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lntrpductJon 

This booklet has been prepared fer use by the transient offender assigned to the Adult Reception and 
Diagnostic Center (ARDC) at Elayn Hunt Correctional Center. It contaJns rules, procedures, and general 
lnfonnatlon which will affect him during his stay at this facOlty. 

An ARDC offender Is encouraged to seek fellow-up lnfennatlon or, In some cases, more specific 
lnfonnatlon concerning a departmental facllty, Its programs, workings, etc., from the Clasatftcatlon 
Department at the facility he Is tranSferred to from ARDC. 

The contents of this booklet will be reviewed periodically and updated as necessary. 



.. 
. ,. -

• ,. "' - + ... - ~ - I 

lnJtlal Rlctptlon 

The documents contained In the records of offenders received at the Adult Reception and Diagnostic 
Center (ARDC), as well as any transfer ordera, will be reviewed by the Clasafflcatlon and Records 
Departments at the time of Intake to verify that each offender Is legally committed to the Institution. 

. . 

Shortly after being proper1y received, all offender& will be required to shower and shampoo and to undergo a 
thorough search of their peraon and their property by security personnel. All Items which an offender has In his 
poa888Slon, lncludlng funds, wll be Inventoried In his presenc8 by memberB of the ARDC Intake team. Offenderw 
Incarcerated In the Loulalana Oeputment of Corr9cllons may have cettaln Items In their poaseaslon In accordance 
with departmental pollcles. Thos8 allowable Items which an otrender la not allowed to haVe In ARDC wlU be stored 
until the offender la tran&femKI to another lnatltutlon from ARDC. Those 1tems not allowed by the Louisiana 
Department pf Corrections Prnperty Ust for Adult Offenders will be disposed of or sent home at the otrander'a 
expense In accordance with DOC Regulation No. C-03-007. Generally, unacceptable Items of clothing wlll be 
disposed of. Offenders will generally be allowed to keep the faUowlng personal belongings: shoea [one (1) pair], 
shower shoes [one (1) pair], socks [three (3) pair], pictures [tan (1 O)], lettara/greetfng cards(20) , writlnq materfal, 
legal matertat. booka [three (3)), T-shirts [three {3)1 under-shorts [three (3)). and a bible. It should be not8cl thllt 
the st.t. doa ·not 81f8Um• any llabllJty for any perwonal clatblng. Ofrenders should note that the total 
property In their pos88881on Including canteen purchases, perwonal property and stale Issued Items must not 
exceed the capacity of the stcrage space which they are allotted. Any fUnda which offender8 have In their 
possession wll be placed Into their accounts. Th~ lnstlbJtlan's/ Department's llablllty for any lost offender prnperty 
will be limited to replacement with state Issue where state Issue Is available. In all other categories, llablllly will be 
subject to a maximum value of $50.00 unless a lower value Is speclflcaUy stamd. Therefore, the offender 
population Is hereby put on notice that all of their personal property Is subject to these limitations regardleaa of Its 
actuaJ value. 

The offendera and members of the Intake t8Eln wll algn racelp1& Indicating the disposition of all ~!191nga which 
have been Inventoried. The offender& wUI be given copies of these recetpm. It la the offenclerta rnponalbDlty to 
retain these receipts throughoirt his Incarceration. 

It should be noted that clean laundered cJothlng will be provided to each offender by ARDC, as needed, during the 
property Inventory. 

Each offender wlJ receive from Security an ldentfficatlon card with hie departmental number and wll be required to 
take a commitment photograph. An offender being photographed will be requtred to be clean shaven and may be 
required to have his hair cut for Identification purposes prior to taking the photograph. If fingerprints are required, 
they will be secured at this time. 

It may also be required far any Identifying marks or other unusual physical characteristics to be noted. 

Requests to replace an Identification card should be sent to the Captain of the Intake Building. These requests 
should Include a property completed withdrawal slip for $2.50. Replacement of worn out Identification cards will be 
made by the Intake Bulldlng upon vertflcatfon d need. The offender must present their old card. 

During the lnltfal reception process, each offender wfll also be seen and Interviewed by Classification and 
Psychologlcal Assessment staff, and the Education Department He will also be lntefviewed and examined by the 
Medical Department The offender should take this opportunity to lnfann these departments of all significant 
factors which might affect his welfare. 
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At the end of the Initial reception process, the offender will be assigned by staff to appropriate quarters at ARDC 
based on such fa:tors as his Instant otrense, sentence, crlmlnal history, welfare concems, medical condition, 
conduct whDe Incarcerated and available bed apace. Offenders may be temporarily housed In Administrative 
Segregation pending avallablUty of regular ARDC bed space. 

Classification wfD provide assistance to an offender In notifying his next of kin and family of his admission upon his 
request 

Diagnostic Procm 

After Initial reception, ARDC o11'end~ will be tested and lntarvlewed and given a more extensive medical 
examination by ARDC staff. N. the end of this diagnostic process, the ARDC staff will delarmlne the appropriate 
type of departmental faclltly to which the offender should be transferred from ARDC. The length of time which an 
offender might stay Ill ARDC generally does not exceed four (4) waeks. 1 

However, offenders may remain In ARDC longer, depending on their lndMdual circumstances. There Is no time 
llmlt on how long an offender may remUi In ARDC. 

Special cases,· such as evaluations for maintenance, parole, State Polee, etc., wlll usually be housed at ARDC for 
a shorter period than other offenders. M the end of the evaluation process, they wlll either be ~turned to the 
lnl&tltutlon from which they arrived or transferred to another faclnty once bed space I• available. (See alao Parole 
Board) 

Accm ID Stall 

If any problems or posslble problems a"'e whne In ARDC, a staff member should be contacted as soon as 
possible. If problems are expected with other offenders or If an offender has had problems In the parfah jaU or 
elaewhere, the offender should be sure to bring this to the attention of a classlftcatlon specfallst or staff membli'J'. 
Upon the request of an offender or upon l&li.mnce of a Protection Request Fann by appropriate lnstiM!onal staff, 
An offeilder may be placed In AdmlnlatrallVe Se9regatlon for h.la ~ andlor the protection of othens until the 
Dlsclplnary Oftk:er/D1sdpllnary Board can r9vlew the circumamnce&.and ~mmend appropriate action. An 
offender tnay request Protection through any security offtcer. (Sea -Procedures for Resolving Offender Problems" 
Wtlich la attached). 

Cla!alflcatlonlniervfaw! 

A cfaaslficatlon specialist ~II usually Interview each offender at ARDC. lhe offender will be asked by a 
classJflcailon specialist to provide lnformatf0n about ijls ~ history, skills, education, and family. The offender 
should fully and completely provide the names of the members of his Immediate family duriilg this Interview. All 
such Information about the offender wUI be complied Into an Admtsslon Summary. Each offender wfll also have 
the opportun~ to speak with the classification omcer about any concerns he may have duong this. Interview. 

Med lea I 

See medical Information sheets entitled "Medical Information for ARDC/EHCC Orientation Manuals", "Oral 
Hygiene Instructions•, and "HIV, AIDS, and Hepatitis B and C Handout for Offenders" which are attached. 
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pmholoq1cal Aaapment 

The ARDC Assessment Department, composed of Psychologists and Associates to a Psychologist wm Interview 
mid test all arriving offenders. 

Mental HMltb 

Mental Health and 80Cfal seMces are avalable through the Mental Health Department Al ofJanders are 
Interviewed, and those with a mental health hl&tcry will be fellowed regularty. Those that do not have a history can 
request services should the need arise. ft la Important that when you seek services that you provide the ataff with 
the necessary Information so they can provide you with the most effactlve treatment I service. It Is Important not 
to make unwarranted mantaJ health emergencies. which could result In dlscfpllnary action agalnst you. 

Conftdentfallty wll be maintained except fer the fellowing reasons: 

A. When there la a threat of physical violence 1o oneself or others. . . 
B. 'Mlen chlld abuse, elder abuse • or abuse of a disabled person la known or suspected • 

C. When threat to the security of the lnetftutlon Is known or suspected. 

D. 'Nhen an Intention to evade or escape the custody of the Institution is known or suspected. 

E. In any other ln8tance8 as raqulred by law, such aa upon order of the court of subpoena. 

Chaplllnpy 

The chaplaincy pl'DVfdes counseling to offendara at ARDC. An offender should consult the bulletin board In his 
tMng quarters for amouncements. A chaplain can be contacted by wrtttng to the Chaplain's omce. 

Conduct 

'Nhlle In the ARDC, offenders should follow the pollctes contained In the "Dlsclpllnary Rules and Procedures for 
Adult Prisoners", which they are l88Ued and this orientation booklet Offenders are required.to sign and date 
receipts for these Items. Offenders are also expected to follow aD rules, regulations, posted pollctes, and verbal 
ordera whDe In ARDC. My offender who has dlfftculty In reading or understanding the rules which he la lnued 
should contact a claaalficatfon omcer and request asafatance. V\'tlen a literacy problem exists, a classification 
officer or other appropriate staff member will assist the offender In understanding his orientation Informational 
pack~ . 
An offender's conduct In ARDC wDI help determine the faclDty to which he wlll be assigned. Major Incidents and 
Infractions Involving violence. sexual misconduct, defiance, aggravated disobedience, possession of contraband. 
and &trongarmlng wll not be tolerated. These Incidents andlor a pattern of these Incidents, could result In the 
transfer to a maximum security facility and In failure to earn Good Time. lhe schedule for DlaclpHnary Board 
hearings at ARDC Is attached. 
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Spual Aalult 

Sexual contact between offenders, staff, v1sltors, contractcrs, etc. Is strictly prohibited. Offenders must report any 
Instances of sexual advances, thfB!ils or actual acts of harm or sexual assault to EHCC staff. If you feel you need 
protection from any of these aHuatfor\s, you may contact security and request protective custody. AddlUonally, if at 
any time you are a victim of or you are threatened wtth sexual abuse or assault, you can report the Incident m any 
staff member. Treatment and counseling are avallable to any victim of sexual abuse or assault If an Instance of 
sexual advance, assault, or harm occur and you wish to obtain treatment from Mental Health or you want 
additional Information. you should follow the procedures for accessing Mental Health staff. Refer to Institutional 

· Polley #400-C4 for further details. 

PO!t!d Pollcla 

Posted Pollclae contain apeclllc lnfonriatlon for daHy ftfe In prison. Pollt8d Polklaa ar. lnltfaly placed In 
ARDC Jiving quarters. Coples of all such pollcl• are avaUabl• In the Legal Aid Office and can be viewed 
via an offender counaal. Offend.,. having queatlans or concern• ragSnnng th•• poltcln should write to 
the Deputy Warden'• for AdmlnlstratloolOp~na Office requesting to speak with an ol'fander counsel 
substitute from the Legal Aid omc.. All offendera ara rwqulrad to famlllarlze themaelv• with theae 
policies and will be held l'Mponatble ~r their contents. 

