inmate release are in compliance with the Contract and the Financial Management 
Handbook.

(Facility Address)

(Facility Name)

 MONTHLY INMATE RELEASE FUND INVOICE

CONTRACTED FACILITY

TO: FROM:

Contract  #

(Address of Contractor)

(Official Name of Contractor)
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Appendix A
Schedule 3.1
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Appendix A
Schedule 4.1

1 Prior authorization given by Health Care Services Division (HCSD) Officials

○ Hub institution’s Chief Medical/Dental Officer;

○ CDCR medical/dental peer review committee; or
○ CDCR Assistant Deputy Director, HCSD.

2 Procedure for Obtaining Treatment

MEDICAL CARE COST REQUIREMENTS

Excluding emergency care, prior authorization must be obtained in all cases of essential and non-
essential/elective services.  Proof of prior authorization (CDC Forms 7322 and 7323) must be 
documented in the inmate’s field file and be attached to the invoice by the care provider (details in 

item two below).

In order for non-routine medical costs to be allowable and directly reimbursed to the provider, the 
following conditions must be met:

Once the inmate has been placed in the contracted facility, designated contract facility officials will:

Medical/dental treatment for prior existing conditions shall be provided pursuant to consultation with 
designated CDCR health care officials in the event the condition has become aggravated in such a 
manner that it poses a significant threat to the inmate’s current health and, if not treated, would result 

in significant morbidity and/or mortality.

Prior authorization for referral and consultation may be granted at any one of three following levels of 
authority.

Contract facility officials will seek prior authorization from the hub institution CMO/designee before 
considering any non-emergent treatment.

If the ailment does not require emergency care, schedule a “sick call” appointment with the hub 

institution pursuant to obtaining advice on the appropriate course of treatment (or notify the CMO of 
the contracted facility inmate’s insurance, if any, and arrange to have the contracted facility inmate 

sent to the health care provider approved by his/her insurance policy).

Through examination of contracted facility field file material, interview with the inmate, contract facility 
staff and personal observation, determine if inmate requires ongoing health care; if so, consult with 
the hub institution CMO/designee on the appropriate course of treatment.  In a contracted facility, 
only licensed medical staff will have access to the inmate’s CDCR outpatient health record.

During the initial interview and periodically thereafter, assess and record any supplementary 
insurance the facility inmate may have/be entitled to (e.g., workers compensation, vehicle insurance, 
insurance from spouse, employer’s group insurance, veteran’s health care, etc.); verify if the inmate 

is eligible and entitled to insurance benefits.

During orientation, inform all inmates of the policy listed above and appropriate sections of California 
Code of Regulations (CCR), Title 15, related to health care.
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Appendix A
Schedule 4.1

○ CDC Form 135 (Transfer Record: Documenting Return of the Inmate);
○ CDC Form 7317 (Pre-Transfer Medical Transmittal);
○ Copy of CDC Form 7322 (CCC/F Inmate Health Care Advice Request);
○ CDCR Health Record (for CCF inmates only); and,
○ Copies of CCF field file documents (ONLY if the inmate is being returned for long-term care).

Prescription/Non-Prescription Items:

Aspirin tablets, 325 mg.
Acetaminophen (Tylenol) tables, 325 mg.
Antacid tablets formulation-aluminum/magnesium hydroxide with simethicone (i.e., Maalox, 
Mylanta, Gelusil)
Antacid liquid formulation-aluminum/magnesium hydroxide with simethicone (i.e., Maalox, 
Mylanta, Gelusil)
Kaolin/Pectin Suspension (i.e., Kaopectate)
Calamine lotion
Magnesium Hydroxide Suspension (i.e., Milk of Magnesia)
Saline eye irrigating solution (i.e., Eye Stream)
Ibuprofen tablets, 200 mg. (i.e., Motrin-IB, Advil)
Antihistamine tablets (i.e., Chlorpheniramine tablets, 4 mg.)
Decongestant tablets (i.e., Sudafed tablets, 30 mg.)
Analgesic burn spray (i.e., Americaine or Nupercainal)
Antitussive tablet/lozenges with dextromethorphan (i.e., Robitussin Cough Calmers)
Neosporin topical ointment or generic equivalent
Hydrogen peroxide solution, 3 percent

Make appropriate transportation arrangements.  Considering all security precautions, the Contract 
Facility transportation coordinator will make every effort toward maximum efficiency when scheduling 
trips to and from the prison.

The following prescriptions are considered routine medical costs and are paid through the per diem 
rate:

If the inmate is to be returned to the institution for treatment, the following documents will accompany 
him/her:

Make three copies of the record (CDC Form 7322).  Include one copy in the CDC Health Record, 
one copy in the Contract Facility field file, and send one copy to the care provider with a request to 
amalgamate it with the invoice.

Record name/title of hub institution health care person contacted, name of prison/phone number, 
name of inmate/CDCR number, type of ailment discussed, date/time advice was sought, type of 
advice obtained, name/title of Contract Facility official requesting advice, name of Contract Facility, 
course of action followed.  This will be documented on a CDCR Form 7322 (CCF Inmate Health 
Care Advice Request).

The following medications are considered common “supply” items and will be included in the 

Contract Facility inventory of standard non-prescription drug items.  These items may be purchased 
generically but should come packaged in commercially prepared packages that provide the inmate 
with written information on dosage, indications for use, contraindications, and precautions.

Contracted Facilities are required by contract to maintain a supply of common, non-prescription items 
in addition to a first aid kit and commonly used dental/medical supplies.
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Schedule 4.1

AA
AB
AN
AO
AP
AT

· Inmate’s name and CDCR number

· Prescription number
· Name of medication dispensed (both generic and trade name)
· Strength of medication dispensed
· Quantity of medication dispensed
· Date prescription was filled and delivered
· Name of prescribing physician
· Billing cost of the prescription 
· Tax ID number of the pharmacy

Health Care personnel determine if eyeglasses/artificial appliances are required.

If eyeglasses are required, the health care personnel recommend that the inmate go to a CDCR 
or contracted optometrist for a prescription.

At this point, the Contracted Facility P&CSD official will determine if the inmate can afford to pay 
by examining Trust Account.

The following conditions must be met before reimbursement will be made to a provider for the 
purchase of eyeglasses for inmates:

Note:  Accounting clerks will establish a process to verify that “double billing/double payment” is not 

taking place.

The contracting pharmacy is required to provide an itemized billing that lists at least the following 
information:

Multiple vitamins or therapeutic multiple vitamins should only be prescribed if there is documented 
evidence in the inmate’s medical record that a metabolic deficiency exists that can only be corrected 

with supplemental vitamin therapy rather than diet.

Prescriptions should be filled with the lowed cost generic item available that meets the following 
Federal Food and Drug Therapeutically Equivalent Codes:

CDCR will only pay for doctor-prescribed legend medications (items which contain the statement on 
the original container “CAUTION: FEDERAL LAW PROHIBITS DISPENSING WITHOUT A 

PRESCRIPTION”).  Items that are non-prescription by law will not be reimbursed by CDCR when 

prescribed by physician without prior authorization.

