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. jN';P;U6:fu1uc±l6N 
This H;aridbo_ok help~ yoi,i Qnde~s~p the~e~.;md regulatiQiis oftl).e Go~ Conn~. 
Dcpflrt!nent-of.C9i;re.~tiona.(Ccp.Qq. -\Vllile,ii:t·cust9(iy,,y<1.u,!lll!l!t,f1'1!:1PWJill·CGf>PC, 
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your time at the CCDOG S<3iferriwd,e"-!lier. 1/ai11Jll1i(l·fo)low:thcntles,.~gulfltipns;-:llll\i 
procedures will result in disciplinary action against you and possibly lengthen your 
incarceration. · 

I 1::.:''.' 

Most problen;is of concerns you ha!i.e cmi .. be,addres'\"9-•by.corrcptioµaj.-,offil'Crs.~d. . 
correcti.op.ill, s\lµ<;rvisors •.. In ad<jiti!J\:l, 't:l;i,ei;e .. ar.~, C0mctional R.ehabiliJ:at:i1>~.WQrkcrs (l\1so 
knownM:G~W's or s;oi:i.a!.,Wo#cors) w4.o a.re available to talk to ~~qrh~lp Y-!'m· .. . . . . . . . . . . . ' . ' . ' . 

, ' . ' . . . . . . . . ... ·. •\' . : " . . •,\ ... ' ": ., ... 
Look at the~~-· 1.e .o(~%~'tfll ~.l~_wha~sµW,29~.ari; 4es9't\1!if1~ifj~<i.\lid~~r\>ll: .. ; .... Jt is 
your responsibility t() leaxn its contents. TheHmiilbookls.,a,)lajl!!l/JMJ:l .• , Us)l,1\!)!\.. .. 
Spanish. Inmat<ils with disllbilities, limited English understaniffiig;"or ifrii:'ii!i:"s wJfo.cann<it 

· rcad'Will be pro'ldded.assistance. Ask..U.Officer; CR;W, or.anyothcr:member.ofthe 
· CCJD.€).C Slafii tl"y0mneeclJ1eJ.p,umlewtamlingjfilS'Handb0okantbfue,mloo ·a.f!the 
"
1
CC:l'l©ff' Ckn. AJ.<:o; if Y:~!J know of sonieqi;te,:._~~ ,ti;ol$l-e 1.ln.~e~sfllnding this handbook, 

. etsta ow. . "} .. 

Inmates Under 17 years old: lfyou are under the age ofl.7, or if you know of someone 
in the..cl)Stody of the CCDOC who .is under; fue,age·of L 7; immediatioly no!ify a CCJ?0C. 
staffmember. · · · 
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CRAPTERl 
FACILITY INTAKE PROCESS . 

Medical and Mental .Health ·Screening 
By·the time you receive this handbo~k you will hav<; gou,e,thrOUgh the inlake proce•S and 
received medical and mental health ·.ioreens.: Tliese schielis help identify medical or 
mental health problems y9u may have, If you believe the screens missed something, 
immediately tell correctional staff, CRW' s1 or medical staff. Be suce to·tb!Hliem allout 
any miidic'iil/psyeholdgica:l·problems, drug addictiens, alld/or prescription: 'dtugnh'at you 
have taken. If you do ·not feel'comfortabktellingstaff, you can•also'submita Health·' 
Care Request fo.l'lir(see beJowlforthidiealtli·Cai:e Request process). 

Classification 11J1d Housing Assignment 
By the end of the intake· process, CCDOC Classification personnel will determine your 
housing location and secuti1y classlfi'catfoh fovel. You wilhlitb.er be a,ihiilimuih, 
mediUni, or i:naximum security iwiiate. Maximum security·is fodnnuites1wb:i>,pre~ent 
the greatest risk of'.:~ to security in the CCDOC and the safety ofotli:ers. The' higher 

· . the classification, the niore restrictions placed on inmates. lf you believe that you have 
. _ beeirc!a8slfied in,c6n-ectly; ndtify correctkmal'staff or a ~RW ili:iirlefiliil:ely or file:ah · 

.. :·· ·_:_ inmate writtl:n reqae:itorgrievan:ce. · 
:;;; ~~~ ...... , ••.••.• ~::1·1;~· :.\•···:· ·•-:·.··:~;,, ..... ·.·; ;;;:1··;6:··:·;· ... , ... ::::::h·.:·ii· 

SJ<~XUAL ASSA UL 1' IIARASS""""""" and· INTIMIDATION ' . ~,,.~ 

Sexual .A!busc, Sexual Assault, Sexual•Harassnient, Sexual Intimidation: 
and Retaliation .. 
The CCDOC has a ;,;ero tolerance policy for sexual abuse, sexual assault, sexual 
harassment, sexual intimidation of inmates, ur retaliation for those who report this 
con.duct. Simply put, this behavior will not be tolerated. 

The following acts by CCDOC staff, vendors, contract employees, and/or inmates, even 
where no objections are raised, are ALWAYS PROHIBITED and should be repo1ted 
immediately. 

l. Making sexual advances or soxiial comments to another inmate; 
2. Engaging in any sexual act; 
3. Attempting to touch someone's genitalia, an.us, groin, breast, inner thigh, or 

buttocks with the intent to abuse, humiliate, harass, degrade, arouse, or gratify; 
4. Palling to respect the limited privacy rights of an inmate in-order to sexually 

harass or sexually intimidate the inmate, e.g., gawking at someone in the shower 
0( whell undressing; 

-2-

... ·. 
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5. Influencing or thteateniug an inmate's safety, custody, privacy, housing, 
._,_. privileges, work.detail,i.@,l!iprogram,si;atJ!ll.in.exah@g~fo~eii;.:\lillfa11Qrs;:. 

6, R;elaliating_in;.any. way :against an:.irunaJ:e•who reports1or-cJ1USes to:-bairepertl:ldany 
ofthe acts listed abo'vel " 

Inmates are strongly encouraged to report any of these acts or other acts of sexual ·almse, .. 
sexual llSSault, Sexual haiassm~nt., or even i;orisCnsual seXliruicts"invoJVitig'ihEiffisbJv<is·of · 
other inmates. By speaking up you are protecting yourself; other inmates, alid you are 
makittg your stay at the CCl)OC safer. 

Protecf Yotirself from S-e:x:ual ·Harassment, IntimidatiOn and Se:x:u11I 
Assault 1 

L ~-e alert! Do not use contra.band substances such as.drug~.or _l).lcohol. .They cao 
weaken your a,bility to stay ;Uert aJ)d m!!ke .good j_u4)lIDeA1\J, .an<! _\l!liP,& drugs 
and/or alcohol is a violation of the CCDOC rules and regulations, which may· 

· · . re~Pltiln;a·4i/lc.ip)mru:y-"~pei;flssued.iigll#lst yeu,.!l,D,\J.-PP.~~ipled\scfalip.eor . 
crinµnal :cb,rii;gcs .. •- · . · - . · , .. : ·· . _, : . . : -

...... . 2. · bo not iiccept ~mmissiit)r-ikms, gifts, or favors fio;J' other inIDirtes or ccboc 
staff, _J)o;not '!l<9-".Pt;a,I11'1ff<lr,fr.-0m-lllll!tAAf ~!lt~ ~,,!l•HXOl:'F>ll!Ul~!?.~1 . ;rh11t 
means that you owe thatipersoiJ. -something and it puts you.in a: bad. •.!i.<m•-

1. If you are \UlComfortable, telling a CCDOC or Cer.mak staff member call _)he 
. Correctional Iufom:iatiollj &nd Investigation Divijion (CIID) at ext. 11 I, for 
complaints against other i!lrnates. 

2. CaJJ the Office of Profossional Review (OPR) at 773.674. 7545 (hotline) or 
773.674. 7580 for complaints against staff, 'or 

3. Complete an emergency grievance and give it to co1rectional staff or supervisors 
as soon as possible. 

What to do if you are sexually abused, assaulted, or harassed 
I. Ii=ediately rep01t any se-xual misconduct, sexual intimidation, or fem: of a sexual 

assault to a. CCDOC staff member, who will offer you immediate protection from 
the assailant and ff necessary refer you for a medical examination and clinical 
a.5sessrnent. 

2. If you are not comfortab!~ telling a sworn CCDOC staffmefuber, call CIID at ext. 
1 l l, file an emergency grievance, or file a medical grievance. 

,_ 3 -

... ,, ___ ...... T 
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3. 
·.v .;, .. : 

If you have been'.:fhe vietilll. ·of. a sexual 0assaukotil;'llpe,'do·:not·shl>wer;,b;l'lltlb:·your 
te:etb;.use1:he toilet;«lclnk,'eat; or:ahauge .. yS1ur.clo1he,s. •¥.ou .. night:be;g~g':rid 
of evidence by nristal<:e. Individuals who sexually abuse.Q~;S~}\3$S!\ult. 
inmates can be prosecuted and disciplined. 

Wliafh~ppe~,after I report a sexual ass~.uJt? · ...... . . . 
I . · The CCPOC will take immediate steps i:o protect you now and in the future 

durUig your incarceration. An investigation will be st!/.iied. . · · 
. .. . 

2, N,J,e<lical staff will. cxaa$.c you for injuries, which im.y .or may not be ~ly 
app!ll'ent to you. Medicru staff may also check you for sexuii!ly transmitted 
di~eases. · 

3. You will beloffered·counseling services. Crisis counseling, coping skills, suicide 
preveutimr and meµfitl ·health counseling !ll'e aU ·avaifable to you. 

4. You will>be·giveli ·appropriate medication to prewl1t: seXl!a!J.y;1ri.iiiSrilltted:'filseases 
.. and; if appropriate, pre.gnancy and follow-up. for sexually trarisrrotf\liFdiseases. \ 

,• "' . . ' ·, . . . . . ··: .. 

5. Yi>uwill he-housed so 'that yoii:·liropri<itiC:te<Mfumdilrtb.er.1lllmH5r'frem 
re'mlll!tiOli..' """ :.'• "" '· '": 

••~•••- "~·:'. o • ' oo• ' M " •, k'' ' ~ :~ .. '' ' , \ 0 , ', ', ........ ....,,,. ,.:,.~ 
.C~d~aJity ofJ(nm~te~-:llep~'Smffi~f-1\IS!ialllt\! i,,, ,,, ,,.,, · '~tr.~"'· 
Airimwf~·;ifu1rlllili~ ~~g<Mg>a:•sexlliil&il111t1r<bt!ilii';seirua1 · '·· ··' · · · ··· 
lliiscoildubi·will· be'kept·strictlyeonfiderttfat i'li.c'illfoittlij.tiiril'will 't:iii used fo 1naire .. 
decisions for protecting you mother inmates and for inv~stigativc·purposes. Confidential 
information includes the nam.e(s)ofthe reporting inmate, tb.e name(s) ()fthe victim(s) (if 
different than the reporting inmate), the uame(s) oftlie·pei:petrator(s); and· rul other 
relevant facts. At the conclusion oftb.e investigation, you will be adtised of the outcome 

CHAPTER3 
INMATR RIGHTS 

Your basic rights while in the Custody of the CCDOC 

l. You will be treated fairly and with respect. 

2. You w-e free to practice any religion that you choose. 

3. You have a right to be free from sexual abuse, sexual harassment, or sexual 

intimidation by other inmates and/or CCDOC staff. 

4. .You have the right to lead a healthy lifestyle at the CC DOC, which means !hat 

while you are here you will get meals that arc of sufficient nutritional value, the 

-4-
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5. 

6. 

chance to shower regularly, time for exercilJe;.p,0.1.iSanal:fh.~giene-i1;e!Bs,,me41ciil,., ·.· 

vision, dental; and mental health ·care •. · '· 

You have the-Iight to a· cle<m uajj'.Q1m; So@,.~o.!:hpa,s!\l, :ta.0thbf.11Sh,and cl~im 

linens. · 

You will be allowed to exchange your uniform for a clean one twice a week and 

linens once a week. 

7. · You have the right to clean .and sanitary living C9Jlditions. 

8. You have the right lo speak to your attorney by telephone or ill person, and you 

have the.right to send le\(erS·and receive letters froJ;l) your. atto/:fley. 

Conversations· with your attorney, letters to and from your attorney are aU Private 

and privileged communication between.you and your attorney. 

9. );"01,1 l;tave the right to use or obtain m11terfa1s from the law library at the CCDOC 
• •• >'•;/.•, I ' •, ; :•• • • 

to help you pa!'(icipate in your own defense,. 

10. If you u:re a pre-trial i.n~~ie, yo~ have.the right to register to vote and to cast' an 

absen~ b:al!ot 

·If 'Yon .Fee,,.J;Insafe In· ¥.t.Jnr Jlausi~g,'IJnit .. 
If you do not feel safe in. your·housing unit; you ·can do.any of 1heJollowiog: 

1

1. 
2. 
J. 
4. 

Inform the housing unit officer; 
Lufonn a correctional supervisor; 
Inform a CRW; or 
Complete an emer.gency grievance 

• 

Instructions on filing an emergency grit1vance cau be fou~d in Chapter 7 of this 
Handbook.· · 

You will be placed intci an Administrative/Alternative Housing unit while the necess~-y 
investigation of potential risk or harm is completed. When it has been deten:nined that 
you am.at risk of being physically harmed if placed in General Population (GP), you will 
be tra1isforred to a Protective: Custody Housing Unit. 

Cell Facilities 
You are entitled to being l10uscd in a cell that has a functioning toilet, a sink t11at has 
running hot and cold water, reasonably comfortable a.it' temperatl.lres, and a J'ilnctioning 
overhead light [f any of these are not available, notify correctional staff and, if 
necessary, fill out an lrmmte Request Fann or an Inmate Grievance. 

- 5 -
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Bedding,·Uniforms;.<l!Jid111oiletries 
All inmates are issued 'uniforms, clean bedding it~ms Qi(!erui), a towel, soap, a.toothbrush, 
.and toothpaste. ·Correctional staff.111ay be able ·to 'replace 'or provide soine of these itetnS 
upon request. Ifthey,cannot/filliout'an lwnate'Reqllest,Fonn. You can alse•purcfuise 
other toiletries or clothing item~ ft-0111 the colDlllissary.' For more information on the· 
commissary refer to page 9 of this Handbook. In addition: · 

a. ·Male illl)lates will be issued razors and allowed'to shave at certain times. ,If you 
lose your razor or intentionally destroy, break, or hide razor~, you wilt' receive a 
Discipliruu:y Report ('llso•referred to as· a disciplinary ticket· or Pisciplmary write
up). 

b. Female Inmates will be provided articles ·for feminine hygiene as needed, such as 
sanitary napkins. 

You are accountable for all items that· the CCDOC issues. to yo1L If you intentionally 
destr9y; misuse, or lose these items, you wJ1\ ~e.ceive. an inmate Disciplinary Report and 
possibly have to pay for the property you drunaged (restitution). · · - · 

L d --

...... , .. L,: 

... ,. .. ···. 

·aun ry, . . .. -·. 
The CCDOC provides you clean wtl:forms twice '(2) ·per week, rreslilmens mice (1) a 
week,, antl a clean blanket once {I) a 111onth. In addition, !aillid[jr sei:vii:e":'for •efothing 
purohased: on .coounissmr·is rp~l~1PE1:!M\~~·~~~r~h1W.d•made clofhc:s,Jines·,,arc 
m~t pelllllltted to be used .in celfs or·:.i!!l:~~~ .. f~r,<!;ying ~l~thes and/or !mens (e.~·.•,; 
shirts, pants, unifonns, underclothes, ·she~&"-1el~f ~g rold.tidtl§ihk<c13tqes•ffi. ' ' 
housing areas is· not permitted. I?Wli\ro•<1:6'{1)!1ew'iatmdry·"P!O'Ccduros 'is a violatien ·of 

.. gg_I?~. !11.J~.~H~d- ~~.@\aj511}_~ and will result in a discip!inary_ f<;:Q()t't .W\4 ,p_QSSiQJc 
disciplinary sanctions. For information regan,iing · lal!lndry pick-up-and distribution, 
please check the laundry schedule that is posted i.ti your living tmil. 

• 
Food and .Diet 
Meals at the CCDOC arc designed by a dietician to ensure that the required daily 
nutritional values are met. Everyone is served the same food items during meal times, 
with t.he exception of religious a1\d medical diets, which should be regttested through the 
itunate reqttest process. These meals are provided only upon written approval from 
aulholized medical staff or clergy. Religio\IS and mediciil diets may be requested 
through:medical staff or by filling out an Inmate Reque.~tForm and giving it to a CRW. 

Recreation 
You will be allowed regular opportunities to participate in.recreational activities unless 
the CCDOC administTation determines that your partiCipation in such activity is harmful 
or dangerotl~ to the security of the inslitutio11 or your health. Recreation schedules are 
posted in the living unit>. 
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Showers . ., : ·,, ... , ''"· •;t, .. :· · 
You will be allowed to shower on your living unit.no Jess. than-.furee· (3) tililcs ,a.weekr( · 
For your health and cleanliness, you are enc0uraged to shower every opportunity you 
can. 1 :; \.!i) ., 

. . .. ;:~: ' ' 
Haircuts . '·· 
You may occasionally get your hair cut at no cost to you while housed at the CCDOC. 
There is a barber/beauty shop fa every division. To request a visit to the barber/beauty 
shop, fill out an Inmate Request Form. Iomate Request Fonns are located on each: 
tier/living unit or by llie CRW who work:> with your housing unit. 

Commissary 
The Commissary is a product order.service where you can purchase approved items such 
as food, additional clothing, and toiletries that ate not issued by the CCDOC. You pay 
for lliese items out of your Inmate Trust Account (see below). You can only spend a 
maximUm. of $100 per week on commi.~sary items. 

To order items from the ~ommissary, request a commissary sheet from your living unit 
correctional officer and fill it.out ... Correctional staff will collect these forms'and you 
will generally r~ceive Yf??'; /~fW~ ""'.llhiii a "1eek. Jn some, divisions,. an-automated ¥osk 
can be used to _qrder Cf'.W1l'W~· 

Unclaimed commissary items will be returned ·~d;re:fu.nd~0\Vin J:ie !Wsted to yo{U tikt 
. :Cund account if you are discharged prior to receiving. tfu;:itenJB_.ordered. 

·How To Gef.,Money.iin•Jail>fi!:(~!llate<'F1mst .. Accoµnt: . 
People may send·you money while<y.t>u·~e.incati:wr.ated by, using money orders,.cashi~r's 
checks, certified checks, or elei;trocli:-transfer. Per.sonai'checks arc not accepted. The 
most mor1ey that anyone ean send you.at one time is $100 US.C, ,. 