Rntltutlon 

· Offenders found gullly through the dlsclpflnmy process of damaging or destroying property, theft, causJ111 or 
attempting to cause lnj\lry to hlmsetf, other offender& or department personnel. escape, having a positive drug test 
or having a pattern of falsely alleging Injury or IHneas with the result that medfcaf expenses are Incurred may have 
to make financial restitution. Restitution may be .Imposed In accordance with Department Regulation No. B-05-003 
"'Imposition of Restttution" and Is not considered a dlsclpDnary penalty and may be assessed In addition m any 
other permlaal>le penaltles. 

Forfeiture of Goocl Dme for Significant Dl!clpllnarv Otfan• 

In accordance with La. R.S. 15:57.4 (8) and (C) : 
1. An offender who escapes may fcrfelt au good time earned on that portion of his sentence served prior 

to the escape; 

2. An offender who commlta a Schedule B dlsclpllnmy offense and f8 found guilty by a 
dlaclpffnary 

board may loee up to a maximum of 180 days good time for each violation. 

Offande1'8 having question• or concerns regarding thla matter ehould writa to the Deputy 
Warden for Programs Office requesting to speak with an offender counaal aubatltuta from 

the Legal Aid Office. 
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Log or Incentive WM" 

Loss of lncenttve wages for up to cne year Is an authorized penalty for any Schedule B Offense. for those 
offenders earning lncenttve wages. M. EHCC this wUI be Implemented In Increments of 11D 12 weeks per offense. 

VJaltlna . 

An otrender In ARDC In excess of thirty (30) days who wishes 1D visit with his Immediate family, he named when 
he was lntervlev11ed by Cl9ssJftcatton, may do so by notifying theARDC ClassHicatton Manager In wrtUng by 
Tuesday of the week prededing the first desired vlstt. Unless notified to the contrary, the Immediate family 
members you named wlll be ellglble to visit on Saturdays or Sundays fn accordance with Institutional vlaltfng rules. 
You are responsible for notifying your vlsltars as 1D the rules. _Offenders In ARDC from other DOC Institutions on 

a temporary basis may visit In accordance with their approved visiting net. after 7 days in accordance with I. P. 
400-C2. Visitors ara limited to 2 vl•lta per month. · 

Atlomey vlslta are scheduled through the office of the Assistant Warden for Securttv/Support. . . 
Note: Offenders who 8119 found guilty Of drug reJatad or visiting related contraband offenses era subject to being 

placed on non-contactvfsltlng status. AddltlonaUy, visitor(&) bnnglng In drugawiO be subject to permanent 
tennlnauon of visiting prlvlleges. 

T!lephaneUHge 

Phone calls are subject to being monitored and/or recorded. ..Use• constitutes '*consent". It Is the offender's 
re&P,OnslbD(ty to advise all other parties that conversations are subject to being monitored aod/or recorded. The 
system wlD automatlcally broadcast rnesaagea that the call la originating from a correctional faclllty. 

Calls placed to an atlDmey during regular business hours (8!00 AM. -4:30 P.M.) Wiii not be monitored. 

A telecommunlcatlons device for the deaf {TIY) machine Is available for offenders classified as hearing lmpalred. 
TTY calls wDI be routed through the appropriate relay center. Non-hearing _Impaired offenders ~ng calls tD the 

hearing Impaired will not be given access to the TIY device. Such calls will be made from the standard offender 
phones placed through the approprfate relay center. 

An Identification number, which.shall be the offender's DOC number, la required for access to the phone system. 
Use of a DOC number other than the offender's own to gain access to the telephone system Is prohibited; Rule 
30L 

Offenders may have a maximum of 20 approved telephone numbers, Including attorneys. Offender's phone calls 
will be reatrfcted to his approved list Placfng telephone numbers on offender's phone list to benefit an offender 
other than himself Is prohibited; Rule 30L 

Offenders are pennltted to submit phone lists only during the approved ellglblHty periods for the state factllty where 
he Is housed and In accordance wit the faclllty1s posted policy. Phone lists will transfer with the offender from 
ARDC to other State facilities. See Phone list Uodate Schedule below. 

Requests to add attorney numbers may be made as needed on a reasonable basis. 

Three-way phone calls are strictly prohibited. CaU forwarding Is prohibited. Calls to cell phones are prohibited. 
~ . ... . .. .... ~ -

All calls are collect. Calling cards will no work with offender telephones. Toll free numbers and 900 numbers are 
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prohibited. catla to "passive" answering systems such as voice mal, answering machines, faX machines, pages, 
etc. will not be connected. Cana to blocked and/or reatr1cted nuri>ars wlll no be connected. Calls will not connect 
until the caUed party accepts the call. Billing does not begin untl the call Js accepted. 

Offenders wlll not be alkwled to use the phone for the first seven (7) days. Class A, B and C otrenders wtll be 
allowed to make collect calls after one week. 

Any ARDC offender wishing to make a call to his attorney must request to do so through the donnltory officer, 
Compound Lieutenant, or Captain befcre 4:30 pm. 

' 

Offenders needing to make International caJls should contact the Unit 4 Manager. 

All calls~ limited to 16 minutes. A one minute warning wlU be given after 14 minutes. The call wlll automatically 
tennJnate when the 15 mlnuta limit Is reached. . .. 
Emergency phone calls may be requested through the donn oftlcer and must be approved by the Compound 
Supervisor. Messages wfll not be accepted or relayed on a n>UUne bases for any offender. 

All requests to use the TTY are to be made to the Shift Supervisor to accommodate evening, weekend and holiday 
cans. Instructions on the use of the TIY machine are avaJlable within the unit Legal calls using the TI'Y machine 
can be requested using the same procedure as descrl>ed In the EHCC Posted Policies for general population 
offenders. 

All offender& have acceaa to the 'Crime stoppers' tip hotllne by clallng "Tl# when prompted to •r the telephone 
number. Cella to thJ1 hotHne are not record. Thla does not count against the offender's twenty (20) number llmlt 
Phont Litt Updatl Sch!dult 

ARDC offendera from non..state facilities must complete and submit a Telephone Request form to the Offender 
Phone Rep within seven (7) days of admittance. Offender wlK not be able to make phone calls until a property 
completed, signed phone list Is received and processed. 

ARDC Offenders may submtt a replacement list as necessary. 

Prpcedure for.SubmJttlna Phone List 

If no change Js needed, do nothing. If a change I& desired, offender must submit a complete new list including 
every number the offender wants to call. Mdldroo Is not cemlltted. The offender Is allowed a maximum of 20 
numbers (not lndMduals) Including attorneys. 

f!lm offender name, Doc number, and donn on the Offender Telephone List form. 

Include all the numbers you want to caO, (typically wife, chlldren, mother and father, brothers, sisters, fianc:ee•, 
lawyers, friends, etc.) Add/drop ls not permitted. Thts foml wfl reDlace any previous lists. 

Print clearly using blue or black ink. Put one number per line. 

Put the AREA CODE for au telephone numbers. The AREA CODE must be included as part of the telephone 
number even If the number Js local. Numbers without area codes will not be accepted. 
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List the offender's relationship to the petson(s) being called and the name(s) of the person(s) being called. 

§lgn and date the fonn. Unsigned forms are not accepted. 

Fold the form In half so that the 110ffender Phone Reptt address ls showing and place In th• fann mall. 

Be sum the fonn ls complete and the numbtp BCI CJ011!Cf before tumfna In the list. 

otrender•s name, DOC number, and signature are require~ on aD phone llst requests. Unsigned forms will be 
reject!ld. Be sure all the numbers yau want to call are Usted and the numbera ai'8 correct befcn:t fuming In the 
request fonn. Qnly one list submitted during the ellglblllty period will be accepted. Number& left off the new quarter 
Hst. Incorrect numbers, etc. Will not be added or changed. Incomplete, Invalid, and lnaftglble telephone numbers 
will not be approved. Telephone numbers without ftrst and last names can be disapproved. 

Offender Is responsible for his Ust Coples wlll·not be provided. Out&lde callers are not pennltted to add or change 
the offender's phone Ust or deal with problems regarding the .clfen~s list. Iola of Pffvlleges, etc. Offender must 
folow the steps In the Trpub)e Sbootina aectfon to resoJve any Issues with ~s phoJ18 Hst 

Attomev Ttlephon1 Nymbtl! ~ . 
Requests to add or change attorney phone numbers oytllde the e8glbU!tv oeriod must be made In writing tD the 
Unit 4 manager and must Include 2D!Y..the attomey(s) name(s) and telephone number( a). 

lndla,nm, 

lndtgence la deftned as not having suftlclent funds tD qover"tha cost of a requested Item. Avallable funds wlH be 
taken at the time of the service and the offender will owa the remainder until such time u funds are received. 
Thia pertains tc many services Including but not Dmltad tD ~ care, legal auppllel, legal postage, poetage and 
legal coplee. 

· cfori;t@nd!nce 

Offenders will generally be alloWed to send and tc receive l~tters tom all persons. All offenders will be required tc 
algn a form so that offender meD can be delvered to the Institution. 

Letters to the following ldentHlable p8rtles may be sealed an~ not be subject to tnspectlon: courts, ~ 
attorneys. thet Secretary. Deputy Secretary and/or Assistant Secretary of the Department of PubDc Safety and 
Corrections, probation and parole offlcers, attorneys, local state and federal law enforcement agencies and 
oftlclals. All other letters shall be posted unseSied and may be Inspected for contraband. Incoming non-legal mall 
Is lnapacted In the Malln:>om for contraband. Incoming legal mall Is Inspected for contraband In the presence of 
the offender. · · 

AD outgoing lette~ via U.S. Mall must have pi:oper postage and proper return address on the envelope. Indigent 
offenders shaD be furhlshed with material, Including postage, to send all legal and official correspondence and two 
(2) personal letters each week until such time as fUnds are received to cover the expense. The Institution Is not 
required to provide postage fOr registered, certified, or special delivery mall. Mall collecUon areas ara avaflable In 
each living quarters. 

Any offender needing assistance In notifying his family of his admission or In otherwise lnttfatlng and/or reading 
correspondence should contact a classification specialist . . 
Offenders In Administrative Segregation or Dlsclpllnary Detention/Isolation are not allowed to have postage 
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stamps. Offenders In Administrative Segregation can make canteen weekly to obtain postage; however, the 
fattens must be ready to be maled then. Their legal mall can be sent with a drawsllp to the maJk'Dom. In the case 
oflndlgency, all 
legal and up tD two (2) personal letters per week wtl be malled by the Institution until fUnds are received to cover 
the expense. 