The following prescriptions are considered non-routine and will be directly reimbursed to the provider 
if the following conditions are met:

These common, over-the-counter non-prescription items will be stored in a locked cabinet (with the 
first-aid kit) in a controlled section of the housing unit.  The housing unit monitor, upon the inmate’s 

request, will issue one recommended dose of medication and record the inmate’s name/CDCR 

number , name of medication/dosage issued, name of the monitor and his/her signature.  The 
contract facility manager or designee will review the log and supplies daily and ensure that no abuse 
is occurring.

The City of Taft 
California Department of Corrections and Rehabilitation 
Financial Management Handbook

Agreement Number 5600004097 
                                       Exhibit F 
                              Amendment 5



Appendix A
Schedule 4.2 

California Department of Corrections and Rehabilitation
CBU - Division of Adult Institutions
10961 Sun Center Dr.
Rancho Cordova, CA 95670
Attn:  Contracted Facility Program Analyst

ONE PAGE PER EMPLOYEE AND TRANSPORT DATE

DATE OF MEDICAL TRANSPORT:
INMATES NAME:
CDCR NUMBER:
MEDICAL LOCATION:
MEDICAL DISPOSITION:

EMPLOYEE NAME:
REGULAR WORK HOURS
REGULAR DAYS OFF
DATE OF OVERTIME
OVERTIME STARTED
OVERTIME ENDED
TOTAL OVERTIME HOURS 
RATE OF PAY PER HOUR

TOTAL PAYMENT REQUESTED 

Note:  Attach all appropriate documentation for each transport. (CDC-7322 or CDC-7323,
CDR-7317, Body Receipt, Employee's Timecard)  If all documentation is not attached invoice 
will not be processed for payment.

Signature of Facility Director Signature of CDCR Facility Captain
or Fiscal Officer or Designee
Date: Date:

The Facility Administrator certifies that the requested reimbursement for the emergency 
medical transport are in compliance with the Contract and the Financial Management 
Handbook.

(Facility Address)

(Facility Name)

 EMERGENCY MEDICAL TRANSPORTATION REIMBURSEMENT INVOICE

CONTRACTED FACILITY

TO: FROM:

Contract  #

(Address of Contractor)

(Official Name of Contractor)
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Appendix A
Schedule 4.3

INMATES MEDICAL DATE EMPLOYEE'S DATE OF OVERTIME OVERTIME REGULAR REGULAR HOURLY HOURS AMOUNT 

NAME LOCATION OF NAME OVERTIME STARTED ENDED WORK DAYS RATE TO BE TO BE

& CDCR  # TRANSPORT HOURS OFF OF PAY REIMBURSED REIMBURSED

1

2

3

4

5

6

7

8

9

10

TOTAL AMOUNT REQUESTED FOR REIMBURSEMENT $

(MONTH & YEAR)
________________________

CONTRACTED FACILITY

(FACILITY'S NAME)

(CONTRACT NUMBER)

MONTHLY REIMBURSEMENT FOR EMERGENCY MEDICAL TRANSPORTATION
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APPENDIX A
SCHEDULE 4.4

NAME OF CENTER/FACILITY NAME OF HUB INSTITUTION DATE ADVICE SOUGHT TIME ADVICE SOUGHT

TITLE TELEPHONE NUMBER

CONTRACTED FACILITY OFFICIAL'S SIGNATURETITLE

NAME (PRINT OR TYPE) TELEPHONE NUMBER

DISTRIBUTION
ORIGINAL- CENTRAL FILE
COPY- CONTRACTED FACILITY INMATE FILE
COPY-CARE PROVIDER, FOR ATTACHMENT TO INVOICE

CDCR NUMBER , NAME (LAST, FIRST, M. I., AND DATE OF BIRTH)

CONTRACTED FACILITIES

INMATE HEALTH CARE ADVICE REQUEST

NAME OF CDCR HEALTH CARE STAFF CONTACTED

NAME AND ADDRESS OF HEALTH CARE PROVIDER

TYPE OF AILMENT DISCUSSED

ADVICE OBTAINED

COURSE OF ACTION TAKEN
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APPENDIX A
SCHEDULE 4.5

NAME OF CENTER/FACILITY NAME OF HUB INSTITUTION DATE ADVICE RENDERED TIME ADVICE RENDERED

TITLE TELEPHONE NUMBER

SICK CALL APPOINTMENT DATE SICK CALL APPOINTMENT TIME

CMO/DESIGNEE SIGNATURE TITLE

NAME (PRINT OR TYPE) TELEPHONE NUMBER

DISTRIBUTION
ORIGINAL- CENTRAL FILE
COPY- CONTRACTED FACILITY INMATE FILE
COPY-CARE PROVIDER, FOR ATTACHMENT TO INVOICE

CDC NUMBER , NAME (LAST, FIRST, M. I., AND DATE OF BIRTH)

CONTRACTED FACILITIES

INMATE HEALTH CARE ADVICE RECORD

SICK CALL APPOINTMENT LOCATION

NAME OF REQUESTING CONTRACT FACILITY OFFICIAL

NAME AND ADDRESS OF HEALTH CARE PROVIDER

TYPE OF AILMENT DISCUSSED

ADVICE RENDERED

COURSE OF ACTION TAKEN
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Appendix A
Schedule 4.6

MEDICAL SURGICAL PSYCHIATRIC

YES (INCLUDE REPORT) NO

EMERGENCY URGENT ROUTINE ELECTIVE

AIR AMBULANCE GROUND 
AMBULANCE CDC BUS AUTOMOBILE

INFECTIOUS WHEELCHAIR WALKER YES

AMBULATORY CRUTCHES CANE NO

ADM. SEG. MAINLINE INFIRMARY

CONFIDENTIAL

DIAGNOSIS

HISTORY & PRESENT MEDICATIONS

The Health Record, Central File, X-Ray Films, and all test results will be sent with the Patient.

THE MEDICAL/PSYCHIATRIC INFORMATION ON THIS FORM IS 

SIGNATURE TITLE

REASON FOR REFERRAL

SPECIALTY CONSULTATION OBTAINED?

SPECIAL CUSTODIAL NEEDS

          I           II           III           IV

CIRCLE LEVEL

SPECIAL MEDICAL/PSYCHIATRIC CONDITIONS

RELEASE DATECDC NUMBER:

DATE(PHYSICIAN'S NAME) INSTITUTION

(PHYSICIAN'S NAME) INSTITUTION

DEPARTMENT OF CORRECTIONS AND REHABILITATION

CUSTODY LEVEL CURRENT HOUSING

TRANSFER CATEGORY:

TYPE OF TRANSPORTATION 

REQUIRED:

STATE OF CALIFORNIA

CDC 7317 (10/90)

TO:

FROM:

INMATE'S NAME

TRANSFER MEDICATION?

