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1.

DEFINITIONS

None

POLICY AND PROCEDURE

The goal of the public information program shall be to encourage interaction with the
public and the media and inform the public and media of significant events within the

institution.

Media representatives shall have access to the institution consistent with

preserving the right to privacy of the inmates and maintaining order and security.

A. Information Contact Person and Institutional Representatives

1.

The Procedures Development Coordinator or the Warden's designee shall
serve as the Public Information Officer. The Warden’s designee shall serve
as the alternate Public Information Officer. A request from the media and
general public shall be directed to the Public Information Officer or, in his
absence, the Alternate Public Information Officer. This procedure shall not
prohibit staff or an inmate from granting an interview or being filmed with
consent; however, approval shall be obtained from the Public Information
Officer in advance.

The Public Information Officer and the Warden shall be the only positions
at the institution authorized to speak with the media on behalf of the
institution.

B. Media Access to the Institution

1.

A media representative shall obtain advance approval prior to entering the
institution unless otherwise approved by the Warden.

A media representative generally shall have access to all institutional areas.
Access may be denied during a disturbance or an emergency condition if
the safety of the institution or a person may be jeopardized.
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C.

News Release Poliey for llggutine, Special Events Coverage, and Emergency
Conditions

1. Emergency Condition Releases: Refer to CPP 1.2

A news release shall be released by the Public Information Officer upon
approval by the Warden or Commander and following notice to Adult
Institutions and the Department of Corrections Public Information Officer.

2. Routine and Special Event Releases

A routine or special event release shall be released by the Public
Information Officer following approval by the Warden and Department of
Corrections Public Information Officer. Staff in program areas wishing to
advise the public of a special program or accomplishment shall forward
the information to the Public Information Officer for processing.

3. Departmental or Statewide Information Releases

Release of information regarding personnel, policy, or a program decision
affecting the Department of Corrections or statewide operations shall be
released in accordance with CPP 1.2 “News Media”.

Release and Inspection of Public Records

Institutional records and information shall be protected from disclosure in
accordance with the Kentucky Open Records law (KRS Chapter 61) and
Corrections and institutional policies and procedures. A media request for
information regarding an inmate shall be directed to the Public Information Officer.
Information listed on the “Resident Record Card”, excluding the inmate’s social
security number, may be released by the Public Information Officer. A request for
additional information shall be cleared through the institutional Offender
Information Office, Central Office Offender Information Services, or the Office of
Legal Services to ensure compliance with the open records law and policies and
procedures.

Consent Forms

1. A written consent (attached to CPP 1.2) shall be obtained from the inmate
prior to an interview or being photographed in an identifiable manner.

2. Copies of the consent shall be disseminated to:

a. Inmate;
b. Media representative;
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c. Public Information Officer (P.1.O); and

d. If requested, Central Office Public Information Officer.
F. Maintenance of Media Contacts and Releases
1. The Public Information Officer shall maintain a media contact log, which
includes the media contacts, consent, releases, and supporting documenta-
tion.
2. A copy of the media contact log and supporting documentation shall be

forwarded to the Department of Corrections Public Information Officer
after a routine media contact.

II. MONITORING AND EVALUATION

This policy shall be reviewed at least annually and updated as needed by the Public
Information Officer.
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KRS 196.035; 197.020

CPP 15.7 INMATE FUNDS

WKCC 16-02-01
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DEFINITIONS

None

POLICY AND PROCEDURE

A.

The inmate account fund shall consist of inmates’ money and shall be maintained
in a bank account administered by the Business Office. The account shall be
controlled by accepted accounting procedures.

Receipts

1.

Upon receipt of acceptable funds (see CPP 15.7 and WKCC 16-02-01),
money shall be posted to the inmate’s account. An inmate may check the
account through the kiosk for verification.

Daily receipts shall be recorded on a deposit ticket. Deposits shall be made
at least weekly.

State pay shall be calculated each calendar month and shall be posted to
inmate accounts by the last Monday of the following month.

Disbursements

1.

An inmate may authorize a withdrawal from his or her account by
completing an inmate money transfer authorization with the address of the
payee included on the transfer form, signed by the inmate, and submitted to
the designated department for approval. Once approved, the authorization,
with a vendor addressed, stamped envelope, shall be given to the mailroom
to be forwarded to the Business Office for processing. The order must be
for allowable property that is not available through a contract vendor.

Once received in the Business Office, the order shall be processed in a
timely manner, if the inmate’s account has available funds.
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3. If there are insufficient funds to pay a request, the insufficiency shall be
noted and the request returned to the inmate.

4. A request to transfer funds to an outside financial institution account shall
be processed in the same manner.

5. If an inmate is released from the institution, his or her account balance shall
be paid to the inmate at that time.

6. If an inmate is transferred to another DOC institution, the inmate’s account
balance shall be transferred to the institution receiving the inmate.

D. Transactions between one inmate and another inmate shall be in accordance with
CPP 15.7.
E. This policy shall be included in the Inmate Handbook to be provided to each inmate

upon arrival at the institution.
MONITORING AND EVALUATION

This policy shall be reviewed at least annually and updated as needed by the Fiscal
Manager.




WKCC 02-01-01
Attachment |
2022

KENTUCKY DEPARTMENT OF CORRECTION
INMATE MONEY TRANSFER AUTHORIZATION

INSTITUTION DATE:

This shall be an authorization for payment from my inmate account to:

Amount: Reason for payment:

Inmate Name (please print) Number

Inmate Signature

Approved by:
Check # Issued Date: By
Original Balance $
Payment Amount $
New Balance $
WKCC 02-01-01
Attachment I
2022
KENTUCKY DEPARTMENT OF CORRECTION
INMATE MONEY TRANSFER AUTHORIZATION
INSTITUTION DATE:

This shall be an authorization for payment from my inmate account to:

Amount: Reason for payment:

Inmate Name (please print) Number

Inmate Signature

Approved by:

“heck # Issued Date: By
Original Balance $
Payment Amount $

New Balance $
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CPP 2.1
I. DEFINITIONS
None
I1. POLICY AND PROCEDURE

II.

The institution shall participate in the Kentucky Centralized Inmate Commissary operation.

A.

The WKCC inmate canteen shall be operated by an independent contractor who is
approved by the Board of Directors.

An item and price list shall be posted in the canteen building and other areas
accessible to an inmate.

A monthly profit or loss report shall be prepared and submitted to the Central Office
for the Board of Directors.

An annual budget shall be prepared and recommended for approval by the Board
of Directors.

The canteen shall be open five (5) days a week. The hours shall be posted in the
canteen and areas of the institution accessible to the inmate population.

A refund or exchange shall not be authorized.

An inmate shall order through the kiosk in the inmate’s assigned dorm.

The inmate canteen shall be audited annually by an independent auditor. An annual
report outlining the financial status of the canteen shall be posted in the inmate

library and available to the public upon request. An internal audit shall be
conducted by the Warden or designee as part of the canteen monthly report.

MONITORING AND EVALUATION

This policy shall be reviewed at least annually and updated as needed by the Fiscal
Manager.
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WKCC 06-00-01, 13-02-01, 03-00-07 PERSONNEL AND VOLUNTEERS
L. DEFINITIONS

1.

“Confidential information” means information not authorized for public inspection.

“Consultant” means an individual working with inmates or inmate information and
providing consultant services to WKCC whether paid or unpaid.

“Contract personnel” means an individual working with inmates or inmate information and
providing pre-agreed upon services to the institution by contractual agreement.

“Volunteer” means an individual working with inmates or inmate information and providing
volunteer services to the institution.

POLICY AND PROCEDURE
The institution shall ensure consultants, contract personnel, and volunteers who work with
inmates are informed in writing about the institution’s policies on confidentiality of

information and agree to abide by the policies.

A. An individual working with inmates or providing a service to WKCC in a consultant,
contractual, or volunteer capacity shall maintain the confidentiality of information.

The following areas are primary concerns for the maintenance of confidentiality:
1. Offender Information or records (See WKCC 06-00-01);
2. Inmate medical and dental records (See WKCC 13-02-01);

3. Physical plant design materials (including blueprints, layout of institutional
grounds, and information on emergency plans and equipment); and

4, Employee records (See WKCC 03-00-07).




Policy Number

Effective Date

Page

1.

WKCC 03-00-06 2

B. Confidential information shall not be disseminated without the express written
consent of the inmate, staff member, or administration of WKCC.

C. Consultants, contract personnel, and volunteers shall not discuss confidential
information with unauthorized staff or an inmate.

D. Consultants, contract personnel, and volunteers shall report directly to the
appropriate Deputy Warden or designee.

E. Consultants, contract personnel, and volunteers that work with inmates shall be

informed of the institution’s policies relating to the confidentiality of information

prior to the initiation of services.

MONITORING AND EVALUATION

This policy shall be reviewed at least annually and updated as needed by the Personnel

Administrator and the Warden.
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KRS 61.870 through 61.884; 196.035,
197.020, 197.025 OFFENDER RECORDS AND

Offender Records Training Manual INFORMATION ACCESS
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I DEFINITIONS

“Inmate record” means the official file, either in hard copy or electronic form, maintained
for each inmate committed to the Department of Corrections for service of a felony
sentence.

L. POLICY AND PROCEDURE

The Offender Information Office shall be responsible for the security of and access to the
inmate records.

A. Custodian of Inmate Records

The official custodian of an inmate record at WKCC shall be the Offender Records
Supervisor. The Offender Records Office staff shall have authority over and
responsibility for the inmate records. The medical staff shall have authority over
and responsibility for the inmate medical files.

B. Maintenance of Inmate Records

1. A copy of all required materials relating to an inmate’s incarceration shall
be placed in an official inmate record.

2. The official inmate record shall be maintained in the Kentucky Offender
Management System (KOMS) for an inmate committed to the Department
of Corrections.
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C.

Confidentiality of Information and Access to Offender Information

Staff access to ,iipmatecrecords shall be governed by a signed confidentiality
COAT 6T 4, . . . .
agreement and'ohly be used in carrying out prescribed duties.

Confidentiality of Information

1.

(38 ]

WKCC staff shall maintain security and confidentiality of offender records.
Unless otherwise required by law, a written authorization for release of
information signed by the inmate shall accompany all requests for
information to be released from an inmate’s file to another party, except to
the following verified persons or agencies:

4)) Law enforcement agencies or personnel;
(2) Criminal justice agencies or personnel;

(3)  Other Corrections agencies or personnel; or
(4)  Others as directed by a valid court order.

Confidentiality of personal information gained by WKCC staff directly or
indirectly shall be maintained. Information of a personal nature may only
be released in the following instances:

a. Withholding the information may endanger the life of the specified
inmate or other inmates;

b. Withholding the information may endanger WKCC staff, the
physical plant, or the operations of WKCC;

c. The Warden authorizes in writing, the release of the information; or

d. The release is required by law.

Offender 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 or counseling shall be retained in accordance with an
established schedule.

Parole Eligibility (PE) and Minimum Expiration of Sentence (MES) Lists

Offender Information Office staff shall review the PE and MES lists received from
Central Office and deliver the information to the necessary institutional staff.
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F. Computation of Inmate Time and Auditing
1. An inmate’s time shall be accurately computed and recorded in

conformance with applicable statutes and regulations.

2. Offender Information Office staff shall inspect the inmate master file as an
inmate enters and exits to ensure that materials and information are current,
accurate, and properly placed.

3. Offender Information Services in Central Office, Frankfort, audits all
sentence calculations, including MES and PE dates.

III.  MONITORING AND EVALUATION

This policy shall be reviewed at least annually and update as needed by the Offender
Information Supervisor.
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ADMINISTRATIVE PROCESS FOR

INMATE COURT ORDERS

IL.

DEFINITIONS

NONE

POLICY AND PROCEDURE

A.

A Court order, order of appearance, warrant, or detainer for an inmate shall be
verified through the issuing court or agency by the Offender Information Office

staff,

1.

The Offender Information Office staff shall contact the issuing agency or
court to determine the charge, and other matters associated with the
document.

The appropriate Classification and Treatment Officer shall be made aware
of a detainer, warrant, court order, order of appearance, and other court
documents that may affect the inmate's custody rating, job or program
assignment, or housing assignment.

If the inmate's custody rating changes or if the inmate is considered a
security risk, the Warden or Deputy Wardens may change the inmate’s
current housing assignment or seek approval for transferring to a more
secure institution.

Dependent upon the risk factor involved, the Warden or Deputy Wardens
may request that the Shift Supervisor secure the inmate immediately
through the use of a Detention Order or movement from the Minimum
Security Unit (MSU) to a more secure location.

After the Offender Information Office staff verifies the hold or detainer and the
Warden or Deputy Wardens are notified:

1.

The hold shall be placed in the appropriate section of the Kentucky Offender
Management System (KOMS).
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2. An email notification or other document shall be sent to security staff for
notification and action, including notification of the inmate involved.

If it is necessary for an institutional staff person to transport an inmate to a court,
agency, or institution pursuant to a court order, a memorandum shall be prepared
by the Offender Information Office staff to the Shift Supervisor, detailing the
person, place, date, and time the inmate is to appear.

1. Arrangements shall be made by the Shift Supervisor including the
scheduling of an officer to transport, providing location and destination to
the transporting officer, ensuring a reliable vehicle is available, the method
and type of restraints to use, and other necessary measures.

2. The following documents shall be prepared by the Offender Information
Office staff, left with the Shift Supervisor and taken along by the
transporting officer making the trip.

a.

A custody receipt for the inmate: If the inmate is required to stay
overnight for his appearance, the transporting officer shall obtain a
signature from an official (court official, law enforcement officer,
jailer, or other official and his title before returning to the institution.
An inmate shall not be left without the appropriate signature on a
custody receipt. The receipt shall be returned to the Offender
Information Office staff at the institution.

A judge's notice of inmate status shall also be prepared by the
Offender Information Office staff. It shall be delivered to the judge
or court official by the officer transporting the inmate. The
transporting officer shall also have a copy.