Paclatqa 

Offenders will not be allowed tD receive packages whle they are housed Jn ARDC. They should lnfonn their family 
and friends Of this polcy. 

. Fund• pd Offend!r Ctntnn 

Offendsrs will be aDawad to purchase lterhs from ths Offender canteen qt approved times after the funds they 
have are aedJted to thetr accounts. This generally takes three tD ftve days from the day deposits are received. If 
funds must be sent, they should be made out payable to the offender In the fprm Of a money order or bank 
cashiers check and maled to: Caehler, Elayn Hunt Comdonal Ce(11Br, P.O. ·Box 174, st Gabriel, Lblislana 
1ona. frt the evdrl!'" ~nacceptable mon9'/ o~ la f8C?Slved In the offender mall, th" ~ letter.wll be returned 
to sender. The offitrider's full name and number must be wrttten· on the cashier's check or mol'l9'J order. Cash 
and personal checks wlll not be accepted. The sendsr's name and address must be on the money order. Any 
alterations to money orders wtD render them null and void and It will be returned to sender. 

In purchasing Items from the canteen, offendei's should again note that their 1Dtal property accumulation, Including 
personaJ belongings and-state Issued Items, cannot exceed the capacity of the storage space aJJotted to them. All 
procedures involved In the ~nteen p~ ~to be folkMed as set out In rules and policy. 

Dreg Requ1eon!IP8!!ona1 Hvalana 
Offenders In ARDC will be Issued three'(3)1urripa\i Bnd two (2) towels. Upon transfer from ARDC the offender 
~ leave In O!'le jumpsuit On the night prior to transfer from ARD<f the offender wtn ·return two (2) Of the jumpsuits 
8nd the two (2) towels. He wlU wear the rema~lng jumpsuit to tt)e raceMng Jnatitutlon. Offenders who do not 
return the jumpsuit& and I or towels wfD be charged with Rule# 17 Property Destruction. Offenders are sxpected to 
wear the clothes tf:19'J t)ave been Issued or allowed In the 1J1Stler preacrfbed by rule& and policy. Their personal 
hygiene and appearance ahou,ld also be ~o_ mBlntalf'ed. · 

• y 

" ~ 
All offenders needing free legal ad\>l'be and/or a&Blstance from someone other than an attcmey should write to the 
Deputy Warden for Programs Office so that they can be scheduled to meet with counsel substitute. 

legal phone calls can be reque&ted thfough security. See Posted Policy for.Information relative to particular 
dormitories. . 

Legal copies can be obtained by sending the documents and a drawsllp to the Records Office. 

Legal supplies are available for sale to the offender population In the canteen. If t11s offender la lndlgsnt, le.has 
Insufficient funds In his accoun~ he may request supplies for legal work from his classlftcatton specialist or by 
wrttlng to the Classification Department Supplies wlll be provided by the Institution until funds are recalved to 
cover the expense. 
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Offenders nee<lng notary servlcel far matlarl Involving the Department of Public Safety and Correctlona or Its 
Secretary can obtain these services at no coat by contacting their classHlcatlon speclanst or by writing to the 
Claaatncation Department Those needing notary services for other matters can complete an Offender Vv'lthdrawal 

Request form and submit It to the Deputy Warden far Programs' Offtce. on the form, otranders nust Indicate 
where the document Is • the number Of documents they wish to have notarized and the total amount Of the 
withdrawal. They must also Indicate ''Notary11 In the vendor section of the withdrawal form. The coat of such 
notary services Is four dollars ($4.00) for each document to be notarized. After the withdrawal clears, the 
offenders will be placed on calk?ut to meet with a ll~nsed notBJy. 

Bt•meDlln 
All offenders wlD be given their release dates o.e. parole, If ~ good time, If eligible; and run term) after they 
have been received by the Department either by AROC ·or the receMng Institution. 

. Biik Al!wment-lama I . 
• •· \. I • 

While you are here In ARDC, you wUI be reyl~ 6y the Classlflcatlon and Mental Health department& to assess 
your risk level using an lnstrµment called Lama II. Tbls Assessment will look at factors which may Indicate your 
potential for success In prison and when you are released. 

How well you behave while Incarcerated B'ld your l>arUclpatlon In eelJ.help and educational programs will be 
documented and will affect your sultat;lllty for mlnlm1:1cp cuatcdy job& and housing assignments. It wlll be 
evaluated to determine you~ sultabfllty far Jll'f'OIB, cferi\ency1-transfer to minimum security faclliUes, work release 
programs and post-raleaae·programs lh the community. 

Your risk factor may ctiSnge over time during your in'~ baaed on your behavior and participation. A low 
risk are Is good. A high rlak score la not good. You will be advl8ed ~your risk level score by a Clasalftcatlon 
apeclaflllt when you arrfva at your permanent prison. Lama II wll be repeated at several points throughout your 
Incarceration. 

You have the power to Improve your chances. for S\ICC&SS by ~tlon ahd good behavior, or negatively affect 
your chances by bad conduct and lack of participation. Please keep this 1n mind from this day forward. YOll' good 
conduct should begin now and your positive program participation should begin when you are assigned to your 
permanent prison. 

Parol• Boanl 

An offender who Is eligible for parole generally meets the Parole Board one (I) month prior to his parole eliglbUlly 
date or as otherwise scheduled by the Parole Board. A classification specialist will contact the offender prfor to hfs 
meeting the Board In order to complete necessary forms and to pass on useful Information. Those offenders who 
are potential straight parole violators wlll usually meet the Parole Revocation Board within a month of their arrival 
at ARDC. If an unrevoked parole violator remains In ARDC In excess of two (2) month•, he can be considered tor 
transfer to Hunt Coriectf onaJ Center or to another Institution pending disposition of his case by the Revocation 
Board. . 

The Parole Board may go Into "Executive Session" to discuss each offender's case following his parole or 
revocation hearing. 

Offenders should contact a classification specialist If they have any questions concerning the parole process. 
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Pardon Board 

An offender can apply to the Louisiana State Board of Pardons for consideration for possl>le corrvnutatk>n of 
sentence. A cJaalflcatlon speclallst can fUmlah an current lnfonnatlon regarding the Pardon Board Including the 
details necessary for being considered by the Board. f1owever, slnCQ an ~nder's stay In ARDC Is ao brief, It Is 
~gesl!ld that he direct his Pardon Beard Inquiries to the staff of the lnstttutlcn k> which he Is ban~. 

Seltctlve Strvk:e Realltqtkm 

Section 3 of the Mlfttary Service Act requlraa that al male U.S. citizens and male alen& (except aUens lawfully 
admltled to the U.S. as non Jmmlgranta on vlsu)"tesldlng tn the U.S. and Ha tenitDries who are 18 through 25 
years of age, must register with the Selective Service System and me raqund to do ao within 30 days of their 18th 
birthday. Fallura to reglatBr 18 punishable by up ta 6 years In prtaon and/or a $250,000 flne. 

Though Selective Service System registration la purely voluntary on an offender's part whle Incarcerated, It_ would 
be ta hia advantage to register now (If he ha not previously registered). Men who faU ta register by law may Jose 
valuable benefits or prMlagee, such aa job training funded by federal funds and student flnanclal aid under TIUe N 
of the Higher Education Act (thta tncludea the Guaranteed student Loans and Pel Grants). The opportunity 1D 
work for the Fedenll Gdvemment. tncludlng the U.S. Postel ServlCa, and the prMlege Of becoming a U.S. Citizen 
may be dented ta eligible men tf they falled ta register. 

Many states. have passed leglelatfon slmffar 1D that Of the Federal Government. ffnklng ~lectlve Service 
reglatratlon ta state tlnanctal student aid and etate e~ent Addtuon~lly, a number of priYala employers, local 
government agencies, police departments and state bai' epcamlnens ma requitng their appllcanta to be In 
compllance with the registration requirement as a eondltlon of eDglbmty. 

otrandera should contact their ~J'.I •~If they would like to ~r while Incarcerated or.If they 
have any queatlona regarding lhla matter. After"raleaae, If they am under age 26, they have 30 days In which ta 
register. The Selective Service Registration Information Office can be reached by calJng 1-SOQ.821-5388. 

Panmta'Rlaht! 

Louisiana law provides that your rights as a parent can b8 permanently termilated under certain circumstances. 
'JVhen parental rights are tEirmtnatad, a parent loses all rights to any control over his or her minor child or children 
(Refer to the Louisiana Children Codes for the detans of Loul&lana law on termination of parental rights). An 
offender legal counselor can asslet lf there are questkma regarding this matter {See "Legal"). 

IMPACT Proeram 

IMPACT Is a two patt program, consJstlng of a period of IBO days of highly regimented. tightly structured 
Incarceration {adhering to a mHltary model) follOYled by up to ~Ix monih'5 of placement In a work release center, a 
residential substance abuse halfway house or dlrecUy home. When returning home, they are under Intensive 
parole supervision for at least 6 months. 

In addition to other elglblllty criteria, the offender must have been recommended for IMPACT by the sentencing 
court or Identified by ARDC staff as appropriate for the program. Offenders Identified as appropriate who are not 
recommended by the Court will be contacted by the Classification Department 

Any questions concerning the IMPACT Program should be directed to a classlftCation specialist 
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IREATMEtfT CENTERS 

"Blue Walter&• Is a substance abuse treatment centar located il Concordia Prison far offenders In their last 12 
week& of Incarceration who could 6eneftt from Inpatient Substance Abuse Treatment Parole violators can alao be 
sent ID •91ue Watters•, In lteu of revocation, tr recommended by·the Parole Board and othef)Nlse eligible for such 
placement Offendens lnterasted In going ID -Slue WaJlera• should •the Substance Abuse Coon:llnatcr. 
QuaDftcatlons for "Blue Ws1tera• Include the follawlng: ' 

1. Have a hlslory of alcohol/drug use. 
2. Alaeased by a Substance Abuse Coordinator and deemed amenable to substance abuse treatment 
3. Have an appropriate lnstltutfonal work and dlaclpllnary record. · 

Contact your Claaslftcatlon specialist for further Information. 

DIDartmtnt of Public Safely Md Correctlont Facllltfn 

Allen Cornctlonal Center- located In Kinder In ~uthwes1am Louisiana. 

Avor.rlea Correctlol1lll Center-lor.ated In Cottonport In central LouElana. .. 
Dixon Corractlonat lndtuta - located In Jackson In aoutheastem Louisiana . . ,,_. 
l!fayq Hunt ComlCtlonaJ Center Cornctlonal Center- located.In StGabrfel on the grounds of the Hunt 
Reception and Diagnostic Center (ARDC). 