Electronic Transfer: To have funds quickly deposited into your Inmate Trust Account 
by elcc!ronic transfer, the check shall be made payable to your name, include your jail ID 
number, and include the appropriate code number li~ted below. If you are being sel)t 
money through Money Gram, thoy must enter CODE number #1750/Cook County Jail. If 
they are using Wcstem Union, they ml.)st use CODE cite: CCDOC/State II. Wire· 
trru1sfers will post to the inmate trust account within 1-2 business days. 

Money Orders and Checks: All money transfers by Money Orders and 
cashicr's/ce11ified checks must contain your name an<l inmate ID numbc:r and be niailed 
to: 

CC DOC 
Inmate Welfare 
P.O. Box 089002 
Chicago, Illinois 60608 

-7-
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· :Most money orders or cashier's/certified checks take up t.o 5 business days t.o be 
:proilessed aru,l·.posted t.o youdmnate·account. 

...... :" 
Any· money remaining in your Inmate Trust Account will be given to you upon your 
·r~ase or discharge from CCDOC. You must stop by the Inmate Trust office upon 
release and.complete the appropdate paperwork before any funds are issued to you,. If 
you forget t.o st.op by !na:rate,Trust, ·mo.ney remaining on your Inmate Tr\ISt Account will 
be mailedi to the address on file, 30 days after your release from CCDOC. CCDOC is not 
responsible for check;s tliat been cashed as a t~t of being s~1;1t tO" the wrong ad\lress (the 
address on ii.le). Chiicla; returned.to CCDOC a.~ a result of,lieing un.i;lelivered, due to a 
wrong address (the address on file) will be deposited into fumate Welfare in accordance 
t.o CCDOC general policy. For infonnation on having money sent to your Inmate/Inmate 
Trust Account, refer to Chapter 3 of this Handbook. 

Program and Services 
Programs and services offered at CCDOC include: 

1. Rc)ig;iol\S S_ervic$ls: . . , . . . . 
The.CCDOC allo.ws.cle~fil' to conduct r11gular religious.seryices within the divisions· 
ofthe CCDOC~ ~sk your CRW 'or Cortect~~~ai'Stiiff ~o'. ~-~li\??~us services . · 
schedule. You will be allowed to atrend rehg11:rus serv1'.ieir'iht1iloes not present · 

: ... 

.~~J.4~4!.~~~~~~':fr.lhl.~;..,.;,~:...-.. ;~~-· - --·----,--'. -:-,~.:..:., .... . "':1'·-'-·• ~·~ ., ,,,, .=t!.,, .. ,, ,, ,, , · . .:i11•:1; , , I· "" 

2, S ._1 S. • i-.. ••• ~:i1·•1·•· r.~i.i.7fi ., .. ii :;;· '· ··. ·., 1;· : ·.· .:,·.;·,;:.';.,, .. rt·, .. ,_; ·"' , 
QC!~ ~IY1ceS:" ,,.,_ 1 • 1"·'"' •• ., • ,. • ·' • · ,. 

, '. • ' ... ' ' ,/, 1,, •• ,: 

CRW'~ assigned to your living. unit.can help you..wifu.qu.estions about your 
m~ney, p_ers.on_ID.. P.'.?P.e~; ·vi~itation· ass~oo1fillli?rout;any· nec~ssary . 
paperwork, or armngi.ng,help·through out~icle agenmes, ~µch.!1ll Child ·Welfare. 
CR W's assigned to y0ut living unit are there to help )rou. CR W's are on duty 
seven (7) days a week. CR W's typically come between 8 am to 3 pm.• 

3. Law l.ilnary Services: 
While incarcerated at the CCDOC, you are entitled to receive law'libraty services and 
materials. You must reG!uest law library service through !.he Inmate }{equest process. 
Law Library services will be based on the schedule of the law libraty and law 
librarians'. Inmates with the soonest court dates wil.l have priority. Law library 
services and resources include legal materia.ls, notary service .. photocopying and 
writing supplies (i.e., paper, pens, envelopes and folders). You may be assessed a fee 
for any requested S(:rVicc or supplies_ Law librarians do not provide legal advice. 

4. Substance Abuse Treatment: 
If you want lo begin a substance abuse treatment program while confuted at the 
CCDOC, complete an Inmate Request Form. A Substance Abu.~e Treatment 
Coordinator will decide if you may enter the program based on your classificati.on 
11nd program .~pace. 

-8-
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5. E.i:liwatim11.l-Programs: . . . . . . . . .. . . , .. , 
. ·/.\- · · : '~tp,()c Alteri:ial:fye Hfgb S~o~I: If you are be~t<7,i;i fl}E\.1~!l~s;11{l, 7 , · ·. 

llll4 iz years old, yo.u may el'll'Qtl.mJhe CCI)OC Alt,~l'>!!atlx~.i$~~ , .. 
&~Jw1>J ·operate.d by.Chicago P\!b,lic School syst~in. 'i'#r,'JV¥,J;i.\irt~~e:);l:igh, · 
School prognun allows you.to work toward$ obtaining•!\-hi@i-~ho9I , 
diploma while confined at the CCDOC. . . " 

b. The Progranm1ed Activiti~ for .. C~rr~ctional Educ:ition'.(PAC~) : · ~' ··" 
prograµ.\ is available to inmates· of anY age. The PACE program offers 
literacy classes, basic education.al skills instruction, anifG:ffi> prepllru,.fion. 

.. . ..· . ·- ·- • I 

6. Veteran's Assistance: 

7 . 

If you !11'e an armed forces veteran, the Veteran's Administratibn 01 A) and' oilier 
volunteer agencies may help you get back on your feet after you leave the 
CCDOC. The VA and other gi:oups can help you with housing, healthcare, 
education, job searches, and other needs. To begin this process, complete an 
Inmate Request Form. · 

.t 

I . 

a. 

,. i. 
ii. 
iii. 

b. 
I 

i. 

11. 

iii 
lV. 

v. 

vi. 
vii. 
viii. 

.. '"··· " I 

Inmates will be eligible if they: 

V .olunt.eer 
:;;ucce8sfully complete any training and orienta,tjon progrll1Jls 
Successfully meet additional criteria required by the. divisional 
superintend~.ntliinit head. ., 

lnmates will not be eligible if they: 

Are in a No-Bond status, unless sentenced to serv" tin1e at the 
CCDOC or authorized by the Executive Director; 
Have a bond amount e>,xcceding $100,000; 
Have a detainer (e.g., outlying county, patrol hold, etc.); 
Have any outstanding fug.itive warrapts; 
Have a criminal history with violent felonies or crimes again;;t 
others; ·, · 
A.re cturently charged with any violent crimes; 
IIavc a history of escapes or. attempted escapes; or 

·,,. 

.Have been found guilty hi the past 6 months of any violation of the 
CCDOC Rules and Regulation or had any" major sustained 
disciplinary charges against them during their incarceration. 1 

-9-
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Interp~tation ~erviceii: -'Understanding Staff or Writt1'n'Gui~elines . 
If you n~ 'help or believe that another. inmate =$ flelp' undilrstandlli,g bi interpi:eting 

-Sl'IOken or 'Writtea0 irui""•"tions-...;i,.,._..,J.:: .. :..s 'cte ai:k ··-.Officer' or a cRW for help 'Or 1; , u,·l,lll ) A.~~ pV.U.\i'.L~, ~ •1 i:l.U, 

complete E irlP,ate re\iae~t form asking_ for help. If the O~cer or CRW ls ·unable to help · 
you, then CCDOC staff will use an outside translator to assist you. 

Disability Assistance: What if l have a Disability? . 
The · ccmoc · smves· to· accomniodatc inmates with physica!; mental health- or 
devel0Rmb11tal ·disabilities. If you need help getting an accon:rmodatfon for a disability, 
ask an Officer; meilical staff, or a CR-W-w'orking in your living unit to assist. If you ri.eea · · 
a sign language interpreter, one will be made available to you at no cost. TDD de¥ices 
are availa)Jle for hearirig impaired inmates and those inmates with: family members who 
are deaf a~ hard of hearing. . · · 

CHAPTER4 
HEAl,TH.CARE SERVICES 

. Mediclll:·v'isiUn, Dental; a:nct Mental :HealtlfCare . 

. 

While anfud::eb,oc, vou are itlloWed t<freceive. hreiii<iitl',' rtreD.tl11 lreii:lthj:1ml.'stng1 · 
pharmacy; ·iitllitii:J. fufiil\li8i!lD: cllk:·"~oriji1il<"lforlitltSemC\i~ f(.'.!em.takff:ii!bVi.d¢lilli~th · 
~,iw,t1ie1a1t~Wttili!ff•lfn'1ll'ltiSewe&l•t'Jenti.ilki!lif?~~'@ijllfi~ijll}tlf.lJl; ·rr&sJiitais"systei:ll. .... - · ·· ... · · · ·· · · ··· ·· ··-· ·····---- · -·---·· ... · · --··--- -- - · - · · -- .... 

. ;~,. •:; ..... ·•·e.·----••••r 

Inml<e, 
J?ac4 _111J:!'Y .imhate will_ be .l!l!l<Jl!;\Jie.lllth.questions. at.intake .. by Cmmak.staff. Tell them if 
you reeeive dare for medi.Cal or mental health probleroi,. Tell them if you have.dental 
problems. Tel! them about any medicine you take. Tell them if you have or might have 
HIV, AIDS, or a sexually transmitted disease, If you have a medical or mental heali 
condition, you will be sent for fiu:ther screening or care. You wi.11 be checked for 
tuberculosis with a chest x-ray. You may also be checked for sexually lnmsmitted 
diseases witl)_a blood or urine test. 

Routine Health Services and the Health Service Request Process 
The Health Service Request process will allow Ce1mak to !<now you need health care. 
Women will receive pap smears during anrmal health exams or sooner if needed. The 
Health Service Request process should he used to get an appointine11t for any medic•!, 
inental health, dental ot· vision care issue that is 11ot a.n emergency. Your appointment 
will be scheduled as soon as possible b!1$ed on the natur~ of the request. To get an 
appointment, follow these steps; 

l. Fill out a Health Service Request Form. Blank forms (English and Spanish) are 
available from CCDOC and Cermak staff members. You can also get them on 
your living unit. If you do nol lo1ow where to find a form, ask a Con-ectional 
Officer, CRW or Cermak staff member. 

- 10-
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2. P~t the form in a.Helilth Servlce1~.equest drop.box: ail~r'it is fillec( out A .drop · .... 
1 

box: is loe114:d on, each tier.of the jail. Do not give.the form to<! ¢gDOC st,afr .. . 
member bec~use it c@tains you,r .p1:i:v:a,~e ~1!1th informatloQ., AfiJ':r Y'?l!f req~t 
has been reviewed by a Cermak staff mcmbci:, you will be schedUled for an 
i;tppointment if needed. The date will be based on the need of your request. 

3. All persons with chroni~ ill~ess will be follo~ by a medical provider in a clinic. 
You will be scheduled for regular check,ups. If you forgot to tell our staff about 
your chronic illness at in(ake, you roay place a Health Service Request at ~y 
time. You will be scl:ii;dulei:fror an appointment after you put the fonn in the drop 
box. 

EJl!crgcncy/Urgent Medical Care • 
You must immediately tell a CCDOC or Cermak staff member in person if you are 

. having a l!ledical or mental health emergency. You may also have a· fellow inmate1tell a 
CCDOC or Cermak staff member if you cannot do it yolll'S.,lf. Cermak Health Services 
.pro~d.eii;~il):ctgcn'6y, meillcli! care'eV'ery' day ah'd 'r(iglit: 'There .is·medfual' slliftl·on-sitc:i!! 
an c1iiergeiicy robm setQngat Cermak or iirthe:DivisionDispenSaries; Youwill1be·sent · 
to an outs1ilt< llci~~ital emergency room if neeessary. · 

M'Cdi~~ji,(}_ . . . : . :. . . ._ 
' ... ,_ .. Ro. _;-: . . th . . . . . 

'Mediciile·,is;;lf! .. ~~'l'!l')~;l·~49r e 1-'~c;Cif'ii.~~~tpibf'fi~Y:~i!pi':!~'.!'tissf;~t. If~~t~~~ . 
. con"".tl)f, '{". ~!Ill beA~g~~ou.• .. All IPeslirW.e .. gj.l!eli ~ yo,li by 9em,ia'k; ~.'!?~~~ 
and given to yoµ accot<lir\g to pohcy. Be sure to te.ll: the Ceirriakdoctors M.ilfmeiitcme 
that you have been uiking. This inchidesJ;i.olli·ptes.Pnbed and ~.hl drugi,. I\ 'C~ 
Doctor or physician assistant will prescribe your medicine as needed: The medicfue may 
look different or have a difforent na.me than the ones you took before you were in jail. 
Do not share or give your medicine to any inmate. Take your medicine as ordered. Do 
not share medicine with friends. If you have questions about medicine, tall<itto Cermak 
staff. 

Some of you will receive every dose or medicine form a nurse. Soroe of you will receive 
medicine in a packet. If you r;et your medicine in a packet, you will be responsible for 
taking the m.edicine as you would at home. This medicine must be kept irl the identified 
packet with your name onit. Medicine without your name on it will be taken away by 
CCDOC. You n:.1ust request a refill for some types of medicine such as an asthma inhaler 
or tubes ofcenaii) ointments. Tell the nurse or medical tech when you have two (2) days 
or medicine left. Thc~y may ask to see what is left. You will Jill out a request form. The 
nurse will confirm the.order and send the form to the pharmacy for your refill. 

Medical Appointmeut 
It is very important that you keep ail.scbeduled rrrndical appointments. CCDOC will be 
sure· to gel you to your appointments. Your cooperation is needed . 

.. . ··· 

.. 

" 
:! 
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Refusal ofMedic!ll Treatment 
If you wish to refuse lnedfoill caie·or medicili~;you v\tilt'btl aSketl tb1sign a:l1iedical · 
treatmertt tefiiSal 'form .. If' you-rd.Use ro sig,11"-the fohn;"ivCCBO'C '8woni'staff inenilicr, 
and nills~ or an.Other staff me~ber wlli~i\li:i file:~opi'·~'<i:·Wi.mess. '. · . . ·. · . 

You may not refuse care in cases of some infectious diseases. This is tO protect thejail 
population. Care that may not be refused or may be court-ordered, includes, but is not 
limited to: . . . . . 

1. Sereeni.ng for Tuberculosis (TB); _ .. _ -~ 

2. Medical isolation ordered by a doctor for infection coutrol; and 
3. Medical housing to properly monitor your condition . 

• 
I. Doctor 
2, 

3. 
4. 

5. 
6. 

Psychiatrist 
Psychologist 
Mental Health Specialist 

Nurse 
Medical/Clinical Social Worker 

7. Religious Volunteer 
8. Con-ectional Rehabilitation Worker (CR W) - often referred to as DOC "social 

worker" 
9. Coneclional Officer/Staff 

Do not keep thoughts of hurting yourself or suicide to yourself. Talk to people who are 
here and traini;:d to help you. !f you were receiving mental health care before you came 
to CCDOC, inform a CCDOC or Cermak staff member. Mental Health services include 
help preventing suicide, help during a crisis, individuJll therapy and group therapy. 

'" 
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CtmftdentiaUty.:of.Mediilallnfo11ma.Qon· ' . · · · • · . ': 
Y our•health care information Is col1llidered private and prote~. , '.This inc1!!4~~-:Y:opr 
medical record and-all other health infonnation -that can identify you. ta'ws :maire it 
illei¢ for peo{lle to view youHCCOrdnrvith:!lUt·a:n~ecHo lqlow!f:bat ln:lbmiatioffi• ¥00:.µiay' i 

request a copy of your records after you. ;ire .r~<mSed W:itlt pi;oJl>'r COJlll\1Il-t. . Yoll 'jzj.11;1?¢ 
req.uired"to fill out and sign areleMe forin. This is available through Cermak Medical 
Record~ .. You will not receive paper.copies ofy<!ur medical i:ecords•while5youare:injail. 
You-may, however, discuss or review yqur meqic_al \la!'(: witlt a m¢ic,U p_r()Y\dcr dutjng a 
scheduled appointment. NOTE: You can be denied access to 'the"l.iiformation in YOUI' 
medi<;a):record if gi;antiug it-wouldcris,kjhe· hea;\th,.safety; securizy,-custody, or 
rehabilitation of you or other inmates or the safety of correctional or medical emplj>yees. 
This will be determined by CCDOC or Cermak staff. · · ' 

. Co~plaints about Your Medical, Mental Health, Or Dental Care 
If you have a complaint about your health care, use the grievance process listed in 
ChapteJ; 4"ofthis handbook. Your grievance will be reviewed by Cennakand you will be 
_provided a response. 

: : j' "· ·, "J•.. " • . . . ' ' .. ; . 

·. 
I. You will not harm, a5sault, or injure any other ~ate, staff, or person. 

1

2. 

J. 

You will treat all staff. persons, and inmates with respect and dignity. 

You will comply with all directions and orders from CCDOC staff " 

4. You will lock up inunediately wh"n ordei·ed to do so. 

5. You will make up your bed every day before daily cell inspection. 

6. You are forbidden to possess, manufacture, or use any type of weapon, 

7. Yoll are forbidden to possess or hide any item that is considered contraband. 

8. You will not "cook" or heat up food in your cell. · 

9. You will not cover air vents. 

JO. You will remain in fu!J. CCDOC uniform when ir1 !he dayroom or anywhere 

outside of your cell. 

IL 

12. 

You will not enter any cal.I other than the one assigned to you. 

You will not visit inmate~ ot1 other living units. 

- 13 -
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13. You will not wear any head coverings>(doo."ragsf•tOwelSf•eti;.\) wh~i}'n)l:at:!iii1!ti\':t 

oht.side of Your cell. . .... ".. , " ·. _ ~··.:_;;'.'; 
·'· 14;... Yiou will.~t wear or:display .any·type on.gang· signs.or. symbols. ·. · · . • · ; !t>i ' . 

.. 
' 

·•.i.-

15. You will not aci or behave 'in any mimt1e!"that'inip.ilies ot 6Bsttifots ~iafittronr "·:·' '. 
·.performing their duties. · ' _.. c ... 

16. ·' You will not detain or hold any petso11 as hostage. 
'···: , .. 

lihens, or similar items. 
·.: .. , . 

. " 
18. You will not hang or pastcphotographs anywhere in your cell, dayroom, or.living 

19. 

unit. 
. ···.•• 

You will not attach or stick objects to your, cell or Jiving ru;ea .walls,• vent covers, 

lights, doors _or wiudows . 

20. . You·may not have sex; or engage in seX?"1 a~t:ivities with another inpiate, a staff 

member,. or a volunteer wbile .. In CCDOC .. Ther~.is no.suc.\J;.thing as 
... .~. ")··· . • .. ~;~ l· ',}"'"•,,-:'""":1-\·--:·r=··~.· :"--:-"', . 

"consensual" Rex while yon are inc;ucerated. 