The Offender Information Office staff shall contact Offender
Information in Central Office (Frankfort) to ensure there is no
pending charge, warrant. detainer, or other action prior to the trip.
The Offender Information Office staff shall also make this
determination by examining its own records. The judge's notice of
inmate status shall reflect this information.

Before an inmate is released from the transporting officer's custody; the officer shall

contact the institution’s Offender Information Office staff for verification of any
additional detainer that might have arrived on the inmate.

1. The transporting officer shall also obtain the necessary documents prior to
releasing the inmate from his custody. If the officer has a question
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regarding the release of an inmate from his custody, he shall call the
Offender Information Office staff. If Offender Information Office staff is
not available, the Duty Officer shall be contacted.

If the possibility of the release of an inmate is known in advance, WKCC
Policy 25-02-01 “Inmate Release Process” shall be followed.

If the possibility of the release of an inmate is not known in advance and
the inmate is released, the releasee shall make arrangements with the
institutional staff regarding the forwarding of his mail, the disposition of his
personal property, and other notices within thirty (30) days.

An inmate shall not be transported for a court appearance without the required

document from the requesting agency. The requesting agency shall fax or mail the
institution’s Offender Information Office a copy of the order to transport signed by
the judge of the court that the inmate is to appear.

1.

2.

The Offender Information Office staff shall verify the information.

If, in special circumstances, there is insufficient time to receive the
document prior to the appearance, the Offender Information Office staff
shall request that the document be left with a court official. The specific
official's name and location shall be determined by the Offender
Information Office staff prior to the transporting officer and inmate's
departure.

Immediately upon arrival at their destination, the officer with the inmate
shall pick up the necessary document.

An outside agency representative or official arriving at the institution for the
purpose of picking up an inmate shall present himself to the Control Center Officer
and shall be required to produce his identification and weapon before he is admitted
to the administrative offices. He shall also be required to complete an activity log.

1.

Applicable documents shall be examined by the Control Center Officer or
Front Gate Officer.

The Offender Information Office staff shall be notified of the outside
official's presence by the Control Center Officer.

The Offender Information Office staff shall also review the documents and
obtain the outside officer's signature on a custody receipt.
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4. Prior to the outside official and inmate's departure, the Shift Supervisor
shall determine, if possible, arrangements that need to be made for the
inmate's return; including date and method of return.

5. The Offender Information Office staff shall make and retain a copy of
applicable documents essential to the institution’s records prior to the
official and inmate's departure.

III. MONITORING AND EVALUATION

This policy shall be reviewed at least annually and updated as needed by the Offender
Information Supervisor.
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FIRE SAFETY PLAN

L DEFINITIONS

“Fire bill” means instructions to occupants in case of a fire which are posted near each
normal exit, fire extinguisher, and telephone.

“Fire drill” means a practice session where each person is evacuated from an area to teach
participants the best means of exit, if a fire occurs.

“Fire Safety Officer” or “FSO” means the individual who has responsibility for each fire
related activity within the institution. The Safety Coordinator shall serve as the Fire Safety

Officer.

IL. POLICY AND PROCEDURE

The institution shall promote fire safety by complying with the regulations and safety codes
as required by the State Fire Marshall.

A. Simplified Fire Safety Plan

1. Ignition Control

a. All appliances and extension cords shall comply with CPP 8.2.

b. Homemade, altered, or damaged electrical appliances or cords shall not

be allowed.

c. Inmates shall not possess cigarette lighters or matches.

2. Fuel Control

a. Each employee and inmate shall be responsible for the safe and
sanitary condition of his work or living area.
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b.

Replacement of living unit furnishings shall meet fire safety
performance requirements.

Flammable, toxic, and caustic materials shall be stored in the
Chemical Building or other approved, secured cabinet or container
that is not accessible to an inmate. Only the amount to be used for
an expressed, limited duration (usually one-day) shall be issued. A
daily use log shall be maintained which reflects the amount, date
and employee signatures each time a product is removed from or
returned to inventory. A perpetual inventory shall be maintained
that reflects the amount on hand.

Lids shall be kept on all waste containers greater than 20 gallons and
separate containers shall be used for other noncombustible refuse at
accessible locations throughout the institution. Special containers
shall be provided for flammable liquids and for rags used with
flammable liquids. Each receptacle and container shall be emptied
and cleaned daily.

3. Occupant Protection

a.

The officer on site shall make the decision to evacuate. If in doubt
as to whether or not to evacuate, the officer shall order evacuation.
Only the area directly affected shall be evacuated. An area closest
to the fire shall be evacuated first.

Compound living areas shall be evacuated to the Gym. Ross-Cash
living areas shall be evacuated to the Ross-Cash Recreation
Building. Special Management Unit (SMU) inmates shall be
evacuated to the SMU Yard (West Side). If a building is needed.
inmates shall be evacuated to the Visiting Building. An inmate shall
be required to stay in the evacuation area until ordered otherwise.

An inmate count shall be conducted as soon as possible. A missing
inmate shall be reported to the Shift Supervisor immediately.

4. Detection and Suppression

a.

If a fire is detected, the following procedures shall be followed:
) Sound the alarm (pull alarm, telephone, radio, or voice)

(2)  Call Operations (ext. 2200, 2201, or 2202) and report the
following:

(a) Reporting person’s name;
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(b) Location of the fire;

(c) Type of emergency (fire, etc.);

(d) Ifalife is endangered; and

(e) Telephone number from area call is being made.
(3)  Evacuate, if necessary
4) Provide aid to a victim
(5) Contain the fire

Operations shall immediately notify the Shift Supervisor, Control
Center, and each unit.

The Control Center shall issue emergency backup fire keys to
responding staff. The Yard Officer shall respond immediately to the
affected area to release inmates and staff, if necessary. After issuing
keys, the Control Center shall advise the Shift Supervisor.

The Shift Supervisor shall advise the Control Center to notify the
emergency system (911) if outside emergency services are needed.

Isolation of the fire

To prevent the spreading of the fire, the following steps shall be
taken:

(1) Close every door;
(2)  Turn off electricity and gas;

3 Remove chemicals or accelerants, which may cause fire to
spread;

Fire extinguishers shall be located throughout the institution by the
FSO. The FSO shall inspect the extinguishers monthly. An
employee who finds an extinguisher to be defective shall report it to
the FSO. Each extinguisher shall also be inspected annually by an
independent qualified source.
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5.

1.

1.

g Fire protection services shall be requested from by the Eddyville
Fire Department. The FSO shall maintain a written agreement with
this agency.

Planning and Training

a. A building diagram depicting floor plans shall be publicly posted at
each normal exit, stairway, and other points as necessary. These
diagrams shall use directional arrows to indicate traffic flow and
exits shall be marked.

b. Departmental staff that conducts weekly inspections shall be trained
in and familiar with safety and sanitation requirements.

Inspections

Each employee shall inspect his assigned work area daily for fire hazards.
Hazards that the employee cannot correct immediately shall be reported to
the immediate supervisor, Maintenance Department, or the FSO.

A weekly inspection of every institutional area shall be conducted by trained
departmental staff, as scheduled by the Warden.

The FSO shall conduct a comprehensive and thorough monthly inspection
of each area of the institution for compliance with safety and fire prevention
standards.

Refer to CPP 8.2 for frequency of testing of the fire safety system.

The institution shall request that the state Fire Marshal conduct an annual
inspection of the institution. A deficiency noted by the Fire Marshal shall
be corrected immediately, or a plan of corrective action developed. within
the time limits established by the Fire Marshal.

Post Fire Procedures

The FSO shall conduct an investigation of every fire. If a major fire or a
death occurs, the state Arson Investigator shall be notified.

(a) The affected area shall be secured immediately until the
investigation is complete.

(b) Pictures of the area shall be taken before cleanup.

(©) The affected area shall not be made ready for re-use until directed
by the Warden.
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III.

2. The FSO shall complete a detailed report of every fire that states the

probable cause and method used to extinguish the fire.

3. The FSO shall inspect the equipment used and initiate the necessary

maintenance, repair, or replacement.

MONITORING AND EVALUATION

This policy shall be reviewed annually and updated as needed by the Fire Safety Officer.
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WESTERN KENTUCKY CORRECTIONAL COMPLEX Reyv.
Attachment V
MASTER FIRE DRILL RECORD
st 2nd 3rd 4th
LOCATION/AREA Quarter Quarter Quarter Quarter
*Dormitory A

*Dormitory B

*Dormitory C

*Dormitory Clarke

*Dormitory Collins

*Special Management Unit

Administration Building

Compound Recreation Center

Educational Building

Institutional Training Center

Mental Health/Religious Service Center

Program Bldg./Food Service

Receiving/Recycle Building

Regional Training Center

Ross-Cash Recreation Center

Support Building

Visiting Building

Yard Office

*Requires Drill on each Shift throughout year:

st
1 Quarter:

D-Dayshift M-Morning Shift

nd
2 Quarter:

rd
3 Quarter:

th
4 Quarter:

A-Afternoon Shift
**Signature of Safety Coordinator upon Drill Completion:
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KRS. 196.035; 197.020

CPP11.2;114 TOOL CONTROL

ACA Expected Practice: 5-ACI-3A-23

L. DEFINITIONS

“Close employee supervision” means staff observes an inmate at least every 30 minutes
and the tool being used is accounted for.

“Direct employee supervision” means a staff person keeps an inmate under constant
¢ p
observation at all times.

“Routine employee supervision” means a staff person observes an inmate periodically.
II. POLICY AND PROCEDURE

This policy and procedure establishes rules to govern the control and use of tools in the
institution.

A. Areas of Responsibility

1. The Deputy Warden of Security shall be the primary supervisor of tools
used by all areas.
2. The Deputy Warden of Security shall designate a security staff person to
serve as Tool Control Officer.
3. The Department Head of each major department shall designate an Area
Tool Control Officer.
B. Classification

Tools shall be classified in accordance with CPP 9.11.
C. Identification
1. Class A tools shall be color-coded red or etched with the letter “A”.

2. Class B tools shall be color-coded yellow or etched with the letter “B”.
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3. Class C tools shall be color-coded green or etched with the letter “C”.

4, Tools shall be engraved with an area identification letter preceding the class
letter as assigned and maintained by the Institutional Tool Control Officer.

5. Tools that have permanent containers (metal, plastic, wood, etc.) may be
color coded or etched on the container.

D. Storage

1. Tools shall be stored in the following areas:

a. Maintenance and Farm Tools - Maintenance Building Tool Room

b. Vocational Tools - Vocational Tool Room

c. Correctional Industries Tools- Correctional Industries Supervisor’s

d. Office or designated tool room.

e. Network Analyst - Network Analyst Office

f. Recreation Department Tools - Gymnasium (No Class A tools
allowed)

g. Security Department Tools - Control Center

h. Other areas as approved by the Deputy Warden or Warden.

2. Each of the areas listed in Section D. 1. shall maintain their own tool storage
area with daily use logs and inventories.
3. Tools shall be stored on shadow boards if possible.

a. Only one tool shall be assigned to each shadow and the number on
the tool shall correspond to the number on the shadow. Exceptions
may be brooms and mops as space allows.

b. Empty shadows of tools reported missing shall have tags labeled
“empty” hung on the shadow or the shadow shall be removed.

4. Tools shall be stored in a secure storage area, if not in use.

5. Excess tools shall be inventoried and kept outside the institution in a secure
location.

6. Emergency tools maintained in the Control Center shall be inventoried by

the Control Center Officer on each shift.

Inventory and Control

1.

All tools shall be maintained on the tool inventory.
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Each Area Tool Control Officer shall, for his designated areas:

a. Maintain an updated inventory and provide the Tool Control Officer
with a written notification of changes made.

b. Maintain a tool control log. Completed logs shall be kept on file.

c. Be responsible for the care and maintenance of all tools on his
inventory.

d. Sign the tool log to document that all tools have been accounted for

at the beginning and end of each day.

f. Conduct a monthly audit of tool inventories and identify broken,
missing, obsolete. or worn tools.

The Tool Control Officer shall ensure that an updated inventory of all tools,
including secretaries and teachers’ tools, occurs on a monthly basis.

Inventories shall include a description of the tool and the quantity of each;
and, the signatures of the Area Tool Control Officer, Tool Control Officer,
Deputy Warden of Security, and Major.

Current tool inventories shall be typed and readily available for inspection
and included in tool pouches, toolboxes, tool kits, and vehicles.

F. Issuance

1.

Tools shall be logged out if removed from their storage area and logged in
upon their return. This shall occur after normal business hours as well.

Class A tools shall be issued to and returned to employees only. Class A
tools may be used by inmates under direct employee supervision. Class A
tools marked by an asterisk (*) in the institutional tool classification listing
may be supervised as a Class B tool if the tool is to be used outside of and
100 yards beyond the perimeter fence and is accounted for at the end of each
work period.

Class B tools may be issued to employees or inmates under close employee
supervision.

Class C tools may be issued to employees or inmates without employee
supervision. However, routine employee supervision shall be required, if
used on compound.
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5.

Tool pouches, boxes, and kits shall be numbered and labeled individually
and logged in and out as used and returned; and, shall be kept in a secured
storage area, if not in use.

Acetylene cutting tips shall be checked in and out on an as-needed basis.

Metal cutting blades shall be checked in and out, and only in amounts
necessary for one day’s use.

G. Unreturned or Missing Tools

1.

Area Tool Control Officers shall notify the Shift Supervisor of unreturned
tools. A notation shall be made on the tool log indicating what tool(s) has
not been returned and why.

Area Tool Control Officers, or other staff that become aware of missing
tools, shall notify the Shift Supervisor. A notation shall be made on the tool
log indicating what tool is missing. The inmate that last used the tool and
the staff person that signed out the tool shall search for the tool. If the tool
cannot be located, the staff person shall complete a missing tool report and
forward it to the Tool Control Officer, all Shift Supervisors, Major, and the
Deputy Warden of Security.

If a tool is determined to be missing, all inmates who had access to the tool
shall be held at the work site until a thorough search has been made and
authorization from the Shift Supervisor has been obtained to release them.