Louisiana state Penitentiary .. a maximum aecurtty faclDty located In Angola which Is near Sl FrancllVllle. 

David wade Correctional Canter- located between Homer and Hayneavftle In northwestern Louisiana. 

Raybum Cornctlonal Center .. located In Angle tn eouttlB8ltem Loulllana. 

Winn Conwctlonal Cant.r .. located In Wlnnfteld In north central Louisiana. 

*Revised 10/2012 

. Clptlna Not! 

There are classification speclaftsts available to all offenders assigned to AROC. If an offender has any questions, 
concerns or problems, he should contact a classification specialist for assistance. The omcera can be reached 
when they are making Uvlng quartens visits or by writing to': ctasaiftcation Department, AROC. When writing, It Is 
helpful for the offender to briefly state why he needs to see a classtftcatlon specialst 

Specific concerns should be resolved by following the guidelines Which are contained In the attached 
memorandum from the Secretary of Corrections entitled "Procedures for Resolving Offender Concerns". 

Dally Schedule 



5:00~.M. 

7:00A.M. 

Approximately 
10:15A.M. 

12:00Noon 

ApproXlmately 
3;30 P.M. 

5:30 P.M. or7:30 P.M. 

8:30 P.M. 

10:30P.M. 

, . 

Offendans ~ required to begin their day by promptly making up their bads, 
claanlng their calla, getting dresaed and eating breakfast. 

Woi:k Call, caJlout for psychological tasting or medical evaluations ara 
announced. 

Retum to unit for lunch. 

Return to work. 

Return to unit and evening meal. 

(Depending on the time of year) Showering, cleaning lfvlng quarters and 
using the phon_e. 

(Mond~ys Only) ReHgloua Sarvlc• 

Lights and-phones ua turned off. The offenders are then required to 
remain In or on their beds until 5:00 A.M. the following momlng except to 
use the bathroom. Th• only exception ta on weekends (Friday and 
S1turday nights) and legal hollday1. At such tlmn, off8nde111 may listen to 
tha radio 'or go to-the dayroom or watch taltMslon where appllcablt, all 
night. . 

DISCIPUNAR'fBOARD SCHEDULE 

Scb!dule A <Low Courtl Offan!P 

Disciplinary hearings for Schedule A offeneea are hakl on a weekly basis for ARDC Offenders. 

. 
§chedule B «High Courtl Qffent!I and Low Court Appplt 

For offenders In Administrative Segregation: 

Unit 1: 

Day: Tuesday!Thursday 
Time: 9:00AM 
Place: Unit 1 Cellblock Court Room 

Units 2 and 3: 
. . 

Days: Monday/Wednesday/Friday 
Time: 9:00 AM 
Place: Unit 3 Court Room 

NOTE: Any regularly scheduled disciplinary heaing falling on a holiday will be automatically rescheduled for the 
working day before or after. 

ARDC MEDICAL INFORMATION 



.. 
GENERAL INFORMATION: 
During the Ume that you are being processed through~ Hunt Reception and Diagnostic Center, It Is very 
important that ypu accurately report your health n~s to the Medical Department and Nursing staff. It Is In AROC 
that your medl~ level of care Is assigned. Your medlcal level cf care along with your clasaHlcatton, education and 
mental health Information are uUlzed In determining what permanent faclBty you are tD be assigned. It Ja lmpot1ant 
that offenders who' need ongoing care at the Charity Hospttals are aafgned to prisons that can transport them fer 
their caia. It la Important that offen~ who need frequent In-patient care and physldan Visits be. assigned to 
facllttles that provide th~ cRnfcal care. Ukewlse1 it la Important to Identify offenders who are weU. ~without 
medical problems are easier to S11Jgn to permanerit facllltlee closer to their homes, to half-way houses and tc 
parish facftftles. 

The focus In ARDC Is to Identify health concerns and to address those that caMot waft unUf you are assigned to 
your pennanent facllty. Non-urgent, complex diagnostic work-ups will be done If needed but It ls ~~ If they can 
be deferred until you are assigned 1o a permanent facility. otherWlse, your movement out~af ~09 WquJd be 
delayed. Elbts will be directed at conUmmg existing treatment If such treatment Js med1C8lly necessary. ~ 
neceaaary natmenta wUI be dlacontlnued or modified In accordance with standartl41 established by ttle Health 
Care Authority. You should wait to request HIV testing until you are assigned to your permanent facflity. You wm 
attend a HIV/AIDS/ SlD'S and Hepatitis evaluation seminar. This seminar wlH provide factual lnfOrinatlon about 
these dl8BSS88 and Is conducted by offenders who have been certlfted by the American Red Cross as peer 
educators. 
*YouwfD be offanKI a rapid HIV test upon Intake. rffevlsed DS!l011) 

•AJI emergency sick caD request are subject to a co-payment charge of $6.00 per request and rouUne sick calla are 
subject to a $3.00 charge. AD new prescription request are subject to a $2.00 charge. (*Revised 06fl011) 

ACCESS TO HEALTH CARE: 

You can access health care through the SICKCALL PROCESS or through the EMERGENCY PROCESS. If you 
have an urgent medlcal'probfem, you can ten th~ o"'certhat you wish to-declare yourself an emergency. You will 
either be seen bY a First Respa1der/EMT or sent to the Medical Department However, If your complaint Is found 
not to be truly urgent. you could receive a dllclpllnary wrftl!I up. For non-emergency health needa. you can contact 
the Medlcal Department by using the SJCKCALL PROCESS. Request the appropriate fonn from the 11er Oftlcer 
and provld~ the required Jd~lng data. You nwat provide your name. DOC number, hOUllng aulgriment and 
date of birth. You must sign and date the farm AND write In your spaclftc request or health concern. PLEASE do 
nchvrtte on any otfler part of the form. ALL REQUESTS FOR HEALTH CARE ARE SUBJECT TO A CO. 
PAYMENT CHARGE OF $3.00 PER REQUEST PWS $2.00 PER PRESCRIPTION. VVhen you sign the slckcall 
request, you are signing your acknowledgment and consent for this ~rge. . tl~lth care ~ not be denied due to 
lack of funds. letteJB ate hot the appropriate means for requesting health care. 

If yau are unable to read and write or If you are unable to speak EngBsh, an officer an site wll assist you by wrftlng 
In the JnformaUon for you and having you check the appropriate box on the form. 

MEDICATIONS: 
You may or may not receive the same medJcatlons that you were taking prior to coming Into ARDC. This decision 
Is made by the physician or nurse practtt!oner here at EHCC and Is based on the medical necessity cf the 
treatment Soma medications may be necessary but are not avaDable at EHCC. In that case, the appropriate 
substitute wlU be prescribed. If In the physlctan•s er nul'le practiUoner•s opinion, the medications are not medk:ally 
necessary, they will not be prescrfbed. However, you can request certain oveAhe-counter medlcaUons from the 
First Responder even if you have no money In your account Your signature at that time authorize& the withdrawal 
from your account for the medication charges. When you become eligible for canteen. privileges, you may also 
purchase some over~th~ountar medications from the 
canteen. 

If medications are prescribed for you, the medication should be avanable at the first plllcall of the next day It was 
prescribed. Medications prescribed on weekends wUI not be there until i:uasday, morning. If Jt Is medically 
necessary for you to receive the medications on the weekend, you will be brought to the 24-hour unit for each 
dose or admitted to the 24-hour unit to get the medications. IF YOU ARE IN HOUSING THAT DOES NOT WALK 
TO PILL CALL. IT IS YOUR RESPONSIBILITY TO BE AT THE BARS OR HEAD OF THE TIER WHEN THE 
MEDICATIONS ARE PASSED. rT IS NOT THE OFFICER'S RESPONSIBILITY TO AWAKEN YOU OR TO ASK 
YOU IF YOU WANT TO TAKE YOUR MEDICINE. Each time you make slckcall to report problems or make 
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requests for medications, you wHI be charged the $3.00 access fee. 

DUTY STATUS: 

. . . . . 

Work assignments In ARDC are the equivalent of a limited duty status In that the ARDC offenders do not work 
long hours. llft heavy objects or walk long distance&. U.ght Duty Compound whDe In ARDC statuses wltl be 
assigned to offendars who have serious physical problems or lllnessee that severely Omit their capacllea. No 
D~ wlll be Issued to offenders Who cannot keep up with Ught Duty compound while In ARDC. These offenders 
~ atll go out with the others but wlll not work. Offeriders who are unable to move around with other AROC 
ciffendera wlJI be assigned No D_, Bed R88t. Offenders Who are ae&lgned No Duty Bed Rest wll be housed In 
the 24-hour unit or In the CeDbloCk If he Is being housed wfth the Impact trainees. 

OllfER: 
Dwtng the ARDC Medical Intake, you are rj,qu~ to sign a form Indicating to whom Information can be given 
ragard1ng y.ou and your heaJth care. The Intent of this form Is to protect yo\I' privacy while allowlng us tE> know who 
to contapt In case of emergencies or medical need. Family members should not call here to request .care for you. 
It Is the Offender's responslbllif¥ .to seek care througp the appropriate process of slckcall or the self-declared 
emergency process. Every eftbrt Is made to aafely expad1te your aalgnment to your permanent faclnty and you 
can assist by providing accurate fnfonnatlon and by cooperating with astabllahed procedures. · 

HIV. AIDS. AND HEPADIIS BAND C HANDOUTS FQROFFENDEBS 

WhatlsHIV? 

HIV ts an abbreviated name for Human Immunodeficiency Virus which Is the vln.is that leads to AIDS. 

What Is AIDS? 

AIDS (Acquired Immune Deficiency Syndll)me) Is the end-state of a ~nous communicable disease that 
leaves the human body's nonnat self-defense mechanism 9pen 1D Infections and cancers which 
normally do not affect healthy people. Thera la no cure for AIDS. 

\Nhat Is Hepatitis B an~ C? 

Hepatitis Band C. are Infectious ~ses of the liver which are caused by a virus designated as the 
Hepatitis VJru1 Type B or C. 

\Nho Is High-Risk for Having Been Exposed to HIV, AIDS, and HEPATITIS B 'Ind C? 

Man to Man Sex 
Intravenous Drug Abuser& 
Hemoptaacs (Free Bleeders) 
Heterosexuals with a partner In a risk group 

HC1N Does A Person catch HIV, AIDS, And Hepatitis B and C? 

HIV, AIDS, and Hepatitis B and C are caught In two ways:. 

1. Direct sexual contact with a person who has the virus. This Is especially true of receptive anal intercourse. 

2. Contact with blood from an Infected person. ThJs Included using needles after another person or tattooing 
with a used needle. 