2i. · 'sieemn•~~~-..-k¥~P·""t""'.m'"'~'~'' '"''~"··• "~i::mf!.J · -
22. You w11t;,nef;1;:w.ose yn~elfm. c~oq.~ ,Y.pJ!.µ\~rs. Olt .'ll!Y'othet ilJlR!l.te. 

23. Masturbation or self-grati:ficaticm will not be tolerated. 

· 24: · You_ wtll hot vani.'lalizc'thc buildirig, veiits, Windows;· ereancaroutreiS; siri.ks, 

toilets and/or any other property that belongs to the CCDOC or another person. 

25. You will not tamper with the TV or cable cord. 

26. You will not tamper with any locb or doors. 

27. You will not vandalize or damage the telephones. 

28. You will not draw anything or mar any CCDOC walls, doors, building, or any 

other CCDOC p~opcrty. 

29. You will not damage, destroy, tear, and/or alter any CCDOC linens, sheets, 

bedding, clothing items or shoes. 

30. You will not use sheets as shower curtains. 

3.l. You will not enter the inmate visiting area unless you are authorized to do so. 

3?.. You will not be in an area that you are not directly authorized to be in at any tii;ne. 

33. You will not block any doorwayR, hallways, or.stairs. 

- 14 -
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34. 

35. 

36. 

37. 

38. 

39. 

40. 

41. 

42. 

· You·will :ilotr· bring !lllllttresses; bfank:e.ts;.or sh~tsrinto .t4e :\iayroom. · 

You will not· giimb{e. 

You will not be Iouct,'disriiptive, or disrespectful. 

You will not sit Or stand on tables in the dayroGm. 

You will not fight, shadow box, or rqughhouse. 

·. ,·• 

You are not allowed to use the telephone Ul)tff your cell..passes. daily .inspeptio13, . 

You.must cooperate and follow inStnictions· duririg an emergency drill and during. 

a rC<ll .. emergcncy _ 

You will not violate any fe<leral, state, or local laws while in custody at the 

CCDOC. You will be cha;ged criminally jf found in violation of.any fedefal, 

state, or local law.while in custody oflhe CCDOC. 

You will maintain personar.:hygiene. 

Cleitping Your CJ.ells .an~,;ikir.\l!og,M'.cas: Keep Y.o~-11!!1'f; ;\four,Cells and 
LiYi:Qg Areas Clean aJtd:i@.~:ti~y.. .. ., . 

. . .Y <JU'nmst keep yoilr,<iiel1ioil:~~f•1111ll.;tia;s clean•;md .. orderly atil!l;l"~~· · At·a 
. .. .. , minimum, this meail.s'ikeep~ym~p~ens in,~111ltijlo~.ililfi11~.llll~~t~¢'l;i.ox, 

... . I .keeping your cell10Itlivm~~~m-elutter; and.mak;iU.g~y:i;ttm1:bed:"afli1r1y11u•:wa'kwup 
. I and keeping it made thtomghwt the·:day, I>ililure to keep a cle3)1 cell can ·attract.rad en ts 

! and bugs and create•an uruinriiiarf· envrroruiient tiiat coll!d expose .you and oth@rs to ' 
\ diseases. Inmate w0rkcrs.and sanitation officers will regularly help you .clean. your cells 
/ and living units with cleaning suppl'ies. If your cell needs:disinfecttmt or:other clelllring 
! supplies in between visits, infonn an officer and/or. complete an Inmate Request Form. 
: . 
: 
/ Al1 CCDOC meals must b~ consumed within one (J) hour of being served and any trash 
1 or excess food must be thrown-away immediately. All garbage/trash must be removed 
i, from the living unit byithe beginning of each shift. 
I . 
I Prevent the Spread of Germs . 
! To prevent the spread of germs and maintain general cleanliness for yourself and others 
/you must: 
! 
i 
I l 
i 2. 

'" I ". 

I 
4. 

Wash your hands after using the toilet. 

Cover your mouth when you cough. 
Sweep your cell floor, make your bed, remove all garbage, and do what<0vev else 
is required to keep your cell clean and orderly before you kave your cell for daily 
cell inspection. Cleaning supplies may be available upon request. 

Keep yotu·self clean by washing and showering when allowed (you will be living 
with other people). 

- 15 -

~l 
,..,.; ,. · ... .si 

' 
. iJ 

., ... .,., .... ,._-r-------~--------------------------....1! . . .-·· 



. 

12/30/2013 10:35AM FAX 17736746167 RCDC SECURITY i;lJ0020/0032 
I . ' .. 

•' ':'I i_. ,., 

" 

· Keep fhe daYi:oom·area·clerufruiCI plaee·all·tmsh in designated•·Cllnfaitl~. 
Notify your tier officer or CRW immediately if you have·1111Y,.f!llllitai/ioµ cimcerns, 
e.g., if yoa have a sewage or warer leak or your cell needs cleaniiig' supplie~ and .. · · 
disinfectant. . . . 

ltcJJ1s Allowed in Your Cell 
In addition to your·tegal papers and approved commissary items, the list below contains 
the only items that can be·kept in your cell or Jiving· area. These items, except.your shoes· 
iliust b~.~tored in your persqJllll property box when not in use: · 

ONE(l)COMB ONE(l)PAIRORE¥EGI:.ASSES0R 
ONE(l)PALMBRUSH CONTACT LENSES 

. ONE(!) TOOTHBRUSHtrOOTHPASlE ONE(!) PERSONAL PROPERTY 
ONE(l)BAROFSOAP CONTAINER 
ONE (l) DEODORANT ONE(!) PAPER BAG PER INMATE 
ONE (1) BA IBTOWEL ONE (I) BIBLE ORK.ORAN 
ONE (I) WASH CLOTH ONEfl) S"1lJD¥"B®0.K\<(SOH@OL) 
ONE(l)SHAMPOO STAMPED ENVELOPES 

.QNE(l)CONDITIONER STATIONARY . . . 
TWO (2) SHEETS PER'.!NM'ATE · TW0'(2)•1NMATEPENs 
ONE(l}BLANKETP.ERINMATE TWO\(~li!OIIDiS; "' ·,. 
FOUR-{4)T-'~'"""";~~:-1"-" . .;~~00~li)"~liJFI"· . ·'· 
F.oltlR~~"··· .. _ .. ~ ·· ·. ·~~-· ··· ~ ...... ~-_;,.:;...........,.""·:-~·,.· ··~ ·~ .'~ ' ,.... · ro.: "- • · "';'~·.: •• ':"'.;- ··:.·· · : · ... ·-a\i ... -1r'~rr-~1 "":~·.~·· 
nr.<Tti;t>"Mr.;,.;....,~;,;.,i-.,.,;•·.;,,..,,,,,;:,,.,,j ;;.;,,~ ..... : · """'.:M.<l.\ffi>,.~~<!\1";4'~'"'11m, S:-· . .. . . ... . . , 
.l.~~~\l"f"/E#.1,.,~'\iot.~l\ll!l"'""'-m"r. ~ ..... ..: .. .!{~'J.IAW~'-!~~.s,."-1~ .. ,, .. , ... 1 ., , ,. 

FOU:R{4')'11!A'm:OF·Secr@l: . . ' . TEN tl'O)iPERS@NAflPH@TOS . . .. 
ONE(l)PAfR:OFSHOES . . . - THREE(3)TOTAL-MAGAZINESOR 
™(·BPAJ.ROF G¥MSH@ES ·-·--B0~:A'FfPlWLIWilll8.MATEIUAL · •· 

·oNE(l) PAIR OF SHOWERSHOES BXCLUOlill) 

ONE (l) PERSONAL PROPERTY BOX 

Y 011 Shall Not Possess, Make, or Hide Contraband 
Possession or contraband in jail is illegal under Illinois law. Contraband is considered: . . 

I. 
2. 

3 . 
4. 

5. 

Any items or articles inside the CCDOC which are prohibited by criminal law; 
Items for which an inmate, employee, or a visitor has no autJ.1oriz.ation to possess 
within the institution; or items prohibited by departmental written orders and/or 
notices; or items or property in exce."" oftbe amounts allowed above for !hat kind 
of item. Disciplinary reports and possible criminal charges will be given to 
inmates willl contraband. 
Items prohibited by departmental written orders and/or notices; 
Items not purchased through approved channels or ·not authorized or approved for 
delivery by mail; or 
Items or properly in excess of the amounts allowed above for that ki.nd of it.em. 

Disciplinary reports and possible criminal charges will be given to those inmates found to 
possess contrabat1d. 

. 16. 
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FireSafetY ., .. , ... ''"'"''" "''' '· 
The CCDOC conducts fire·and.emer-gencyevacuationid.iills·on·aii,.unswdfiled:baSis'/' · · · 
You are required· to cobperate· fully: and to .follow ·all ·dirootlons·dm:ittg;fihe•diills. 1 ·; · ·. •" .. · 
You life forbidden from starting any type of fire or "cooking'', meanwg you· annxat: ·' ''" 
permitted to heat up your food in your cell, dayroom, or My other living Unit mea, unless 
your living unit has :been granted microwave. privileges. · 

i 
To promote fire safety, you shall not keep food and other items in your·cells other, than 
those permitted by this Handbook, have a cluttered cell, jam locks, or cover lights or 
vents. Doing any of these .;:an put you and others at serious ri~ of iajury from fire,or 
smoke and may be wounds for additional criminal prosecution or restitution proceqdings. 

You Must Fully Cooperate with the Fi;dlowing Security Procedures:: 

Inmate Cou~ts 
· Atva<ious tunes tbrdugho~t the day, .. the CCDOC will coudoot "count!>" to.e~w:e-Wat.\ill 

· inmates are where they are supposed to be. You must cooperate with 'iill' c~rihti:. 'You 
may -not disrupt, delay, or interfere .with cmmts in ~form or fashion. If you.are not in 
your proper pla~-for'a·~~Wt.t Jl''disiliiitac~Wi~.Yoii m'ii~ivii~·ilfsCipHn'Uy rep~rt. .. 

-- '· ·. . ' .. , ··n• ''""':"':" ;·( . . ;. \" ' ... 

Strip Searches 
Sirip searches of inmates are only conducted in the limited circumstances, where there is 
reasonable belief that you (the inmate) may be in possession of an item of contraband. In 
the event of a strip searc:h, all necessary steps will be taken to ensure yom: privacy: !The 
removal or reimauging of clothing reasonably required rendering medical treatmen\ or 
assistance, or the removal of outer clothing such as coats, ties, belts, or shoelaces dqes 
not constitute a strip search. 

Pat/Frisk Searches 

" 

You ar~ subject to pat down frisk searches at any time. Female inmates will only be · 
frisked by fomale officers unless exigent circumstances exist. You are expected to ?Onlply 
with an officer's directions at).d not resist the search in any way. If contraband is found in 
your possession during a frisk search, or if you resist in any way, you Will receive a, 
disciplinary report and possible critninal charges. 

-t'l.-
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You Must Avoid S.exual-Q.nd other Improper Relationships 
Frie8dships with !Jther iximates are eucouraged. Sexual or othedutimate relatiol)l;!,iips (m;(: 
acti:vitrwith G0~,QG· sajf;.lllJJintWlllUce wo~k:ers,. v.olttµlll¢rs;1\\'i;u@rs, ·!JO!llrl\C!\lilli ·. . ·• , . 
employees, ov 'Oth~ates· are $.ic~y prohibitixt Sel!;ual;.relatjGPs,liiPs .and-se;irua! · 
activity include: 

1. Sexual intercourse or auy sexlia.I.acti:vity,.such,as·in!e.t).tienaLtouching·directlyor 
indirectly of another genitalia, anus, groin, brea,t, inner thigh, or buttocks 

2. Anal or. oral·sex 
3. · Fingering 
4. Kissing 
5. Htigging 
6. , Fondling 

· 7. Groping 

Sexual or intimate relationships with other inmates will result in a di s~ipln;ary report ' 
aud/or crh\niiia.J:charges: ' . ' ' ' ' 

'' 

"'"···· .,. __ .. ,.. ........ ·-·· -·····-·--1--

I 

Inmate Discipline 

CHAPTER6 
INMATE DISCIPLINE 

Maintaining discipline among inmates· is critical to your safety and security, as-well as 
that of staff, other.inmates, and the CCDOC. There arc different levels of rule violations 
that are has~<! on the seriousness of the threat posed by the conduct. The sanctions you 
get or the amount of time you :ipend in segregation housing, if found gui.lty, are based on 
the rule violation committed. 

What happens if you bvcak the rules? 
If an Officer or other CC DOC staff i:nember has rea5onablc belief that you have 
committed ·a violation of CCDOC rules, you will be issued au. rnmate Disciplinary 
Report. Appropriate disciplinary action(s) will. be taken against you if you are found 
guilty of the charges. This could include sanctions, disciplinary segregation, restitution, 
and even crimin~l charges. (which may lengthen your incarceration). 

- 18 -
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Sanctions include, but are not li.utited to the following: 
J , _ .Loss of wor~ as,sigmm;nt; . _ : 
2. : Lossofcommissacy_privileges; - -_- -- - -- __ ' 'T 

- 3. Restcictechisitation privileges (exceptattomey and:.clergy visits); 
4. · Restricted-phone privileges'; _ 
5. Loss of special event programs (excluding religious service!;); 
6, :Placement in al(\l111atiye hqµsing; . 
7. Financial restitution; and 
-8. Receiving nutm-loaf (as.me.al substitute) I. 

l1rc-Hearing Segregation - ff you pose a threat to others or the safety of the jail, you · 
may be held in segregation pending your disciplinary hearing. · · 1 • • 

Disclplluary Seg~cgation - If you'are fonnd guilty of the charges against you,· you· may 
be assigned to a cell sepwated frorb. the· general poptilation. You will _only have one hOur 
out of your cell_per i:lay and have ether piivileg.,,;:restricted. 1 ' 

'. ! ,. 

·Restitutiqn: If you are found guilty of daruagW-g property, you will have to pay mr·iuiy -
.. :_property damage you cause. The money Will be deducted from your inmate a:eeoll!\t if 

you·h~V6'liln'W;'~vliilalifo;' ofotherWise a-civil'iwtioli'may l:ii.brouWit ~'Yoh: '1'¥ou 
ma;y:,aJso· be _charged for any additional costs.caused by your actions, sooh,asipayii/gifor 
aa;ambµll!llce ride for someone fliat you injured "" · " -·, - ·; : 

.·:,' 

· The lnm~te DiscipliAary __ :rr.ocess· -~ ._:·-· · , -
I. ff you are formally charged with ·breaking the fl!les; you.-wm -g~t aJ)l$.ciP.~ 

Report. You will receive tl4.s 11lP(/ltnotlcss thar\.twenty-fp,ur.(24).:f\£?-UrS b¥ore 
your hearing. The Disciplinary Report 'will indicate what pile yo'-! broke aii-d how 
you broke it. For violating:ce1taln rules, you may be s_ent to pre-hearing 
disciplinary segregation until your hearing. If so, you ·wm receive a hearing 
within seventy-two (72)-hours, (including weekends and' holidays) or be taken out 
of pre-hearing disciplinary segreg-.ition until your hearing can be scheduled; If 
you remain on your living unit until yot_u hem:ing, you will receive a disciplinary 
hearing within eight (8) days (including weekends and holidays). 

2. At the heruiug, you will have the right lo tell your side of the story, present_ 
evidence, <ind possibly call witnesses who have fixst-hand knowledge of the event, 
ifthis will not po•e a security threat ' 

3, The Hearing Hoarcl will decide if you are gtJilty or nol guilty of the chru·ge(s). 

Inmate Disciplinary Appeal 
You have a right to appeal any <lisciplirmry process by submitting a Request for Appeal 
Form to the CR W within five (5) working days from receipt of the decision. The Request 
for Appeal Form wiH be included iq the disposition form given•to you at the conclusion 
of the hearing, 
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Hiolp with the Disciplinary Process and Hearing - If you'neeiLhblp' at1any ·stage' of the 
diScipliniuy· process, a. CR W can-assist yoti·ifyou-fi.&oey.an· I!llnate''Rlequest Fo!!iWand 
indicate what kind of help you need. Additiolllllly, if yoware di~able.d;ide;lfi,havin~r· 
trouble uhden.1:anding English (written or spoken), and/ot illiterate, assistance will 'also be , 
made avail~ble for you at no cost. .. 1 

CHAPTER7 
INMATE REQUEST AND GRmV ANCE PROCEDURES 

! 

Inmate iReqnests and Inmate Grievances 

An Inm:iJe Rcquestis a request that you should' make w)len you would like or ne~d · 
ass~~t,auc~, services, or basic supplies. If a cottcctional officer, supe~qr, or CR W 
CamlOt a&!ress your request after yqu v~rbally a8k the~ jhen you shol,ild::tijl out an 
Inmate,Request Form. Inrilate requests are generally made under the following 
c~t.apces: . · ..... . .. 

I 

,"'i.M 

'· ·,;.· --" - l.: · it:~u~\lfrea"w.,rite~put/'.WJ:tlchisapre-strunl;'~·~IJ.Ve/ope'i~H~~~n~r,,,; ..... 

·i '· f, .1(::r~~Y.~~'~:~J.!:~~~~~--;~-;1;_;1~~;.:;~1~·;:H;,:;;,;_.;~~~~~~;,:. . ~ 
-'' ~~ ....... +: . 3 · Ii' Y!lU nl!¢d bl!llic supplies such as soap, toothp.ruiie, or shampoo. · · ... ' " ···ii• 

:'·r 4. . If you require accommodations because yoIDhat>e-\i.•aiSiiliiliiji. :·; :._..;'. . : . :, ;;\ ., . ... . t· 

5: If you need faw Jibi:azy services . 
· .... 6, · -lf-:\rett-requir~elrim'flUinguut-a-griovarrce·formJ 

I . ,, :· . . . 

7. 
8. 
9. 

ff you want tO attend religious services . ' 
If :you want to begin substance abuse ti:eatm,ent or _attend an educational program 
If you require help with li!ling out any necessary.paperwork or arranging help 
through ·outside agencies, such as Child Welfare 

10. If you want to visit the barber or beauty shop 
11. If you request to be considered for participation in the inmate work program, also 

12. 
13. 

see page 9 o,r 27. . . 
If you are a vetenm' and require help. when you are; released from custody 
If you have trouble reading or writing and need help in understanding or 

. intctpretini; spoken or written instructions, rules, policies, etc. 

An Inmate Grievance is a formalized written complaint you may use to seek review of a 
problem related to your condition~ of confinement You may file a grievance if you 
believe: 

I. That your Constitutional or other legal rights have 'been violated; 

-20 -
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2. 

3. 
4. 

'5. ·.·· 

6. 

7. 

That. a CCI:>OC employee ~roke the· law or a.CCDOC·ritle that adve.tsely•affects · 
you; 
Your s!!f¢zy ot.well,being i~ at risk; 

: That your living area is unsafe or unclean; 
',: .. 