H. Qutside Contractors

1.

Contractors’ tools and equipment shall be searched prior to entering and
exiting the institution.

Contractors shall be issued written instructions regarding tool and
contraband control.

The contractor and his vehicle may be escorted per instructions of the Shift
Supervisor.

MONITORING AND EVALUATION

This policy shall be reviewed at least annually and updated as needed by the Major.
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SPECIAL MANAGEMENT UNIT (SMU)
OPERATING PROCEDURES, LIVING
CONDITIONS AND CLASSIFICATION

I DEFINITIONS
None

I POLICY AND PROCEDURE

The institution shall provide operational procedures and living conditions consistent with the
high security nature of the Special Management Unit and the inmates assigned or classified to
Administrative, Disciplinary, and Administrative Control Status.

A. Unit Management and Classification (Refer to CPP 10.2 and CPP 18.1).

B. Inmate Programs and Living Conditions

1. General Living Conditions

a. Refer to CPP 10.2.

b. The institution shall thermostatically control water temperatures for the

showers.

c. Cells shall be equipped with the following:

¢)) Bed above floor level;

2) Flame retardant mattress with pillow;

(3)  Toilet and lavatory with running water;
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C)) Light fixture; and
%) Tablk and seat.
d. The inmate shall be responsible for the care and sanitation of the

inmate’s cell furnishings. Upon assignment, discharge, or cell change,
the assigned walk officer shall complete a Cell Entry-Exit Form noting
any deficiencies. Deliberate abuse or destruction shall result in a
disciplinary report.

2. Clothing and Linen Exchange

a.

An inmate shall be provided with state-issued clothing, linens, and
wash cloths.

Clothing and washcloths shall be exchanged according to the shower
schedule. Linens shall be exchanged weekly.

A towel shall be provided during showers.

The walk officer shall examine each article before and after exchange,
to assist with items being issued and returned in good condition.

3. Food Service

Refer to CPP 10.2 and CPP 11.4.

Drinks, food, and serving utensils shall be delivered to the unit from
the institutional kitchen. All trays shall be inspected for contraband
and delivered. Staff serving the meal shall wear a hair net or hat and
plastic gloves.

Temperature of the meals shall be checked by staff and recorded in the
Unit Log and documented on the meal evaluation. This information
shall be forwarded to the appropriate staff.

If the temperature is not acceptable, staff shall immediately inform the
Food Service Department to correct the problem.

The walk officer shall document the delivery of meals in the individual
inmate activity log and note any exceptions. An individual log shall be
started on any inmate who participates in a hunger strike as described
in CPP 13.14. An information report shall be forwarded to the medical
department and the Unit Administrator for an inmate participating in a
hunger strike.

Following the meal, trays shall be collected. The utensils, trays. and
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leftover food shall be placed outside the unit to be picked up and
returned to the kitchen. Food shall not be left in the unit.
g. Menus shall be posted in the unit and list items containing pork.
h. The unit' supervisor shall designate one (1) staff member per shift to

complete a meal evaluation.

4. Grooming and Hygiene Standards

a.

Hair Care

@) An inmate housed in SMU shall be allowed access to hair care
services after he has been housed in the unit a minimum of
forty-five (45) days. He may request services once every six
(6) weeks thereafter.

(2) An inmate shall make a written request to the Unit
Administrator if he desires hair care services.

(3)  An inmate from General Population may perform hair care
services in the unit if approved by the Unit Administrator.

4) Staff shall ensure equipment is sanitized after each use.

Staff shall:

¢)) Store and inventory barber equipment and tools.

2) Promptly remove hair from the unit and dispose of it.

If an inmate’s general appearance changes, he may be issued a new ID
card at no charge. After an inmate is released from the unit, he may be

required to obtain a new ID card at his expense, if his appearance
changes.

An inmate shall receive an initial hygiene issue of one (1) roll of toilet
paper, soap, a week’s supply of toothpaste, and one (1) toothbrush.
Hygiene item issue shall then be given on the following basis:

(1)  Toilet paper exchanged at request upon return of the empty
cardboard tube. No more than two (2) rolls shall be issued per
week.

(2)  Soap, two (2) per week.
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(3)  Toothpaste upon weekly distribution.
@) Toothbrush following initial issue, one every three (3) months.

€. Showers shall be scheduled in accordance with CPP 10.2. During the
inmate’s shower, the officer shall issue a towel and an inmate may use
barber clippers to shave. At the completion of the shower any issued
items shall be returned to the officer. The officer shall clean and
sanitize the barber chippers after each use.

5. Sanitation

The sanitation of the unit shall be consistent with the sanitation requirements
for the institution. A set schedule to maintain sanitation shall be established
by the Unit Administrator.

C. Inmate Programs

An inmate shall have an opportunity to participate in the following:

1. Educational Services

Administrative segregation and protective custody inmates shall be
provided educational material from the academic school upon request
through the assigned unit case manager. An inmate shall obtain written
authorization from the Unit Administrator if receipt of school material
exceeds authorized property limits. An inmate shall be responsible for
the care and return of the items.

Inmates housed in Disciplinary Segregation shall serve more than sixty
(60) days before being eligible to request educational materials.

2. Commissary Services

a.

An inmate may spend twenty dollars ($20.00) weekly at the inmate
canteen for items authorized on the SMU canteen list provided by unit
staff.

Canteen orders shall be forwarded to the unit and delivered to an inmate
by the walk officer. An inmate shall order items ranked by priority.
The walk officer shall collect any orders and forward them to the unit
supervisor or his designee who shall then forward the orders and a copy
of the log to canteen staff.

Upon receipt of canteen orders, the walk officer shall deliver the order
after:
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(1) Searching the order for contraband;
(2) Ensuring the order is filled correctly; and

(3) Ensuring delivery of the order does not exceed property limits.

3. Library Services

Any inmate shall be given the opportunity to obtain and exchange reading
materials on a weekly basis. A satellite library shall be maintained in the unit.

4. Social Services and Counseling Services (Refer to WKCC 24-00-01).

5. Religious Guidance

Institutional Chaplains and volunteers shall be available for counseling,
religious guidance, and emergency family contacts.

6. Recreational Programs (Refer to CPP 10.2)

7. Grievances

a.

An inmate shall request a grievance form from his assigned case
manager.

b. An inmate shall complete and forward the grievance to the assigned
grievance clerk through institutional mail.

c. The inmate filing the grievance shall be given the opportunity to
present his case to the Grievance Committee using a speakerphone.

d. Refer to CPP 14.6 regarding additional information concerning the
grievance system.

8. Legal Services
a. An inmate in the unit shall receive legal services comparable to inmates

in other units. (Refer to WKCC Policy 14-04-01). In order to receive
legal services the inmate shall coordinate, with the unit program staff,
his request for:

(1) Forms

2) Supplies

3) Copies
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“) Legal assistance
(5)  Legal telephone calls
(6) Review of policies
@) Legal property in storage

b. Legal and personal correspondence shall be limited to one (1) five inch,
legal size file. Exceptions may be made upon request and justification
to the Unit Administrator. The Unit Administrator or his designee may
consult with the legal aide office or counsel as necessary and shall
approve or disapprove the request in writing,.

9. Mail

a. Refer to CPP 10.2 and WKCC Policy 16-02-01.

b. Outgoing mail shall be collected by midnight shift officers, placed in
the outgoing mailbag, and delivered by a designated officer to the
mailroom.

c. Incoming mail shall be distributed by evening shift officers.

10. Packages

a.

b.

Packages shall be prohibited due to the high security nature of the unit.

If a package is mailed to an inmate while he is assigned to SMU, the
Property Officer shall notify the inmate that the package has arrived.
The inmate shall report to the Property Room as soon as possible after
release from SMU to either receive the package or to properly dispose
of it.

1. Property

Each inmate shall be allowed the following:

a.

State issue clothing — one (1) each; shirt, trousers, t-shirt, one (1) pair
socks, one (1) pair shower shoes, and one (1) pair exercise shoes.

State issue bedding — one (1) mattress with pillow, one (1) blanket, and
two (2) sheets.

Hygiene items (non-metal containers) — one (1) toothbrush, Six (6)
toothpaste packets, two (2) soaps, six (6) packets shampoo, one (1)
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clear deodorant, one (1) small palm brush, one (1) toilet paper, one (1)
denture cleaner (non-tablet), dental adhesive, and six (6) packs of
lotion.

d. Correspondence materials — three (3) SMU pens, one (1) box of
envelopes, three (3) greeting cards, twenty (20) stamps, paper (5> limit
on legal and paper products), one (1) address book, five (5) sheets of
carbon paper.

e. Personal Clothing - seven (7) underwear. This count shall inctude the
items being worn.

f. Miscellaneous

(1) A total of six (6) soft back books which may include:
(a) Magazines
(b) Religious book (examples: Bible or Koran)
(c) Newspapers
(d) Paperback novels
(e) Education material
2) One (1) religious medallion (no chain)
(3)  Three (3) photographs no larger than 8 /2" by 117
(4)  One (1) pair prescription glasses, (no sunglasses)
(5)  Laundry bag issued by SMU

(6)  Wedding band

12.  Telephone Privileges

a.

An inmate housed in Segregation shall be allowed a verified legal call,
a call related to a verified family emergency (permission shall be
obtained from the Chaplin, Shift Supervisor, or higher), or one (1)
fifteen (15) minute phone call within the first two (2) days of
assignment to SMU.

An inmate housed in the SMU on Administrative Segregation or
Protective Custody status shall be allowed to make one (1) fifteen (15)
minute phone call per calendar month at times designated by the Unit
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Administrator.

c. An inmate housed in the SMU on Disciplinary Segregation status shall
be allowed to make one (1) fifteen (15) minute phone call per calendar
month, after serving sixty (60) days, at times designated by the Unit
Administrator.

d. An inmate housed in the SMU on Administrative Control status shall
be allowed to make two (2) fifteen (15) minute phone calls per calendar
month, at times designated by the Unit Administrator.

€. Telephone privilege may be denied or suspended by the Correctional
Unit Administrator or the Adjustment Committee due to rule violations
or misuse of phone privileges.

f. The SMU staff shall supervise the calls and enforce the fifteen (15)
minute time frame.

g. Each call shall be logged on the appropriate log sheet.

13. Visitation

d.

Visitation shall be conducted through closed circuit TV in accordance
with the visiting schedule or as determined by the Deputy Warden of
Security.

A visit shall only occur with prior written approval by the Unit
Administrator.

A visitor or inmate shall submit a written request to the SMU Unit
Administrator at least seven (7) days in advance of the visit.

Non-contact visit rules in WKCC Policy 16-01-01 shall be followed.

D. Restriction of Items or Activities (Refer to CPP 10.2).

E. Medical and Psychological Services

An inmate in the unit shall receive medical and psychological services as directed in
CPP 10.2 and WKCC Policy 13-02-01 and 13-02-02.

F. Maximum Assaultive Status (Refer to CPP 10.2).

MONITORING AND EVALUATION

This policy shall be reviewed at least annually and updated as necessary by the SMU Unit

Administrator.
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L. DEFINITIONS
None
IL POLICY AND PROCEDURE
A. General Requirements and Principles

1. An inmate shall eat in the dining room unless security or safety
considerations justify otherwise.

2. Group dining shall be supervised.

3. Inmates shall form a line outside the dining room entrance door at the
designated area to enter the dining room.

4. An inmate shall exit the dining room from the door nearest the tray window.

5. A meal shall be served in a manner that minimizes regimentation.

6. A schedule of serving times shall be posted.

7. An inmate shall go through the serving line one (1) time only.

8. Loud talking or other disruptive behavior shall not be allowed in the dining
room.

9. An inmate shall exit the dining room after finishing his or her meal. An

inmate shall not loiter in the dining room.

10.  Aninmate shall place the used tray, spork, and cup in the tray window after
eating
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1.

12.

13.

14,

15.

1.

1.

Culinary utensils or other items provided shall not be taken from the dining
room. (

An inmate eating on the early line shall be restricted to sit in the seating area
next to the serving windows in the dining room.

An inmate shall not eat on the early line, including off duty inmate kitchen
workers, or be in the kitchen without permission from appropriate staff.

Food handlers shall be trained to wash their hands upon reporting to duty,
after using toilet facilities, eating, or if changing gloves.

Food shall not be used as a disciplinary measure.

Sanitation, Health, and Hygiene

The institutional nurse shall check the inmate’s medical file prior to the
inmate being assigned to the Food Service Department by the classification
committee to ensure there are not pre-existing medical conditions present
that would prevent him or her from working in the Food Service
Department.

An inmate shall undergo an annual or biannual physical examination as
specified in institutional policy WKCC 13-02-01 Health Care Services. If
assignment to the Food Service Department is a concern because of an
observation or a condition has developed, re-examination may occur.

Staff or an inmate who is assigned to work in the Food Service Department
shall be monitored each day for health and cleanliness by the Director of
Food Service or designee. Appropriate action shall be taken to correct an
area of concern.

A kitchen or serving line worker shall wear a hairnet or approved hat,
gloves, and a facial haimnet, if applicable, as well as a clean uniform.

Inspections

The Food Service Department shall request inspection from the Department
of Public Health at least annually. A plan of action to address deficiencies
shall be completed in a timely manner and sent to the Deputy Warden of
Program and Support Services.
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2.

1.

1.

The Warden shall appoint Administrative, Medical, or Food Service staff to
inspect each food service area weekly.

Refrigerators, freezers, and water temperatures shall be checked and logged
daily by food service staff. Stored shelf goods shall be maintained at forty-
five (45) degrees to eighty (80) degrees Fahrenheit. Refrigerated and frozen
food shall be stored as required by 902 KAR 45:005.

Security

An inmate food service worker shall be searched before leaving the kitchen
or dining room.

A product considered being at risk for theft, including sugar and drinks,
shall be stored in the kitchen storage room. These products shall be limited
to a one and one-half (1 1/2) week supply or to the supply requirement set
in a food services contract. A weekly inventory shall be maintained.