There ls'no evidence that Hly, AIDS, or Hepatitis Band C can be contracted through casual, non-sexual with a 
perion Who has HIV~ AIDS, or Hepatitis B and C. 

There Is no evidence that HIV, AIDS, or Hepatitis B and C are spread by: 



; . 
. . 

• Sneemg, coughing, or spHttng 
- Handshakes or other nOl'H8XUBI physical contact 
- Toltet seats, bathtubs or ahowens 
- Utensils, dlshea or linens used by an Infected person 
- Food prepared or served by an infected peraon 
• Artlclel handed or worn by an infected peraon 
- Being around an lnfactad person, even on a dally basis over a 

long period of time. 
• Feces, urine, sweat. sal1va, sputum, vomit and tears are of no concern unless they contain visible blood. 

'Nhat Precautions Should Be Taken? 

A The most certain way to avoid exposure to the AIDS, HIV, or Hepatitis B and C ~ to abstain from sex with 
pensona In a risk group. You cannot tell If a person Is ilfactad by looking 
at them. A person with HIV or Hepatitis looks Dke everyone else. 

B. Drug abuse and tattooing with shared needJea must be avoided. 

C. The wearing of plastic or rubber gloves 18 recommended for cleenlng up blood spills or semen. A sotulfon 
of one part Clorox to ten parts water can be used to disinfect these spHJs. Gloves and bleach are avallabla 
throughoUt the prison. 

ORAL HYGIENE INSTRUCTIONS; 

For proper oral hygiene you should brush your teeth two (2) times a day. 

For proper brushing: 

1. Angle toothbrush at a 45 degree angle mw.nt the gums 
2. U18 a gentle, cln:ular stroke 
3. Brush each tooth on Inner and outer surfaces 
4. BrUlh chewing 1UrfBce using a short acrubbklg Btroke 

For proper ftoaalng: 

1. Gently allde 110&1 between two teeth 
2. Clean the surface between the teeth and under the gumllne 

using a short gentle up and down stroke 

ARQCONLY 

Dental Trntment: Routine dental requests will be addressed at your permanent faclllly. Routine dental 
procedures Include fillings, extractions, and denture construction. Only emergent dental requests will be 
addressed while assigned to ARDC. These emergent condtuons Include Infections, abscesse1, facial trauma, and 
fractures. Requests for emergency dental care can be addressed by declarlng yourself an emergency. However, 
If your condtuon Is not found to be urgent, you may receive a dlaclplnary write-up. 
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LMNGAREAS 

EftERGENCY PROCEDURES 
FORARQCAMDEHCCOFfENDEBS 

FIREQRLL8 

EHCC llvlng area fire drlRs shall be conducted quarterly. This Is an EHCC Ovlng area. 

Offenders housed In donnitDrles, working callblock and ARDC Clasa B will be escorted out of the buildings 
through the primary exit, or nearest unobstructed exit, and wUI then be count Maximum security offenders 
assigned to extan~ tockdown, adrrinlstratlve segregation or llolatlon, or ARDC Class A will remain In.their cells. 
Howaver, oftlcers assigned to maximum security areas shall parUclpate when a drill ls held by actlvatlng aJarms 

and simulating evacuation. 

Offenders asstgnad to the hospital d not participate In fire drtUs, but ofllcers asslgned to the hospital will walk 
through the ~ura. 

SHELIERJNG/SHELIERJNG IN-PLACE 

Should aheltartng become necessary, one of the following two Sheltering Procedures wm apply, depending on the 
amount of time available. The warden or highest ranking person In the chain of command wtJI determine Which 
procedure wtll apply. 

SHELTERING PROCEDURE- RETURN TO HOUSING UNIT 

A!l offenders wlD retum to their housing units except certain outside crews , on duty kitchen workers , and 
unaaalgned offenders In the MC" Bulldlng. 

A!I wlndowa and doors are to be doeed. AB ventllatlon equipment which handles outside air will be ahut off. Fans 
circulating room air only may remain on. All natural gas pDat lights wlD be extfngulahed (Le. kltchena, Q.bulldlng, 
laundry.) 

The Assistant Unit Manager wtth reaponstbDJty over the outside crews wlll detenntne which outside work crews (I.e. 
Point Clair, LSU Range, Road Crew, IMPACT, 1tter crews. etc.) wtU shelter af their workaite or return to the facllly. 

SHELTERING PROCEDURE - IN-PLACE . 
Offenders autgned to the field or to walk/yard orderiy jobs wll return to their housing units. The Assistant Unit 
Manager with responsibility over the outside crews will ascertain that all outside work craws (I.e. Point Clair, LSU 
Range, Road Crews, IMPACT, Utter crews, etc.) wlB shelter at their work site or return to the faclity1 depending on 
the location of the crew relative to the nature Of the emergency. All other offenders wJ!I remain In or be removed 
to the nearest enclosed shelter. 

EMERGENCYEYACVATIQNS 

If an emergency evacuation occurs employees and offel)ders will exit through the primary exit or, if obstructed, 
through the nearest unobstructed exit Once the area ts cleared, the offenders wlll be counted. When the count 
clears, the offenders wlll be moved to the appropriate staging area. 

DORMITORIES 

Minimum and medium offenders In dormitories will be escorted out of the primary exit, or nearest unobstructed 
exit, to the walk In front of the domitory where they wll be counted. 

In maximum security cel!block areas, all cell doors wll be opened simultaneously and offenders wm be escorted 
out of the primary exit, or nearest unobstructed exit, to the holding yard where they will be counted. 
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grHER SECURf!X AREA$ (J-Bldg., Gym, Vo-Tech area, HobtJIJshop, Kitchens, Industrial COmpotrld, AS&R, 
calJ.out Bklg.) 

All offenders will be escorted out of the primary exit. or nearest unobstructed exit. onto the yard where they will be 
counted. 

HOSPITAi. <Wards and lso!aUonl 
The ~ asatgned to the Ward Area will eacort offenders out d the primary exit, or nearest unobstructed exit, 
onto the yard where they will be countElf. 

· The· officer aalgned to the medical Isolation areas {segregation areas and· small cellblocks) will escort the 
offenders out the primary exit. or nearest unobs1ructad exit, where they Wiii be counted. 

SUDD§N evAClJADON PROCEDURE 

OffBnders will be brought from the shattering area to the staging area. Offenders wHJ not be allowed to bring any 
personal property except the clothes they 11'8 wearing. a sweatshirt and a coat If the waathtir ls coJd. 

LOST PROPERTY CLAIMS 

The purpoee c:A this aectlon Is to establlah a unlfonn for handing "Lost Property Clatms" filed by offenders In the 
custody of the Department of Publlc Safety and Correction. All Wardens are responsible.for Implementing and 
advlsl~ offencJera and atrectsd employees of Its contents. 

PRQCEOlJRE: 

1. When an offender autrera a Joss rl personal property, he may submit a clam to the warden. The clalm 
must lncfude the data the lo88 occurred. a fuU atatement of the clrcurnstancel which resull8d In the loaa of 
property. a Ost of the Items which are mlaalng. the value of each I~ Hem. and any proof of ownership or 
value of the property avallable to the offender. All clafms for lost pel"IOnal property must be submitted to 
lha Wwden within ten days of dllcovery of the Ion. 

Under no circumstances wDI an offender be compensated for an unsubstantiated loss, or for a loss which 
raeults from the offender's own acts or for any loss resultlng from bartering. trading, sellng to, or gamblng 
with other offenders. 

2. The Warden, or his deslgnee, wOI assign an employee to Investigate the claim. The Investigative officer 
wll lnve&tfgate the claim fully and wlU submit his repost and recommendations to the Warden, or his 
deslgnee. 

3. If a loss of an offender's personal property occurs through the negllgence of the Institution and I or Its 
employees, the offender's claim may be processed In accordance with the following procedures: 

A MONETARY 

1) The warden, or his deslgnee, wlll recommend a reasonable value for the lost personal 
property (with the exception of personal clothing) as described on Form A Liability Peraonal 
Property List, State Issued Items, Procedures for the Reception, Transfer, and DlsposaJ of 
Offender Personal Belongings;" -

2) Forms B and C will be completed and submitted to the offender for his signature: 

3) The claim will be submitted to the Assistant Secretary of Adult Services for review and 
and final approval. 
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B. NON-MONETARY: 

.. .> ....... .. 

. . 

1) The offender Is entitled only to state Issue where state Issued Items are available; 

2) The Institution's Uabllty for any lost offender clothing will be llmtted to the followlng: 

For offenders processed throughARDC/WROC/FRDC prior to March 31, 2000, 
Replacement ls linlted to state lnue where state Issue ls avallable; 

I ' 

For offenders received thrt1ugh ARDCNVROCIFRDC on or after March 31, 2000, the state does 
not assume llablllty for personal clothing. 

3) The warden, or his deslgnae, wtll review the claim and determine whether or not the 
lnstftutlon Is responsible; 

4) Fonn B wm be completed and submitted to the offender for his signature; 

5) Fonn C will be completed and submitted to the offender for his signature when state Issue 
replacement has been offered. 

4. If the Warden, or his dealgnee, determines that the Institution and I or It& employees are not responsible 
for the offender's loss of property, the claim wfll be denied, and Fonn B WOI be submitted tD the o~nder 
Indicating itae reason. If the oJrenc;ler ls not aatlsfted with the resolution st the unit lave~ he may. Indicate by 

checking m_e apprcprfata box on Fann Band submltUng It to the Screening Officerwlthlr) five days of 
receipt The Screening Officer wtD provide the offender with an acknowledgment of receipt and date 
folWarded to the Asststant Secretary of Adult Services. A copy d the offender's original Lest Personal 
Property Clalm (Fonn A) and Lost Peraonal Property Cfalm Reeponse (Form B) and other relevant 
documentation WIU be attached, 
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STATE OF LOUISIANA 
DEPARTMENT OF PUJWC SAFETY AND CORRECTIONS 

CORREcnoNS SERVICES 
OFFENDER CLASSIFICATION, SENTENCING, AND SERVICE FUNCTIONS 
Admln1strattve Remedy ~u~ 

1. AUlHQRITY; Secretary of the Departmerjt of Public Ssfety an~ CorTect19n& as contained In 
Chapter 9 Of Tile 38. . 

2. REFERENCES; ACA standards, appllcable ~ and the Rules pubUshed In the April 20, 2002 edition of 
the Louisiana Register and cited as LAC 22:1.325,328 and 369. 

3. PURPOSE: To constitute the Department's uAdnmtatratlve Remedy Procedure " for adult offender& and for 
Juvenile otrendens as a regulation. 