PRE-TRANSFER MEDICAL TRANSMITTAL

TYPE OF TRANSFER:

The City of Taft 
California Department of Corrections and Rehabilitation 
Financial Management Handbook
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TITLE
Schedule 1 Monthly Position Vacancy Report (Deleted)
Schedule 2 Custody, Non Custody Roster
Schedule 3 Facility Inmate Pay Register

TABLE OF CONTENTS

REPORTS

FINANCIAL MANGAGEMENT HANDBOOK

CONTRACT FACILITY 

APPENDIX B
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Appendix B
Schedule 2

FACILITY NAME CONTRACT NUMBER

EMPLOYEE NAME POSITION NUMBER CLASSIFICATION RATE OF PAY
1
2
3
4
5
6
7
8
9

10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40
41
42
43
44
45

CONTRACT FACILITY

STAFFING ROSTER

Custody, Non Custody Positions

Page 2 of 3
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Appendix B
Schedule 3

STATE OF CALIFORNIA CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION
FACILITY - INMATE PAY REGISTER MONTH & YEAR PAGE 1 OF _______

NAME OF FACILITY CONTRACT #

ADDRESS OF FACILITY CITY ZIP CODE

SIGNATURE OF FACILITY REPRESENTATIVE TITLE PHONE NO.
(    )

CDCR Start End Hours Total Position

Number Name Date Date Worked Rate Paid Number

TOTAL INMATE PAY  (PAGE TOTAL)

TOTAL INMATE PAY (SCHEDULE TOTAL) a/

a/  Add total of all Inmate Pay Register pages and enter.

NOTE:  Inmate Pay Register is a summary of the Inmates's individual time cards, which reflects actual hours worked.

PARTICIPANT INMATE PAY

The City of Taft 
California Department of Corrections and Rehabilitation 
Financial Managment Handbook
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TITLE
Schedule 1 Quarterly Cost Report Coversheet
Schedule 2 Statement of Program Revenue and Expenses
Schedule 3.1 Salary & Wages for Facility Administration Staff
Schedule 3.2 Salary & Wages for Facility Program Staff
Schedule 3.3 Salary & Wages for Facility Security Staff
Schedule 4 Contracted/Consultant Services
Schedule 6 Equipment  Changes
Schedule 7 Inmate Welfare Fund Quarterly Statement
Schedule 8 Certification

CONTRACT FACILITY 

APPENDIX C

TABLE OF CONTENTS

QUARTERLY COST REPORT

FINANCIAL MANGAGEMENT HANDBOOK

The City of Taft 
California Department of Corrections and Rehabilitation 
Financial Management Handbook

Agreement Number 5600004097 
                                       Exhibit F 
                              Amendment 5



APPENDIX C

SCHEDULE 1

CONTRACT DATE

CITY

TITLE

CITY

TITLE

Statement of Changes in Equipment Replacement Fund

CONTACT PERSON

CONTRACT NO.

ZIP CODE

PHONE NO.

CONTRACT FACILITY 

QUARTERLY COST REPORTS

FISCAL YEAR ______/______

BED SIZE

ZIP CODE

PHONE NO.

NAME OF FACILITY INCLUDED IN THIS REPORT

LEGAL NAME OF CONTRACTOR

BUSINESS OFFICE MAILING ADDRESS

Contracted/Consultant Services

Equipment Listing

Certification

REPORT FOR THE:      _____1ST QUARTER     _____2ND QUARTER

Salary & Wages for Facility Security Staff

     _____3RD QUARTER    _____ 4TH QUARTER

Quarterly Cost Report Coversheet

Statement of Program Revenue and Expenses

BUSINESS OFFICE MAILING ADDRESS

CONTACT PERSON

Salary & Wages for Facility Administration Staff

Salary & Wages for Facility Program Staff

The City of Taft 
California Department of Corrections and Rehabilitation 
Financial Management Handbook
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Appendix C
Schedule 2

CONTRACT NUMBER NAME OF FACILITY

1st 2nd 3rd 4th TOTAL TO
Line # DESCRIPTION OF SERVICES QUARTER QUARTER QUARTER QUARTER DATE Line #

1 Revenues 1
2 2
3 CDCR Contract Revenue 3
4 Inmate Pay 4
5 Inmate Release 5
6 Emergency Medical Transport 6
7 Other (Specify) 7
8 Non-CDCR Revenue* (Specify) 8
9 Total Revenue 9
10 10
11 Program Expenses 11
12 12
13 Salaries and Wages 13
14 Administration 14
15 Program 15
16 Security 16
17 Total Salaries and Wages 17
18 18
19 Staff Benefits & Taxes 19
20 ETT 20
21 Social Security (FICA) 21
22 Federal Unemployment Tax 22
23 State Unemployment Insurance 23
24 Worker's Compensation 24
25 Dental Insurance 25
26 Disability Insurance 26
27 Life Insurance 27
28 Medical Insurance 28
29 Pension/Retirement 29
30 Total Staff Benefits & Taxes 30
31 31
32 Food Costs 32
33 Food Services 33
34 Food and Food related Costs 34
35 Food Materials and Supplies 35
36 Total Food Costs 36
37 37
38 Transportation Costs 38
39 Staff 39
40 Vehicle 40
41 Other 41
42 Total Transportation Costs 42
43 43

CONTRACT FACILITY

STATEMENT OF PROGRAM REVENUES AND EXPENSES

The City of Taft 
California Department of Corrections and Rehabilitation 
Financial Management Handbook
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Appendix C
Schedule 2

CONTRACT NUMBER NAME OF FACILITY

1st 2nd 3rd 4th TOTAL TO
Line # DESCRIPTION OF SERVICES QUARTER QUARTER QUARTER QUARTER DATE Line #

CONTRACT FACILITY

STATEMENT OF PROGRAM REVENUES AND EXPENSES

44 44
45 Contracted/Consultant Services 45
46 46
47 Operating Expenses 47
48 Advertising 48
49 Communications 49
50 Computer Supplies 50
51 Education (Academic) Supplies 51
52 Education (Vocational) Supplies 52
53 Equipment Costs 53
54 Equipment Costs 54
55 Installation/Removal 55
56 Repair 56
57 Replacement 57
58 Equipment Costs Total 58
59 Governmental Fees 59
60 Housekeeping Supplies 60
61 Library Purchases 61
62 Linen Services 62
63 Maintenance and Repair 63
64 Medical 64
65 Memberships 65
66 Office Supplies 66
67 Personal Care Supplies 67
68 Postage 68
69 Printing 69
70 Professional Activities 70
71 Staff Training 71
72 Subscriptions 72
73 Taxes (excluding Property) 73
74 Utilities 74
75 Other (Specify) 75
76 Total Operating Expenses 76
77 77
78 Administrative Overhead 78
79 79
80 Facility Use Costs 80
81 Contractor Owned 81
82 Contractor Leased 82
83 Property Tax 83
84 Total Facility Use Costs 84
85 85
86 86
87 87

The City of Taft 
California Department of Corrections and Rehabilitation 
Financial Management Handbook
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Appendix C
Schedule 2

CONTRACT NUMBER NAME OF FACILITY

1st 2nd 3rd 4th TOTAL TO
Line # DESCRIPTION OF SERVICES QUARTER QUARTER QUARTER QUARTER DATE Line #

CONTRACT FACILITY

STATEMENT OF PROGRAM REVENUES AND EXPENSES

88 88
89 Insurance Costs 89
90 General Liability 90
91 Property 91
92 Automobile 92
93 Worker's Compensation (for inmates) 93
94 ILOC 94
95 Performance Bond 95
96 Fiduciary Bond 96
97 Fidelity Bond 97
98 Surety Bond 98
99 Other (Specify) 99
100 Total Insurance Costs 100
101 101
102 Inmate Pay 102
103 103
104 Inmate Release 104
105 105
106 TOTAL PROGRAM COSTS 106
107 107
108 Profit/Loss 108
109 109
110 Service Fee Taken 110

* This line includes revenue from any and all sources such as and including ORWD crews.  Insert additional lines 
as necessary.  All non-CDCR revenue must be preapproved in writing by the contracted facility.  
Contract shall identify all contracting parties, beginning and end dates of service, all forms of and monetary 
amounts of reimbursement.  Additional information/documents shall be furnished at CDCR's request.