Janitorial supplies shall be stored in the food service toxic control room. An
item added or removed shall be appropriately logged.

An item lost or misused shall be reported to the Food Service Director and
Shift Supervisor immediately.

An inmate count shall be completed as scheduled and reported immediately
to the Operations Center.

Meal Delivery Cart Loading and Unloading

The meal delivery cart shall remain locked except during loading and
unloading.

The Kitchen Officer, Sally Port Officer, and Ross Cash Sergeant shall
have keys to the meal delivery cart.

Loading/Unloading meal delivery cart: The Kitchen Officer shall unlock
the meal delivery cart and closely observe for the entire time that the meal
delivery cart is open until loading is complete and the door is secured.

Prior to the meal delivery cart departing, the food service contractor shall
confirm that all inmates in the kitchen are accounted for.

Sally Port: Two (2) security staff members shall thoroughly search and re-
secure the meal delivery cart each time it enters or exits through the sally
port. (May be Front Gate and Sally Port Officers)
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II.

6. The meal delivery cart shall remain secure for its transfer to Ross Cash.

7. Unloading/Loading Ross-Cash: The Ross-Cash Sergeant shall unlock and
closely inspect the unloading process. When the unloading is concluded,
the meal delivery cart shall be secured until the end of the meal. At the
end of the meal, the Ross-Cash Sergeant shall unsecure the meal delivery
cart and observe the loading and re-secure for the return trip.

8. The Ross Cash food service meal delivery cart shall take precedence over
other waiting vehicles to insure Ross-Cash meals are not delayed more
than necessary.

MONITORING AND EVALUATION

This policy shall be reviewed at least annually and updated as needed by the Deputy
Warden of Security.
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. DEFINITIONS
None
II. POLICY AND PROCEDURE

The institution shall follow CPP 11.2 and 11.4 and this policy and procedure to meet the
dietary needs of an inmate.

A. Menu

1. The approved menu shall be implemented by the institutional Food Service
Director.

2. The menu shall be posted in areas of the institution as deemed appropriate
by the Food Service Director.

3. A menu change shall be submitted by the Food Service Director and shall
be approved in advance by the Deputy Warden of Security to be considered
an authorized substitution. The menu change shall be justified in writing
and recorded in the monthly report by the Food Service Director.

4. An item substituted on the menu shall contain at least the same nutritional
value and be from the same food group as the item being replaced.

5. Food served shall be evaluated on a daily basis by a Food Service

Supervisor and the Department of Corrections (DOC) staff for appearance,
flavor, temperature, texture, palatability, and quantity to verify adherence
to the basic daily servings.

B. Special Medical Dietary Restrictions

1. Modification to a diet shall be kept as simple as possible and shall conform
as closely as possible to the foods served other inmates. A special diet not
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conforming to foods served to the inmate population shall be conveyed to
the Food Svegrdfcice Dire]ctor by the Medical Department.
C0% Y

2. An inmate on a special diet shall come to the heart healthy window to
receive his diet, unless medically unable.

C. Religious Diets
1. An inmate whose religious belief requires the adherence to religious dietary
laws which cannot be met by the master menu may be prescribed a religious

diet after it has been approved in accordance with CPP 23.111. G. 8. b.

2. A prescribed religious diet shall be specific and furnished to the Food
Service Director by the Chaplain in writing.

3. A religious diet shall be kept as simple as possible and shall conform as
closely as possible to the food served other inmates.

D. Meals

1. The food service staff shall be responsible for the preparation of a meal and
for the operation of the dining room and kitchen. An officer assigned to
these areas shall report to the Shift Supervisor.

2. Meal times shall be posted and announced by the use of the public address
system.
3. The institution shall provide at least three (3) meals at regular meal times

during each 24-hour period. Two (2) of the meals shall be hot meals. There
shall not be more than fourteen (14) hours between the evening meal and

breakfast.
E. Purchasing Procedures
1. The Food Service Director shall purchase supplies at wholesale or other

prices which are favorable.

2. The Food Service Director shall purchase food supplies to serve a
nutritionally adequate diet in accordance with the Master Menu as set forth
by the Department of Corrections.

MONITORING AND EVALUATION

This policy shall be reviewed at least annually and updated as needed by the Deputy
Warden of Security.




501 KAR 6:130

WESTERN Policy Number Total Pages
K ENTUCKY 12-00-02 4
g ORRECTIONAL
OMPLEX Date Filed ., . Effective Date
OPERATIONS MEMORANDUM SEP 14 202
Authority//References Subject
KRS 196.035; 197.020
ACA Expected Practices: 5-ACI-5D-05 HOUSEKEEPING, SANITATION,
AND WASTE REMOVAL

L DEFINITIONS
NONE

1L POLICY AND PROCEDURE
A. Duties

1. Areas within the institution shall be kept clean in accordance with the
cleaning schedule set up by supervisory personnel or inmate supervisors.
An inmate shall be assigned job functions or other duties based on
institutional need. An inmate who fails to perform the job properly may be
removed and replaced by the classification committee upon
recommendation from the supervisor.

2. Solid waste shall be collected in every area of the institution by assigned
inmates and emptied daily in the waste collection center. Trash shall be
removed from the institution by a commercial sanitation company as
needed. The commercial sanitation company’s waste disposal plan shall be
approved by the appropriate regulatory agency as documented to the
institution by applicable license, certificate, or permit operation.

3. The institution sewage shall be removed through a sewage system operated
by the local community. The sewage disposal plan shall be approved by the
appropriate regulatory agency as documented to the institution by
applicable license, certificate, or permit of operation.

4. The institution shall use the water system operated by the City of Eddyville
for its normal potable water supply. Certification and compliance with
jurisdictional laws and regulations shall be documented to the institution by
applicable license, certificate, or permit of operation.

B. General Living Requirements
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l.

N

1.

The living unit shall be maintained in a clean and sanitary manner with
lights, ventijation, .e}r}‘g climate control, except in emergency situations.

Each inmate shall keep his or her bed area clean and in an orderly manner.
Disciplinary action may be taken, if violations occur.

Showers within the housing units shall be available except during “lights
out”, specific times designated for cleaning, or if visitors are present in the
unit. Showers shall be thermostatically controlled for safety. An inmate
shall be expected to shower frequently to ensure a proper level of health and
hygiene.

Toilet and hand washing facilities within the housing units shall be
accessible to an inmate without staff assistance twenty-four (24) hours per
day. Washbasins shall be equipped with both hot and cold running water.

Dorm Standards

An inmate shall have his or her bed area ready for inspection by 7:00 a.m.
The bed area shall remain in inspection order between the hours of 7:00 a.m.
and 3:00 p.m. Monday through Friday.

Bed areas shall be arranged in the following manner:

a. A bedside locker shall be next to the wall unless structural
obstructions (heat ducts or air vents) make it necessary to rearrange
them.

b. A television (TV) shall be placed on top of the bedside locker or a

television shelf provided, and headphones may remain plugged into
the television and be stored neatly next to the TV (may be laid on
bed while inmate is present in the wing).

c. Two (2) framed photographs (not larger than 8" x 10™ — plastic or
handmade only) may be placed on each locker or shelf.

d. A clock, one (1) religious book, one (1) pair of prescription glasses,
and a cup shall be the only items allowed on the bedside locker.

€. Other items (stickers, calendars, picturcs or mirrors) shall not be

hung on the bed or on the outside of the locker.

The area under the bed shall be arranged as follows:

a. A footlocker shall be at the foot and under the bed.
b. A laundry bag containing only clothing shall be under the bed next
to the wall.

c. A cooler, if owned, shall be next to the footlocker.
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d. Shoes shall be under the bed between the footlocker and laundry bag
with the front of the shoe facing the adjacent bed. If an inmate has
more shoes than the area allows, they shall be placed in the locker
or in the property room.

e Nothing shall be placed on windows or windowsills.

f. The chair may be used to place one (1) uniform top and one (1)
uniform bottom on only if the clothing is neatly folded in the seat or
hanging over the back of chair.

g Nothing may be placed on the footlocker.

h. Cardboard shall not be stored in the bed area.

i Two cubic feet of personal and legal material may be in the bed area,
but shall be secured and neatly arranged in one of the inmate’s
lockers.

J- One towel and one washcloth may be hung on end of the bed.
k. All remaining property, excluding what is listed above, shall be
stored in locker.

1. Assigned janitors may store yellow cleaning gloves on top of locker.
m. One hotpot may be stored under the bed next to the wall.
4, The bathroom shall be closed to showering from 8:00 a.m. to 11:00 a.m.

excluding weekends and holidays as designated each morning to allow for
cleaning. Each inmate shall cooperate with the dorm officer and the inmate
Janitors to help keep the dorm and bathroom clean and orderly.

5. The dorm officer shall conduct a bed area inspection throughout the day.
An inmate whose area does not pass inspection may receive a disciplinary
report.
D. Inspections
1. A safety and sanitation inspection of every institutional area shall be

conducted and documented weekly by a qualified WKCC staff member.

a. WKCC staff shall complete an inspection report and submit it to the
Warden by the first working day following the designated week of
the inspection. This report shall note deficiencies found during the
course of the inspection.

b. Upon receipt of the inspection report, the Warden shall forward
deficiencies to the Deputy Wardens who shall designate the
applicable staff to ensure corrective action is taken.

c. Corrective action shall be recorded on the inspection report and
returned to the Warden for his review upon completion.
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d. The Warden shall develop the weekly inspection schedule.

2. A comprehensive sanitation and safety inspection shall be conducted and
documented monthly by a qualified Sanitation Officer and Safety Specialist.

3. An annual inspection shall be conducted by federal, state, or local sanitation
and health officials or other qualified source.

4, Deficiencies, as noted during the inspections, shall be corrected by the time
frames stipulated. A deficiency in equipment or other maintenance needs
shall be reported via a work order as outlined in the Preventive Maintenance
Plan.

E. Training

Department staff inspectors shall receive training from a qualified trainer in the
areas of safety and sanitation.

MONITORING AND EVALUATION

This policy shall be reviewed at least annually and updated as needed by the Sanitation
Officer.
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L DEFINITIONS

"Health Authority" means the health administrator or contractor responsible for the
provision of health care services to inmates in the institution; the responsible physician
may be the health authority.

"Institutional dentist" means a licensed dentist who has the primary responsibility for the
dental care of an inmate at WKCC.

"Formulary" means a list of prescription and nonprescription medications approved by the
Health Authority.

"Unit dose" means pre-measured and prepackaged medication prepared by the pharmacist
as ordered by a primary care provider.

IL. POLICY AND PROCEDURE
A. Pharmacy Provider

1. Prescribed medication for each inmate shall be dispensed from a contracted
pharmacy by a licensed pharmacist and in conformance with appropriate
federal and state law.

2. Each prescription dispensed shall be signed by a registered, licensed
pharmacist. The original order shall be maintained in the institution’s
Medical Department to be checked against the prescription upon receipt
with a copy maintained by the dispensing pharmacist. Receipt of
medication shall be the next business day following the order.

B. Prescription Practices

1. A formulary approved by the Health Authority shall be used in prescribing
medication.

2. A "Stop Order" time period shall be specified for each medication. A long-
term medication order shall be rewritten by the primary care provider as
needed, but shall not be longer than one (1) year. The primary care provider
shall re-evaluate each prescription prior to renewal.
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If clinically indicated, a transfer to another institution may be requested to
obtain access to therapy that is not available at WKCC.

Psychotropic medication like an antipsychotic, antidepressant, and drugs
requiring close supervision shall be prescribed by the Health Authority, or
an authorized health provider. The drug shall be administered by health
trained personnel under the direction of the Health Authority.

The provider shall review the inmate's current and past medical history as
part of the initial evaluation of treatment.

C.  Administering Medication - Pill Call

1.

A schedule for administering medication (Pill Call) shall be posted at the
pill call window. Orientation to the institution shall address the times of
Pill Call and other medical service issues including access to medical
services and the system for processing complaints regarding healthcare.

a. The inmate shall become familiar with the schedule.

b. The inmate shall make an appearance at the designated time to see
the nurse or certified medication technician or to take prescribed
medication.

A provision shall be made for an inmate who cannot come to Pill Call for a
health or security reason. Except for self-administered medication,
medication shall be administered by medical staff properly trained and
under the supervision of the institutional Health Authority or designee.

Procedure for Administering Medication

a. Medication shall be administered in a timely manner in accordance
with the established Pill Call schedule and according to the
provider’s orders.

b. Medication shall be ingested in the presence of medical staff with
the exception of self-administered medication.

C. Information regarding the administration of medication shall
include the inmate's name, number, medication. directions for use,
additional comments or special instructions, and other information,
if necessary.

d. A controlled substance shall be administered in a unit dose and
logged in the appropriate record.
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e. In the nurse's absence, another trained health care person shall
conduct Pill Call.

f. Prescribed medication administered to an inmate shall be recorded
on the Medical Administration Record (MAR), which shall be
maintained in the electronic health record and contain the following
information:

0)) The medication the inmate is taking;

(2)  Dosage of medication;

3) Starting date of medication;

(4)  Ending date of medication;

(5) Date medication is taken;

(6) Time medication is taken; and

@) Signature of staff person giving the medication.

g An incoming inmate transported with prescribed medication shall
not receive his or her medication until the Medical Department
determines the authenticity of the prescription.

h. If medication is refused by the inmate, the staff person administering

the medication shall:

(1)  Initial the appropriate box on MAR if medication or
treatment was to be given;

2) Circle the initial if medication or treatment is refused;
3) State reason for refusal under medication notes;

4) State reason and result for PRN medication or treatment;
(5) Indicate injection site with appropriate code; and

(6) Note this information on the inmate’s MAR to include
refusal of medication.

If an inmate does not pick up his or her medication as prescribed,
the person administering the medication shall:
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(1)  Initial the appropriate box on the MAR if the medication was
to be given; and
(2)  Note that the inmate did not show by placing the code found
on the back of the MAR beside the person’s initials to
indicate the reason the medication was not administered.

j- The institutional health care person administering medication shall
ensure that all medication is ingested by the appropriate inmate.