4. APPLICABILITY: Assistance Secratartea and all wardens. 
I • ~ • 

6. POLICY: It Is the Secndary's policy that alf adult offenders, juvenlle offenders and employee have 
reuonable accea to and comply with the oap.tment•s Admlnlstrattve'Remedy Procedure" through which 
an adult offender or juvenOe offender may seek fonnal review of a complaint relating to most aspects of 
his Incarceration. 

Revisions wlll be accampllshad through this regulation under the signature of the Secretary. 

ADMINISTRADyE REMEDY PROCEDURE 

On September 18, 1985, ~ Department of public Safe'¥ '1\d Conacllons lnstaled In all of Its adult lnatltuUon a 
fonnaJ grievance rnechanlaffl for use by al offenders committed to the custody of the Department The procesa 
beara the name Admlnidratlve Remedy Procedµre (ARP) .Otrenders are required to u• the procedure before 
they can proceed with a suit In Federal and State Courts. 

otrenderw are encoursged to continue to seek aolutlons to their concerns through Informal meana, but In order to 
Insure their right to use tf1B formal procedure~ shall make their requeet to the WaR.fan In writing within a 90 day 
period after an Incident has occunal. If, after fling In the formal procedure an offender receives a Atlsfactory 
response through lnfonml means, the offender may request (In wrfUng) that the WSrden cancel his fonnal request 
for an admlntatratfve remedy. 

All offenderl may request lnfonnaUon about or aaalatance In ushg the procedure from their ctassmcatlon 
spectaUBt or from a counsel substitute who selVlcea their living area. 

Original letters of request to the wardens should be as brfef as possible. Offenders should.present as many facts 
as possible to anawer al questions (Who, wha~ when, where and how) concerning the Incident If a request ls 
unclear or the volume of attached material Is too great, It may be rejected and returned to the offender with a 
request for clarfty or summarization on one addlUonal page. The deadline for this request begins on the date the 
resubmission la received In the Wardan•s oftlce. 

..,. 

Once an offender's request Is accepted Into the procedure, he must use the manna envelope that ta furnished to 
him with this First step to continue In the procedure. The flaps on the envelope may be tucked Into the envelope 
for malling ID the factnty•s ARP Screening Officer • 

.,, 
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corrections Services has esta&llatMtd the AdmJnlstratlVe Remedy Procedure through which an offender may seek 
fOrmal review of a complaint ~lllQh re~ to ~y aap8ct'pf ~Is lnC81'C!3ratlon If leas foml8! meth~s. have not 
resolved the matter. Such'c0mplaJnts and gilivancea Include, but are ~ Dmitad to any and SU c1aJins seeking 
monetary, Injunctive. declaratDry, or any other form of relief authorized 6Y rhedlcal malpractfde, 1lme computations, 
even though urged as a wrtt of habeas COJJ>US, or chaDen~es to rulea, "9Qulatlons, pollctes. or statutes. Through 
this procedure offenders shaD receive reaionable respensea and where ~prcprtata, meanJngfuJ remedies. 

ApPLICABIUJY · 

Offenders may request admlnlstratlve remedies to situations arising from pollcles, condftlons, or events wtihtn the 
Institution that atrect them personally. · 

There are procedures already Jn place within aU Df;>S & C. lnstltutlona which ara speclficaJly and expressly 
Incorporated Into and made a part of this AdmJnlStraflve ~emedy Procedure. These procedures shBll constttutB 
the admlnl~ remedies for dlsclpUn~ matters and lost property claims. 

The followtng·mattens shaJI not be appealable1hrough this Administrative Remedy Procedure. . . . . ~ 

1. Court decisions and pending criminal matters over which the Department has no control or jurisdiction; 

2. Pardon Board and Parole Board decisions (under Louisiana law, decisions of these Boards are d~onary, 
and may not be challenged). · 

3. Louisiana Risk Review Panel recommendations; 

4. Lockdown Review Board decisions (offenders are fumlshed wrttmn reaaana at the time these decisions are 
made as tD why thSJ are not bl!Slng refeaied tom fockdowrr, If tl\Mt Is tne case. The BoarcPa declslOn may not 
be challenged. There are, however, :two b8sea for request for admlnlsbatlve remecfY on lockdown Review 
B08RI heerlnga): 

a. That no reaaon1 wera given for the decision of the Board. 
i . 

b. That a hearing was not held within 90 daya from the offender's ortgfnal placement In lockdown, or from 
the laat hearing. There Wiii be a 20 day gniee period attached hereto, due to administrative 
!IChedbllng problems of the bollli'd; tharefort, a clalni b88ed on thfl ground Will not be vaDd untll 110 
days have passed and no hearing has been held. 

DEFINmONS 

/J.s used In this procedure, the following definitions shall apply: 
.,; ·:. 

ARP SCREENING OFFICER: A staff member, deslgna·ted· by the warden, whose respon1ibJl1ty Is to coordinate 
and facilitate the Administrative Remedy Procedure process. 

GRIEYANCE: A written complalrit by an offender on the o!fender•s own behalf regarding a policy applicable within 
an lnatftutfon, a condition Within ·an Institution, an action Involving an offender of an lnstitullon, or a.n incident 
occurring within an lnstitUtlon. 

§MERGENCY GBIEYANCE: A matter In which disposition within the regular time limits would subject the 
offender to a substantlal risk of personal Injury, or cause other serious and irreparable harm to the offender. 

DAYS: Calendar days. 

-
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All offendere regardless of their classification, lmpalnnent or dlsablllly shaft be entitled to Invoke thla grievance 
procedure. It shall be the responslblllty of the Warden to provide appropriatl9 assistance fer offenders with llteraey 
defldencfea or language barriers. No acUon shall be taken against ari offender fer good faith use of or good 
participation In the procedure. Reprisals of any nature are prohibited. Offenders are entitled to pursue, through 
the grievance procedure, a complalnt that a reprisal occurred. 

REylEWERS; If an offender registers a complaint against a staff member, that employee shall not play a part In 
makll'ig a decision on the request However, this &hall not prevent the employee from partlcJpatlng at the Step 
One level, since the employee complained about may be the best source from which to begin collectlng 
Information on an aDegecl Incident If the Offender Is not satisfied with the decision rendered at the Flrst Step, he 
should pursue his grievance 1D the Assistant Secretmy of Adult Services vta the Second Step. 

COMM\iNIC6TIONS: Ofrendens must be made aware of the system by oral exi>lanatlon at orientation and should 
have the opportunlty to ask questions and receive oral answer&. The procedures &hall be posted In wntlng In 
areas readily accessible 1D aD offenders. 

WRJIIEN RESPON§ES; At each of decisions and review, offenders wm be provided written answers that 
explain the Information gathered or the reason for decision reached along with simple directions for obtaining 
further ravlew. -

.• 
PROCEDUBE 

SCREENING The ARP Screening Officer wlR screen aD requests prior to assignment to the First Step. The 
screening precess should not unl9Bsonably restrain the offender's opportunity to seek a remedy. If a request la 
rejected, It must be for one of the fellowing reasons, which shall be noted on Fenn ARP~1. 

1. · This matter ls not appeafable through this process, such as: 
a Court dedsfons; 
b. Parole Board/Pardon Beard decision; 
c. Louisiana Rlak Review Panel recomriiendatlon• 
d. Lockdown Review Board (refer 1D 88Cllon on .. APPLICABILITY".) 

2. There are specialized administrative remedy procedures In place for this specific type of complaint. such as: 
a. OlsclpUnary matters; 
b. Lost property claims; 

3. It is a duplicate request 

4. In cases where a number of offenders haVe filed slmDar or ldentlcal request seeking administrative remedy, lt 
Is appropriate to respond only to the offender who filed the Initial request Coples of the decision sent to 

other offenders who filed requests simultaneously regarding the same Issue will constitute a completed 
action. All auch requests will be logged. 

5. The complaint concerns an action not yet taken or a decision which has not yet been made. 

6. The offender has requested a remedy for another offender. 

7. The offender has requested a remedy for more than one Incident (a mu!Uple complaint) 

8. Established rules and procedures were not followed. 

9. If an offender refuses to cooperate with the Inquiry Into his allegation. The request may be denied due to lack 
of cooperation. 

1 O. lbere has been a time lapse of more than 90 days between the event and the lnlUal request. unless waived 
by tAe warden. 

Notice of the l{lltlal acceptance or rejection of the request wlll be furnished to the offender. 
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INITJATION OF PROCESS: Offenders should always try to resolve their problems within 1he lnstltutfon Informally, 
befOre ln16aUng the formal process. This Informal resoluUon may be.accomplished through discussions with staff 
membell, etc. If the offender Is unable to resolve h\s problems or obtain relief In this fashion. he may Initiate the 
formal precess. 

The method by which this process Is Initiated Is by a letter from the offender to the Warden. For purposes of this 
process, a letter Is: 

1. ~y form of written pommuntcatton which contains this phrase: "Thls Is a request far administrative remedy; " 

2. Form ARP-1 at those institutions that wish to fumah forms for commencement of this process. 

No request for administrative remedy shall be denied acceptance Into the Administrative Remedy Procedure 
because It ls or Is not on a farm; how8veri no letter aa seffarth above shall be accepted Into the process unless It 
contains the phrase, "Thl8 19 • reqUest for admhibdratlve remedy.• 

Nothing In this procedure should serve to prevent or discourage an offender from communlcetlng With the Wsrden 
or anyone else In the Deparbbent of Publlc Safely and Corrections. The requlrerM,nts set forth In this document 
far acceptance Into the Administrative R9medy Prbcedure are solely to assure that lncJdents whlch may give rise 
to a cause of action will be handled through this two step system of nwlew. All forms of convnunlcatlon to the 
warden will be handled, Investigated, and responded to as the warden deems approprtata. 

If an offender refuses' to cooperate·wlth the Inquiry Into his allegation, the request may be denied by noting the lack 
of cooperation on the appropriate S1ep Respohse and retumlng'lt to 1he offender. 

MULTIPLE BEQUE§D; If an offender aubmtta multiple requests during the review of a previous request, they 
wlll be logged and set aside far handling at such time as the request currently In the system has been exhausted 
at the Second Step or untn time llmlts to proceed from the Ar&t Step to the Second step have lapsed. The 
Wsrden may determine whether a letter or Instruction ta the offender le In order. 

REPRJIALS; No action ahal1 be 1llken against anyone for the good faHh uee of or good faith participation In the 
prccadure. 

The prohibition against reprisals should no be construed to prohibit discipline of ~nders who do not use the 
system In good faith. Those who le requests that are frfvotous or dallberafely mallclous may be dlaclpllned under 
the appropriate rule violation described In the DPS&C "Dlsclpllnary Rules and Procedures for Adult Offenders.'" 