Must attach copy of contract.  

The City of Taft 
California Department of Corrections and Rehabilitation 
Financial Management Handbook
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Appendix C
Schedule 3.1

TOTAL 
SALARIES OVERTIME REGULAR 

SALARIES DATE HIRED POSITION 
CHANGE

DATE 
TERMINATED

NO. DAYS 
VACANT

1 1
2 2
3 3
4 4
5 5
6 6
7 7
8 8
9 9
10 10
11 11
12 12
13 13
14 14
15 15
16 16
17 17
18 18
19 19
20 20
21 21
22 22
23 23
24 24
25 25

LINE 
NO. NAME a/ POSITION NO. SALARY RATE

CONTRACT FACILITY

SALARY & WAGES FOR FACILITY ADMINISTRATION STAFF

NAME OF FACILITY

CONTRACT NUMBER QUARTER ENDING

LINE 
NO.

QUARTER STAFFING/VACANCYQUARTER

a/ Identify with an asterisk (*) those persons employed on a temporary or intermittent basis.
b/ Total administration salary costs are to be forwarded to Schedule II line 11.

The City of Taft 
California Department of Corrections and Rehabilitation 
Financial Management Handbook
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Appendix C
Schedule 3.2

TOTAL 
SALARIES OVERTIME REGULAR 

SALARIES DATE HIRED POSITION 
CHANGE

DATE 
TERMINATED

NO. DAYS 
VACANT

1 1
2 2
3 3
4 4
5 5
6 6
7 7
8 8
9 9
10 10
11 11
12 12
13 13
14 14
15 15
16 16
17 17
18 18
19 19
20 20
21 21
22 22
23 23
24 24
25 25

LINE 
NO. NAME a/ POSITION NO. SALARY RATE

CONTRACT FACILITY

SALARY & WAGES FOR FACILITY PROGRAM STAFF

NAME OF FACILITY

CONTRACT NUMBER QUARTER ENDING

LINE 
NO.

QUARTER STAFFING/VACANCYQUARTER

a/ Identify with an asterisk (*) those persons employed on a temporary or intermittent basis.
b/ Total administration salary costs are to be forwarded to Schedule II line 11.

The City of Taft 
California Department of Corrections and Rehabilitation 
Financial Management Handbook
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Appendix C
Schedule 3.3

TOTAL 
SALARIES OVERTIME REGULAR 

SALARIES DATE HIRED POSITION 
CHANGE

DATE 
TERMINATED

NO. DAYS 
VACANT

1 1
2 2
3 3
4 4
5 5
6 6
7 7
8 8
9 9
10 10
11 11
12 12
13 13
14 14
15 15
16 16
17 17
18 18
19 19
20 20
21 21
22 22
23 23
24 24
25 25

LINE 
NO. NAME a/ POSITION NO. SALARY RATE

CONTRACT FACILITY

SALARY & WAGES FOR FACILITY SECURITY STAFF

NAME OF FACILITY

CONTRACT NUMBER QUARTER ENDING

LINE 
NO.

QUARTER STAFFING/VACANCYQUARTER

a/ Identify with an asterisk (*) those persons employed on a temporary or intermittent basis.
b/ Total administration salary costs are to be forwarded to Schedule II line 11.

The City of Taft 
California Department of Corrections and Rehabilitation 
Financial Management Handbook
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Appendix C
Schedule 4

CONTRACT NUMBER

MONTH 1 MONTH 2 MONTH 3 QUARTER AMOUNT 

AMOUNT AMOUNT AMOUNT TOTALS

NAME
STREET ADDRESS

CITY,STATE, ZIP
PHONE NUMBER

NAME
STREET ADDRESS

CITY,STATE, ZIP
PHONE NUMBER

NAME
STREET ADDRESS

CITY,STATE, ZIP
PHONE NUMBER

NAME
STREET ADDRESS

CITY,STATE, ZIP
PHONE NUMBER

NAME
STREET ADDRESS

CITY,STATE, ZIP
PHONE NUMBER

NAME
STREET ADDRESS

CITY,STATE, ZIP
PHONE NUMBER

CONTRACTOR/ CONSULTANT DESCRIPTION OF SERVICES DATE SERVICE  
RECEIVED

CONTRACT FACILITY

CONTRACTED/CONSULTANT SERVICES

NAME OF FACILITY

QUARTER ENDING

The City of Taft 
California Department of Corrections and Rehabilitation 
Financial Management Handbook

Agreement Number 5600004097 
                                       Exhibit F 
                              Amendment 5



Appendix C
Schedule 6

PAGE 1 OF   _________

CONTRACT NUMBER

PHONE NUMBER

2 3 4 5 6 7 8 9 10

DATE 
ACQUIRED

QUANTITY UNIT COST TOTAL COST 
(COL.5 X COL. 6)

EXPECTED 
LIFE

DATE RETIRED DATE 
REPLACED

LOCATION OF ITEM WHY REPLACED

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20

FISCAL  YEAR  /  QUARTER

STATE OF CALIFORNIA

CONTRACT FACILITY - EQUIPMENT CHANGES

NAME OF FACILITY

TITLE

1

DESCRIPTION OF ITEMS REPLACED

ADDRESS OF FACILITY CITY, STATE AND ZIP CODE

SIGNATURE OF FACILITY REPRESENTATIVE

CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATIONS

The City of Taft 
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Appendix C
Schedule 7

INMATE WELFARE FUND QUARTERLY STATEMENT
Contract Number: 1st Quarter* 2nd Quarter* 3rd Quarter* 4th Quarter* Fiscal Year

Fiscal Year: 07/01-09/30 10/01-12/31 01/01-03/31 04/01-06/30 Total

BEGINNING BALANCE: -$                     -$                     -$                     -$                     

IWF REVENUES:

Post to this area a detailed itemization -$                     -$                     -$                     -$                     -$                     
of actual revenues, identified by line-item -$                     -$                     -$                     -$                     -$                     

-$                     -$                     -$                     -$                     -$                     
-$                     -$                     -$                     -$                     -$                     
-$                     -$                     -$                     -$                     -$                     
-$                     -$                     -$                     -$                     -$                     
-$                     -$                     -$                     -$                     -$                     
-$                     -$                     -$                     -$                     -$                     
-$                     -$                     -$                     -$                     -$                     
-$                     -$                     -$                     -$                     -$                     