.. That your money Dt your personal property Was mishaiJ.dJed; 
That you are not getting programs that you have the right to attend or been court-
ordered to attend; l'Ild .. 
·That you are not receiving inedical, dental; or mental "healtll help• that you. ljeed. 

What-you cannot grieve: 

!. Sta.te and federal laws and regulations; . 
2. State and federal Court decisions; 
3. Fo1mulation of depmtmental policies; 
4. Designation of an inmate a$ a Security Risk or Proteetive Custody inmate; · 
5. Decisions of the Inmate Disciplinary Boards. I 

!. 

2. 

3. 

4. 

5. 

. I 

After you finish writing your grievance, hand your grievance form to the CRW or 
a correctional supervisor when he/she makes tlieir daily roUilds. Please be aware 
that CRW' s may not be available on holidays or days when security concerns 
make it dangerous to visit the living unit. 

The CCDOC or other responding party (for example, Cermak or the food service 
provider) has 15 business days upon rec.eipt·of your ·grievance lo sustain or n.ot 
sustain your grievance and a"sign a remedy. 

You will receive a written decision about y0t1r grievance. You will be required to 
sign the form saying that you received the response to your grievance - not that 
you necessarily agree with the decision. 

If you have an emergency that i.nvolves you or another i11II1ate being at 
substantial risk()[ immediate hann or possibly being transferred to another 
facility, notify correctional staff immediately. However, if you believe the 
emergency can be handled t\u·ough tl1e grievance process, or that a grievance is 
the best and most efficient way to handle the emergency,. then you must indicate 
on the Inmate Grievance form that you are experiencing an emergency and why 
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6. 

7. 

8. 

.. · :·. ~yoti;,belie:v~·tbi.B'.'lo ·oo:amimergen<7y. · Ifit is deterininechthatoyou:;]Jlive·an: 
· emergency, it will generally be resolved within forty-eight (48) hours and y'1U 

will receive a written response. However,.ifit,is,dete:anine.d:not t.o;.b1uin.. · .. 
emergency, the CRW or correctional superVisi>~ viiJ! infoiin:'you Witiii~ .optj,(1) 
btisiness day of the determination, arid y~ur grievance Will .be:procesi;ed according 
to standard grievance procedt1res. 

Correctional Officers are not allowed to interfere witll tb:e: grievance process or to 
. collect the·grievan.cefottns. Tell the CRWor a.dm-ectional Supervisor if this 
happens. · 

If you do not agree with the grievance decision, you have fourteen (14) calendar 
days from receipt of the decision to appeal. A CRW can fustruct you on ·hOVI'. io 
file an appeal. 

Y ouwill not be retaliated against for filing a grievance or appealing a grievance 
response. 

,•. ; . 

A1Wr.Opl'iate Use of'the·GrmEJ.m:e Syst~m. : .. . 
Be considerate to follow inmates, CR W's, and other staff and.avoidfiiillg.'fa:lse, 

f~~/E.~!rd~1!!1"19~e;'~~'lP,~!!Y1~i~~8Jl'ff;,,'}Jl-<;1Ilo~1~?.~s'.'.\Ftf.!)..~~~.[,~it~d-p ..... es:sP...,. :p~. C!ISS . .; · -. · ··IlllSei . · .v"!JJ'!cs ·'-.ai.e' ~ 
-timertlr'i\~ ·, · ·: · ·· ··· .. ·· .. .. ' · ~- · ·· 

. Also, d~:ii·~~~:·~:ai{i~:~A~ii/iJ~'.1~~1Ji;~~~~~~~~'~;~~~;~ur 
· grievaniie inay Iiot be processed and you will receive a disoipliriary report: You may also 

.receive .a.disciplinary <"port ·if you .. putposely·jj.le·false·t"ievancw. · 

CHAP1:1ElR 8 
OUTSIDE COMMUNICATION. 

How do I stay in touch with people outside of the CCDOC? 

1. Telephone 

a. . Intake Telephone Calls 

Dm·ing the intake Pi:occss, you are permitted to make a reasonahle number 
of completed telephone calls, both local and long distance, to an attorney 
and to a family member. Such calls shall be afforded to.you as soon as 
practicable during the admission process ir1 RCDC. The expense of such 
calls shall be your responsibility or the person you are calling. The date 
and time of telephone caHs made during the admi8sion process will be 
recorded. 
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b. General Access to Telephone Calls 

Inmates .Share.telep)lones :with theotlter inmates..im1heJi'l'ing. units. 'You 
may place atleast"onc (1) calJ.each week;·birt are.usually.givenmore. 
You are·required·to;beru: the.expense ofanyJt.eleph:one•eall<yi>u make, or 
you may place.coll~ctcal:ls, which111.eans:that. th.i>.perBon;you are .calling 
pays for the call. If you are unable to call collect, you should contact a 
GRW·who will he!.p·i;n.~·«9ntact•witl,l;thc pcrso11.}!owarc •. trying to call. 
A minimum offive:(5)minutes•·wi.ll .be;allotted.for-·eiwh,phone call. 
Telephone.calls may·be monitored;unlessprior.special.:;anangem.ents have 
been made ( eourt ordered) to make confidential telephone calls to your 
attorney. You are. not permitted to· receive•incoll)ing-telephone calls. 

c. Telecommwlications Device for the Deaf (TDD) 

... ····· ..... 

Tel<:<:0mmunieatioU:S Devic~-for,tha.-Deaf; (ii:nD): or; comparable equipment 
is· available .fon'thos.1t ihm~te~ .with·hearing·.disabilities or.those with a 
'flnnil:y;member who;is;deiif·mrhard.o~heating. ·'P~e,us.e·of::l'.llJD 
equipment sh,µ I .be requested through '!lie CR W on:.an~te!Requcst 
Form:lqcated: oii yout l,icr/!iVixig imif: · - · 

d. 

Mail 

··: ··.",~!···r:.;\,·.r 1 ~~~1; ... ,_, .. il·:• . , . . . . . . . . , . ' . : ' I . ~ , . . ...... 
Prohibited Tel<iphone Use . 

Three-way telephone ca,lls, Ji;alliiulent cl!lls, mid··hal"dlJSing·clills are 
prohibited and will result in· a loss of tclpphone privileges;· a disciplinary 
report, disciplinary action, and/or criminal charges. 

a. For security reasons, CCDOC mailroom staff will open. aJid inspect mall 
you receive, unless it is clearly designated as Legal Mail. Legal mail will 
be opened in front of you, checked for contraband, but not read. 

b. Incoming mail sho!fld have the following information: 

Sender's Full Name; 
Sender's Full Address 
Sender's Zip Code 

Inmates Name ID # ---- ----Division Wing/Cell __ , 
P.O. Box 089002 
Chicago, lllinois 60608 
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e. 

You are NOT permitted to receive subscriptions or pet\odical publications 
from outside velldors. These items may be sent to an lµmate by any 
person not incarcerated. · ! 

• Hai:dcover:books-:are zwt:allowed. .If.yourec'eive.111.IJard·cover ·book, you 
will be notified byithe •ma.ilroom staff Witb a ''Notice of Book Arrival". 
You will choose.either to· alkiw the hard cbver to he removed by the 
mailroom personnel· or to Iiavethe book rel:umed·,to the·sender. 

Couespondence with ~tcs .at QJher conj:ctional/rehabi!itittion 
. inst!tutiow are prohib~ted unless yau have· written ·petmission of a cour~ 

, , the· Sheriff, the Executive :Director· of the {JCDOC or·his/her dcsignee. 

f. Correspondence with CCDOC staff, volunteers, contractors and/or 
vendors of the Sheriff's Office is strictly prohibited. 

g. 

h . 

Cash will not be accepted through the mail. All monies s<:mt to you 
·must< be·:in:the:·fotm,·of.ru:oasfii.er1s-checlcotimoney· ardet•and must be sent 
directly to-your iru:J:!ato;trl)st;accouut..and.fuchide. younimnate ID number 
(for additional infbrmation refer to·.C!haptetlO ofl:his·handbook- Trust 
:J::>epartn:i,e11t) .. :.: '.,,,, ... .,.,._,.,. ........ ,: .... . 

... , ... ~.·"-~-· ·~-·--·· . .,. .. 

Inmate's:Wame _____ ·JD'#· 
Division. 
P:u:-Bi:iX:OO~JJO'Z .... ·-
Chicago, Illinois 60608 

Wing/Cell ' . .. ·-··" .-,~~~~~-~-

All outgoing mail that is not clearly marked with the inmate's name, 
complete and correct identification numberiand Department address will 
be returned to the inmate provided the inmate is lcnown. If the inmate is 
unknown, the mail will be disposed of.. 1 

I. Outgoing mail must. be submitted in an unsealed enYclope to be 
inspected by CCDOC mailroom staff, with the exception of legal mail. 
Postage can be purchased through commissary. Indigent inmates may 
request postage through a CRW. 

j. For more information ask the correctional officer, or CRW, for help. 

3. Visitation 

a. Transp<>rlation Options 

"24" 

,,, 



'i 

12/30/2013 10:37AM FAX 17736746167 RCOC SECURITY @0028/0032 

' .J .... 
... :· 

''·· 

'·"·' 

., . ) •. ,. · .. 

, !"'~' ;t.\t.;. I•;\' : '•'>'•'''!.<,'!'I'•" •• , ' "' • ''.1" ..... Y.:""€ • •·"" ••• •!'>·, .~ •, .• ~.T."'>I: .~ ~ •'• .".;'' .'"~," ~,,.,.,.,!' ' • •i', • '' .• 

Visito~ maY utilize public transpPzt;itiou to.accel!S·tlie Depar!ment 
pf Com:c;tio.ns on your visitjng days. C!JPk County Department of 
Corrections '.is accessible by .bus and. trl\in·. 

' 1 ' • 

ii. If visitors prefer driving their personal vehicles,. tl!ei:e1 is paid 
public parking available.' 

b. '\i.isitation.Rules 

L You will ~eive two (2) visiting day,s a week, ~ne (!)day during 
the week, and one (!) on the ·weekend, Saturday or Sunday. 
Visitors will be allowed one (J) visit per week and each visit will 
be fifteen (15) minutes in duration, unless extenuating 
circumstances exis.tJe.g., court order, security classification, etc.). 
Visits may be restricted or eliminated as a result of discipline. 

ii. All Visitors must follow the current Visitation kules for the 
CCDOC.i Y"Ou ate1c:deotira'gild•te;tcl!lpi!lteutial,visitors,thaN:h:ey · 
·iiJio\ll~'l'i.sittlie Coek! Coi.intJ Shl'll'ift's ·website for wete 
. itrfoimatiou: libolit1uiilrs anch11les for•viiiitors. . . . .._,. 

'. •·- I , ' . J ~ i" ' 

--- .. "lli'. Vlsiters'willbeseatclred:fot·contrabandJ'(a: list·ef-conttahim4•itilll!IS····-· 
.:are\pi!istedwi¥{4efii*~wea;\.iitji.iu:the"irurtitution).'Btili1!i'oss~bry- . 
. undergo a Ba\i~li'ch&k<piiqr iQJl:he::vlsit All<-visi.fS'may,be .. 
· lllonitored and.recorded. 

iv. You must tell: all possible-visitors that they mllSt behave and dress 
appropriately. 

v. Visitors must also have one valid (not expired) government photo 
TD (driver's license, slate ID, passport, military ID, or foreign 
consulate identification (Metricula, etc.). No individuii.l under 17 
years of age will be allowed to viRit you tinless accompaaied'by an 
adult. 

vi. A visitation schedule is posted in every living unit. To learn more 
about visiting times and schedules, you should tell visitors to call 
the Inmate Informatior1 Hotline at 773.674.JAlL (5245) or check 
the Cook Cot.1nty Sheriff's website at cookcountyshcriff.org. 

c. Visitors Coming from Long Distances 

Occasionally an inmate's family or friend who is not on the approved 
visitor's list may trav~I-a long distance (l 50 miles or more) anil arrive at a 

· time and day NOT scheduled as a visiting period for a particulnr inniate. 
ln such instances, approval to visit a particular inmate may be granted by 
the division superintehdent or dcsignee on a case-by-case basis. T..ong 
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:( diS!futce V:isitiii:s may visit a piirtlcular inm:ate•up ·to .. fclur ( 4) tinies (once . 
·per>.day)in'a'tbirty (30) day period. After'tl:ifrfy (10)_day,, the long distance 

· ·visftor'must go-un iyOudnmate·visitor'·s list.·····-· 

d. ProfessioniilVisitors ., 
Lawyers, clergymau, foreign consulate, or a representa1;iye of the foreign 

· consulate may visit an inmate any day of the week; ·but 'they must call 'the 
division in which the inmate is housed, twenty-four (24) hours in advance 
of their visit to reserve·space for a private visit. 

CHAPTER.9. 

-f·,·~1·'fv· .. -,~, r .. "if. :.:...,, · ... ~ . 
Clothi.<1g . 
Unclaime(;i,personal clo~J4'nls sha1lbe placed in tho-divisional unclaimed clothing 

··EP,,.,i:-b.,xt.- · · · · -··- ···--·- ··--·---· --

Reloosing'P.ersonal Rr<1.pcr.ty 
You may authorize an individual to retrieve your personal·property. Upon the req1iest of 
the inmate; CR W's will ai;sist in the release of personal property to another individual or 
agency. The inmate will sign a release form identifying the name and address of the 
person authorized to receive !he property. The receiving party must have valid picture 
identification. . 

CHAPTER IO 
BONDING PROCEDURES · 

How do I bond out while I am at the CCDOC? 
The Bond Office.is located at 2700 S. California Avenue and is open every day of ihe 
week from ,9:00 a.in. - 9:00 p.m., including holidays. Th~ Bond Office accepts payment 
by caqh, Oa,<lhier's check, certified checks or credit card. The bond clerk must verily 
cashier and certified checks with the bank. Checks arc to qe made payable to: Cleric of 
the Circuit Court. Credit Cards will be accepted in accordance with the guidelines set 
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by .the:CircuitCo.urt of Cook Colljlty .. fqv more infonnation regardµtg;·pond·,call. 
773.674.5245 or 773.674.7100. · 

.CHAPTERll 
ALTERNATIVE PROGRAMS 

Alternatives to,jncarceration•in.-the·CCD@C 

'l.; 

'. 

As a Cook County jail inmate, there may be programs that offer altemativcs .. to staying in 
the CCDOC. These are described below. If you believe you may be a candidate fqr one 
of tl1e various programs, speak to your attorney about gett.ing·a court order to approve the 
change. 

l. 

3. 

4. 

,. 
Day Reporting Center (DRC)- A supervised progrrun.that provides·services 
and direqtion for pre-tdal, non-violent offenders. This comrnunitrbased 
coireqtionhl P~<1g'r;un requil';)S offenders to report·tO the center:for dally·sessicius in 
;i..:.,n anil1afoolio!%haiJilitation ·violence prevention training· "literacy·· imd·GBD 
U;L'U(:)I I• °' ' '. 
courses·aoojobskills trhlriiiig. . .... 

Pre-Release Center (PRC) ·-A secure residential drug treatment program for 
pre-trial inmates. The center! offers a variety of programs .aimed at breaking the 
cycle of addiction and discouraging future criminal behavior. 

Sheriffs Work Alternative Program (SWAP) ·-A prograrn where non-violent 
oifonders charged with DUI and other misdemeanor crimes "swap" jail time for 
community service sentences and work on a variety of public works projects such 
as: cleaning parks, vi;;idttcls and streets. 

Programs for female inmates 
jheriff's Womeri's Justice Programs (SWJP) incmporatcs a trauma infonned intcgrl!-led 
rnodel of treatment progwms that addresses mental health and substance abuse 'issues, as 
reu as physical health concerns. SWJP understands the complex issues that women 
rnvolvcd in the criminal justice sys£~ face on the day-to-day basis. 

f n order to be considered for one oflhe Womeli' s Justice Program~, yo11. must be court. 
ndered by a Judge, medically cle"'red and meet the program cntena. Drnchargc planmng 
iegins till soon a~ women are accepted into the pl'ogram utilir.ing a comprehensive 
creening process. This e1:rnblcs the treatment team to quickly i.deutify immediate needs 
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and develop"mdWi.dUiilize&tteatml\nf!llld''i:lisohai:.gt:·i>laiili±for community:te-entry; All'·' · · 
prow-ams are very·structured and.require the woman to participate in "Order to fully · · · · 
benefit.from the !Ieatment being offered. 

• • • r. ~.-

If you qualify for SWJP, you will be.~laced in one of'thc followin~ three programs: 
. . . \ '.· 

1. Women's Residential Program (WRP): An intensive in-patient treatment 
program offered in a modified the~apeutia communicy.·setling wjthllthe Gook 
.C!'l\Ultyd:ail :cc~pound, D1vlsion. p . 

. ... ' 

2. • Sl;iei,ift'.s1ll1W1ale F.urfo.ugh:Pregr!ll'(L (SFFP:)i An.<iutpatient.day-repqrtll\ll 
program, where women are required tq report daily for treatment and case 
management services, returning home in the evening to care for their families 
while. on· electronic. monitoring. 

3. . MOMi:>illro~; :i\n off-site c.ommunitY·h!l,!led-.!«lajlnentprogram for 
. 'P.li!l9W-wi.Up.,~st·11i~;fllld,p~ti:(lg W;ouieJ!--an4;1}t\~~p~o~l;~e,,QJ:µldreu · ·· ·· 

o:ffe;ed· -in a safe, St\Pportive en'Viro11ment that prQ!'!l(;ites -1;he·,tllo1(¥r(,4~ld bond, 
' - . . . . . 

···· Dlifc&gii;h~r•Alll>fii;.1nca.r:C"1:r:atiiiJ'.Motliers (cLA.;oo):··riiiS'afieD.cy;provii'les fi:~e .... · ··· 
legal set>vlc..S>to·mothers illjailin order to help the.mothers take.care ofthek families. 

I 

'I 
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A.C.A. REFERENCE: 4-ALDF-2A-08, 4-ALDF-2A-19, 4-ALDF-2A-21, 4-ALDF-2A-
23, 4-ALDF-2A-25, 26,27,28,29, 4-ALDF-2A-44, 4-ALDF-2A-50, 4-ALFD-2A-60, 4- . 
ALDF-2A-62, 63, 4-ALDF-2A-66, 4-ALDF-2C-Ol, 02, 4-ALDF-4C-Ol, 4-ALDF-4D-12, 4-
ALDF-SA-04, 4-ALDF-SA-06, 4-ALDF-SA-09, 4-ALDF-SB-09, 4-ALDF-6A-02, 4-ALDF-
6A-05, 06,07, 4-ALDF-6B-Ol, 01,03, 4ALDF-6C-01, 02,03, 4-ALDF-6D-Ol, 4-ALDF-
7D-03 

ILCS REFERENCE: 
701.50, 701.190 

I. POLICY 

It is the policy of the Cook County Department of Corrections (CCDOC) to specify acts 
prohibited within" the Department. In order to maintain an orderly environment with 
clear expectations of behavior and a system of accountability, penalties have been set 
forth for various degrees of violations. 