The health care person shall:

@) Make a positive identification of the inmate, ensuring that
the 1.D. card matches the inmate receiving the medication;

2) Administer the medication on record;

(3)  Open only that specific dosage to be administered at that
time; and

“) Emphasize the appropriate directions to the inmate: i.e. chew
well or apply generously to the affected area.

k. A medication error shall be reported upon discovery in writing.

1. If an adverse reaction to a medication is suspected:

1) All medication shall be stopped;

(2)  The institutional health authority notified immediately; and.

3) The health care person shall record it in the medical record
and complete a report of the medication reaction.

m. If pulse, blood sugar, or other vital information is required before a
medication is administered, the health care person shall record the
vital information on the MAR. If the vital information indicates that
the medication should not be administered. this shall also be noted
on the MAR.

n Only those antidotes approved by the institutional health authority

shall be maintained in the Medical Department. Antidote informa-
tion and the phone number for the Poison Control Center shall be
made available in the Medical Dcpartment.
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0. Expired medication shall be returned to the pharmacy for
appropriate disposal and credit.

p. Each inmate furloughed shall have sufficient prescribed medication
to last the duration of the furlough with the appropriate written
instructions for use.

q. Sufficient prescribed medication shall be provided for the inmate on
a trip for the estimated length of time the inmate is expected to be
absent from the institution or if an extended stay is likely.

r. Upon the inmate's eventual release from the institution, the inmate
shall be provided sufficient prescribed medication to allow time for
his or her own physician to evaluate his or her needs.

Self Administered Medication

An inmate who qualifies for the Self Administered Medication (SAM) Program

shall sign an agreement that the inmate will adhere to these rules:

1. The inmate shall keep his or her medication locked up at all times;

2. The inmate shall not give his or her medication to another inmate;

3. Five (5) days prior to the expiration date or the emptying of a pill packet, a
refill shall be requested. The inmate shall use the SAM refill card and place
the reorder sticker on the form. The forms shall be turned into the sick call
box by 6:15 a.m. Monday mornings to be reordered by medical staff;

4. Medical personnel may at any time review an inmate’s participation in the
program; and

5. Failure to comply with these rules shall result in the inmate’s discontinuance
of the SAM program during the inmate’s time at this institution.

Prescriptions

1. A prescription shall be written by the appropriate doctor, advanced practice
registered nurse, dentist, or psychiatrist, and listed in the EMR.

2. If a prescription is issued by telephone:

a. It shall be received by a pharmacist or institutional nurse; and

b. The prescription shall be transcribed to EMR and shall include the
following information:
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€)) Name of the doctor, dentist, or psychiatrist;

2) Inmate's name and number;

3 Date and time the prescription was written;

@) Medication name;

(5) Unit dosage;

6) Route of administration;

@) Frequency or times of administration;

(8) Duration of order (expiration date);

(9)  Signature of doctor, advanced practice registered nurse,
dentist, or psychiatrist. ~ Any verbal order shall be
countersigned by the provider within seventy-two (72)
hours; and

(10) DEA number on a controlled substance.

3. An automatic "Stop Order" shall provide that after a predetermined time a

drug shall be stopped unless:

a. The prescription indicates a specific number of doses;
b. The prescription indicates an exact period of time for duration of the
order; or
c. The institutional provider reorders the drug.
4. The inmate shall be notified of the expiration of a prescription. It shall be

the inmate's responsibility to report to Sick Call to request a renewal.

5. Medication for the following conditions shall not be stopped without
approval of the physician:

a.

b.

C.

Cardiovascular disease;

Diabetes;

Epilepsy; and
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d. Hypertension.
6. If a prescription is from an outside source:

a. It shall be reviewed and approved by the institutional provider and
documented in the inmate’s medical record before it is filled; and

b. If the medication does not conform to the formulary, the institutional
provider may substitute a medication or order the prescribed
medication.

F. Security and Storage of Medication

1.

A controlled substance or other prescribed medication shall be stored in a
locked cabinet or room in the Medical Department.

a. Access to the cabinet or room shall be restricted to the institutional
health care person and the institutional providers.

b. A psychotropic drug shall not be stored at the institution except for
the prescribed therapeutic dosage and for the duration ordered.

Insulin and other medication requiring refrigeration shall be maintained in
the refrigerator which kept in the Pharmacy. The Pharmacy shall be
restricted to authorized personnel only.

Needles and syringes shall be stored in a locked cabinet in the Medical
Department.

G. Inventory

1.

2.

Controlled and injectable substances shall be inventoried daily.

Each administered dose shall require a written, signed prescription from an
institutional provider with a DEA number. In an emergency, a specified
dose may be administered by the institutional health care person on the
provider’s orders via the telephone, but the provider shall sign the
prescription on his next visit to the institution.

The administered dose shall be recorded in the EMR.
Needles, syringes, and other relevant medical equipment, and all prescribed

medication in stock shall be maintained on an inventory and logged out
daily according to use. Each inventory shall be reviewed weekly.
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5. Each inventory shall be signed and dated by the health care person
conducting the inventory.

III. MONITORING AND EVALUATION

This policy shall be reviewed at least annually and updated as needed by the Health
Authority.
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ACA Expected Practices: 5-ACI-2C-13; 5-ACI- HEALTH CARE SERVICES

3D-08; 5-ACI-6A-01; 5-ACI-6A-02; 5-ACI-6A-
03; 5_ACI-6A-04; 5-ACI-6A-05; 5-ACI_6A-08; 5-
ACI-6A-12; 5-ACI-6A-19; 5-ACI-6A-20; 5-ACI-
6A-27; 5-ACI-6A-28; 5-ACI-6A-35; 5-ACI-6B-
01; 5-ACI-6B-02; 5-ACI-6B-08; 5-ACI-6B-11; 5-
ACI-6B-12; 5-ACI-6C-01; 5-ACI-6C-05; 5-ACI-
6D-02; 5-ACI-6D-10

I.  DEFINITIONS

“Chronic care” means recurring medical service rendered to an inmate over a long period
of time for ailments including arthritis, diabetes, hypertension, cancer, and cardiac
problems, seizures, and hyperlipidemia.

“Convalescent care” means medical service rendered to an inmate to assist in his recovery
from an illness or injury, for instance a broken bone or surgery.

“Health Authority” means the health administrator or licensed physician or agency
responsible for the provision for health care services to inmates in an institution; the
responsible physician may be the health authority.

“Institutional dentist” means a licensed dentist who has the primary responsibility for the
dental care of each institutional inmate.

II. POLICY AND PROCEDURE

The institution shall provide a quality health care delivery system for each inmate.

A. Personnel
1. Staff
a. The Health Authority shall directly supervise all health care matters,

the operation of the Medical Department, health care staff, and
referrals made to specialists.

b. The Deputy Warden of Programs and Support shall provide
administrative support to ensure that security regulations are
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followed by institutional and non-institutional staff; and, that each
inmate has unimpeded access to health care services.

c. The Health Service Administrator, under the direction of the Health
Authority, shall prepare, direct, guide and schedule health programs.

d. A licensed nurse (RN or LPN) shall, in accordance with standing
and direct orders, assist the Health Service Administrator in
delivering health care to an inmate.

e. Unlicensed or certified health care staff may be used in the
administration of medication and then only under the direction of
licensed health care staff and after receiving sufficient training.

f. A student or intern, or a medical resident delivering health care in
the institution, as part of a formal training program, shall work under
staff supervision commensurate with his level of training. There
shall be a written agreement between the institution and the training
or educational facility that covers the scope of work length of
agreement, and any legal or liability issues. The student or intern
shall agree in writing to abide by all institutional policies, including
those relating to security and confidentiality of information.

2. Inmates

An inmate shall not perform any services in the health care delivery system;
or have access to or handle surgical instruments, needles, syringes,
medication (other than SAM medication), medical records, or medical
equipment. An inmate may inject her own insulin under the direct
supervision of health care staff.

3. Staff Meetings

The Health Authority shall meet with the Warden on a quarterly basis. At
this meeting, records, reports and statistical summaries which address the
health care delivery system shall be presented. Other meetings may be
called if a particular problem arises or as deemed necessary.

4, Space, equipment, supplies, and materials for health care services shall be
provided and maintained as determined by the Health Authority in
consultation with the Deputy Warden of Programs and Support or the
Warden.

5. First aid kits shall be maintained in various locations throughout the
institution. Medical staff shall conduct monthly checks of these kits to
determine if the safety seal is still intact. If the seal is broken, the first aid
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kit shall be refilled and returned to its original location. For first aid kits
located in institutional vehicles, the Safety Officer shall conduct monthly
checks and notify medical when seals are broken.

B. Services
1. General
a. Access

(1)  An inmate shall be provided access to health care. Feigning
illness or lying to staff shall result in disciplinary action.

(2)  Various health-related and hygiene-related materials shall be
maintained and issued to inmates by health care personnel
upon request and upon need as determined by medical staff.

(3)  All offenders shall be advised, in writing, at the time of
admission to the institution of the rules of the co-payment
system.

(4)  Co-payment shall be waived when appointments or services,
including follow up appointments, are initiated by medical
staff.

(5)  An inmate shall be charged a fee for non-emergency visits
to sick call, as described in CPP 13.2.

b. Consent

(1)  Health care information may be shared with health care
providers in the community, if appropriate, with the inmate’s
consent. However, in emergency situations, inmate consent
shall not be required. Consultation with the Office of Legal
Services shall be requested prior to rendering health care
services against an inmate’s wishes.

(2) An inmate may refuse medical, dental or psychiatric

treatment examination or procedures regardless of the
serious threat to his or her health except:

(a) An inmate that has a contagious, infectious or
communicable disease and treatment is for the good
of the community at large.




Policy Number

WKCC 13-02-01

Effective Date Page

4

(b) A suicidal inmate is considered mentally
incompetent or if an inmate is unable to consent
because of mental deficiency or disease.

(c) An unconscious inmate in need of medical treatment.

Restraints

An inmate in need of restraint application as part of a health care
treatment regimen shall be transported to an institution that has the
essential resources, care, and facilities available.

Transfers

(1)

(2)

3)

Health care services beyond the resources available at the
institution, as determined by the Health Authority or his
designee, shall be provided by transferring or transporting
the inmate to a facility where care is available. There shall
be joint consultation between the Warden, or his designee,
and the Health Authority, or his designee, prior to the
transfer of a mentally ill or handicapped inmate. If
emergency action is required, joint consultation shall occur
as soon as possible, but not later than the next workday.

Prior to transfer to another facility or other substantial travel,
either the inmate or his or her medical record shall be
evaluated by health care personnel to assess suitability for
travel. If travel is approved, pertinent data (including
medication, behavior management procedures, and other
treatment or special requirements for observation and care
during travel) shall be documented in a manner readily
accessible to and easily understood by transportation staff or
others who may be called upon to attend the inmate during
travel. Medications or other special treatment required
enroute, along with specific written instructions for
administration, shall be furnished to transportation staff.

A written list of emergency and routine care referral sources
shall be maintained and updated annually.

Continuity of Care

Basic health care services shall be provided to each inmate from
admission to discharge, including referral to health care providers in
the community if indicated.
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A request for consultation shall be made if the Health Authority or
his designee refers an inmate to a community health care provider.
In emergency situations, this request shall be addressed as soon as

practical.

) Intra-system Transfers

(a)

(b)

(c)

@

(e)

Immediately upon arrival, an incoming transfer shall
have an initial assessment conducted through a
private consultation by health care personnel. The
inmate shall be informed about how to access health
care services and the grievance system.

Health care personnel shall review the medical file
for the following information:

1. Any past history of serious infectious or
communicable illness, and any treatment or
symptoms, or medications;

2. Use of alcohol or other drugs, including type,
mode, amounts, frequency, date of last use,
and history of problems after ceasing use; and

3. Possibility of pregnancy (female).

The following information shall be obtained:

L Whether the inmate has a current medical,
dental, or mental health complaint and is
being treated,

2. Whether the inmate is cumrently on
medication;

3. Observation of appearance, behavior, and

physical deformities; and
4. Any evidence of abuse or trauma.

All assessment information shall be documented in
writing and placed in the medical record. See CPP
13.2.

If the assessment is complete, the health care
personnel shall recommend the appropriate
placement of the inmate. An inmate may be placed
with the general population of his or her
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g.

classification, referred to the appropriate health care
service, or immediately referred for emergency
treatment.

Medical Restrictions for Work Assignments

M

2

(&)

(O]

Health care personnel may issue a medical knock-off, as
needed, to allow an inmate time off from a work or program
assignment for a specific time period due to a temporary
medical condition. A medical knock-off may specify other
restrictions.

A Shift Supervisor may issue a medical hold-in, as needed,
to allow an inmate time off from a work or program
assignment due to a medical condition or complaint, pending
an evaluation by health care personnel. An inmate placed on
medical hold-in status may have restrictions placed on him
and shall sign up for sick call at the next scheduled time.

Health care personnel may issue limited duty status, as
needed, to restrict or limit an inmate’s participation in all or
part of a work or program assignment.

Health care personnel may issue light duty status, as needed,
to restrict an inmate’s participation in an activity program or
any other strenuous activity, which creates a risk of injury.
Failure to comply with light duty status may result in
disciplinary action. Written notification shall be sent to the
Classification Committee or Classification Treatment
Officer. Classification personnel shall take appropriate
action to reflect this on the inmate’s work or program
assignment history.

Inmate Family Notification

(1)

Serious IlIness

If serious illness or major surgery occurs, the Warden,
Deputy Wardens or Duty Officer shall be notified. The next
of kin shall be determined by reviewing the information
recorded during the health screening. With the Warden’s
approval, and permission from the inmate, if possible, the
next of kin may be contacted by medical staff who shall
maintain current information on the inmate’s condition by
consulting with the hospital.
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(2) Death

If an inmate dies, the Warden, Deputy Wardens or Duty
Officer shall be notified. The Warden or his designee shall
inform the institutional physician, Chaplain, County
Coroner, and Central Office Duty Officer. An extraordinary
occurrence report shall be prepared and submitted to Central
Office as soon as possible. The next of kin shall be
determined by reviewing the information recorded during
the health screening. With Warden approval, the next of kin
shall be contacted by the Medical Staff or other staff as
designated by the Warden.