TOTAL IWF REVENUE: -$                     -$                     -$                     -$                     -$                     

IWF EXPENSES:

Post to this area a detailed itemization -$                     -$                     -$                     -$                     -$                     
of actual expenditures, identified by line-item -$                     -$                     -$                     -$                     -$                     
consistent with the current -$                     -$                     -$                     -$                     -$                     
approved budget. -$                     -$                     -$                     -$                     -$                     

-$                     -$                     -$                     -$                     -$                     
-$                     -$                     -$                     -$                     -$                     
-$                     -$                     -$                     -$                     -$                     
-$                     -$                     -$                     -$                     -$                     
-$                     -$                     -$                     -$                     -$                     
-$                     -$                     -$                     -$                     -$                     

TOTAL IWF EXPENDITURES: -$                     -$                     -$                     -$                     -$                     
NET INCOME (LOSS) -$                     -$                     -$                     -$                     -$                     

ENDING BALANCE -$                     -$                     -$                     -$                     -$                     

*Attach all account statements within the quarter(s).  Account statements must identify financial institution, beginning and end dates, 
beginning balances, revenues, expenditures, and ending balances, and other information as requested by CDCR.

CONTRACT FACILITY 

The City of Taft 
California Department of Corrections and Rehabilitation 
Financial Management Handbook
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Appendix C
Schedule 8

I, , certify as follows:

That I am an official of

And am dully authorized to sign this certification; that to the best of my 

knowledge, the financial information provided in the accompanying Cost Reports 

under

are true and correct as prepared from the books and records of

in accordance with applicable instructions.

Print (Last Name) (First Name) (Initial)

Title

Signature Date

CONTRACT FACILITY

(Name of Individual)

(Name of Contractor)

(Name and Address of Facility)

(Contract Number)

CERTIFICATION

QUARTERLY COST REPORT(S)

The City of Taft 
California Department of Corrections and Rehabilitation 
Financial Management Handbook
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TITLE
Schedule 1 Annual Cost Report Coversheet
Schedule 2 Annual Cost Report Attachments
Schedule 4 Equipment Listing
Schedule 5 Certification

ANNUAL COST REPORT

CONTRACT FACILITY 

TABLE OF CONTENTS

APPENDIX D

FINANCIAL MANAGEMENT HANDBOOK
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Financial Management Handbook
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Appendix D

Schedule 1

CONTRACT DATE

CITY

TITLE

CITY

TITLE

Annual Cost Report Coversheet

Annual Cost Report Attachments

Equipment Listing

Certification

CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION

CONTRACT FACILITY 

PHONE NO.

NAME OF FACILITY INCLUDED IN THIS REPORT

BUSINESS OFFICE MAILING ADDRESS

CONTACT PERSON

ANNUAL COST REPORT

FISCAL YEAR ______/______

BED SIZE

LEGAL NAME OF CONTRACTOR

BUSINESS OFFICE MAILING ADDRESS

CONTACT PERSON

CONTRACT NO.

ZIP CODE

PHONE NO.

ZIP CODE

The City of Taft 
California Department of Corrections and Rehabilitation 
Financial Management Handbook
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Appendix D

Schedule 2

NAME OF FACILITY:

CONTRACT NUMBER:

DATE:

A.  Provide a copy of the Corporate Financial Statements.  This includes the following:

Income Statement

Balance Sheet

Change in Owners' Equity

B.  Provide an annual Inmate Trust Account Statement. This includes the following:

Beginning Balance

Inmate Name 

CDCR Number

Individual Inmate Amount

Complete listing of Unclaimed Funds submitted to CDCR.

Ending Balance

ANNUAL COST REPORT ATTACHMENTS

CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION

The City of Taft 
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Financial Management Handbook
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Appendix D
Schedule 4

DESCRIPTION QUANTITY UNIT COST SUBTOTAL
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   
-$                   

GRAND TOTAL 0 -$                   -$                   

CONTRACT FACILITY

CONTRACT NUMBER

EQUIPMENT INVENTORY

The City of Taft 
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Appendix D
Schedule 5

I, , certify as follows:

That I am an official of

And am dully authorized to sign this certification; that to the best of my 

knowledge, the financial information provided in the accompanying Cost Reports 

under

are true and correct as prepared from the books and records of

in accordance with applicable instructions.

(Last Name) (First Name) (Initial)

Title

Signature Date

CONTRACT FACILITY

(Name of Individual)

(Name of Contractor)

(Name and Address of Facility)

(Contract Number)

CERTIFICATION

ANNUAL COST REPORT

The City of Taft 
California Department of Corrections and Rehabilitation 
Financial Management Handbook
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TITLE
Schedule 1.1 Budget Revision Form
Schedule 1.2 Budget Revision Form Instructions
Schedule 2 Change in Established Positions

FINANCIAL MANAGEMENT HANDBOOK

CONTRACT FACILITY 

TABLE OF CONTENTS

AND POSITION CLASSIFICATION

CHANGE IN BUDGET AUTHORIZATION

APPENDIX E

The City of Taft 
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APPENDIX E

SCHEDULE 1.1

On Going Current Fiscal Year

[2] [3] [4]

BUDGETED 

AUTHORITY

AMOUNT OF 

REQUESTED 

BUDGET REVISION

REVISED 

BUDGETED 

AUTHORITY

$ $ $

$ $ $

$ $ $

JUSTIFICATION:  (if additional space is needed attach separate page)

CONSEQUENCES OF NOT APPROVING REQUEST:

DATE DATE

APPROVED / DISAPPROVED

SIGNATURE OF REQUESTOR SIGNATURE OF CBU

OPERATING EXPENSE 

FOOD SERVICES

ADMINISTRATIVE OVERHEAD COSTS

TOTAL ADJUSTMENT TO OPERATING 
EXPENSE AND EQUIPMENT

NET CHANGE TO BUDGET

REASON FOR REQUEST: (if additional space is needed attach separate page)

STAFF BENEFITS/PAYROLL TAXES

TRANSPORTATION & TRAVEL COSTS

CONTRACTED/CONSULTANT SERVICES 
COST

EQUIPMENT COST

FACILITY LEASE AND PROGRAM 
DEVELOPMENT

INSURANCE

PERSONNEL SERVICES:
     ADMINISTRATIVE
     PROGRAM
     SECURITY
     OVERTIME

TOTAL ADJUSTMENT TO 

PERSONNEL SERVICES

DESCRIPTION OF LINE ITEMS

[1]

CONTRACT FACILITY 

BUDGET REVISION FORM

FACILITY NAME CONTRACT No.

MONTH & YEAR
PAGE _____________OF _____________
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APPENDIX E
SCHEDULE 1.2

Any change(s) to the budgeted line item funding that exceeds $10,000 or 10 percent 
requires prior approval from the Contract Beds Unit (CBU) Administrator. This form is
to be used when the Contractor wishes to adjust funding based on actual spending
 patterns by increasing or decreasing the budgeted funding from one line item to another.