II. RULES AND REGULATIONS 

A. Orientation 

1. Upon arrival to the CCDOC, each inmate will receive a written copy of the 
Inmate Rules and Regulations Handbook and an oral explanation of it. 
The CCDOC will also provide a written copy of the Inmate Rules and 
Regulations Handbook in any language used by a significant portion of 
the Department's inmate population. 

2. A copy of the Inmate Rules and Regulations Handbook will also be posted 
in areas where inmates are throughout the Department. 

B. General Rules 

1. Inmates must pick up immediately when so ordered. 
2. Inmates must be fully clothed when outside their cells. 
3. Inmates may not wear or display any type of gang sign or symbol. 
4. Inmates must sweep cells, make beds and remove garbage from cells 

before each morning inspection. 
5. Inmates must wet mop cells at least every other day before morning 

inspection. 
6. Inmates may not attach objects to cell, living area walls, doors, windows 

or lights. Doorways must be free from obstruction. 
7. Inmates may not display nude pictures or photographs . 

. J , . .\'..\. IA . .-. ·- \_;;;_, 
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8. Privileges begin when living unit and cells pass morning inspections. 
9. Inmates will be held responsible for any damage(s) they cause to CCDOC 

property. 
10. Inmates must keep dayroom area clean. 
11. Inmates must have permission to enter the exercise area or multipurpose 

room. 
12. Inmates may enter the visiting booth only when they have a visit. 
13. Inmates will not be loud, boisterous or disruptive. 
14. Inmates must comply with orders and directives given by Correctional 

personnel. 
15. Inmates will remain silent when moved throughout the Department. 
16, Inmates will not sit on stairs or tables in the living areas. 
17. Inmates are required to maintain a level of personal hygiene consistent 

with group living. 
18. Inmates will use the dayroom in accordance with the Living Unit Rotation 

Schedule. 

C. Rights and Responsibilities of CCDOC Inmates 

1. Expect that as a human being, personnel will treat you respectfully, 
impartially and fairly. 

2. Be informed of the rules and schedules concerning the operation of the 
Department. 

3. Freedom of religious affiliation and voluntary religious worship. 
4. Health care which includes nutritious meals, the opportunity to shower 

regularly, proper ventilation, a regular exercise period, toilet articles, 
medical and dental treatment. 

5. Confidential access to the courts. 
6. The right to consult with legal counsel by mail, telephone or personal 

interview. 
7. Participate in the use of law library reference materials to assist in 

resolving legal problems. 
8. Right to receive help when it is available at the law library. 
9. Clean and sanitary living conditions. 

D. Prevention/Self Protection from Sexual Abuse/ Assault 

You may avoid an attack by keeping the following safety guidelines in mind: 

1. Position yourself in " Safe Zone" areas where you can see personnel and 
personnel can see you. If you are being pressured for sex, report it to 
personnel immediately 

2. Be aware of situations that make you feel uncomfortable. Trust your 
instincts. IF IT FEELS WRONG, LEAVE, GET HELP OR CALL FOR 
PERSONNEL 

3. Don't let your manners or pride get in the way of keeping yourself safe. 
Don't be afraid to say "NO" or "STOP IT NOW" 
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4. Walk and stand with confidence. Many predators choose victims who 
look like they won't fight back or are emotionally weak. 

E. Reporting Sexual Abuse/Assault 

Get to a safe place. REPORT THE ATTACK TO PERSONNEL IMMEDIATELY. 
The longer you wait, the more difficult it is to obtrun the evidence necessary for 
a criminal and/ or administrative investigation. Request immediate medical 
attention, you may have serious injuries that you are not aware of and any 
sexual contact can expose you to sexually transmitted diseases. Do not 
shower, brnsh your teeth (if assault/abuse was oral), use the restroom or 
change your clothes. You may destroy important evidence. 

F. Treatment and Counseling for Sexual Abuse/ Assault Victims 

Victims of sexual abuse/assault will be given evaluations and treatment by 
medical personnel for any injuries inflicted by the abuse/assault. Victims may 
also receive counseling by psychiatric personnel. 

G. Disciplinary Procedures 

1. Any inmate charged with the commission of any act(s), where an inmate 
may be subject to disciplinary segregation, is entitled to due process 
procedures. Inmates will receive a copy of the four (4) part Inmate 
Disciplinary Report form stating the specific prohibited act(s) they are 
charged with and a brief statement of facts. Inmates will be entitled to a 
hearing and decision within seven (7) days excluding weekends and 
holidays. When an inmate is placed in Disciplinary Segregation before a 
disciplinary hearing is conducted, the Disciplinary Hearing Board will 
ensure that a hearing is completed within seventy-two (72) hours, 
including weekends and holidays. The Executive Director/ designee may 
place an inmate in "Administrative Segregation" pending a disciplinary 
hearing for further instrnctions. Any time spent in pre-hearing detention 
will be credited against any subsequent disciplinary detention imposed. 

2. An inmate charged with a rnle violation will have the opportunity to be 
present (but is not required), make a statement, present documentary 
evidence and call witnesses on their behalf when such witnesses are 
reasonably available and their presence is not deemed by the Board to be 
unduly hazardous to the Department's safety. The Disciplinary Hearing 
Board is empowered to impose appropriate sanctions when a charge is 
substantiated by information obtained in the hearing process. 

3. Inmates have the right to appeal any decision of the Disciplinary Hearing 
Board by filing a written request with the Superintendent of the 
division/unit in which the infraction took place. This appeal must be 
made within ten (10) working days from the date of being advised of the 
decision. 
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4. The divisional Superintendent/Unit head may affirm or reverse the 
decision outright, return the decision back to the Disciplinary Hearing 
Board for further proceedings, or modifications, but .not increase the 
sanction imposed. A decision will be made within five (5) days, and a 
written copy of the decision will be provided to the inmate. The inmate 
will sign and date, indicating they have received notification of the appeal 
decision. 

THE CCDOC DOES NOT TOLERATE CRIMINAL ACTIVITIES OF ANY KIND. 
THE POSSESSION OF CONTRABAND. ASSAULTS AGAINST PERSONNEL OR 
OTHER INMATES AND DAMAGED TO COUNTY PROPERTY WILL BE 
REFERRED TO THE COOK COUNTY STATE'S ATTORNEY FOR CRIMINAL 
PROSECUTION. 

H. Contraband 

Items in your possession that have not been provided or approved by the 
CCDOC will be considered contraband, confiscated and a Disciplinary Report 
will be completed. 

I. Discipline Categories and Penalties 

If you are found guilty of any of the acts listed below by a Disciplinary Hearing 
Board, you may receive one (1) or more of the following penalties: loss of work 
assignment, loss of good time, loss of commissary privileges, Joss of visitation 
privileges, increase in security classification, financial restitution, or any 
combination of the above. When the charge of "Damaging or Altering 
Government Property'' is sustained, the Disciplinary Hearing Board may reduce 
or increase the infraction category/ charge depending on the amount of 
restitution that is required. · For all other infractions the Disciplinary Hearing 
Board may reduce the category/charge during their deliberations, however the 
category/ charge may not be increased. 

Category 

I 
II 
III 
IV 
v 
VI 

CATEGORY I 

Penalties 

Verbal warning to 4 days in Disciplinary Segregation 
5 to 9 days in Disciplinary Segregation 
10 to 14 days in Disciplinary Segregation 
15 to 19 days in Disciplinary Segregation 
20 to 24 days in Disciplinary Segregation 
25 to 60 days in Disciplinary Segregation 

101 Possession of excess clothing and/or bedding. 
102 Failure to keep cell clean. 
103 Tattooing/ possession of tattooing instruments. 
104 Littering. 
105 Affixing items to walls, light fixtures, or windows. 
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Wearing headbands or head coverings without authorization. 
Violation of dress code. 
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106 
107 
108 Storing drinks or foods other than those packaged foods purchased 

through commissary. 
109 

110 
111 

. 112 

Failure to remain silent during inmate movement through the 
Department. 
Verbally or physically demonstrating disrespect to personnel. 
Possession of contraband. 
Damaging or altering CCDOC property (restitution .01-50.00) . 

CATEGORY II 

201 Use of obscene language to personnel and/or visitors. 
202 Being in an unauthorized area. · 
203 Presenting false information to sworn personnel. 
204 Violations of safety or sanitation regulations. 
205 Engaging in inappropriate physical conduct. 
206 Making sexual threats, proposals or gestures. 
207 Committing any act that disrupts the orderly operation of the CCDOC. 
208 Verbal threats to another person. 
209 Possession of unauthorized medication. 
210 Misuse of authorized medication. 
211 Indecent exposure. 
212 Possession and/ or manufacture of unauthorized. beverages (i.e. "hooch"). 
213 Possession of unauthorized monetary items (i.e. credit cards, money, 

checks, etc.). 
214 Failure to stand for count or interfering with the taking of the count. 
215 Violation of visiting regulations. 
216 Violation of telephone or mail regulations. 
217 Gambling. 
218 Smoking. 
219 Failure to comply with the Intake process. 
220 Failure to follow the direction of Court Service Deputies while being 

escorted to/from or during judicial proceedings. 
221 Possession of any tobacco or any tobacco related products (i.e. cigarettes, 

cigarette papers, lighters, matches, chewing toba.cco and any other 
related materials). 

222 Damaging or altering CCDOC property (restitution 50.01-100.00). 

CATEGORY III 

300 Fighting 
301 Refusing an order to lock-up. 
302 Committing any act(s) that necessitates a security search by sworn 

personnel. 
303 Damaging or altering CCDOC property (restitution 100.01-150.00). 
304 Possession of stolen property. 
305 Disobeying verbal or written orders from sworn personnel. 
306 Sexual misconduct (voluntary). 
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CATEGORY IV 

400 Possession of unauthorized clothing. 
401 Committing any act(s) that disrupts a judicial proceeding. 
402 Throwing or projecting any items or substance. 
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403 Damaging or altering CCDOC property (restitution 150.01-200.00). 

CATEGORYV 

500 Theft. 
501 Committing any act(s) that requires personnel to use force against an 

inmate. 
502 Possession of counterfeit identification. 
503 Committing any act(s) that requires the use of force by Court Service 

Deputies while being escorted to/from, or during a judicial proceeding. 
504 Unauthorized possession of sworn personnel uniform(s) or equipment. 
505 Damaging or altering CCDOC property (restitution 200.01-250.00). 
506 Gang activity, participating in gang-related activity or communication. 

CATEGORY VI 

600 Murder. 
601 Assaulting any person. 
602 Sexual abuse/ assault. 
603 Arson. 
604 Possessing, manufacturing, introducing any weapon, ammunition, 

explosive caustic substance, dangerous chemicals, sharpened 
instruments or unauthorized tools, intoxicants, narcotics, paraphernalia 
or drugs not prescribed for the individual, or any other dangerous or 
deadly weapon or substance (i.e. homemade weapons or any sharp 
instruments such as scissors, fingernail files and all items identified as 
contraband). 

605 Participating in major disturbances/riots. 
606 Escape/escape attempt. 
607 Battery. 
608 Intimidation, extortion, blackmail, threats by words, action or any other 

behavior. 
609 Gang recruitment. 
610 Attempting to commit any act(s) listed in Category VI, aiding and abetting 

any person in their commissions, planning to commit or soliciting to 
commit any offense will be considered the same commission as the act 
itself. 

611 Participating in a disturbance requiring deployment of specialized units 
(i.e. K-9, ERT, etc.). 

612 Damaging or altering CCDOC property (restitution 250.01 and above). 
613 Assault with a weapon on any person. 
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J. Repeat Violations and Criminal Charges 

Second or subsequent violations may be subject to the maximum number of 
days in the next highest category. Depending on.the severity of the violation, 
criminal charges may be imposed pursuant to Illinois or Federal Laws. 

K. Restitution 

1. Inmates are held responsible for CCDOC property damaged and/or 
destroyed while in custody of the Sheriff of Cook County. Inmates are 
required to pay from their trust accounts for the repair, replacement 
and/or restoration of CCDOC property and/or any cost incurred by the 
Department (i.e. ambulance runs, overtime worked for sworn personnel, 
etc.) when it is determined by the Department's Disciplinary Hearing 
Board that the inmate is responsible for the damage. 

2. Upon a finding of GUILTY by the Disciplinary Hearing Board, the 
replacement cost of destroyed/ damaged property and/ or any cost 
incurred by the Department will be deducted from the inmate's trust 
account. In the event the funds in these accounts are not adequate to 
satisfy the replacement cost(s), an encumbrance will be placed on future 
monies received by the inmate until the final obligation is satisfied. 

3. Satisfaction of all claims will remain on file for seven (7) years, after the 
date of property destruction or damage. In the event an inmate is 
released with an encumbrance and subsequently re-incarcerated, 
required payment of the debt will remain active until satisfied. 

L. Grievance Guidelines 

Inmates housed in the CCDOC may initiate written grievances regarding 
circumstances or action, which they feel may be discriminatory, oppressive or 
unjust. The following reasons are to be used as guidelines when determining 
when to file a grievance: 

1. Alleged violations of civil, constitutional or statutory rights 
2. Alleged criminal or prohibited acts by personnel 
3. Alleged violation of Departmental policy and procedures regarding the 

inmate's general welfare or safety 
4. To resolve concerns within the Department that creates unsafe or 

unsanitary living conditions 
5. To resolve issues related to an inmate's money, property, education and 

medical needs 

M. Detainee Grievance Fonns will be available in all housing units. When forms 
are unavailable, grievances can be submitted on plain paper. Upon completion 
of the Detainee Grievance Fonn, sworn personnel will collect grievances, 
Monday through Friday, in sealed envelopes. These sealed envelopes will be 
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delivered to the Correctional Rehabilitation Workers (CRW) in the respective 
division. 

An independent Appeal Panel will review the inmate's appeal of the grievance 
findings. 

1. If an inmate wishes to appeal the grievance decision, they may seek 
review directly from the Appeal Panel within fourteen (14) days of their 
receipt of the decision. Such requests for appeal should be made by 
contacting the CRW or by forwarding the request to sworn personnel 
during the grievance collection process. 

2. The Appeal Panel will investigate each grievance as well as review the 
inmate's basis for an appeal. The Appeal Panel will accept or deny the 
appeal request and notate a response. If the appeal request is declined, 
the grievance process for the stated issue is complete. If the appeal 
request is accepted, the recommendation will be forwarded to the 
Executive Director/designee for approval, denial and/or action. The 
Appeal Board's response will be forwarded to the inmate within ten (10) 
days of the appeal review date. 

3. It should be noted that grievances will not be initiated regarding findings 
of the Disciplinary Hearing Board, including restitution amounts. An 
appeal of the Board's findings regarding imposed discipline will be made 
directly to the division Superintendent/ designee. All administrative 
decisions that effect the inmate's rights and welfare can be grieved, with 
the exception of Disciplinary Hearing Board decisions. 

4. Please be reminded and assured thiit when the grievance is received in a 
sealed envelope during the collection process, the procedure is 
confidential, and the only authorized person to receive, process and 
forward the grievance is the CRW assigned to the division where the 
inmate is housed. 

N. Emergency Grievances are those involving an immediate threat to the welfare 
or safety of an inmate. All emergency griev:ances placed in sealed envelope 
must be clearly labeled "Emergency Grievance". The Correctional Officer 
assigned to the living unit will contact a Supervisor/Shift Commander who will 
deliver the grievance to a CRW for review and processing. 

0. Program, Services and Information "Request" Procedure 

The programs and services below are available to all inmates of the CCDOC, 
except wh.ere indicated. In most instances, a Detainee Request Form 
indicating a request for information or to participate in these programs should 
be filed out by the inmate and given to the Correctional Officer assigned to the 
living unit. The inmate may also submit the request to the appropriate 
department. 
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Please note: Request for Medical, Dental and Mental Health related services 
should be on the Health Care Request form and not the CCDOC request form. 

P. Health Services 

Cermak Health Services or Cook County, and affiliate of the Cook County 
Bureau of Health Services, provides on-site medical, dental and mental health 
services. Hospitalization and specialized medical services are arranged with 
other Bureau affiliates (Stroger, Oak Forest and Provident Hospitals). 

Q. Social Services 

CRW's are available to aid in requests for information, process referrals and 
seek resolution of inmate complaints, grievances and ongoing concerns. CRW's 
are assigned in each division and will provide information/ service:, Monday 
through Friday, excluding government holidays. They also act as the inmate's 
link with families, friends and other various outside agencies. CRW's may 
assist in arranging emergency phone calls. Pre-paid stamped envelopes may 
be given to indigent inmate when available. Issues regarding money, the 
release of personal property and documents requiring an inmate's signature 
will also be handled by the CRW. 

R. Law Library Services 

1. All inmates housed in the CCDOC will have access to legal information 
related to their case(s). Law Libraries located throughout the 
Department are made available by tlie CRW. 

2. Law Library Services are available twice daily, Monday through Friday for 
researching criminal and civil matters. Law Library sessions will be, at 
minimum, one (1) hour and a half. Detainee Request Forms must be 
utilized for accessing each session. Access requests will be limited to one 
(1) session per week. The request forms will be forwarded to the Law 
Library for scheduling. 

a. Inmates with court orders that stipulate Law Library access, and 
those inmates who act as their own attorney, will be allowed access 
according to the provisions of the court order. 

b. Inmates that have pending court dates; with the closest upcoming 
court date will be allowed access. 

3. Photocopies and assistance with postage for legal mail are available to 
inmates; however, if the inmate is indigent these services will be provided 
without cost. Please see the Law Library personnel for guidelines and 
limitations. 
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S. Religious Services 

Religious volunteers provide spiritual guidance, bible studies, Holy Day 
observation programs and worship services for many denominations on a 
regular basis. In addition, chaplains provided individual counseling. 

T. Educational Programs 

1. Eligible inmates from 17 to 21 years of age may enroll in the Chicago 
Public School/York Alternative High School. Inmates may work toward 
achieving a General Equivalency Diploma (GED) and/or classroom 
credits. This program is available to all inmates in every security 
classification. If more information is needed, please submit a Detainee 
Request Fonn. The CRW will refer all requests directly to the designated 
school representative. 

2. Programmed Activities for Correctional Education (PACE) is a non-profit 
educational program available to inmates of any age. This program offers 
literacy education, volunteer tutorials and GED preparations. In 
addition, individual and group educational counseling is available. This 
program is not open to all inmates; more information can be obtained 
from the CRW. 

3. City Colleges of Chicago provides GED preparation instruction to inmates 
twenty-two (22) years of age and older. This program is not open to all 
inmates; more information can be obtained from the CRW. 