2. Assessment

a.

Health appraisal data shall be collected and recorded in a uniform
manner by qualified medical personnel as directed by the Health
Authority. Qualified health care personnel shall complete a medical
screening on each intra-system transfer immediately upon the
inmate’s arrival. All findings shall be documented.

Female inmates shall be asked at intake if there is any possibility of
pregnancy. Based on the answer, testing shall be completed if
needed. Any female inmate found to be pregnant shall be
transported to KCIW to receive prenatal care.

3. Routine

a.

Physicals

Each inmate, age fifty and over, shall receive an annual physical
examination during his or her birth month. Each inmate, age forty-
nine and under, shall receive a physical examination every three[]
years during his or her birth month. Test results shall be reviewed
with the inmate by the institutional physician or APRN. If test
results are received the nursing staff[] may schedule and advise the
inmate of his or her appointment to see the physician or APRN.

Sick Calls
)] Nurse
Nurse’s sick call shall be conducted Monday through Friday

excluding holidays. An inmate housed at SMU shall have
access to sick call seven (7) days a week. An inmate shall
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obtain a sick call form from his or her respective dorm and
place the slip into the sick call receptacle. The sick call forms
shall be retrieved and triaged at 6:15 a.m. The nurse shall
interview, evaluate, and determine treatment for each
inmate. If appropriate or if requested by the inmate, the
nurse may refer the inmate to the physician or other
appropriate personnel. An inmate not requiring further
medical attention shall return to his or her work or program
assignment.

Physician, Dentist, Optometrist

An inmate requesting to see the physician, APRN, dentist, or
optometrist shall sign up during nurse’s sick call. An
appointment card with the date and time shall be sent to the
inmate through the institutional mail or by medical staff to
inform the inmate if an appointment is scheduled. It shall be
the inmate’s responsibility to be at the Medical Department
at the appropriate time. If an inmate does not appear, the
inmate shall place another sick call form to be rescheduled.
Non-appearance shall be noted in the inmate’s medical
record. If the inmate has a verifiable reason for missing an
appointment, he shall be rescheduled as soon as possible.

c. Refusal of Services

(1)

4. Emergency

An inmate refusing medical treatment shall do so in writing.
The inmate shall be removed from any waiting list for the
treatment being refused. A notation shall be made in the
inmate’s medical file. If the inmate later agrees to treatment,
he shall reinitiate contact with a nurse who shall place him
on the waiting list. If the refused treatment is life-sustaining
medical treatment, the Warden, Deputy Wardens, Health
Authority, and Shift Supervisor shall be notified. The Health
Authority or nurse shall counsel with the inmate explaining
the reason for the services and encourage compliance. If the
inmate still refuses services, he may be transferred to an
institution where the resources are available to deal with a
recalcitrant inmate. The Health Authority shall provide the
documented medical reason for the transfer.

a. Twenty-four (24) hour emergency medical, dental, and mental
health care shall be provided by on-call staff.
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b.

In medical emergencies, Operations shall be contacted and provided
with the following information. Communications with Operations
shall be maintained if feasible to advise or receive updated
information.

(1)  Reporting staff name and location.
(2)  The number of inmates and staff involved in the emergency.

(3)  The nature of the emergency, the type of injuries (burns,
protruding bones), existing conditions, and any other
relevant information.

Operations shall dispatch a health care person to the emergency
scene. If a health care person is not available, the Shift Supervisor
shall dispatch other staff and shall contact one (1) or more of the
following. The health care person, or Shift Supervisor in their
absence, shall make the determination regarding the need for an
ambulance.

1) Institutional Physician or Dentist. If the Institutional dentist
cannot be reached, the Director of Dental Services shall be
contacted prior to transporting.

(2) Caldwell Medical Center

(3)  Emergency “911” (for dispatching an ambulance)
(4)  Duty Officer

(5) Deputy Warden

(6) Warden

Operations shall maintain a log to include the date, names, times,
person called and other pertinent information.

An accident involving staff or an inmate shall be reported to the
Medical Department in writing prior to the end of the appropriate
staff member’s tour of duty. In the case of an inmate, the staff
person witnessing the accident shall submit the report. If the
accident was not witnessed by a staff person, the inmate’s supervisor
shall submit the report. Failure to comply shall be reported in
writing to the Warden and Deputy Wardens by medical staff.

5. Elective Services
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An inmate’s request for outside consultation for elective services shall be in
writing and shall be directed to the consulting doctor by the institutional
nurse. All charges for elective services shall be the responsibility of the
inmate. The consulting doctor shall provide a written statement of the
treatment plan, including dates and times of visits. All documentation shall
be received and approved prior to consultation visits.

6. Special Health Program

a. A special health program shall be available for an inmate requiring
close medical supervision. Written, individualized treatment plans
shall be developed and documented in the progress notes of medical
record by the appropriate provider.

b. Convalescent and chronic care shall be provided if feasible. An
individual treatment plan shall be developed by the Health
Authority. Aninmate in need of convalescent or chronic care, which
the institution is not capable of providing, shall be transferred to the
appropriate facility where essential resources and care are available.

c. An inmate incapable of adjusting to an open-dormitory environment
shall not be housed at the institution. An inmate diagnosed with
mental health problems to the degree that complications are created
in work or program assignments or in disciplinary management may
be transferred to an institution where essential resources and care
are available.

d. Arrangements shall be made to provide sick call service for any
inmate unable to attend sick call due to injury, illness, or segregation
assignment.

e. The need for medical or dental prosthesis and orthodontic devices

shall be reviewed on a case-by-case basis with maintenance of
overall health the primary consideration.

7. Disabilities
An inmate with a disability shall be provided education, equipment,
facilities and the support necessary to perform self-care and personal
hygiene in a private environment.

8. Serious and Infectious Diseases

The Nurse Service Administrator shall serve as the institutional medical
staff manager to oversee serious infectious disease issues at the institution
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under the direction of the Health Authority. The Nurse Service
Administrator shall also serve as the Tuberculosis (TB) Control Coordinator
under the direction of the Health Authority.

9. Special Management Housing (SMU) Inmate Services

a.

When an inmate is transferred to the SMU, health care personnel
shall be informed immediately.

(1)  If the inmate was involved in a use of force or physical
altercation, or has any suspected injury, a medical
examination shall be conducted immediately.

(2)  If there is no suspected injury, health care personnel shall
conduct an assessment and review within 2 hours of
admission to SMU.

Medical scheduled visits shall include daily sick call and wellness
check, weekly physician or APRN visits, and weekly visits by a
psychologist or psychiatrist.

Grievances

An inmate complaint regarding health care shall be addressed through the grievance
process. The grievance procedure shall be communicated orally and in writing to
each inmate upon arrival at the institution through the orientation process.

1.

Confidentiality

An inmate’s medical record shall be protected from unauthorized and
improper disclosure. The medical record shall be maintained in the
Medical Department. The Health Authority shall control access to
medical files.

Confidentiality of information gained directly or indirectly shall be
preserved by all staff. Staff access to medical information shall be
governed on a “need to know” basis in carrying out prescribed duties or
by authorization from the inmate. The Health Authority shall share with
the Warden information regarding an inmate’s medical management,
security, and ability to participate in programs.

A request to inspect public records and an inmate’s authorization for
release of information to community physicians or medical facilities
shall be in writing. A copy shall be maintained in the medical record and
the original shall be maintained in the inmate’s master file.
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E. Chemical Dependency and Detoxification
1. Suspected Substance Abuse or Suspected Chemical Dependency

a. A staff member who observes an inmate whose appearance or
actions raise suspicion of substance abuse shall consider the inmate
potentially overdosed.

b. The inmate shall be escorted or transported to the Medical
Department by security staff.

c. An informational report shall be completed, with a copy given to the

Medical Department.

2. Medical staff shall:

a. Conduct an evaluative physical assessment;

b. Determine if the inmate needs to be kept in the Medical Department
or placed in the Special Management Unit;

c. In any case where symptomology and evidence show potential
toxicity, immediately notify the physician and Warden, or his
designee;

d. Monitor the collection of the appropriate urine or blood:

(1) If a specific drug or chemical is suspected, urine and blood
samples may be obtained.

) If alcohol only is suspected or evidenced, urine and blood
samples may be obtained.

(3)  All samples shall be collected and processed in accordance
with WKCC 09-08-01.

) The Medical Department shall arrange for any follow up lab
work ordered by the primary care provider.

3. Detoxification

Clinical management of a chemically dependent inmate shall include the
following:

1.

Detoxification shall only be initiated after diagnosis of chemical
dependency by the Medical Department;
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2.

F. Training

The Medical Department shall determine whether an individual
requires non-pharmacological or pharmacological supportive care;

This detoxification regimen may take place by order of the primary
care provider or local receiving hospital and shall use in-house and

outside resources as necessary;

An individualized treatment plan shall be developed and
implemented by a multi-disciplinary team made up of medical and

psychological or psychiatric personnel; and

A referral may be made to a specified community resource by the

Medical Department, upon release, as appropriate.

Staff with direct supervision of an inmate shall be trained annually in standard First
Aid and Cardiopulmonary Resuscitation (CPR), thus allowing them to respond to

medical emergencies within four (4) minutes.

G. Medical Autonomy

Clinical decisions shall be the sole province of the responsible institutional health
care practitioner and shall not be countermanded by a non-clinician.

MONITORING AND EVALUATION

This policy shall be reviewed at least annually and updated as needed by the Health

Authority.
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I. DEFINITIONS
None
I1. POLICY AND PROCEDURE

A. The Mental Health Program shall include the following:

i

1. Screening for mental illness on intake;

2. Outpatient services for the detection, diagnosis, and treatment of mental
illness;

3. Crisis intervention;

4. Stabilization of the mentally ill and prevention of psychological
deterioration,;

S. Elective therapy and preventive treatment if resources permit;

6. Referral to the Psychiatric Care Unit for those inmates deemed too mentally
unstable for housing at Western Kentucky Correctional Complex (WKCC);
and

7. Procedures for obtaining and documenting informed consent.

B. Request for Psychological Services

1. Inmates may request a mental health referral in any of the following ways:

a. At sick call;

b. Through the inmate’s caseworker;

c. By request to any staff member; or

d. On a walk-in basis for emergencies only.
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2. A request or referral for mental health services shall be directed to the
institutional psychologist. A comprehensive individual evaluation shall be
completed within fourteen (14) days after the date of referral. The
evaluation shall include: :

Review of mental health screening and appraisal data;

a.
b. Direct observation of behavior;
c. Assessment of suicidality;
d. Review of psychiatric treatment history;
e. Collection and review of data from interviews and personality
assessments;
f. Compilation of inmate’s mental health history;
g Additional testing as deemed appropriate; and
h. Development of treatment plan with appropriate referrals.
C. Psychiatric Services

If an inmate is deemed to need psychiatric treatment, he or she shall be referred to
the psychiatrist by the institutional psychologist. An inmate shall not see the
psychiatrist without being referred by the institutional psychologist. If an inmate
is deemed to be having an emergency psychotic episode that requires immediate
psychotropic intervention, the medical department may contact the on-call
psychiatrist for an emergency medication order.

D. Emergency Referral

If an inmate is deemed to be too mentally ill to be housed at WKCC, the institutional
psychologist shall initiate a transfer to the Kentucky Correctional Institution for
Women (KCIW) or the Correctional Psychiatric Treatment Unit (CPTU) at the
Kentucky State Reformatory (KSR). The psychologist shall contact the Program
Administrator at the specific institution with the referral information and shall also
inform the Deputy Warden and the classification committee of the transfer
recommendation.

E. Suicidality

If an inmate is deemed to be suicidal, compound inmates shall be placed on suicide
observation in the Special Management Unit (SMU) for the inmate’s safety. Ross
Cash inmates shall be transferred to the Kentucky Correctional Institute for Women

(KCIW).
Monitoring and Evaluation

This policy shall be reviewed annually by the institutional mental health and
medical authorities.
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INMATE CLOTHING AND PERSONAL
HYGIENE PROVISIONS

L. DEFINITIONS

None

I1.

POLICY AND PROCEDURE

The institution shall provide an inmate with adequate and suitable clothing that is properly
fitted, climatically suitable, durable and presentable. An inmate shall be given access to
articles necessary for maintaining proper personal hygiene.

A. A staff person designated by the Warden shall provide clothing and hygiene items
to an inmate without charge at the assigned schedule or upon request or need.

B. Clothing:
1. If an inmate does not have the required number of uniform clothing upon

transfer, the inmate shall be issued the appropriate number upon entry to
WKCC as outlined in CPP 17.1.

An inmate shall be responsible for and held accountable for all state issued
clothing and bedding. Necessary alterations or replacement clothing
articles or footwear shall be coordinated through the Inmate Support

An inmate may be issued additional clothing, specialized or protective
clothing, and equipment for assignments to food service, farm, maintenance
(including mechanical or garage), community work details, special work
details, or as requested by the work supervisor and approved by appropriate

2.

Building officer.
3.

staff.
4.

Personal clothing shall be permitted in accordance with CPP 17.1. Personal
clothing shall be worn by the owner only.
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C. Hygiene Items
1. Toothbrush (1)
Schedule: Upon arrival and every three (3) months thereafter as
requested.
2. Toothpaste (1) or Denture Cleaner (1)
Schedule: Upon arrival and every month thereafter as requested.
3. Disposable Razor (4)
Schedule: Disposable Razor — Upon arrival and every month thereafter
as requested.
4. Soap
Schedule: Soap (2) - Upon arrival and two (2) every other week upon
request.
5. Toilet Paper (2)
Schedule: Two (2) rolls every other week: one (1) additional roll may
be requested per month.
6. Shaving Cream (1)
Schedule: Upon arrival and every month thereafter as requested.
D. Bedding and Linens

The following bedding and linen shall be issued according to the schedule listed.