Any request for additional funding to any line item should include supporting 
documentation identifying the amount of increase.

1 Identify the budget category requiring the change.
Additional forms (including but not limited to PASs, and MRSs) may be required 
for clarification, and must be submitted upon request.

2 Note the current budgeted authority for the line items requiring the change under
Column 2, Budgeted Authority.

3 Indicate the amount of increase or decrease requested for each of those line 
items under Column 3, Amount of Requested Budget Revision.  Any decrease 
should be indicated by parentheses.

4 The Revised Budgeted Authority, Column 4, is the net result of the change
requested.  It will either increase or decrease specific line items.

5 Identify the reason for the request.

6 Identify the factors relevant to initiating the request.

7 Explain the consequences of what will happen if the request is not approved.

8 The Corporate Office, Facility Director or Fiscal Officer is authorized to request
the change.

9 The Budget Revision Form is to be mailed to the designated CBU Contract
Analyst for the facility.  Once a decision has been made, a signed copy will be
returned to the Contractor.

CONTRACT FACILITY

BUDGET REVISION FORM INSTRUCTIONS

The City of Taft 
California Department of Corrections and Rehabilitation 
Finanacial Management Handbook
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APPENDIX E
SCHEDULE 2

4(a). Effective Date 4(b). Effective Date 7(a). Effective Date 7(b). Effective Date

5(d). Number of Positions 5(e). Position No. 8(d). Number of Positions 8(e). Position No.

Basis __________________ Fraction________________ Basis __________________ Fraction________________

    (Signature of CCFA  Administrator)                          (Date)

ADDITION TO ROSTER DELETION FROM ROSTER

5(a). Department or Organizational Unit 8(a). Department or Organizational Unit

6(a) Time:     FULL-TIME    PART-TIME   INTERMITTENT 9(a) Time:     FULL-TIME    PART-TIME   INTERMITTENT

6(b) Salary Rate:     MONTH        DAY         HOUR 9(b) Salary Rate:     MONTH        DAY         HOUR

5(b). Reporting Unit or Function 8(b). Reporting Unit or Function

5(c). Classification Title 8(c). Classification Title

__________________________________________________
    (Signature of CDCR Facility Captain)                          (Date)

13.  Approved (CCFA Administrator)

__________________________________________________

                  $ per      ______     ______     ______                   $ per      ______     ______     ______

9(c) Present Status of Position

10. Reason for request.  (Duty Statement for added and/or deleted position(s) should be attached.  Post assignment summary and detail 
schedules are to be attached for all post assignment requested changes).

                  ________vacant      _________Filled    

CONTRACT FACILITY

CHANGE IN ESTABLISHED POSITIONS

2.TYPE OF TRANSACTION:

Proposed            Reclassification            Abolishment

1. CONTRACT NO. 3(a). FISCAL YEAR

NOTE: A copy of this form is to be submitted to the CCFA Contract Analyst.  Final approval requires amendment to the contract.

___New Position     ___Of Position     ___Of Position         
3(b). DOCUMENT NO.

11. REQUESTOR (Facility Director) 12. Approved (CDCR Facility Captain)

(Date)

(Signature of Facility Director)
__________________________________

________________________________

The City of Taft 
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Agreement Number 5600004097 
                                       Exhibit F 
                              Amendment 5



California Correctional Health Care Services 

CCHCS BANNED AGENTS 

Original Distribution on lDec2009/memo 2010; CCHCS/CDCR P&T Committee Updated lOOct 2014 

SYSTEMWIDE BANNED MEDICATIONS 

----- Prescription -----

olamapirl,e 

----- Over-the-Counter (OTC) -----

• 'Exception: vitamin C 500 mg tabs=NF for (l)coadministration with iron supplementation afte r failing i ron alone (2) acidification of the urine 

Prohibited From Dispensing List 

The City of Taft 
California Department of Corrections and Rehabilitation (CDCR) 
List of CCHCS Systemwide Banned Medications (10/14)

Agreement Number 5600004097 
                            Attachment XX 
                              Amendment 5
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CCC-307  

CERTIFICATION 

I, the official named below, CERTIFY UNDER PENALTY OF PERJURY that I am duly 
authorized to legally bind the prospective Contractor to the clause(s) listed below. This 
certification is made under the laws of the State of California. 

Contractor/Bidder Firm Name (Printed) 

  

Federal ID Number 

  

By (Authorized Signature) 

  

Printed Name and Title of Person Signing 

  

Date Executed Executed in the County of 

  

 
CONTRACTOR CERTIFICATION CLAUSES 

1. STATEMENT OF COMPLIANCE: Contractor has, unless exempted, complied with 
the nondiscrimination program requirements. (Gov. Code §12990 (a-f) and CCR, Title 2, 
Section 8103) (Not applicable to public entities.) 

2. DRUG-FREE WORKPLACE REQUIREMENTS: Contractor will comply with the 
requirements of the Drug-Free Workplace Act of 1990 and will provide a drug-free 
workplace by taking the following actions: 

a. Publish a statement notifying employees that unlawful manufacture, distribution, 
dispensation, possession or use of a controlled substance is prohibited and specifying 
actions to be taken against employees for violations. 

b. Establish a Drug-Free Awareness Program to inform employees about: 

1) the dangers of drug abuse in the workplace; 
2) the person's or organization's policy of maintaining a drug-free workplace; 
3) any available counseling, rehabilitation and employee assistance programs; and, 
4) penalties that may be imposed upon employees for drug abuse violations.  

c. Every employee who works on the proposed Agreement will: 

1) receive a copy of the company's drug-free workplace policy statement; and, 
2) agree to abide by the terms of the company's statement as a condition of employment 
on the Agreement. 

Failure to comply with these requirements may result in suspension of payments under 
the Agreement or termination of the Agreement or both and Contractor may be ineligible 
for award of any future State agreements if the department determines that any of the 
following has occurred: the Contractor has made false certification, or violated the 



certification by failing to carry out the requirements as noted above. (Gov. Code §8350 et 
seq.)  

3. NATIONAL LABOR RELATIONS BOARD CERTIFICATION: Contractor certifies 
that no more than one (1) final unappealable finding of contempt of court by a Federal 
court has been issued against Contractor within the immediately preceding two-year 
period because of Contractor's failure to comply with an order of a Federal court, which 
orders Contractor to comply with an order of the National Labor Relations Board. (Pub. 
Contract Code §10296) (Not applicable to public entities.)  

4. CONTRACTS FOR LEGAL SERVICES $50,000 OR MORE- PRO BONO 
REQUIREMENT: Contractor hereby certifies that contractor will comply with the 
requirements of Section 6072 of the Business and Professions Code, effective January 1, 
2003.   

Contractor agrees to make a good faith effort to provide a minimum number of hours of 
pro bono legal services during each year of the contract equal to the lessor of 30 
multiplied by the number of full time attorneys in the firm’s offices in the State, with the 
number of hours prorated on an actual day basis for any contract period of less than a full 
year or 10% of its contract with the State. 