U. Substance Abuse Treatment 

Inmates who desire to begin a treatment program for substance abuse should 
complete a Detainee Request Form. All requests will be forwarded to a Drug 
Unit Coordinator for review and consideration. Participation in this program is 
limited to space availability and security classification requirements. 

V. Sheriff's Female Furlough Program (SFFP) 

SFFP combines the use of electronic monitoring devices and components of 
daytime programming to provide selected participants with a maximum level of 
supervision as well as the opportunity to participate in life skills programming. 

W. Administrative Mandatory Furlough (AMF) 

When the AMF program is being utilized, inmates are automatically screened 
for eligibility. Inmates that meet eligibility requirements may be released on 
AMF. If incarceration or case information has changed after intake, inmates 
can submit a request for reconsideration. The CRW will forward this request to 
the Classification Department for review and consideration. 
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X. Electronic Monitoring (EM) 

Upon entry into the CCDOC, all inmates are automatically screened for 
eligibility. Inmates that meet eligibility requirements may be release on EM. If 
incarceration of case information has changed after intake, inmates can submit 
a request for reconsideration. The CRW will forward this request to 
Department of Community Supervision and Intervention (DCSI) for review 
and/or response. 

Y. Department of Community Supervision and Intervention (DCSI)/Day 
Reporting 

Inmates participating in the EM program are automatically screened for 
eligibility. Inmates that meet requirements may be released on Day Reporting. 

Z. Chicago Legal Aid to Incarcerated Mothers (CLAIM) 

A non-profit agency that provides free legal services to incarcerated mothers to 
help benefit their children and families. 

AA. My Sister's Keeper 

A complete after-care program that assists women who have been recently 
released from the correctional system in the following areas: educational 
referral, shelter care, self-esteem and family /individual counseling. 

BB. Veteran Assistance 

A representative from the Veteran Administration is available to provide 
information and assistance to inmates regarding healthcare, housing, 
education and many outgoing basic needs. 

CC. General Library 

Facilities for general reading and participation in the Clarence Darrow Art 
Program are available to inmates. For additional information, please submit a 
Detainee Request Form to the CRW. 

DD. Marriages 

Inmates may get married while in CCDOC custody. A presiding judge from the 
Criminal Courts will establish the marriage date(s) and notify the CCDOC and 
inmates accordingly. CCDOC Program Services personnel will assist the 
inmate and fiance with procedural information and required documentation. 
Additional information can be obtained by submitting a Detainee Request 
Form to the CRW. 
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EE. Voter Registrations and Absentee Balloting 

Pre-trial inmates who are residents of Cook County will be able to register to 
vote and cast absentee ballots in all elections while they are incarcerated. The 
Chicago Board of Elections and/or the Cook County Board of Elections will 
make eligibility requirements available. All elections are held under the 
supervision of a representative from the Board of Election Commissioners. 

FF. Minors 

Individuals who are under the age of seventeen ( 17) and incarcerated in the 
CCDOC should immediately notify sworn personnel and/ or a CRW. The 
CCDOC will begin an age verification and/or custody transfer process. 

GG. Personal Hygiene 

All inmates are expected to maintain personal body cleanliness. Showers are 
located in the living units for inmate use. Upon intake, inmates will be issued 
a uniform, soap, toothpaste, toothbrush and bed linens. Personal care and 
hygiene items are available through the commissary. 

HH. Laundry 

Inmates will be given the opportunity to exchange linen and uniforms on a 
weekly basis. 

II. Barber/Beauty Shop 

All inmates have routine access to barber/beauty shop services that are 
provided and scheduled in each division. 

JJ. Meals 

The CCDOC serves three (3) meals a day. Special diets may be approved upon 
written request and availability. 

KK. Commissary 

Commissary is available weekly according to schedules posted in each divisio.n 
and sells a variety of food and personal hygiene products to inmates that have 
unencumbered funds in their Trust Account. The weekly spending limit is 
$100.00. The Executive Director/designee will determine adjustments to this 
amount. 

LL. Trust Department 

The Trust Department holds funds for inmates while they are incarcerated at 
the CCDOC. Any money in the possession of the inmate when they enter the 
CCDOC is deposited in an account bearing the name and identification number 
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of the inmate. After arrival, the only authorized means of receiving funds for 
an inmate is in the form of money orders, cashier's checks and certified checks, 
which must be sent by mail. Personnel checks are not accepted. All money 
orders, etc., must bear the inmate's name and identification number and not 
exceed $100.00 at any one (1) time. Ten (10) business days are required before 
these funds can be used for any purpose other than Commissary. Western 
Union and Money Gram can be utilized to transfer funds to the CCDOC. 
Please contact the CRW for information. 

MM. Mail 

1. Outgoing Mail 

When the inmate bears the mailing cost, there is no limit on the volume 
of letters an inmate will be permitted to send. Writing supplies and 
stamps are available through the Commissary. 

a. All outgoing mail shall be clearly marked with the inmate's name, 
complete and correct identification number and Department 
address. 

Mail not addressed as shown below shall be returned to the 
inmate, provided inmate is known. If the inmate is unknown, 
the mail shall be disposed of. 

Inmate's Name __________ I.D.# ------
Division Living Unit _____ _ 
P.O. Box 089002 
Chicago, IL 60608 

Addressee's Full Name _______ _ 
Addressee's Address ________ _ 
City, State Zip Code _______ _ 

b. Inmates shall submit all non-privileged mail in unsealed envelopes. 

c. Outgoing non-privileged mail may be reproduced or withheld from 
delivery if it presents a threat to the security or safety of the 
Department. 

d. Inmates shall be notified in writing of any outgoing mail that has 
been withheld. 

e. Inmates will not be allowed to correspond with members of their 
immediate family who are incarcerated in other correctional 
institutions if those institutions refuse to allow such 
correspondence. 
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Inmates of this Department may send and receive mail from 
residents of other institutions when joint prior approval is 
obtained from the administration of both institutions. 

f. Sworn personnel shall collect all outgoing mail on a daily basis 
from inmates. 

g. Outgoing mail shall be picked up from the divisions/units and 
delivered to the U.S. Postal Service by mailroom personnel 
(Monday- Friday). 

2. Incoming Mail 

Inmates shall be permitted to receive an unlimited number of letters. 
Any incoming mail that does not clearly identify the sender will be 
destroyed. Any incoming mail that does not clearly identify the 
addressee (including the complete and correct inmate number) will be 
returned to the sender. Incoming mail addressed to inmates must 
contain the following information: 

Inmate Name--------- I.D. # ______ _ 
Division Living Unit ______ _ 
P.O. Box 089002 
Chicago, IL 60608 

a. All incoming non-privileged mail shall be opened and examined for 
contraband prior to leaving the mailroom and delivery to the 
divisions/units by mailroom personnel. 

b. An inmate will not be allowed to open, read, pick-up or deliver 
another inmate's mail. 

NN. Telephone 

Telephones are located in the living units. Inmates will share the use of 
telephones in the living units. Telephones will not accept incoming calls. 
Telephone privileges will begin after the living unit passes daily inspection. 
Inmates are permitted to use the telephone whenever they are in the dayroom. 
Outgoing telephone calls will be billed as collect. If the person being called 
accepts the call, they will be charged for the call. Telephone calls will have a 
time frame of a minimum of five (5) minutes and a maximum of fifteen (15) 
minutes per call. After fifteen (15) minutes, the call will be cut off by the 
telephone system. Abuse or illegal use of the telephone privileges may result in 
the loss of privileges, disciplinary action and/ or criminal charges. Telephone 
calls may be monitored; a disclaimer is posted in each living unit. 
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00. Personal Property 

At discharge, the inmate shall present a valid picture identification card fo the 
Property Officer. The Property Office remains open twenty-four (24) hours a 
day. No money will be released without picture identification. Release of funds 
cannot be processed until the Commissary Department confirms all payments 

· have been cleared. No cash payouts will be made. Checks will be issued for 
remaining account balances. Upon the request of the inmate, CRW's will assist 
in the release of funds to another individual or agency. The receiving party 
must have a picture identification and the inmate's property receipt. Items on 
receipt will be stored for a maximum of ninety (90) days from the discharge 
date. All property not returned to the discharged inmate or released to another 
individual within ninety (90) days from the discharge date will.be disposed of. 
Upon the request of the inmate, CRW's will assist in the release of personal 
property to another individual or agency. The inmate will sign a release form 
identifying the name and address of the person authorized to receive the 
property. The receiving party must have picture identification. 

PP. Bond Office 

The Bond Office is open from 9:00 a.m. - 9:00 p.m., three hundred and sixty
five (365) days per year and accepts payment by cash, cashier's check, certified 
checks or credit card. The Bond Clerk must verify cashier and certified checks 
with the bank. Checks are to be made payable to: Clerk of the Circuit Court. 
Credit cards will be accepted in accordance with the guidelines set by the 
Circuit Court of Cook County. 

QQ. Internal Investigations 

Internal Affairs Department (!AD) will investigate any threat of harm committed 
against inmates or CCDOC personnel or any criminal offenses, disturbances or 
threats to the order and welfare of the CCDOC thoroughly and confidentially. 

RR. Fire Drills 

Fire drills are conducted periodically. Inmates are expected to move promptly 
in an orderly fashion during such drills and to follow the directives of the 
correctional personnel. In the event of a Department evacuation or emergency, 
follow all directions by correctional personnel while maintaining silence and 
order. Exit signs are located throughout the Department to assist in the 
evacuation of personnel and inmates during an emergency. 

SS. Family Contact Information 

Inmate's next of kin or other designated individual( s) shall be notified in case of 
death or serious illness. This information shall be obtained from the inmate at 
the time of in-take processing and maintained in the inmate's central file. 
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TT. Wake Orders 

Wake Orders for inmates will be executed according to Departmental policy and 
procedures. Any costs incurred. by the Department for the wake order may be 
deducted from the inmate's Trust Account. If the inmate is indigent the costs 
may be deducted from the Inmate Welfare Fund. 

UU. Visitation 

All persons entering or exiting the CCDOC will be required to produce one (1) 
valid government picture identification (i.e. Driver's License, State Identification 
Card, Passport, etc). If a government ID is not available, a combination of the 
following is acceptable: Public Aid Card accompanied by Medical Card and/ or 
Voter's Registration Card. No one under the age of seventeen (17) will be 
allowed to enter unless accompanied by an adult. All bags and containers will 
be searched for contraband before the visitor is permitted to enter the CCDOC. 
All visitors will be subject to search under existing Departmental guidelines. 

Any visitor attempting to introduce contraband into the CCDOC will be 
subject to criminal prosecution under existing Illinois Compiled Statutes 
code 720.ILCS 5/31 A.1. 

For inmate information regarding the visitation schedule and visitation 
procedures, please call 1-773-869-5245 (JAIL). 

VV. Location 

The CCDOC is accessible by several bus lines operated by the Chicago Transit 
Authority. Persons interested in transportation information and/or directions 
to the CCDOC can contact the Regional Transportation Authority for specific 
routes and schedule times. 

The CCDOC is located at 2700 South California Avenue, Chicago, Illinois 
60608 in the County of Cook. 

NOTE: All of the above rules and regulations are subject to change to ensure 
the safety and security of the Department as determined by the Sheriff of Cook 
County/ designee. 

AUTHORIZED BY: 

Executive Director - Salvador Godinez Date 



SUBJECT 

Sheriff's Office 
COOK COUNTY, ILLINOIS 

SHERIFF'S ORDER 

ISSUANCE DATE EFFECTIVE DATE NO. 

07 JUL 11 14 JUL 11 11.14.5.0 
DISTRIBUTION RESCINDS 

INMATE GRIEVANCE PROCEDURE SP 

ALL PREVIOlJSLV ISSUED WRITTEN 
DIRECTIVIcS REGARDING 
INMATE/DETAINEE GRrnVANCE 
PROCIGDlJRlc 

RELATED DIRECTIVES AMENDS 

I. PURPOSE 

This order establishes the written policy and procedure for the effective and efficient 
collection and processing of inmate grievances within the Cook County Sheriffs Office 
(CCSO). 

II. POLICY 

It is the policy of the CCSO to provide a procedure for all inmates to have their 
complaints and grievances addressed in a fair and equitable manner. CCSO staff shall 
process and address these grievances in a timely and efficient manner. The grievance 
process can be utilized by all inmates. 

III. AUTHORITY 

A. 28 U.S.C. 1997, et seq., Civil Rights oflnstitutionalized Persons Act 
B. 42 U.S.C. 1997, et seq., Prison Litigation Reform Act 
C. 28 C.F.R. 40, Parts A & B 
D. Illinois County Jail Standards, 20 Illinois Administrative Code, Ch. 1 Sec. 701 

IV. AMERICAN CORRECTIONAL ASSOCIATION REFERENCE 

A. 4-ALDF-2A-27 
B. 4-ALDF-6B-01 

V. ENCLOSURES 

A. Inmate Grievance/Response Form (FCN-4 7)(JUN 11) 

B. Request for an Appeal Form (FCN-48)(JUN 11) 

C. CRW Inmate Grievance Tracking Log (FCN-51)(JUN 1 I) 

D. Inmate Grievance Collection Logbook (FCN-52) (JUN 11) 

E. Inmate Grievance Master Logbook (FCN-53)(JUN 11) 
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VI. DEFINITIONS 

A. Correctional Rehabilitation Worker (CR W)/Platoon Counselor - For the 
purposes of this order, the Sheriffs Office employee assigned to collect, process 
grievances and assist detainees with the grievance process. 

B. Emergency Grievance - A grievance alleging that an inmate has been or may be 
at a substantial risk of immediate harm to his or her welfare or safety. Also, a 
grievance that involves the transfer of an inmate to another county jail facility. 

C. Grievance (Standard Grievance) - Generally, a written complaint by an inmate 
regarding a policy within the CCSO, a condition in the CCSO, or a CCSO action 
or incident affecting an inmate. Issues that can be grieved include, but are not 
limited to, the following: 

1. alleged violations of civil, constitutional or statutory rights; 

2. alleged criminal or prohibited acts by staff members, volunteers, 
contractors, or other inmates; 

3. concerns regarding unsafe or unsanitary living conditions within the jail; 

4. issues related to an inmate's money, property, education, medical or 
medication concerns; and 

5. alleged violations of departmental policies affecting an inmate's general 
welfare or safety. 

D. Healthcare Grievance-A grievance concerning matters of medical care, dental 
care, or mental health care. 

E. Not sustained-A finding that an inmate's grievance is not based in fact and/or 
otherwise cannot be addressed through the grievance process. 

F. Remedy- A meaningful response, action, or resolution to an inmate's sustained 
grievance. Remedies may include notification to Cermak Health Services of 
Cook County (Cermak) regarding medical care, restoration of privileges within 
the CCDOC, modifications to diet, access to programs, or changes in housing, 
classification, or other conditions of confinement. Remedies do not include, 
among other things, interference with inmate discipline, the discipline of staff, or 
interference with judicial orders or decisions made by physicians. 

G. Retaliation -Any action or threat of action against anyone who participates in 
the grievance process or the informal complaint process. 

2 
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H. Staff Misconduct Grievance - A grievance concerning the physical abuse of an 
inmate by staff; the sexual abuse of an inmate by staff; the psychological abuse 
of an inmate by staff; correctional staff's failure to provide services resulting in 
physical harm to the inmate; or staff engaging in any other illegal activity. 

!. Sustained -A finding made that an inmate's grievance raises legitimate concerns 
that can be remedied through the grievance process. 

VII. PROCEDURES 

A. Processing Standard Grievances 

1. An inmate wishing to file a grievance shall do so within 15 days of the 
event he/she is grieving. 

2. To file, the inmate shall fill out an Inmate Grievance/Response Form. If 
forms are not available, the use of blank writing paper or other 
department forms is acceptable. 

3. The inmate shall deliver the signed and dated Inmate 
Grievance/Response Form to the CRW/Platoon Counselor. 

4. The CCSO shall have 15 days upon receipt of the grievance to determine 
whether it is sustained or not-sustained and assign a remedy, if no 
exceptions apply. 

5. The inmate shall be informed in writing of the findings and, if applicable, 
the remedy. 

B. Staff Duties and Responsibilities for Standard Grievances: 

1. CCSO employees shall never respond to a grievance in which he/she is 
involved directly or indirectly. 

2. Retaliation by CCSO staff against anyone for participating in the 
grievance process is strictly prohibited. 

3. Watch commanders shall: 

a. When answering an inmate grievance, the clearly answer the issue 
raised by grievance and, if sustained, give the appropriate remedy 
within the applicable time frame. 

b. Obtain additional Inmate Grievance/Response Forms upon 
receiving notification from a living unit officer that the supply is 
low. 

3 
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4. Officer responsibilities 

a. Officers shall not collect grievances. 

b. Officers shall not respond to grievances. 

c. Intake officers shall hand each inmate an Inmate Orientation 
Handbook, which contains a section on the grievance procedure. 

d. If the inmate is illiterate or non-English speaking, the officer shall 
inform the inmate that a CRW/Platoon Counselor is available to 
provide assistance with understanding the handbook. 

e. Living unit officers shall check the supply of Inmate Grievance/ 
Response Forms at least once per shift. If there are less than 15 
forms, the officer shall notify his/her supervisor. 

f. If an inmate notifies an officer that he/she is having difficulty 
completing an Inmate Grievance/Response Form, the officer shall 
notify the CR W /Platoon Counselor on duty. 

g. !fan inmate notifies an officer that he/she is unclear about the 
grievance procedure, the officer shall supply the inmate with a 
copy of the Inmate Orientation Handbook and request that a 
CR W /Platoon Counselor assist the inmate, if the officer cannot 
provide assistance. 

h. If an inmate informs an officer that he/she wants to file a 
grievance against a CRW/Platoon Counselor, the officer shall 
inform their watch commander. 

5. CRW/Platoon Counselors: 

a. Assistance to Inmates 

i. When a CR W /Platoon Counselor is made aware that an 
inmate is deaf, non-English speaking, illiterate or 
otherwise requires assistance in completing a grievance 
form or understanding the grievance process, the 
CR W /Platoon Counselor must assist the inmate and/or 
arrange for an appropriate interpreter to provide that 
service. 
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ii. CR W /Platoon Counselors shall provide clear instruction to 
any inmate that is found to have used the grievance 
procedure improperly (e.g., inmate requests, health care 
requests, disciplinary hearing appeals). 

b. Collection of Grievances: 

1. The CR W /Platoon Counselor shall instruct the inmate to 
sign and date the grievance form. 

ii. The CR W /Platoon Counselor shall inform the inmate that 
the grievance will go under review and shall be resolved 
within 15 business days. 

111. All CR W /Platoon Counselors in the living units/barracks 
must check the supply of grievance forms whenever the 
CRW/Platoon Counselor visits the units. 

c. Processing of Grievances: 

1. When the CR W /Platoon Counselor is finished collecting 
the grievances for that day's rounds, the CRW/Platoon 
Counselor must enter the number of grievances in the 
Inmate Grievance Collection Logbook. 