1.

Mattress with pillow (1): Suitable and clean.

Schedule: Upon arrival through the assigned dorm officer.

Sheets (2), Towel (1), and Washcloth (1); all suitable and clean.

Schedule: Upon arrival and to be maintained by the inmate through the

self-service laundry provisions or may be exchanged on a
weekly basis in accordance with the posted schedule.
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3.

Blanket (1); suitable and clean.

Schedule: Upon arrival and to be maintained by the inmate through the
self-service laundry provisions or may be exchanged on a
weekly basis in accordance with the posted schedule. A
blanket exchange shall be available at least quarterly.

E. Laundry Services

1.

An inmate shall launder state-issued or personal clothing as needed through
the laundry service. Refer to posted general schedule for locations and dorm
schedule.

State issued or personal linen may be laundered as needed along with other
inmate clothing. Additionally, state issued linen, towels, washcloths, and
blankets, may be exchanged on a weekly basis in accordance with a posted
schedule.

F. Records and Inventory

1.

The Inmate Support Building officer shall maintain a log or card file on
each inmate as to items issued and the date of issue. The posted schedule
shall be adhered to strictly. Items shall be inspected for cleanliness and
condition before issuance to an inmate.

Designated staff shall ensure that storage of clothing, linen and bedding
exceeds that required for the inmate population so there is no delay in
replacing or issuing these items. An item shall be inspected for cleanliness
and need for disinfection before being placed in storage or before issuance
to the inmate.

[lI. MONITORING AND EVALUATION

This policy shall be reviewed annually and updated as needed by the Deputy Warden of

Security.
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IL.

DEFINITIONS
“Indigent” is defined in CPP 15.7

“Law Librarian” means an inmate assigned as the librarian by the Classification Committee
with experience, knowledge, or training in use of the Law Library and materials and who
assists an inmate in using the Law Library.

“Legal aide” is defined in CPP 14.4
POLICY AND PROCEDURE

The institution shall provide an opportunity and the resources necessary to ensure an inmate
has access to the courts and legal representation.

A. Access To Courts

The institution shall provide an inmate the opportunity to contact the courts in
compliance with CPP 14.4.

B. Attorney Visitation

An attorney shall be admitted into the institution during regular visiting hours or
during regular working hours Monday through Friday with prior approval from the
Warden or Deputy Warden after presenting proper credentials and identification.
An attorney shall provide a written request at least two (2) working days prior to
the visit. The Warden or Deputy Warden may approve a special visit.

C. Law Library

1. An electronic law library shall be maintained at the institution accessible to
both compound and minimum security populations. The law library hours
shall be listed on the General Schedule of activities and are posted on
bulletin boards at Ross-Cash and on the compound.
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2. An inmate may access the electronic law library terminals using a legal aide

or the law( ibrarian.who are trained and assigned to assist an inmate with
research procedures.

D. Legal Assistance — Refer to CPP 14.4

1. Legal Aide

a.

An inmate shall be selected through the classification procedure and
assigned as a legal aide by the Classification Committee. The legal
aide shall attend training sessions provided by the Office of Public
Advocacy.

The legal aide shall assist an inmate in legal matters if requested.
The legal aide’s duties shall include preparing and filing legal
papers, assisting in the use of the electronic law library, serving as
intake person for those in need of Public Advocacy services and
representing an inmate in adjustment matters.

2. Non-Legal Aide

An inmate not assigned to the legal aide program may assist an inmate in

legal matters.

3. Legal Assistance Logs

An inmate may obtain legal assistance through a legal aide or non-legal

aide. The legal aide or non-legal aide shall register legal assistance by

completing the legal assistance registration log.
E. Inmate Copy Services for Legal Matters
1. General Information

a. Copies shall be made on the copy machine located in the Inmate
Support Building. Staff shall only review the materials to determine
the legitimacy of the materials to be copied.

b. Materials that have no relation to court legal pleadings or the
inmate’s current incarceration shall not be copied, regardless of the
inmate’s ability to pay.

c. An inmate shall obtain approval from the Inmate Support Building

Supervisor prior to using the copy machine.
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d. With prior approval from the Inmate Support Building Supervisor,
a special provision shall be made for an inmate who is without
access to the copy machine during the regular posted times due to a
conflict with a job assignment or other documented conflict. A
special provision may include the assignment of a legal aide to
perform the copy service for the inmate or permission may be
granted for another inmate to perform the copy service requested.

e. Payment for copy services shall be made through an inmate money
transfer authorization.

2i Copy Service Process for a Non-Indigent Inmate

a. Copy services shall be arranged through the Inmate Support
Building Supervisor.

b. After ascertaining the number of copies and validity of the request,
the Inmate Support Building Supervisor shall collect the completed
inmate money transfer authorization for the requested copy services.

c. The Inmate Support Building Supervisor or previously approved
and designated inmate shall make the copies.

d. The Inmate Support Building Supervisor shall record the
information in the Inmate Copy Services log.

e. A completed inmate money transfer authorization shall be routed to
the Business Office to be processed by Inmate Accounts.

3. Copy Services Process for an Indigent Inmate

a. Copy services for an indigent inmate’s legal materials shall be
provided upon need.

b. The quantity shall be limited to the number of pleadings and

attachments required by the applicable rules of court.

0)) The inmate shall be responsible for compliance with the rule
involved.

2) If an inmate fails to produce a documented rule that states
the number of copies required, he or she may be limited to
one (1) copy of the original.
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c. An indigent inmate that desires legal copy services shall report to
the Inmate Support Building Supervisor who shall verify the
material to be copied and quantity.

d. Upon receiving a request for copy services from an indigent inmate,
the Inmate Support Building Supervisor shall contact the Business
Office to confirm indigent status.

e. Upon confirmed indigent status, the Inmate Support Building
Supervisor or previously approved and designated inmate shall
make the copies.

f. The Inmate Support Building Supervisor shall complete the inmate
Copy Services Log to indicate indigent status and “no charge” in the
“Amount Received” section.

g. An indigent inmate that desires copy services has access to the copy
machine during the times listed in Section E. 1, of this policy.

4. Copy Services for a Non-Indigent Inmate with Insufficient Funds and

Special Court Deadlines.

A non-indigent inmate with insufficient funds on his account to pay for the
required copies shall have copies made as follows:

a.

The inmate shall provide the Inmate Support Building Supervisor
the court order or the local, civil, or appellate rule to establish a
deadline in a federal or state court.

Copy services shall be limited to the pleadings and attachments
required by the applicable rules of court.

(1)  The inmate shall be responsible for compliance with the rule
involved.

) If the inmate fails to produce a documented rule to state the
number of copies required, he may be limited to one (1) copy
of the original pleading.

If the inmate has insufficient funds, half of the inmate’s incoming
funds shall be applied to the outstanding liens.

5. Institutional Files
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a. An inmate’s record shall be protected from unauthorized and
improper disclosure in accordance with policy and the Kentucky
Open Records Law.
b. An inmate who desires copies of materials from his or her

institutional files shall refer to institutional policy WKCC 06-00-01
“Offender Records and Information Access.”

6. Medical Files

An inmate who desires copies of materials from her institutional medical
record file shall refer to institutional policy WKCC 13-02-01 “Health Care
Services” and WKCC 06-00-01 “Offender Records & Information Access.”

Video Court Proceedings

An inmate whose court proceeding is recorded by video shall be allowed access to
the recording, for the purpose of viewing, according to the following:

1. A video recording of a court proceeding shall be allowed for receipt only if
the recording is received into the institution directly from a Court Clerk or
within the inmate’s personal property upon transfer.

2. To avoid possible security risks of hiding contraband, recordings shall be
stored by the institution in a secured area.

3. An inmate may check out a recording to review by requesting the recording
through the Support Building Supervisor. The supervisor shall arrange for
necessary equipment, supervision, time, and place to view.

4. The frequency and length of time reserved to view recorded court
proceedings shall be determined based on institutional scheduling, other
requests, and evidence of any court-ordered deadlines.

5. The inmate may have one assigned legal aide or other inmate capable of
providing assistance present to view the recording to assist the inmate in
preparation of any legal matters.

a. The name of the assigned legal aide shall be included in the initial
request to the Inmate Support Building Supervisor.

b. An inmate, other than an assigned legal aide, capable of assisting the
affected inmate in the preparation of legal papers may review the
recording instead of the assigned legal aide without fear of
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disciplinary action. The inmate’s name shall be identified to the
Inmate Support Building Supervisor.

6. Staff may be present for supervision during the viewing process.

a. A trained inmate equipment operator, in place of or in addition to
the staff supervisor, may be present to operate the necessary
equipment.

b. Both the equipment operator and staff supervisor shall allow an

inmate privacy if the equipment is not in use and the inmate
expresses a wish to discuss the court matter in private.

7. If an inmate is transferred or released from the institution:
a. The recording shall be included in the inmate’s personal property;
and
b. The inmate shall notify the institution that the institution maintains

the recording and shall request that it be included with the inmate
property upon transfer or release.

G.  Audio Court Proceedings

An inmate whose court proceeding is recorded by audio only shall be allowed
access to the recording in accordance with the following:

1. An audio recording of a court proceeding shall be allowed for receipt only if
the recording is received into the institution directly from a Court Clerk or if
the recording is included in the inmate’s personal property upon transfer.

2. After staff have inspected and confirmed that the audio recording was sent
from a Court Clerk, the recording shall be issued to the addressee in the
same manner as privileged mail to include signing the privileged mail log
upon receipt, except that:

a. The mailroom officer shall record the receipt of the recording and
appropriate information on the package inventory sheet with the
notation “Legal™; and

b. The inventory sheet shall be signed and dated by the inmate upon
receipt of the recording. The completed inventory sheet shall then
be placed in the inmate’s security file located in the Inmate Support
Building.
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3. If equipment or an area is needed to review an audio recorded court

proceeding, the inmate shall make the request through the Inmate Support
Building Supervisor who shall arrange for necessary equipment,

supervision, time, and place to review.

4. The frequency and length of time reserved to review an audio recorded court
proceeding shall be determined based on institutional scheduling, other

requests, and production of a court ordered deadline.

5. Assistance from a legal aide or non-legal aide shall be handled as with video

recording viewing as noted in subsection F. of this policy.

6. Supervision shall be handled in the same manner as video recording viewing.

H. Exceptions to subsections F. and G. of this section shall be directed to and require

approval by the Deputy Warden of Security.

MONITORING AND EVALUATION

This policy shall be reviewed annually and updated as needed by the Deputy Warden of

Security.
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HAIR AND GROOMING STANDARDS

L. DEFINITIONS

None

IL POLICY AND PROCEDURE

A. An inmate shall be permitted freedom in personal grooming provided his or her
appearance does not conflict with the institution’s or Department of Corrections

requirements for safety, security, identification and hygiene.

B. Sanitation Practices

1. An inmate may take showers seven (7) days per week, with the exception
of “lights out,” count times, or when the area is closed for cleaning. The
showers shall be thermostatically controlled and set for a range between 100
and 120 degrees Fahrenheit, to ensure inmate safety while still promoting

hygienic practices.

a. An inmate shall shower frequently enough to ensure a proper level
of hygiene for his or her own hygienic care and in consideration of

fellow inmates.

b. An inmate refusing an order or directive to maintain a proper level
of hygiene, including bathing, may receive disciplinary action.

2. An inmate’s hair, mustache, and beard length may be restricted if not kept

clean and neat.

3. An inmate shall not cut hair indoors, unless within the beauty shop/barber
shop.

4. Fingernails.
a. Fingernails shall extend no more than % inch beyond the tip of the

finger as measured from palm side of hand in a neatly trimmed

condition.
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1.

1.

b. Fingernails shall be shaped in a way that does not present a danger
to staff or other inmates.

Security Practices

Each inmate shall wear an identification card that matches the inmate’s
appearance to include hair length and color.

An inmate whose appearance does not match the identification card may be
restricted from:

Canteen privileges;

Visiting;

Furloughs; or

An activity which requires positive identification before
participation is permitted.

apow

An inmate shall be charged an appropriate fee for replacement of an
identification card due to an inmate’s change in appearance.

Beauty Shop and Barber Services

An inmate beautician or barber shall be employed through the Classification
Committee. The work schedule shall be determined by the inmate’s
supervisor. The beautician or barber shall not charge for services. Ifiit is
determined that the beautician or barber is charging for services, the
Classification Committee shall relieve the inmate of his or her duties.
Disciplinary action shall be taken in accordance with Corrections Policy
15.2 and 15.6. A concerted effort shall be made on the part of the
Classification Committee to find an experienced beautician or barber.

The assigned beautician or barber shall be responsible for maintaining all
furniture, equipment, tools, utensils, instruments, and the facility in a clean
and sanitary condition.

The assigned beautician or barber shall comply with personal sanitation
practices, including the washing of hands before beginning work and
maintaining personal cleanliness.

Inmates shall be medically cleared to work in hair care.
Inmates may make an appointment for hair care at a minimum of once every

six (6) weeks. Inmates shall make a written request to the staff supervisor.
If the inmate does not come or cancels the appointment, he or she shall wait
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a minimum of six (6) weeks to reschedule unless approved by the staff
supervisor.

6. All supplies and equipment shall be used in the institutional beauty or barber
shop and not issued to individual inmates.

a.

Inmates shall not order or buy hair care products for other inmates.
Inmates shall not give, sell, or trade products they have ordered or
bought to other inmates.

All caustic, toxic, hazardous, and flammable supplies and materials
shall be stored in a locked cabinet in the institutional beauty or
barber shop and issued to the operator via a logbook. The items
shall be logged back in upon return and before the supervisor leaves
the area at the end of the shift.

Ross Cash Minimum Security inmates: Hair care supplies may be
purchased in the Inmate Canteen with the Canteen Operator marking
the items with the inmate’s name and securing the items. The
Canteen Operator shall use sign-in logs and recreation staff shall
sign out the products if taking them to the institutional beauty or
barber shop.