Failure to make a good faith effort may be cause for non-renewal of a state contract for 
legal services, and may be taken into account when determining the award of future 
contracts with the State for legal services. 

5. EXPATRIATE CORPORATIONS:  Contractor hereby declares that it is not an 
expatriate corporation or subsidiary of an expatriate corporation within the meaning of 
Public Contract Code Section 10286 and 10286.1, and is eligible to contract with the 
State of California. 

6. SWEATFREE CODE OF CONDUCT:   

a. All Contractors contracting for the procurement or laundering of apparel, garments or 
corresponding accessories, or the procurement of equipment, materials, or supplies, other 
than procurement related to a public works contract, declare under penalty of perjury that 
no apparel, garments or corresponding accessories, equipment, materials, or supplies 
furnished to the state pursuant to the contract have been laundered or produced in whole 
or in part by sweatshop labor, forced labor, convict labor, indentured labor under penal 
sanction, abusive forms of child labor or exploitation of children in sweatshop labor, or 
with the benefit of sweatshop labor, forced labor, convict labor, indentured labor under 
penal sanction, abusive forms of child labor or exploitation of children in sweatshop 
labor.  The contractor further declares under penalty of perjury that they adhere to the 
Sweatfree Code of Conduct as set forth on the California Department of Industrial 
Relations website located at www.dir.ca.gov, and Public Contract Code Section 6108. 

b. The contractor agrees to cooperate fully in providing reasonable access to the 
contractor’s records, documents, agents or employees, or premises if reasonably required 
by authorized officials of the contracting agency, the Department of Industrial Relations, 



or the Department of Justice to determine the contractor’s compliance with the 
requirements under paragraph (a). 

7. DOMESTIC PARTNERS:  For contracts over $100,000 executed or amended after 
January 1, 2007, the contractor certifies that contractor is in compliance with Public 
Contract Code section 10295.3.  

 

DOING BUSINESS WITH THE STATE OF CALIFORNIA 

The following laws apply to persons or entities doing business with the State of 
California. 

1. CONFLICT OF INTEREST: Contractor needs to be aware of the following provisions 
regarding current or former state employees.  If Contractor has any questions on the 
status of any person rendering services or involved with the Agreement, the awarding 
agency must be contacted immediately for clarification.  

Current State Employees (Pub. Contract Code §10410):  

1). No officer or employee shall engage in any employment, activity or enterprise from 
which the officer or employee receives compensation or has a financial interest and 
which is sponsored or funded by any state agency, unless the employment, activity or 
enterprise is required as a condition of regular state employment.  

2). No officer or employee shall contract on his or her own behalf as an independent 
contractor with any state agency to provide goods or services. 

Former State Employees (Pub. Contract Code §10411): 

1). For the two-year period from the date he or she left state employment, no former state 
officer or employee may enter into a contract in which he or she engaged in any of the 
negotiations, transactions, planning, arrangements or any part of the decision-making 
process relevant to the contract while employed in any capacity by any state agency. 

2). For the twelve-month period from the date he or she left state employment, no former 
state officer or employee may enter into a contract with any state agency if he or she was 
employed by that state agency in a policy-making position in the same general subject 
area as the proposed contract within the 12-month period prior to his or her leaving state 
service. 

If Contractor violates any provisions of above paragraphs, such action by Contractor shall 
render this Agreement void. (Pub. Contract Code §10420) 

Members of boards and commissions are exempt from this section if they do not receive 
payment other than payment of each meeting of the board or commission, payment for 
preparatory time and payment for per diem. (Pub. Contract Code §10430 (e)) 



2. LABOR CODE/WORKERS' COMPENSATION: Contractor needs to be aware of the 
provisions which require every employer to be insured against liability for Worker's 
Compensation or to undertake self-insurance in accordance with the provisions, and 
Contractor affirms to comply with such provisions before commencing the performance 
of the work of this Agreement. (Labor Code Section 3700) 

3. AMERICANS WITH DISABILITIES ACT: Contractor assures the State that it 
complies with the Americans with Disabilities Act (ADA) of 1990, which prohibits 
discrimination on the basis of disability, as well as all applicable regulations and 
guidelines issued pursuant to the ADA. (42 U.S.C. 12101 et seq.) 

4. CONTRACTOR NAME CHANGE: An amendment is required to change the 
Contractor's name as listed on this Agreement. Upon receipt of legal documentation of 
the name change the State will process the amendment.  Payment of invoices presented 
with a new name cannot be paid prior to approval of said amendment.  

5. CORPORATE QUALIFICATIONS TO DO BUSINESS IN CALIFORNIA:  

a. When agreements are to be performed in the state by corporations, the contracting 
agencies will be verifying that the contractor is currently qualified to do business in 
California in order to ensure that all obligations due to the state are fulfilled.   

b. "Doing business" is defined in R&TC Section 23101 as actively engaging in any 
transaction for the purpose of financial or pecuniary gain or profit.  Although there are 
some statutory exceptions to taxation, rarely will a corporate contractor performing 
within the state not be subject to the franchise tax. 

c. Both domestic and foreign corporations (those incorporated outside of California) must 
be in good standing in order to be qualified to do business in California.  Agencies will 
determine whether a corporation is in good standing by calling the Office of the Secretary 
of State. 

6. RESOLUTION: A county, city, district, or other local public body must provide the 
State with a copy of a resolution, order, motion, or ordinance of the local governing body 
which by law has authority to enter into an agreement, authorizing execution of the 
agreement. 

7. AIR OR WATER POLLUTION VIOLATION: Under the State laws, the Contractor 
shall not be: (1) in violation of any order or resolution not subject to review promulgated 
by the State Air Resources Board or an air pollution control district; (2) subject to cease 
and desist order not subject to review issued pursuant to Section 13301 of the Water 
Code for violation of waste discharge requirements or discharge prohibitions; or (3) 
finally determined to be in violation of provisions of federal law relating to air or water 
pollution. 
 
8. PAYEE DATA RECORD FORM STD. 204: This form must be completed by all 
contractors that are not another state agency or other governmental entity. 
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STATE OF CALIFORNIA                                                                  DEPARTMENT OF CORRECTIONS AND REHABILITATION  
OBS 1500 (06/11) 

DARFUR CONTRACTING ACT 
Bid/Agreement Number OR Request for Quote Number: ____________ 

 

Public Contract Code Sections 10475 -10481 applies to any company that currently or within the previous three 
years has had business activities or other operations outside of the United States. For such a company to bid on 
or submit a proposal for a State of California contract, the company must certify that it is either a) not a scrutinized 
company, or b) a scrutinized company that has been granted permission by the Department of General Services 
to submit a proposal.  
 

Select only one of the following options: 
 

OPTION #1 – NO ACTIVITIES OUTSIDE THE US  
If your company has not, within the previous three years, had any business activities or other operations outside 
of the United States, print your company name, date and signature below: 
 

Company/Vendor Name (Printed) Date 

By (Authorized Signature) 

 

OPTION #2 - CERTIFICATION 
If your company, within the previous three years, has had business activities or other operations outside of the 
United States, in order to be eligible to submit a bid or proposal, please insert your company name and Federal ID 
Number and complete the certification below. 
 