PRQCESS 
. 

FIBST STEP mme Umlt 40 dau); The offender comme(lce& the process by Writing a latter to the W.,~en, In 
which he briefly sets out the basis from his claim, and the rellef sought (refer to section on "PROCEDURE­
Initiation of Process" for requirements of the letter.) The offender should make a copy of hJ& letter of complalnt 
and ratalri ltfor his own records. The original letterwlll become a part of the process, and will not be returned to 
the offender. The Institution Is not responsible for furnishing the offender with copies of this letter of complalrit 
This letter shall be written to the Warden within 90 days of an aHeged event (This requirement may be waived 
when circumstances ~nt The )Y.arden, or his ~nee, wll use reasonable.Judgment in such matters.) The 
requests shal1 be screened by the ARP Screening Offtcer and a notice will be isent to the offender advising that his 
request Is being processed or Is being rejected. The Warden may assign another staff person to conduct further 
fact-finding and/or lnfannation gathering prior to rendering his response. The Warden shall respond to the 
offender within 40 days from the data the request Is received at the First Step. 

For offenders wishing to continue to the Second Step, sufficient space will be allowed on the response to SllY.l..I 
!!En ~r reguesting review at the. next level. Thef!t Is no need to require the original letter of request as ft will be 
available to au reviewers at each st&p of the process. 
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SECOND STEP mme Umlt 45 dul> : An offender who Is dlssatlsfted with the Arst Step response may appeal 
to the Secretary of the Department of Publlc Safety and Corrections by so lndlcallng that he ,ls not satisfied In the 
appropriate space on the response from and folWBrdfng It to the ARP Screening Offtcer within 5 days of receipt Of 
the decision. A final decision wl1I be made by the$~ and the offender wOI be notified within~. days of 
~a copy of the Secretary's d9Clalof1 will~ •nt ki~e ~en. . . 
If an offender la not satisfied with the Second Step re1p0.nse, he may me suit In· DlstriCt Court. ·Tfle offender must 
furnish the administrative remedy procedure number on the court forms. 

MONelARY PAMAGESi The Department or Pubflc smety and·eofrectlona ~upon credible .filct& within a 
grievance or complalnt med by an offender, may determine that such an offender Is entitled to monetary damages 
where monetary damag~ are deemed ~the Oepar1ment as approprtate tD .render a fair and just ,remedy. 

Upon~ d•~atfon that monetary damag!'S should ~.~ed. th~ ~lrJlnq question Is quan~. or the 
determndori 'ID the dollar ~nt of the monetary ~to ba,~ed. Th8 matter of ~~nlng quanbJm 
ahalbe~tc·theOfficeof~MM~Of~~Of~whichshmlthenhavethe 
d1Bcratldiiary' power tD determine quantum. The detennlnatl9.ri rmfched bY the Oftlce of Risk ~ernent shall be 
returned to the Department of Publlc of Public Safety ai1CI corrBctions for a·11na1 decllion. If a settlement Is 
reached, a copy of the signed release shat be given to the VYarden on that same date or the process shall elapse, 
unleu an extension has been granted. Absent such an exten,lonw "lratlQt'I 9' 1"9ponae time BmltB. ahal entitle 
fhe·Cffand$-tD move Oh lo the next step In the process. Tln:te RmHa begin on fle-date the request Is asalgned to a 
slaff mambetforFlrat ~tap re&po,,se. · 

~ offender may request an exlanaton In writing of up ta tlY& days In which to file at any itage of the proceaa. Thie 
request ahaU be made to the ARP Saeenlng Oftlcer for an extension 1D Initiate a request. The Issue of suftlclency 
of valid raasona for delay shaD be addressed at each Step. along with the substantive lseue of the complaint .. . . 
The W&rden may requeat ~n for an extensiOn of riot n:i~ than five days from the Assistant Seqratary to 
Adult Services for the step One review/response. The offender must be notified In writing of such an extension. 

In no case may the cumulative extanalon exceed 25 daya 

PROS• ¥ Of AN EMERGENCY MATU8E: If an offender faell ha le aubjectad to arnergeney condftlona. he 
must send an emergency request to the shift supervisor. The shift 1upervlaor shaD lmmedlataly review th• request 
and forward the request ta the level at which corracUve action can be taken. All emergency requeata ~all be 
docUmented on an Unusual Occunence Report. . ~. .. 
Abuse of the emergency review proceaa by an offender shall be treated as a frlvoloua or mallcloua request and the 
offender ahall be dlsclplned accordingly. Partlcular1y, but not axcluslvely, matters relating to administrative 
transfers and time computation disputes are not to be treated as emergencies for purposes of this procedure, but 
shall be expedltlously handled by the shift supervisor, when appropriate. 

SEN8mve IHVES; If an offender belevaa the compJant Is sensftive and would e adversely affected If the 
complaint became known at the Institution, he may flle the complaint directly with the Assl&tant Secretary of Adult 
Services (Second step level). The offender must explain, In writing, his reason for not filing the complaint at the 
Institution. 

If the Assistant Secretary of Adult Services agrees that the complaint Is senslttve, he shall accept and respond tD 
the complaint If he does not agree that the complalnt fs sensitive, he shaU so advise the offender In wrttlng, and 
return the complaint to the Wsrden•s office. The offender shall then have five days from the date the rejection 
memc ts received In the Warden's office to submit his request through regular channels (beginning with the First 
Step If his complaint Is acceptable for precessing In the Administrative Remedy Procedure). 

BECOBDS: Administrative Remedy Procedure records are confidential. Employees who are participating In the 
disposition of a request may have access tD records essential to the resolution of requests. otherwise, relaaae of 
these records are governed by La. R.S. 15:574.12112. 

All reports, Investigations, etc., other than the offender's origins! Jetter and responses, are prepared In anticipation 
of Dtlgatlon, and are prepared tc become part of the attcmey•s work product for the attomey handling the 
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anticipated eventual litigation of this matter and are therefore conftdential and not subject to dlsccvary. 

Records will be mal~ecl as foDows: 

. . 
'?. . 

A.cor11>utBrtzed log WIK be maintained which wtJ ctocument the nature of each request, au ralevaat dates. and 
dlsposltJon at each step. Each Institution wlD submit report& on Administrative Remedy Procedure activity In 
acc:_ordan.9e with Department Regulation ~. c-os-001 "'Acttvtty ReportsA.Jnuaual Occurrence Reports-Operations 
Unfl&..AduJt• . 

Individual requests and disposition, and al respo.nses and per1lnent docu111ents shall be kept on fiJe at the 
lnatlbitldn· or a Headqtiaflers. · 

Records shal be kept at least three years following ftnal dlspoattlon of the request. 

TRAN§FERBED OEfjNDERi; ~ an offender has fled a request at one lnadtutlon and is transferred prior 
!D·th8 revtft. or if ha ftlas a ~µest aftiJ ~ on ~n action taken by th~ sending ln&titu11on. the senCflng 
'"~' the sending lnattbJtfOil wJIJ cqmp~ the processing through the FllSt step. The Warden of the racetvfng 
~ Malat In convnunlcalfon With the oJender. · 

,• 

rHARGED OFF§.: lf 8)1 ~. Is discharged before the revtew of .an issue thalaffacta ~e offender 
l'dQCirarge Ii cam~ or if He mes a tequeat after dlschaige on such an laaue, the lnati:tutJon wlD qomplete 

the processing and wta notify the offender at hie last known addren. AD other requests shall be considered moot 
when the offender disc~ and shall not complete the proceas. . . 

ANNUAL REVIEW: The Warden shall annually sollclt comments and suggestions on the processing. the 
emclency and the credlbmty of the Admlnlstratlve Remedy Procedure front offenders and staff. A report with the 
nJ&Wts of such review shall be provided to the Aaalstant Secretary of Adult Servtceia. 
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LOST PERSQNAL PROPEftTY CbAIM 

1. Offender=·-----------------
OFFENDER'S NAME, DOC#, AND LOCATION 

2. Date of loss: 

3. Circumstances which resulted In the loss of pen;onal property: 

4. Items lost (Include descr1ption) and value: 

NOTE: False clalms or false representations of Jost Items• value will subject the offender to disciplinary 
action. 

5. Must attach proof of ownership and proof of value. 

6. A claim must be submitted wtthln 1 O days of the date of loss. The claim Is to be submitted to the Warden. 

SUBMITTED BY:. _________ ~ 
OFFENDER'S SIGNATURE DOC# DATE 
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Form S.05-001.f 
20 August 2013 

Louisiana Department of Public Safety and Corrections 
Corrections Services 

Receipt for Disciplinary Rules and Procedures for Adult Offenders 

Effective da1e of the Disciplinary Rules and Procedures for Adult Offenders: -------

Offender's Name (Print): ------------ DOC#. -------

On this date, I received a copy of the Disciplinary Rules and Procedures for Adult Offenders. I 
understand that it Is my responsibility to be familiar with the rules and procedures set forth In this 
booklet 

Offender's Signature Date 

Witness Signature Date 





•. ~ ..... ~ 

....:------------

• y ................. .,.,..,'l"P .............. ..,..,..,.., ... .:. ... .,.,~ .... "''!'9..,*"' ... ..,,,,....,,....,..,..,...,~..,..,..,.,., ... ..,.., ... ~ ... ... 

~l!"!~e 'ic!~ tht: b~Low \:h::in~es ce~'1.rdins Fund3 !incl Offender 
C.inte~n hJ•.::ited. un l11~e ll) ni ~he .\RDC Offender \)rient:uion 
:liJaklet , 

Funds and Offender Canteen 

• ;t~nt1er; will be 3llowed to purcnase 1tem!'f from the Offender C:inteen ;:it opprcved times aner th.e hinds tht=t'I 
0 1•1e '.lr"! ~retlUed to their :lccaunts. rhls l)&nerally taKes two tll work1n1] days rrom Iha d3y deaosus are rece&vaa. 