7. The institutional beauty or barber shop shall be inspected by the Health
Department District Health Department, minimally on an annual basis as
part of the institution-wide inspection. Deficiencies noted as a result of the
inspection, including those found in the beauty or barber shop, shall be
corrected in the time frame stipulated by the inspection.

III.  MONITORING AND EVALUATION

This policy shall be reviewed annually and updated as needed by the Deputy Warden of

Security.
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VISITING POLICY AND PROCEDURES

L DEFINITIONS

“Adult visitor” means a visitor age eighteen (18) or older.

IL POLICY AND PROCEDURE

A.

Visiting rules shall be available to an inmate through Reception and Orientation
and the Inmate Support Building. An adult visitor may request the visiting rules.
The visiting policy shall also be posted in the Visiting Building for review.

A visiting privilege may be suspended for a specific time period by the Warden or
designee. Prior to a visit suspension, except for a security reason, a notice shall be
given to both the inmate and the visitor stating the reason for the suspension. The
inmate and visitor shall be allowed five (5) working days to submit a written appeal
to the proposed suspension.

The institution shall provide a visitation area for the inmate and visitor which
permits informal communication including an opportunity for physical contact.

The institution shall provide information to a visitor regarding transportation to the
institution. The institution may facilitate transportation to and from the nearest
public transit terminals for a visitor who does not drive or have access to a car by
posting a list of area transit companies and phone numbers in the Visiting Building.
The institution shall allow ride sharing notices to be posted in the visiting area.

Refer to CPP 16.1 for allowed visitors.

Refer to CPP 16.1 for excluded visitors.

Special Visits

1. The institution shall provide for a special visit with an attorney or social

service agency representative as outlined in CPP 16.1 and as outlined
within this policy.
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2. An attorney desiring private visitation and consultation shall direct a

written requgst to the-Warden at least two (2) working days prior to the

visit.

“H. Visiting Hours and Frequency

1. Visiting shall be from 7:30 a.m. through 2:00 p.m. on Saturdays, Sundays
and state-recognized 2-day holidays per the visiting schedule.

a.

The visitation schedule shall be rotated on a quarterly basis and shall
assign specific visiting days for each inmate based on living unit.
Holidays shall be assigned to inmates for visiting based on living
unit.

An inmate in Meritorious Housing may visit on both weekend days.
An inmate in Meritorious Housing shall adhere to the regular
schedule as listed, if visiting is permitted.

The visiting schedule shall be made accessible to each inmate during
the reception and orientation program. A schedule shall be posted
in the Visiting Building and made available to adult visitors upon
request.

The schedule, if possible, shall be posted in advance of visiting day
to notify the visitor and inmate of an assigned visiting date.

The schedule may be changed or modified by the institution:
(1)  To avoid overcrowding in the Visiting Building;
2) To ensure equity in the visiting schedule;

(3)  To ensure security and order is maintained in the visiting
program and operations of the institution; or

4) For other reasons deemed necessary or appropriate by the
institution.

2. Visitor registration information for weekend and holiday visitation is found on the
DOC visitor website, posted memos throughout the institution, and in the WKCC Inmate

Handbook.

L. Number of Visitors

1. To accommodate the amount of indoor visiting space, each inmate may
receive a maximum of three (3) adult visitors at one (1) time. There shall
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not be a restriction on the number of visitors under age eighteen (18)
provided other rules regarding children’s entry are met.

2. An inmate requesting to exceed the three (3) adult visitor limit shall submit
a written request to the Warden or designee providing the reason for the
request, the number of persons requested to visit, relationship to the visitors,
the date requested, and any other relevant information. The request for an
exception shall be received, at a minimum, one (1) week prior to the
requested visiting day.

Termination, Denial and Suspension of a Visit

1. A visit may be denied or terminated and visiting privileges suspended for
the following circumstances:

a.

b.

Refer to reasons in CPP 16.1;

Name does not appear on inmate’s approved visiting list;
Visitor in possession of contraband,;

Insufficient space available;

Inappropriately dressed;

Visitor’s refusal to submit to search and entry procedures;
Minor not accompanied by parent or guardian;

Visitor’s falsification of identifying information;

Violation of Department of Corrections or institutional visiting
rules;

Convicted felon or ex-inmate without written approval from the
institution;

Failure to properly supervise children;
Excessive physical contact by the visitor and inmate;

The visitor is currently suspended from visiting an inmate at this or
any other institution;

Visitor arrival after expiration of visitor registration times;
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o. Failure to adhere to visiting official’s instructions; or
p. Other reasons for denying, terminating. or suspending a visit that are

reasonably necessary to preserve the security of the institution and
reasonable order.

The Shift Supervisor or Visiting Supervisor may deny or terminate the visit.

Prior to the termination of a visit, the Shift Supervisor or Visiting
Supervisor, if appropriate, may impose a less restrictive alternative
including warning the inmate and the visitor of improper conduct, moving
the visit to an area to be observed more closely, or other appropriate
alternative.

If a visit is denied or terminated, the official responsible for the action shall
prepare a report to the Deputy Warden of Security explaining the denial or
termination in detail by filling out the Visit Refusal or Termination
document.

a. A copy of the written notice of the decision to deny or terminate a
visiting privilege shall be given to the inmate and the visitor.

b. A statement of the reasons shall be deleted from the notice if it may
jeopardize the security of the institution or the safety of any
individual.

The Warden or Deputy Warden of Security shall review visits denied or
terminated, and if appropriate, may suspend visiting privileges for the
visitor for a specific period of time or permanently. At the end of each
suspension period the visitor may request reinstatement to visit an inmate
from the Warden or Deputy Warden. The Warden or Deputy Warden shall
review the request and make a decision whether to reinstate the individual’s
visitation privileges or suspend the individual’s visiting privileges for
another specific period of time. In reinstating visitation, the Warden or
Deputy Warden of Security may impose a restriction including non-contact
visiting and frequency allowed to visit.

K. Visitor Entry Into Institution

1.

A visitor shall enter the property through the gate next to New Bethel
Church, US Highway 641. The visitor entering from the direction of US 62
shall be turned back and may not be allowed to visit. A visitor shall remain
in the approved visiting areas at all times.

A visitor shall park in the area designated for inmate visiting located at the
lower end of the parking lot or at the Ross-Cash visitor parking area. A
handicapped visitor shall be permitted to park in the handicapped area.
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3. Each adult visitor shall sign the log indicating his name, social security
number, and the name of the inmate to be visited. A child eleven (11) years
of age or under shall be signed in by his accompanying parent or guardian.
The social security number of the child shall also be recorded by the parent
or guardian.

4. A visitor shall show proof of identification, except children under age
eighteen (18). A visitor whose identification is questioned may be directed
to wait until all other visitors waiting in line are processed.

5. The Visiting Officer shall identify the visitor, ensure the visitor completed
the log, review the information for any visitation restrictions, and enter the
appropriate information into the computer prior to the visitor being allowed
to enter the institution’s visiting area.

6. A visitor, his personal belongings, and vehicle on institutional grounds,
shall be subject to search prior to being allowed to visit an inmate. Notice
shall be posted in a conspicuous place at the entrance to the institutional
property and entrance to the Administration Building.

a. Screening and frisk searching of a male inmate visitor under normal
circumstances shall be done in the lobby of the Administration
Building or behind a screen in Ross-Cash Visitation Building by a
male staff person.

a. Screening and frisk searching of a female inmate visitor under
normal circumstances shall be done in the lobby of the
Administration Building or behind a screen in Ross-Cash Visitation
Building by a female staff person.

b. A strip search of an inmate’s visitor shall normally be conducted in
the medical department and shall comply with conditions as set forth
in CPP 9.8, “Search Policy.”

7. Refusal to submit to a search shall be grounds for denying or terminating a
visit.
8. Personal belongings, excluding a coat or jacket during inclement weather

shall not be permitted in the visiting area and shall be stored in the
visitor’s automobile. A coat or jacket during inclement weather may be
stored on the back of a chair or in the locker provided.

9. If contraband is found on the person or in the clothing of a visitor, the
contraband shall be returned to the vehicle and the visit may be denied or
terminated. If dangerous contraband is found, it shall be seized and the
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10.

1.

2.

visit denied. If dangerous contraband is found and with approval of the
Warden, Deputy Warden or the Duty Officer, the visitor may be detained
until law enforcement officials arrive at which time the visitor shall then
be released to them.

If a visitor leaves the visiting area for any reason other than that listed in
section P. of this policy, his visiting privilege may be terminated as
determined by the Visiting Supervisor. If terminated, the visitor may not
be allowed to re-enter the institution the same day.

Institutional Rules Pertaining to Visiting

Refer to CPP 16.1 for additional rules.

Once each adult visitor enters the visiting area, they shall be required to
register at the officer’s station prior to visiting an inmate. As part of
registration, a specific visiting table or area may be assigned to the inmate
and visitor.

A visitor may be assigned a specific table and the inmate may be assigned
a specific seat at that table.

An inmate shall not return or be permitted to return to a housing unit prior
to the termination of a visit.

The parent or guardian shall be responsible for the direct supervision and
conduct of children who are with the visitor.

The inmate shall be responsible for the conduct of his or her visitor.

An inmate without a visitor shall not be permitted in the visiting area
without approval of the Shift Supervisor. The visiting officer shall observe
all visiting activities and maintain control of the visiting area and ensure
each inmate keeps his or her area clean.

a. If a Compound inmate’s name is called for a visit, the inmate shall
notify the Operations Officer, present his [.D. card to the
Operations Officer, be searched, and obtain approval to proceed to
the visiting area.

b. A Ross Cash inmate shall:

(1)  Receive appropriate approval from the Ross Cash Officer
and Control Center Officer prior to leaving for the visiting
area; and
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10.

11.

12.

13.

14.

) Be strip searched at Ross Cash, leave ID card at Control, and
proceed to Operations and leave another 1.D. card.

Each adult visitor may bring into the institution a maximum of thirty (30)
dollars in denominations of one ($1) dollar bills only for use in the vending
machines. A visitor may bring an additional five ($5) dollars for each minor
for use in the vending machines. Money shall not be given to or handled
by an inmate.

A visitor and an inmate shall converse using a reasonable voice level.
Excessive noise may result in termination of the visit.

For a contact visit, an inmate and visitor may have brief physical contact at
the beginning and end of the visit. (Example: holding hands, kissing, and
embracing).

The correctional officer in the visiting area shall supervise the visit. The
officer shall call attention to any breach of the rules. It may be necessary
for the correctional officer to give instructions to an inmate or his or her
visitor. If it is necessary to correct an inmate, the inmate shall be called
away from his or her visitor unless deemed inappropriate.

An inmate or visitor that ignores instructions from the correctional officer
may have his or her visit terminated. Further admittance shall only be

granted with written permission from the Warden or the Deputy Warden of
Security.

Personal property items shall be limited to the following with the exception
of a coat or jacket:

a. Wedding band (if married)
Jewelry including earrings, bracelets, necklaces, and body piercing
jewelry shall not be permitted, except for an approved medical alert
bracelet or necklace;

b. Comb or brush;

c. One (1) handkerchief, white only;

d. Identification card;

e. Vehicle keys; and

f. Prescription glasses.
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15.  The parent or guardian of an infant or small child, in addition to the personal
items listed above, may have the following:

a. Stroller or infant seat; and
b. Diaper bag including;

¢)) Clothing — one change per child

2 Diapers — six (6)

3) Petroleum jelly, one (1) clear plastic container only

4 Bottles — clear plastic

(5) Formula or drink — Unopened ready mixed or pre-mixed
container opened in presence of visiting officials.

6) Container — one (1) clear plastic for excess formula, if
necessary

) Wipes - small package

(8) Baby blanket — one (1)

9 Pacifier

(10) Teething Ring

16.  Aninmate and visitor shall not exchange items.
17. Sports of any kind shall not be conducted in the visiting area.

18.  Approval to use restroom facilities shall be obtained from the officer in the
visiting area. Only one (1) inmate may be in the restroom at a time. The
visitor shall accompany a minor to the restroom if assistance is necessary or
deemed appropriate by an official. An inmate shall not accompany a minor,
regardless of sex or age.

19. Upon conclusion of an inmate’s visit, the inmate shall be strip-searched.

20. A clear count of the inmate population shall be received at the conclusion
of the visiting day.

M. Length of Visit

The length of each visit shall be dependent upon time of arrival, the number of
visits occurring on visiting day, and length of time involved in visitor registration.
If the visiting area is full, and a visitor is waiting to visit an inmate, the visitor who
has spent the longest time on a visit and registered first, shall be required to leave
prior to the end of regular visiting hours. A visitor shall not be required to leave
until he has visited at least two (2) hours to allow a waiting visitor to visit sooner.
A volunteer for early departure may be sought prior to terminating a visit.

N. Visitor’s Dress Code
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1. A visitor shall dress in appropriate attire while at the institution. If the
admitting officer determines that the visitor is not properly clothed in
accordance with the dress code stated below, the visit may be denied.
Proper dress shall be maintained throughout the visit.

2. Undergarments shall be worn. Female visitors shall wear a bra and
underwear. Male visitors shall wear underwear.

3. Visitors shall not wear the following:
a. Tank tops

b. Cut-off T-shirts

c. See-through clothing (mesh, net, or transparent)
d. Halter tops
e. Leggings

f. Spandex pants
4. Appropriate attire shall include:
a. Dress (females only)

b. Skirt (females only)

c. Blue jeans
d. Pants

e. Suit

f. Shirt

g Shorts

5. Shorts and skirts shall not be higher than six (6) inches above the knee. A
dress or skirt, with any split, slit, zipper, or buttons thereon, shall not exceed
six (6) inches above the knee. Two (2) hair ties or one (1) head band may
be worn by a visitor.

6. Clothing shall cover the midriff, cleavage, and bosom. Shirts and blouses
shall have sleeves and shall be buttoned.