11. After Program Services assigns a grievance control 
number to the grievance form, the CR W /Platoon 
Counselor shall enter the grievance into the CR W Inmate 
Grievance Tracking Log. 

111. The CR W /Platoon Counselor shall assist the Program 
Services supervisor with determining which party will be 
the appropriate responder to the grievance and will deliver 
the grievance form to that responder. 

iv. The CR W /Platoon Counselor shall instruct the responder 
to respond to the grievance, in writing, on the section of 
the Inmate Grievance/Response Form that is designated 
for that purpose. 

v. The CR W /Platoon Counselor shall also instruct the 
responder to limit the response to the remedy deemed 
appropriate by the responder. 

5 
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v1. The CR W/Platoon Counselor shall copy the relevant pages 
from the Inmate Grievance Collection Logbook each week 
and send the copy to Program Services by the end of the 
work week. 

vii. !fa grievance concerns the CRW/Platoon Counselor 
collecting the grievance form, the CR W /Platoon 
Counselor shall notify his/her supervisor immediately, and 
that supervisor will process the grievance. 

v111. If the grievance is related to a health care issue, the 
CR W /Platoon Counselor may contact the Cermak 
Dispensary Line to attain non-confidential information 
regarding the inmate's health care issue. 

d. Responding to Grievances: 

1. The CR W /Platoon Counselor shall ensure that responses 
to grievances adequately address the subject of the 
grievance. 

11. In the event that a response does not adequately address 
the grievance, the CR W /Platoon Counselor shall refer the 
grievance to his/her respective supervisor to be handled 
appropriately. 

111. The CRW/Platoon Counselor shall return the copy of the 
grievance response to the inmate, and will note the date of 
this delivery in the Inmate Grievance Tracking Log book. 

C. Program Services Supervisors shall: 

I. Review all grievances to determine whether the grievance raises an issue 
that is properly addressed through the inmate grievance procedure. 

2. Create a schedule to ensure a CR W /Platoon Counselor makes rounds on 
every tier in every division or barracks as applicable and collects 
grievances at least once a day, excluding holidays, mandatory furlough 
days, or days when security concerns make it dangerous to visit the living 
unit at any point during normal shift hours. 

3. Process and respond to grievances that concern CRW/Platoon 
Counselors. 

6 
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4. Upon receipt of the grievance forms from the CRW/Platoon Counselors 
(or from an inmate directly through the mail), the supervisor shall assign 
the grievance form a control number and shall log the grievance into the 
Inmate Grievance Master Logbook. 

5. Work with the CRW/Platoon Counselor assigned to the grieving inmate 
to determine who the appropriate responder is to the grievance. In the 
event that the Program Services supervisor communicates with the 
responder, the Program Services supervisor shall instruct the responder to 
respond to the grievance, in writing, on the section of the Inmate 
Grievance/Response Form that is designated for that purpose. The 
Program Services supervisor will also instruct the responder to limit the 
response to the remedy deemed appropriate by the responder. 

6. Review all grievance responses to determine ifthe grievance was 
responded to appropriately and adequately addressed the subject matter 
of the grievance. The Program Services supervisor shall notify the 
responder in the event that the response was not appropriate. 

7. Note the date of the grievance response in the Inmate Grievance Master 
Logbook. 

8. Retain a copy of the grievance form and response in the inmate's 
grievance file. This information must be retained for five years. 

9. Ensure that CRW/Platoon Counselors are trained and knowledgeable in 
the proper CCSO Inmate Grievance Procedures. 

VIII. PROCEDURES- SPECIAL CIRCUMSTANCES 

A. Emergency Grievances 

1. For the initial processing, a grievance shall be considered an emergency 
ifthe inmate indicates on the form that it is an emergency grievance or if 
it meets the definition above. 

2. The CR W/Platoon Counselor shall deliver all emergency grievance forms 
immediately to the respective supervisor. 

3. The supervisor will determine if it meets the definition of an emergency 
grievance and shall, if applicable, assign it an emergency grievance 
control number and ensure proper follow up. 

4. The CR W /Platoon Counselor shall enter the emergency grievance into 
the CR W Inmate Grievance Tracking Log. 
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5. The CR W /Platoon Counselor shall then forward the emergency grievance 
to the divisional superintendent or ADO if the superintendent is 
unavailable or to the director of the applicable depa1tment/unit for review 
and signature. 

6. The superintendent, ADO or applicable director shall sign the grievance 
form and shall resolve the grievance within 48 hours. 

7. If resolution to the grievance is not possible within 48 hours, the 
superintendent must request in writing an extension from Program 
Services. 

8. Program Services shall notify the inmate of the extension. 

9. Upon resolution of the emergency grievance, written notification of the 
resolution, and the remedy if applicable, shall be provided to the inmate. 

10. The CR W /Platoon Counselor shall instruct the inmate to sign the 
grievance response and shall enter the resolution date in the CR W Inmate 
Grievance Tracking Log. 

11. If the grievance is determined to not be an emergency grievance, the 
CRW/Platoon Counselor shall inform the inmate within one business day 
of this determination, and shall process the grievance in accordance with 
Section VII. B. above. 

B. Healthcare Grievances: 

1. If any grievance collected by a CR W /Platoon Counselor concerns a 
medical, dental or mental health issue, that grievance shall be 
immediately recorded on the CR W Inmate Grievance Tracking Log and 
then forwarded to Cermak personnel. 

2. The inmate shall complete and date an Inmate Grievance/Response Form 
(Part A) and submit it to the CRW/Platoon Counselor making the 
collection rounds. 

3. The CR W /Platoon Counselor shall sign and date the Inmate Grievance/ 
Response Form upon receipt and forward it to the Program Services 
Office. 

4. The Program Services Office shall assign a control number, log the 
grievance, attach the Inmate Grievance/Response Form (Referral & 
Response) and complete the top portion of Part B, and forward it to the 
grievance coordinator at Cermak. 

8 
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5. If a subsequent grievance regarding the same issue is filed by an inmate 
regarding an issue already being reviewed by Cermak, the inmate shall be 
notified by a CRW/Platoon Counselor in writing that his/her grievance is 
currently being reviewed by Cermak and when the inmate should expect 
a resolution. The CRW/Platoon Counselor shall contact the Cermak 
Dispensary for information regarding the inmate's health care 
appointment at Cermak and any other relevant information. 

C. Staff Misconduct Grievances: 

1. Staff misconduct grievances include, but are not limited to, the following 
allegations: 

a. physically abusing an inmate; 

b. sexually abusing an inmate; 

c. psychologically abusing an inmate; 

d. correctional staff's failure to provide services resulting in physical 
harm to the inmate; and 

e. engaging in any other illegal activity. 

2. All Staff Misconduct Grievances shall be recorded by a CRW/Platoon 
Counselor on the CR W Inmate Grievance Tracking Log and then 
immediately forwarded to the respective supervisor to assign a control 
number. 

3. The CR W /Platoon Counselor shall then hand-deliver the staff misconduct 
grievance to the respective superintendent/designee or applicable director 
for review, signature and handling. 

4. The superintendent/designee or applicable department/unit director will 
conduct an immediate review of the allegations to determine ifthere is an 
immediate harm posed to the inmate, and if so, take all appropriate steps 
to provide for the safety and security of the inmate. 

5. The superintendent, designee or applicable department/unit director shall 
also screen the grievance for possible excessive force or failure to 
intervene by staff, and if either is suspected, forward the grievance to the 
Office of Professional Review (OPR). 
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6. If no immediate harm is posed, the superintendent or applicable 
department/unit director shall determine the resolution of the grievance, 
either sustained or not sustained, within IS business days of receipt of the 
grievance and indicate an appropriate remedy, if any on the Inmate 
Grievance/Response Form. 

7. Program Services will then notify the inmate of the resolution as 
indicated on the Inmate Grievance/Response Form and record the 
resolution on the CR W Inmate Grievance Tracking Log. 

8. In the event the superintendent/designee or applicable department/unit 
director determines the matter warrants an internal investigation, he/she 
shall forward a complaint register along with all pertinent documentation 
to OPR or the Criminal Intelligence Unit before the end of the business 
day. The OPR investigation shall have no bearing on, and shall be 
separate and distinct from, the inmate grievance process. 

D. Appeals Process 

I. If an inmate wishes to appeal the grievance decision, the inmate shall 
have 14 calendar days from receipt of the decision to appeal to the 
Administrator of Program Services or designee by completing a Request 
for Appeal form. Such requests for appeal shall be collected in the same 
manner as the original grievance. 

2. The Administrator of Program Services/designee shall have 21 calendar 
days to review the grievance appeal and to reply to the inmate. The reply 
shall be in writing and the inmate shall date and sign the written decision, 
in duplicate, to indicate he or she has received notification of the appeal 
decision. The Administrator of Program Services shall be responsible for 
recording the appeal on the Program Services Grievance Tracking Log 
and for maintaining the written notification of the decision on appeal for, 
at minimum, five years. 

IX. RECORD KEEPING AND ACCOUNTABILITY 

A. All original grievances and findings shall be forwarded to the Program Services 
Department, upon resolution of the grievance, where they shall be kept on file 
for a period of at least five years. These records shall not be kept in the inmate's 
divisional files. 

B. A Monthly Grievance Statistical Report of all Sheriffs Office grievance activity 
shall be prepared by the Administrator of Program Services or designee. This 
report shall be reviewed each month in order to ascertain patterns of problem 
areas in the institution and to intervene or prevent more problems in those areas 
from occurring. The report shall contain the following categories: 

IO 
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1. Nature of the grievance; 

2. Number of grievances that occurred in each division/department/unit 
broken down by category; 

3. Number of grievances answered and outstanding during the month; 

4. Total number ofCCSO grievances filed during the calendar year broken 
down by department and unit; and 

C. The Monthly Grievance Statistical Report shall be generated by the ]5th of the 
following month. Program Services shall have five business days from the 15th of 
the month for data review and distribution to the Deputy Chief(s) of Staff and 
Sheriff or designee. 

D. The report, which is a condensed version of the Monthly Grievance Statistical 
Report, shall be distributed to all superintendents and applicable department or 
unit heads no later than the 20th of the following month and will be included in 
the report for the Sheriff's Accountability meetings. 

E. The Department of Reentry and Diversion Programs shall conduct an annual 
audit of the grievance system and collected grievance data. The findings of the 
audit, as well as a list of suggestions for improving the system, shall be shared 
with the applicable Deputy Chief(s) of Staff and the Sheriff or designee. 

F. All written grievances shall be considered to be confidential in nature. Copies of 
the grievance documents shall be re{eased only in response to a court order or 
subpoena, or other reasons so required by law. Members of the Sheriff's 
Executive Office and applicable department/unit directors may have access to the 
grievance documents. 

X. APPLICABILITY 

This Sheriff's Order is applicable to CCSO employees as outlined in Section XI. 
Supervisors shall review the contents of this order with all employees under their 
supervision as appropriate, and ensure the provisions as outlined are strictly adhered to. 

XI. SPECIAL DISTRIBUTION 

This Sheriff's Order shall be distributed to the following CCSO Depaitments and Units: 

A. CCDOC 

1. All Divisions 
2. All Units 
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B. Department of Reentry and Diversion Programs 

I. Program Services Unit 
2. Pre-Release Center 
3. Boot Camp 

C. Sheriff's Women's Justice Programs - Residential 

12 



COOK COUNTY SHERIFF'S OFFICE 
( CONDADO DE COOK OFF/CINA DEL ALGUACIL) 

INMATE GRIEVANCE/ RESPONSE FORM 
(PRESO DEQUEJAS/RESPUESTA DE FORMA) . . ' . 

In mete Last Ne me /Prose Appe/JldoJ: Fl~t Name (Primer Nom/Jre): 

~Sfon,roepertnu.mVUnlt (Secc/on/Rec!11to/Ute11s/10J: living Unit (U11idad De Vida): 

SUMMARY 
Please include: Date of Incident Time of Incident 
(Por Favor, lncluya: Fecha Del lncldente - Hora Del lncldente 

BRIEF SUMMARY OF THE COMPlAlNT: (f3R£Vf Rl:SUMEN OE LOS !1EC!IOS;) 

ID Number (/0 Numero): 

D&te F(JCl!O): 

Specific Location of Incident 
- Tlempo Especffico Del lncldente) 

--

- --

NM1E OF STAFF OR INMATE(S} HAVING INFORMATION REGfiAD!NG THIS COMPIAINT: (NbMBRE DH PERSONAL 0 I.OS RECl.USOS QUE TENGAN !NFORMACION Rf.SPECTO A fSTA QUEJA:) 

------···-·-·-···--·--·· ACTION THAT YOU ARE REQUESTING: (ACC!uN QUE SE ESTA $0LICJTAND0:) 

INMATE SIGNATURE: (PRESO FIRMA:) 
Please Note: "Inmate Disciplinary Hearing Board decisions cannot be grieved or appealed through the use of an !nm ate Grievance/ Response fom1. 

"Wilen a grievance Issue !s processed as a REQUEST, an inmate may re-submit tile grievance Issue after 15 days to obtain a "rontro! number' if there 
has been no response to the request or the response !s deemed unsatisfactory. 

Jii!Otl!r *Pre so de audiencia dlsc!plinarian de la Junta de no puede ser contristado o apelada a traves del uso de un fomrnlarlo de queja. 
*Cuando una cuestl6n de quejas se procesa co mo una pet!cl6n, un deten!do puede vo!ver a presenter la cuestl6n de quejas despues de 15 di as para 
obtener un 'nltmero de control" que no ha habido respuesta a la solicit11d o la respuesta se consldere insatisfactoria. 

CRW/PlltilOI Cout&lo~• N1ma (Pd•t): Sltnalllre: 01teCRWRe""'vad: __ / __ / __ 
Sllpe~1te"d611VOelllgRe&'t Nam& (Pd1t): SlgJ111l11&: 01te Re\'l&wed: 

__ / __ / __ 
Superintendents or Dlrectors/Deslgnees of a Division/Unit must review all grievances alleging staff use of force, staff misconduct and emergency grievances. 

If the !nm ate grievance Is of a serious nature. the superintendent must Initiate Immediate action. 
TO BE COMPLETED BY PROGRAM SERVICES STAFF ONLY 

GRIEVANCE CONTROL#: 
0 Processed as a EMERGENCY GRIEVANCE 
0 Processed as a GRIEVANCE 
O Processed as a REQUEST 

REFERRED TO: 
0 CERMAK HEALTH SERVICES 
0 SUPERINTENDENT 
0 OTHER: 

INMATE GRIEVANCE/ REQUEST REFERRAL & RESPONSE 
{EMERGENCY GRIEVANCES ARE THOSE INVOLVING AN IMMEDIATE THREAT TO THE WELFARE OR SAFETY OF AN INMATE) 

CRW/P!atoon Counsalo(s Summary of tho Compl81nt 

CRW/Platoon Counselor Referred this Gl1evancejRequestTo: I Date Referred: __ ; __ / __ 
Response Statement 

Pmouel RNPO•dl~sto th Gl1flU(;IJ (Pl1nt): Slgutvre: I Div/Dept: I ""' _/_/_ 

·- .- " . .. . ' ' ' ' " . . . 
S4tptl1RteRde•VDl1ettor (Pl111): Slt11ture: I Otv/Deirt: I ""' _/_/_ 

. .. 
D1te RetpOllU WU R•cl•ved: lnmateSltii•lllte: I Gl1evHceSubjectCode: 

(FCN.4 7)(JUN 11) {WHITE COPY PROGRAM SERVICES} - (YELLOW COPY CRW/PLATOON COUNSELOR} - {PINK COPY INMATE) -
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~~lUB'rli'l!ll1I' l!J~ l!Jll"ti'19JI!. (tS11111.~ l!'.1£ l!JiPJEVl~~ 
CONTROL#: 

l'.late oflhm~·s 11feQYiestfbr .A;n Kppea~ 
(Recluso Fecho De So/icitud De Ape/aci6n:) 
lhmal'e'S l!msiS RJ,. ,t.;r~ .Aippeaf.' 
(Los Presas De Base Para Una Apelaci6n:) 

Inmate's Request for Appeal Accepted? '!k!s (Si) ""' (So/icitud De Los Recluses Para Una Apelacion Aceptadas:) D D 
Administrator/Designee's Decision or Recommendation: 
(Administrador Designada Decision 0 Recomendacion:) 

Admlnistrator/Deslgnee: (Adminlstrador Designada:) Signature: (Firma) Date: (Fecha) 

__ / __ / __ 
Date Inmate Rec.'d the Appeal Response: (Rec/uso Fecha De Inmate Signature: (Presa Firma:) 
Recepci6n De La Respuesta De Las Ap/icaciones:) 

(FCN-48)(JUN 11) (GRIEVANCE WHITE COPY - PROGRAM SERVICES} (GRIEVANCE YELLOW COPY - C.R.W.) (GRIEVANCE PINK COPY - DETAINEE) 
(DISCIPLINE WHITE COPY - SUPT/DEPT/UNIT HEAD) (DISCIPLINE YELLOW COPY - HEARING ADMINISTRATOR) (DISCIPLINE PINK COPY - DETAINEE} 

M{f]~'rFliM' l!J~ l!Jll"ti'19J[ !Sl!ll!.~ l!'.1£ l!Jli'JEV!ai5~ 
CONTROL#: 

vare i!!flhmat'.e'~ ~'llesffbr ii,ri t(ppea~ 
(Rectuso Fecho De Solicitud De Apelacl6n:) 
ltrmat'e'S 63.siS ~r Aw Appeal!" 
(Los Presas De Base Para Una Ape/aci6n:) 

Inmate's Request for Appeal Accepted? -(Si) ""' (Solicitud De Los Recluses Para Una Ape/acion Aceptadas:) D D 
Administrator/Designee's Decision or Recommendation: 
(Administrador Designada Decision 0 Recomendacion:) 

Admfnfstrator/Deslgnee: (Administrador Designada:) Signature: (Firma) Date: (Fecha) 

__ / __ / __ 
Date Inmate Rec.'d the Appeal Response: (Recluso Fecha De Inmate Signature: (Presa Firma:) 
Recepci6n De La Respuesta De Las Ap/icaciones:) 

(FCN-48)(JUN 11) {GRIEVANCE WHITE COPY - PROGRAM SERVICES) {GRIEVANCE YELLOW COPY - C.R.W.) (GRIEVANCE PINK COPY - DETAINEE) 
(DISCIPLINE WHITE COPY - SUPT/DEPT/UNIT HEAD) (DISCIPLINE YELLOW COPY - HEARING ADMINISTRATOR) (DISCIPLINE PINK COPY - DETAINEE) 
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COOK COUNTY SHERIFF'S OFFICE 
CRW INMATE GRIEVANCE TRACKING LOG 

(FCN-51)(JUN 11) 
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COOK COUNTY SHERIFF'S OFFICE 

INMATE GRIEVANCE MASTER LOGBOOK 

GRIEVANCE NUMBER: INMATE'S NAME (Last, Fifst): 

CRW'S NAME (Last, First): DATE RECEIVED: 

Inmate Alleges: 

DATE RETURNED TO CRW: bATE RETURNED TO INMATE: 

GRIEVANCE NUMBER: INMATE'S NAME (last First): 

CRW'S NAME (Last, First): DATE RECEIVED: 

Inmate Alleges: 

DATE RETURNED TO GRW: DATE RETURNED TO INMATE: 

(FCN-53)(JUN 11) 

INMATE'S ID NUMBER: DATE OF GRIEVANCE: DIVISION: LIVING UNIT: 

REFERRED TO: DATE REFERRED: GRIEVANCE SUBJECT CODE: 

GRIEVANCE APPEALED: DATE RECEIVED RESPONSE FROM APPEAL BOARD: 

DYES ONO 

INMATE'S !D NUMBER: DATE OF GRIEVANCE: DIVISION: UVING UNIT: 

REFERRED TO: DATE REFERRED: GRIEVANCE SUBJECT CODE: 

GRIEVANCE APPEALED: DATE RECEIVED RESPONSE FROM APPEAL BOARD: 

DYES ONO 





- COOK COUNTY DEPARTMENT EFFECTIVE GENERAL ORDER 

~ 
0 OF CORRECTIONS DISTRIBUTION DATE NO. 