•n :lurr:hnsmq 1tl!m1 irt:m lhl!t r.:inteen. orfP.nrlers should 01q~1n nnte that th"!tr totll prnoerl'f :iccumutattan. 1nr.lmJ10•1 
:.·!r'ion::n t:elonri1nq11 CJnr.I 'itate 1issuee1 1ram'9. i::Jnnot P.:cceed the c::1paor1 or the staraqe space anauaa ta thP.m. ;\II 
i; r-:cedurP.~ 1n•1nt1P.d 1n lhP. t:CJnreen precess ;ire lo t:e iolla'lled as set oul 1n nales and pohC'/ 

·.:•:n'"' rr"m aP.rmt'iSlblP. c;ources m:1'/ ca accepted :ind processed thrnuqh thP. OepanmP.nris r:ontnctnr frJr 
• ::;nrier ·;c!r11cas 1n rhe ro1low1nq rorm'i: 

1 1 ;.Jl)l "'111/ar r.Md•t or cJetnt c:mJ paymP.nts m:Jde at tne unit'"i V1,1tor r.enter flto'1k m~hlnP.~ prtr11c1ed 
·~, 

-~ contr.lctor :'l'lr use by the alfl!nder''ll aopraved v1,1tars: 
:1 .,,.,ments m:Jae by i:red1t tJr l1eb1t c:mis on ttie contractor's Wl!bs1te or telephllllP.: 
.: ,l·wml!lnts moue at me contractor'<> desiqnated •.valk-up colectton c:entars: 

ll'lstal. bank or commero31IV issued money orders, '10Vemm1tnt checks, b:mk r.aShers chll!CkS. 
·:h'Kks arawn on federal. state and local qovemmental. paitncal subd1V1sions or public orftc1als, 
.r.edes drawn on rl!outable commP.l'Clal accounts such~ department stares, 1nc;urance 
.~moames. l!tc. malled to tne contractors lock box tocatton. 

1:.1sh rP.ce1ved 1n the •11slbn1J process 1n accordance with OeoartmP.nt Requlatton No. C-02·G08 "OlfP.nder 
· :. :11;it10n' ~nd mt1lunonal i:;obc-/ will be accepted onl'/ unhl installattcn of kiosk machines for •11c;1tars. at whir.h t1m"! 
[ :1111 no 
:r:ger ce accepl!!d. 

Dress RequlatlonstPersonal Hygiene 
-=~~m'1er'3 in AROC mll be issued chrl!e IJ) 1umosu1ts and r.va ell towels. Ucon tr.msier ir~m AROC the offenr:ler 
., .11 '-!ave in one 1umi::su1t •Jn the mqht pnor to rransier tmm AROC the offender will return r.·10 11.) of ct:P. J•Jmpsuu: 
iM :ne t.•10 12\ tcwels. H"! will wear In!! r'!ma1ninq 1un:psu1t to tl'!e rece1"V1ng insntu11on. or.~nt:ers who do not 
··w.1rn •t:e 1umpsu11s and I or ra.vels wul t:e cnarged w1tn Rule it. 17 Prr.celi'/ Dastruct1cn. C~nrJers are ex1Jected r:i 
: :"!Jr tM c!omes 1ne'1 nave ceen issued or allowed m 1r.e rratter orescnl:ed by rules :inr.t cchcy. rt:~!r cersonal 
r ·1j.~ne 3no 3p~earanca snou10 also ca so ma1nt3ined. 

··• '~~r~.::ro; r~~!r1 f~~~ l.::'}:.il ;id·r.c~ =mn1~r ~ss1st.::ir.c9 ~r:m 1c1recr.~ r.:l':"!r ~'ln ;in ~i:i:rr.~·1 ;rcl!:.j .'lni~ ro :r.3 
·~ ! 01.ar1 ·N~rtJen ;,.~, ?r~'}ram-s Office SIJ th;it tr.::y ~.:in ca ~cnl!dut.:d !ll rr.P.'!t "'"'" col.!r.sel :;uolt:tl.~-:. 
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····················································~······························ 
Please see the below changes regarding A'IUL TIPLE REQUESTS locate< 
on Page 24 of the ARDC Offender Orientation Booklet 
•••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

MULTIPLE REQUEST: If on offender submits multiple requests during the n!Vi~w ofa previous 
request, Ibey will be logged and set aside for handling nt such time os the request cmrently in the 
system has been e.wusted at the Second Step or until time limits to proceed from the Fim Step to 
the s~ond Step hnve lapsed. The Wnrdcn mny detennine whether B letter of imtruc:tiun to the 
ullender is in order.· 

Only um: (I) req~t lARP) shnll be handled nt n time. Once the first request is accepted. others will t 
bac:klogg~ until the tirst one has been ~"<lmmted at the Second Step/Headquarters level. 

c >llt?ndcrs who have numerous n:quests pending and wish tor one to tnkc pn:ceckru:e over others. may 
cuntact the ARP Scn..-ening Utlicur. and the rcqu~st thnt all /\RP's prec1.-Uin1:J the one nf intcn:st bt: 
'ln>ppt:d. Offenders mW1t rcblin a copy of hb letter for hh own record. <.:opies nt' the AltP will n 
he rumi.'lhed hy the ARP Offi-=e. 
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******************************************* 
Please see the attached pages for changes cerr. February s,2014) 

made to the Offender Rule Book (dated August 20, 2013) 

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

In the Offender Rule Book, pages 5, 6 & 8 ONLY have been revised. Page 8 rolled 
1>ver to 8-A so this page is new. 

P:ige S: 
~)has been revised and 5) is new. 

:>:ige 6: 
61 is new and B. and 2.C. have been revised. 

Page 8: 
J.C. has been revised. 

Page B-A: 
This page is new but not the information. It rolled over from page a. 
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c. The Disciplinary Report shall include the following information: 

i. The accused offender's riame, DOC number, housing and job 
assignment; the reporting officer's name and title; the Offense 
number; the date and approximate time of the offense; and 
a description of the facts of the offense. 

Ii. The description of the facts of the offense shall include the 
name(s) of all the witnesses, the location of the incident and a full 
statement of the facts underlying the charges. 

iii. A description of any unusual offender behavior, any physical 
evidence and its disposition, and any immediate action taken, 
including the use of force. 

2) Upan completion of the Disciplinary Report {Form B-05-001-A), the 
supervisor shall review the information and forward the report and any 
supporting documentation to the dlscipllnary office or designated depository for 
processing. 

3) If an offender's continued presence in the general population poses a threat to 
life, property, self, staff or other offenders, dr to the security or orderly operation 
of the institution, or who Is the subject of an investigation, may {with the 
approval of the highest ranking supervisor on duty in the unit where the incident 
occurred or the shift supervisor) be placed in Administrative Segregatidn until 
his appearance before the Disciplinary Officer/Disciplinary Board or 
Classification Board. 

4) In instances when an offender is placed in .Administrative Segregation for 
disciplinary purposes, the supervisor will conduct a review of the 
documentation to ensure it is complete and correct and, as needed, investigate 
to confirm the reasonableness of the allegation or circumstances prompting the 
assignment. This shall be done prior to the conclusion of the supervisor's tour 
of duty. 

5) Time spent in Administrative Segregation for the offense for which the offender 
was placed in Administrative Segregation must be credited against Disciplinary 
Detention or Extra Duty sentences even when these sanctions are suspended. 
Credit will not be given for time spent in Administrative Segregation based upon 
a request for protection or while an offender is awaiting transfer to another 
area. 
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6) An appropriate review board should review the status of offenders who are in 
Administrative Segregation at least every seven days for the first two months 
and every 30 days thereafter. · 

B. Notice of Disciplinary Report 

1) Offenders shall be seNed (usually by a correctional officer) with notice of 
charges at least 24 hours prior to the hearing. 

2) Confirmation that the offender was advised of the charges shall be noted on 
the original of the Disciplinary Report (Form B-05-001-A) by evidence of the 
offenders signature. 

3) If the offender refuses to sign the Disciplinary Report (Form B-05-001-A), the 
delivering officer shall note the refusal in the offender signature block and 
initial the box. 

2. Counsel and Counsel Substitutes 

A. Counsel is an attorney-at-law of the offender's choice who .has been retained by the 
offender. 

B. Counsel Substitutes are persons not admitted to the practice of law, but offenders who 
aid and assist, without cast or fee, an accused offender in the preparation and 
presentation of his defense and/or appeal. 

C. Counsel Substitutes are only those offenders appointed by the Warden or deslgnee to 
assist other offenders with their legal claims, including but not limited to, assistance 
with filing of Administrative Remedy Procedure Req~ests, Qisclplinary Board Appeals 
and Lost Property Claims. Counsel Substitutes are· not required to file disciplinary 
appeals but should inform the offender who wants to appeal of the proper way to file. 
They may be removed from their positions if the Warden or designee believes it 
appropriate. Offenders who are not Counsel Substitutes may not provide services to 
other offenders without the approval of the Warden or designee. 
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3. Disciplinary Board (High Court Hearing) 

A If the offender will be transferred to a state correctional facility from a local Jail facility 
for the purpose of conducting the hearing, the offender must be brought before the 
Disciplinary Board of the local jail facility where the violation(s) occurred and informed 
of the pending transfer and necessitated delay of the hearing. The date the notice 
was given to the offender shall be documented on the Disciplinary Report (Form B-05-
001-A). 

B. A property composed board· will consist of two people-a duly authorized and trained 
Chairman and a duly authorized and trained Member-each representing a different 
discipline (security, administration or treatment). The Secretary or designee must 
app~ve the Chairman and the Warden or designee must approve the Member. 

C. "72 Hour Rule" 

1) Any offender who is placed in Administrative Segregation for a rule violation 
must be given a disciplinary hearing within 72 hours of being placed in 
Administrative Segregation. Offlcial holidays. weekends, genuine emergencies 
and good faith efforts by the administration to provide a timely hearing are the 
only exceptions. The offender must be heard at the next available court date. 
When it is not possible to provide a full hearing within 72 hours of placement in 
Administrative Segregation, the accused must be brought before the 
Disciplina.Y Board. informed of the reasons for the delay and remanded back to 
Administrative Segregation or released to his quarters after a date for a fUll 
hearing has been set. 

2) The '72 Hour Rule11 does not apply to offenders housed in local jail facilities 
{including transitional work programs) whose h_,arings are conducted once they 
are transferred to a state correctional facility or those who have their 
disciplinary hearing conducted at a state correctional facility even if they are not 
transferred there. Offenders in this status have no expectation of a disciplinary 
hearing within 72 hours, or even seven days. 

3) The 1172 Hour Rule" does not apply to those offenders who are placed in 
Administrative Segregation for reasons other than for a disciplinary hearing. 
Examples of these classifications include, but are not limited to, awaiting 
transfer to another facility or another housing unit within the facility, transitional 
work program or intake, etc. 
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D. Hearings for those offenders not placed in Administrative Segregation shall be held 
within seven days of the date of the report, excluding weekends and holidays, unless 
the hearing is preve~ed by exceptional circumstances, unavoidable delays or. 
reasonable postponements. Reasons for all delays should be documented. Any 
Member directly involved in the incident or one who is biased for or against the 
accused cannot hear the case unless the accused waives recusal in writing or verbally 
on the record. (Performance of routine administrative duty does not necessarily 
constitute "direct involvement" or "bias"). 
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