I, the official named below, CERTIFY UNDER PENALTY OF PERJURY that a) the prospective proposer/bidder 
named below is not a scrutinized company per Public Contract Code 10476; and b) I am duly authorized to 
legally bind the prospective proposer/bidder named below. This certification is made under the laws of the State 
of California. 
 

Company/Vendor Name (Printed) Federal ID Number 

By (Authorized Signature) 

Printed Name and Title of Person Signing 

Date Executed Executed in the County and State Of: 

 

OPTION #3 – WRITTEN PERMISSION FROM DGS 
Pursuant to Public Contract Code Section 10477(b), the Director of the Department of General Services may 
permit a scrutinized company, on a case-by-case basis, to bid on or submit a proposal for a contract with a state 
agency for goods or services, if it is in the best interests of the state.  If you are a scrutinized company that has 
obtained written permission from the DGS to submit a bid or proposal, complete the information below. 
 

We are a scrutinized company as defined in Public Contract Code Section 10476, but we have received written 
permission from the Department of General Services to submit a bid or proposal pursuant to Public Contract 
Code Section 10477(b).  A copy of the written permission from DGS is included with our bid or proposal. 
 

Company/Vendor Name (Printed) Federal ID Number  

By (Authorized Signature) 

Printed Name and Title of Person Signing  

 



STATE OF CALIFORNIA                                                                  DEPARTMENT OF CORRECTIONS AND REHABILITATION  
OBS 1502 (09/11) 

IRAN CONTRACTING ACT 
Bid/Agreement Number OR Request for Quote Number: ____________ 

 

Per Public Contract Code §§ 2200- 2208, prior to bidding on, submitting a proposal or executing a contract or renewal for a  State of 
California contract for goods or services of $1,000,000 or more, a vendor must either:   a) certify it is not on the  current list of persons 
engaged in investment activities in Iran created by the California Department of General Services (“DGS”) pursuant to Public Contract 
Code § 2203(b) and is not a financial institution extending twenty million dollars ($20,000,000) or more in credit to another person, for 
45 days or more, if that other person will use the credit to provide goods or services in the energy sector in Iran and is identified on the 
current list of persons engaged in investment activities in Iran created by DGS; or b)  demonstrate it has been exempted from the 
certification requirement for that solicitation or contract pursuant to  Public Contract Code § 2203(c) or (d).    
 

To comply with this requirement, please insert your company/vendor name and Federal ID Number (if available) and complete one of 
the options below.  Please note: California law establishes penalties for providing false certifications, including civil penalties equal to 
the greater of $250,000 or twice the amount of the contract for which the false certification was made; contract termination; and  three-
year ineligibility to bid on contracts.  (Public Contract Code § 2205) 
 

OPTION #1 - CERTIFICATION  
I, the official named below, certify I am duly authorized to execute this certification on behalf of the vendor/financial institution identified 
below, and the vendor/financial institution identified below is not on the current list of persons engaged in investment activities in Iran 
created by DGS and is not a financial institution extending twenty million dollars ($20,000,000) or more in credit to another 
person/vendor, for 45 days or more, if that other person/vendor will use the credit to provide goods or services in the energy sector in 
Iran and is identified on the current list of persons engaged in investment activities in Iran created by DGS. 
 

Vendor Name/Financial Institution  (Printed) 

 

Federal ID Number (or n/a) 

By (Authorized Signature) 

Printed Name and Title of Person Signing  

 

Date Executed 

 

Executed in the County and State of 

 

OPTION #2 – EXCEPTIONS  
Pursuant to Public Contract Code § 2203(c) and (d), a public entity may permit a vendor/financial institution engaged in investment 
activities in Iran, on a case-by-case basis, to be eligible for, or to bid on, submit a proposal for, or enter into or renew, a contract for 
goods and services.   
 
If you have obtained an exemption from the certification requirement under the Iran Contracting Act, please fill out the information 
below, and attach documentation demonstrating the exemption approval.     
 

Vendor Name/Financial Institution (Printed) 

 

Federal ID Number (or n/a)  

By (Authorized Signature) 

 Printed Name and Title of Person Signing 

 

Date Executed 

 

Executed in the County and State of 

 



 
  

ACORD  CERTIFICATE OF INSURANCE 
ISSUE DATE (MM/DD/YY) 

PRODUCER: 
 
 

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO 
RIGHTS UPON THE CERTIFICATE HOLDER.  THIS CERTIFICATE DOES NOT AMEND, EXTEND 
OR ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW. 

 
 COMPANIES AFFORDING COVERAGE 

 COMPANY 

LETTER A 
 

 COMPANY 

LETTER B 
 

INSURED: COMPANY 

LETTER C 
 

 COMPANY 

LETTER D 
 

 COMPANY 

LETTER E 
 

COVERAGES 
THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD 
INDICATED, NOTHWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS 
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS, 
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES.  LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS. 

CO 
LTR 

TYPE OF INSURANCE 
 

POLICY NUMBER POLICY EFFECTIVE 
DATE (MM/DD/YY) 

POLICY EXPIRATION 
DATE (MM/DD/YY) LIMITS 

 GENERAL LIABILITY    GENERAL AGGREGATE $  

  COMMERCIAL  GENERAL LIABILITY    PRODUCTS-COMP/OP AGG. $  

   CLAIMS MADE  OCCUR.    PERSONAL & ADV. INJURIES $  

  OWNER'S & CONTRACTOR'S PROT.    EACH OCCURRENCE $  

      FIRE DAMAGE (Any One person) $  

     MED. EXPENSE (Any One person) $  

 AUTOMOBILE LIABILITY    
COMBINED SINGLE $  

  ANY AUTO    LIMIT   
  ALL OWNED AUTOS    

BODILY INJURY $  
  SCHEDULED AUTOS    (Per Person)   

  HIRED AUTOS    
BODILY INJURY $  

  NON-OWNED AUTOS     (Per Person)   

  GARAGE LIABILITY    
PROPERTY DAMAGE $  

         

 EXCESS LIABILITY    EACH OCCURRENCE $  

  UMBRELLA FORM    AGGREGATE $  

  OTHER THAN UMBRELLA FORM       

 WORKER'S COMPENSATION    STATUTORY LIMITS 

 AND    EACH ACCIDENT $  

 EMPLOYERS' LIABILITY    DISEASE-POLICY LIMIT $  

     DISEASE-EACH EMPLOYEE $  

 OTHER       

        

DESCRIPTION OF OPERATIONS/LOCATION/VEHICLES/SPECIAL ITEMS Re:  All operations  

The State of California, its officers, agents, employees and servants are hereby named as additional insured but only with respect to work performed for the 
State of California. 
 

CERTIFICATE HOLDER  CANCELLATION 

 
California Department of Corrections and Rehabilitation 
Office of Business Services 
9838 Old Placerville Rd, Suite B-2 
Sacramento, CA 95827 
FAX (916) 255-6187 

 Should any of the above described policies be cancelled before the 
expiration date thereof, notice will be delivered in accordance with the 
policy provisions: 
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