I~-~} GENERAL ORDER A 04/01/84 14.2 -',~,. .. 

CHAPTER AMENDS RESCINDS 
INMATE RIGHTS AND WELFARE 

SUBJECT PAGE(S) 
AGENCY POLICY FOR INMATE ACCESS TO THE NEWS MEDIA l of l 

I. POLICY 

This Department shall provide public information about facility operations via the media. Representatives of the 
news media may visit the Department to prepare reports, its programs and activities. It is not the intent of this rule to 
provide publicity for an inmate or special privileges to the news media. Rather this policy ensures a better informed 
public. The Department has a responsibility to protect the privacy and other rights of inmates and members of the 
Department. Therefore, interviews in facilities shall be regulated to ensure the orderly and safe operation of the 
facility. 

II. DEFINITIONS 

As used in this document, the following definition shall apply: 

Representatives of the News Media 

Persons whose principal etnployment is to gather or report news for: 

A. A general circulation. A newspaper is one of"gencral circulation" if it circulates among the general public 
in the community in which it is published and if it publishes news of a general character of general interest. 
A key determination is ifthe paper qualifies for the publication ofle notices in the community in which it is 
located or the areas to which it distributes. Usually a newspaper considered, by law, a newspaper of general 
circulation and so qualified to publish legal notices must contain items of general interest to the public such 
as news of political, religious, co1n1nercial or social affairs. 

B. A news magazine of a national circulation, sold by newsstands and mail subscriptions to the general public. 

C. A national or international news service. 

D. A radio or television news progra1n of a station holding a Federal Co1n1nunications Co1n1nission license. 

III. PROCEDURES 

A. News Media Requests 

A news media representative who desires to visit or conduct an interview 111ust 1nake their request through 
the Sheriffs' office or the Executive Director's ot1ice. If the representative of the news media wishes to 
interview an inmate and had the permission of the Sheriff or Executive Director; then it is incumbent for 
that nutnber of the news media to obtain a signed consent fonn fron1 that in1nate's attorney of record. The 
Department will obtain the signed consent form from the inmate if he or she wishes to be interviewed. 

B. Facility Visits 

I. A medial representative shall make advance appointments for all visits. 

2. Media representatives may photograph programs and activities in the Department and meet with 
inmates engaged in authorized programs and activities. An inmate has the right not to be 
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photographed or recorded by the media. Visiting representatives of the media must obtain written 
pennission fi·o1n the inmate patticipating in authorized progran1s and activities prior to 
photographing or recording the inmate's voice. 

a. Use of the inmate's name, identifiable photographs or voice recording is not 
recominended. 

b. Attorney and inmate consent to contact with news media shall be required of media when 
requesting interviews, photographs, voice recordings and/or appointtnents to visit with 
in1nates. 

c. The original copy of the requests shall be placed in the inmate's file and a copy shall be 
sent to other media representatives. 

C. Personal Interviews 

Personal interviews with inmates shall be conducted within the following framework: 

I. An inmate may not receive compensation or anything of value for interviews with the media. 

2. Either an inmate or 1nedia representative 1nay initiate a request for a personal interview. 

3. Visits by media to conduct personal interviews are subject to the same conditions stated. A media 
representative shall sub1nit the request for a personal interview within a reasonable time prior to 
the proposed interview. 

4. Staff shall notify inmate of each interview request and shall, as a pre-requisite, obtain written 
consent from the inmate prior to the interview taking place. 

5. As a pre-requisite to granting the interview, an inmate must authorize the facility staff to respond 
to co1nments made in the interview and to release infonnation to the n1edia relative to the in1nate's 
co1n1nents. 

6. The Executive Director normally shall approve or disapprove an interview request within 24 to 48 
hours of the request. 

7. Interviews normally are held in the facility visiting room during normal weekday business hours. 

8. Interviews are not subject to auditory supervision. 

D. Press Pools 

I. The Executive Director may establish a press pool when the frequency of requests for interviews 
and visits has reached volu1ne that so warrants. 

2. When a press pool is established, the Executive Director shall notify all news media 
representatives who have requested interviews or visits not yet conducts. Selected representatives, 
admitted to the facility, shall conduct the interviews under specific established guidelines. 

3. Press pool selection by peers shall consist ofnot mare than one represent live from each of the 
following groups: 

a. National and international news services. 

b. Television and radio networks and outlets 

c. News 1nagazines and newspapers 

d. All media in the local community 

If not interest has been expressed by one or n1ore of these groups, no representative fro111 such 
group need be selected. 

4. All news material generated by such a press pool is made available to all media without right of 
first publication or broadcast. 
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E. Release of Information 

I. The Executive Director shall make factual prompt announcements of unusual, newsworthy 
incidents to local news 1nedia, i.e., deaths, major escapes, facility en1ergencies. The test of such 
messages shall be transmitted to the Sheriff as pa1t of the related incident report. Press releases that 
will attract wire service or national central press inquiry should be communicated by telephone. 

2. The Executive Director shall provide information about an inmate that is a matter of public record 
to - representatives of the 111edia on request. This infonnation is limited to: 

a. Natne of inn1ate 

b. Inmate number 

c. Division 

d. Age 

e. Race 

f. Conviction and sentencing data. This includes offense(s) for which convicted, court where 
convicted) date of sentencing) length of sentence. 

3. This information (a) through (h) !nay not released if confidential for protection cases. 

F. Press Contact 

The Executive Director or designee is responsible solely for contact with the press. Other staff members 
shall refer all press inquiries to the Executive Director or designee. 
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An inmate shall be allowed to correspond with anyone as long as his correspondence does not violate any state or 
federal law, except: 

A. An inmate shall not be allowed to correspond with the victims of his current or previous offense(s) unless 
they have given their consent in writing. 

B. Inmates of this Department may not be allowed to correspond with members of his/her immediate family 
who are incarcerated in other correctional institutions if those institutions refuse to allow such 
correspondence. In1nates of this Depart1nent can assu1ne that they 1nay send and receive tnail from residents 
of other institutions unless they are informed otherwise. 

C. Caution shall be taken to protect the detainee's rights in accordance with court decisions regarding 
correspondence. 

D. All inmates shall be notified of the receipt of all hard-cover books and shall be allowed to .receive and keep 
any book hard or soft-cover book from any source, as Jong as the book meets all lllinois County Jail 
standards. llowever, any hard~cover book which an in1nate chooses to keep shall have its covers re1noved 
after pern1ission is received fro111 the in1nate, and prior to distribution to the in1nate. 

II. DEFINITIONS 

As used in this document, the following definition shall apply: 

A. Contraband -Any item or material which may be used to harm an individual or negatively affect the 
security of the institution and which is, therefore, prohibited for possession by any inmate. 

Ill. PROCEDURES 

A. INCOMING MAIL Inmates shall be permitted to receive an unlimited number of letters, provided that, at 
the tiine of adtnission to the Depa1i1nent, each in1nate has given his consent in writing for correctional 
personnel to open and inspect inco1ning mail in accordance with Departmental regulations and other 
pertinent laws. If an inmate does not consent to such inspections, all mail addressed to that individual will 
be returned to the Post Office unopened and marked "Refused". 

Mail may also be returned in those cases where accurate identification of the addressee is not possible 
because of insufficient or incorrect identifying inforn1ation; therefore all in1nates are requested to infonn 
their correspondents to use natne, I.D. nu1nber, and living unit on all 1nail, in the 1nanner described here? 

Na1ne 
~~------~~~ 

DIVISION AND LIVING UNIT 

2700 south California Ave. 

Chicago, lllinois 60608 
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1. Incoming mail shall not be read, or reproduced but shall be opened and examined for contraband 
or funds. 

2. Cashier's checks, 1noney orders, certified checks, or bank drafts shall be recorded in the in111ate's 
trust fund account indicating the sender, amount, and date; cash shall be deposited in the Inmate 
Welfare Fund. Persons sending cash may obtain a refund by notifying, in writing, the Director of 
Financial Control. All cash not claimed will remain in the Inmate Welfare Fund until claimed, in 
writing, by the remitter. 

3. Incoming letters containing contraband shall be held for further inspection and disposition by the 
Executive Director. 

a. Contraband received shall be handled with care and labeled indicating the date of receipt, 
the name of the inmate to whom it is addressed and the name(s) of the person(s) handling 
sa1ne. 

b. The Internal Investigations Unit shall be notified and the items safeguarded in the event 
that they are to be used as evidence in critninal proceedings or disciplinary action. 

c. The items listed below cannot be accepted through mail for delivery to inmates. Other. 
although not described here, may not-be accepted if the Executive Directoi· classifies it a 
security risk. 

Adhesive tape 
Aerosol cans 
Alun1inu1n cans or foil 
Bar soap 
Batteries 
Candy 
Cigarette lighters 
Cigarettes 
Cigars 
Cosmetics 
Credit cards 
Dental floss, paste, powder 
Food 
Glass objects 
Glue 
I-lair brushes, Co1nbs, Picks 
Identification Cards 
Jewelry 
Keys 
Maps 
Marking pens 
Medicine or medical supplies 
Metal objects 
Nail file or clippers 

Paint, brushes, solvent 
Pencils and/or sharpener 
Pens 
Perfu1ne and siinilar toiletries 
Phonographs or records 
Pipe tobacco 
Pipes 
Plastic sentiment cards 
Plastic wrap 
Playing cards 
Puzzles 
Radios 
Sealing wax 
Staples 
Talcum powder 
Rollers 
Tape players and tapes 
Television sets 
Towels 
Twine or other binding 1naterials 
Wooden objects 
Wire 
Written co1nn1unication addressed to 
inmate other than addressee 

4. Inmates may receive books and periodicals subject to inspection by jail personnel. Upon receipt of 
any hard cover book, the personnel assigned to the mailroom shall Jog the date the book was 
received, the na1ne of the recipient, his or her identification number, his or her housing location, 
the name and address of the sender of the hard cover book, the book's title and the name of the 
employee logging this data. •This log shall be kept separate and distinct from any other logs 
maintained by the 1nailroo1n, and shall be known as the "I-lard Cover Book Log)). 

After Jogging the above required information, said mailroom employee shall promptly notify the 
inmate of the books receipt by sending a "Notice of Book Arrival" with the regularly scheduled 
1nail deliveries. The "Notice of Book ArrivaP' shall be 'in writing, and shall notify the intnate of 
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the date ofmailroom receipt of the book, its title, the date the Notice is physically given to the 
inmate, and shall also provide a space for the inmate to choose either: (a) to allow the hard covers 
to be removed by the mailroom staff so the inmate may receive it; or (b) to have the entire book 
returned to sender intact. 

The option to receive a hard-cover book without its hard covers must be exercised by the inmate 
within seven (7) days of his or her physical receipt of the Notice of Book Arrival, or the book in 
question shall be automatically returned with the covers on to the sender. The mailroom shall also 
record in the "Hard Cover Book Log", the date the inmate's response was received by the 
mailroom, whether the inmate authorized receipt, the final disposition of the book (i.e., whether the 
covers were removed or whether the book was returned), and the date of disposition The mailroom 
shall 1naintain and store, consistent with the record retention standards set fcnih in General order 
6-4, Section Ill(S) (!),all "Hard-Cover Book Logs" and all returned "Notice of Book Arrival" 
with elections made (or not made) by the inmates of the Department as to their choice of action. 
These records shall be stored under those names for easy retrieval, access and monitoring. 

!fan inmate chooses to have the covers of the hard·-bound book removed, then the mailroom 
shall remove the covers in a manner which will not destrny the contents and promptly deliver the 
rest of the book to the inmate with the regularly scheduled mail deliveries. If the inmate chooses 
not to have the covers removed, or fails to return the Notice of Book Arrival to the mailroom with 
his choice within seven days of receipt, then the book shall be returned to its sender intact with a 
statement on the return envelope that the book is being returned because the inmate did not 
authorize removal of the covers. If the book is returned for any reason other than the in1nate's 
choice to return it, the inmate shall also be notified that it was returned because the innate did not 
properly authorize removal of the covers. Compliance with this Section of Section I G.O. 14.10 
will be subject to, at a minimum, quarterly audits. 

a. The items listed below are acceptable only under -the following conditions: 

I. All books which have had their covers removed after notice to and permission 
from the inmate shall be delivered to the inmate with regularly scheduled mail 
deliveries; 

2. Photographs with applied backing if suitable for inspection; 
3. Paperback books, magazines, newspapers - limit of 3 per mailing; 
4. Clothing if mailed from 50 or more miles outside of Cook County, and if 

necessary and suitable for court appearance. 
b. Packages may be received only if approved by administrative policy and shall be subject 

to inspection before being delivered to the inmates. 
c. Packages containing contraband shall be held for further inspection and disposition by the 

Executive Director, as outlined in Section III, A.3. 
d. Inmates are not allowed to accumulate more reading material than is allowed by 

administrative policy. 
5. All mail shall be distributed to the inmate the same day it is received by the Department excluding 

weekends and holidays. A discharged or transferred inmate's mail shall be returned to sender. 

6. An inmate shall not be allowed to open, read or deliver another inmate mail. 

7. The Executive Director or his designate retains the right to spot check incoming mail when there is 
reason to believe that jail security may be impaired or mail procedures are being abused. 

B. OUTGOING MAIL Each inmate shall be permitted to send, at personal expense, an unlimited number of 
letters. 

I. Indigent inmates shall be given writing paper envelope, and stamps for at least one letter per week. 
2. Postage supplied to inmates is not transferable to another inmate. 
3. Inmates are obliged to seal all outgoing letters; unsealed letters will be returned to sender. 
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4. Inmates may not send packages by mail unless granted permission to do so by the Superintendent. 
Inmates shall provide the postage cost for mailing a package. 

5. Outgoing mail shall be collected Monday through Friday. Every effort will be made to ensure that 
outgoing mail is delivered to the U.S. Postal Service within 24 hours of its collection. 

6. While outgoing mail shall not normally be read, censored or reproduced, the Department of 
Corrections shall retain the right to spot check non·-privileged outgoing mail by the Executive 
Director designating one person to do so when it is believed that jail security may be impaired. 

C. CERTIFIED OR REGISTERED MAIL Inmates shall be permitted to certified or registered mail, 
according to the following procedures: 

I. Determination of the appropriateness of such outgoing mail shall be the responsibility of the 
in1nate. 

2. To send certified or registered mail, the inmate must have sufficient funds in his trust account and 
must attach a signed release of funds form to the envelope for the application of proper postage 
and deduction of postage charges and other costs from his trust fund account. Blank forms for 
release of funds are available from Caseworkers and other staff members. 

D. PRIVILEGED MAIL. OUTGOING: Outgoing letters from inmates to persons or organizations listed below 
are privileged communications and should be sealed by the inmate prior to submission for mailing. Such 
letters shall not be opened the Department of Corrections staff before mailing and shall be dispatched 
promptly. 

I. Elected or appointed federal or state officials including any U.S. Senator or Representative; any 
Federal Judge or the clerk of any of the Federal Courts; the Governor of the State of Illinois; any 
Illinois Circuit, Appellate or Supreme Court Judge or Clerk of that Court; the Illinois General 
Assembly or it's members of the Illinois Attorney General. 

2. The Director of the Illinois Department of Corrections; the Deputy Director of Operations of the 
Illinois Department of Corrections; the chiefofOperations of the Illinois Department of 
Corrections; the Chiefofthe Bureau of Detention Standards and Services of the Illinois 
Department of Corrections; the Chairman, Executive Secretary and members of the Illinois 
Prisoner 

3. Any attorney currently licensed to practice law. f 

4. All correspondence addressed to legal aid organizations and any other organization whose official 
declared purpose is to provide legal service to inmates. These letters may be addressed either to 
para-professional personnel at the organization or to the organization's office. 

5. Members of the news media. 

E. PRIVILEGED MAIL INCOMING: Incoming mail from persons or organizations identified in the 
preceding section may be opened only for the purpose of verifying the addressee and the addresser and to 
ascertain that nothing other than legal and/or official matter is enclosed. Mail opening must be in the 
presence of the itunate. 

I. If the letter does not contain contraband, it shall be handed directly to the addressee. 
2. If the letter contains any contraband, it shall be held for further inspection and disposition by the 

Executive Director, or his designate, as outlined in Section III. A.4. 

F. DISCIPLINARY DENIAL Inmates shall not be denied mail rights for disciplinary purposes, except that 
serious violation of1nail regulations 1nay result in close scrutiny. 

G. RELEASE. TRANSFER OR DISCHARGE A released, transferred or discharged inmate shall be permitted 
to take all personal mail. 
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1-l. INMATE OBLIGATIONS Inmates are obligated to inform correspondents not to send them cash or 
contraband. 

I. Under no circutnstances shall an inmate be allowed to order clothing, toilet articles, or any other items fi·on1 
a store or merchandise firm to be delivered to the Department. All such items shall be returned. 

J. The Depatiment mailroom shall only accept mail to inmates and the administration. Under no circumstances 
shall the Department address be used by any officer/civilian unless that person has written permission from 
the Executive Director or Sheriff. Any letters or packages received by the mailroom and addressed to an 
employee not authorized by the Executive Director or Sheriff shall be returned. 

K. VIOLATIONS The following establishes disciplinary procedures pursuant to sections I 111--4; and Ill 
4.a.l sections of this order. The first violation of this order shall subject the employee to summary 
punishment, minor infractions. In the event of a second violation, the employee shall be subject to Major 
Cause, which is a more serious violation which may entail separation from the Cook County Department of 
Corrections, pursuant to existing General Orders. 


