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Change # ...1... to this DCD 

1. Section VI. A. is cryanged to read as follows: 

A. Inmates at MCAC will not seal any outgoing correspondence. The managing 
officer shall designate the appropriate staff to be responsible for ensuring that the 
correspond~nce is sealed before it leaves the facility. 

2. Add the following ~s Section VI. B. 

B. Inmates at all facilities except MCAC may seal their own correspondence. Their 
name and DOC number, as well as the return address of the institution must 
appear on the envelope. Proper postage must be affixed to the envelope, except in 
the case of an indigent inmate's mail. An indigent inmate shall be provided with 
pen, paper, envelopes, and first class postage for seven letters per week as 
specified in DCD 175-2. 

1. If an inmate requires additional materials or postage for legal 
correspondence, the inmate may request these through his/her case 
management specialist. 

2. The request shall be granted unless the case management specialist 
determines that the postage provision is being abused, in which case, the 
case management specialist shall refer the request and findings to the 
assistant warden for disposition. 

3. Tht;,.,case management specialist shall encourage the indigent inmate to set 
his/ber own priorities for mail within the seven letter allowance . 

.,,.~ 

4. The previous B. is to be changed to C., C. to D., etc. 

5. Please incorporat~these changes into all copies of this DCD. 

Distribution: 
A 
c 
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Appendix 1 to DCD 250-1 

MARYLAND DIVISION OF CORRECTION 
NOTICE OF DECISION TO WITIIHOLD MAIL 

Name DOC Number Institution 

The following mail was received ~n the above date: 

This mail is being withheld becal),e it contains material which: 

- creates an excess of property; 
- is contraband; 
- describes escape plans, devices Q.r 

paraphernalia; 
- describes the construction or use of weapons, 

ammunition, bombs, incendiary,devices, or 
other means of inflicting bodily harm; 

- describes procedures for brewing alcoholic 
beverages or the manufacture otdrugs; 

- r:dl·ocates or instructs in the for~ation of 
inmate unions; 

- i> sexually explicit 

- describes theory, design or manufacture of prison security 
systems or equipment, including prison communication 
systems or equipment; 

- instructs in the commission of violations of Division of 
Correction Regulations that will produce a breach of security 
or order in the institution; 

- is written in code; 
- poses a direct and immediate danger of violence or physical 

harm to person based upon the current circumstances within 
the institution (The withholding officer's report must be 
attached). 

The facts which show the material violates DCD 250-1; 

The reasons which support withholding the material: 

If ihe rejected portion cannot be reasonably severed, you may choose to return the mail as a whole or dispose of it. If the rejected 
portion can be removed, you may choose to receive the acceptable portion. Use Part A on the back of this form to indicate your 
choice. 

Ycu may appeal the decision to withhold your mail. The sender may also appeal. You both have 10 working days from the above 
date to appeal to the warden. Use Part B on the back of this form to file an appeal. You may !!fil file a Request for Administrative 
Remedy. If you do not respond within 30 days after you received this notice, the mail will be considered abandoned property and 
will be disposed of in accordance with DCD 220-5. 

The· warden must respond within 5 working days after receiving your appeal. To appeal the warden's response (or failure to 
respond), write an appeal within 5 days to the Commissioner. Give your reason for the appeal and enclose a copy of the warden's 
re~ponse. Mail your appeal to: 

Commissioner of Correction 
Suite 311, Pla7.a Office Center 

6776 Reisterstown Road 
Baltimore, Maryland 21215 

The Commissioner may affirm, reverse, or modify the l't-arden's decision within 5 working days after receiving your appeal. 

If the final decision is to withho{-1 mail, the acceptable portion will be sent to you if the rejected portion can be removed, and you 
will be asked how you wish to di~pose of the rejected portion. 

-----------------------~-------------------------------------------------------------------------
The rejected portion can/canno(~e removed . 

. -,~ 

Inmate Dat' 

DC Form 250-la (REV. Feb. 19~fl) 

Time Withholding Officer Date Time 



PART A 

I want to receive the accept~ble portion of the mail. You may dispose of the rejected portion in the way I have 
checked below. I do not wanfto appeal. 

I want to dispose of the mail a~ a whole in the manner I have checked below. I do not want to appeal: 

__ Destroy it. 

Date 

Date 

__ Send it to the "ddressee below. You may take from my account $ ___ to pay for postage. 

__ Donate it to a (lharity. 

__ I want it to be picked up by my visitor. I will notify the property officer 48 hours before the date my 
visitor will come, and I will tell my visitor to ask for the mail at the end of the visit. 

Witness Signature Date Inmate Signature Date 

PART B-REASON FOR APPEAL 

Signature oflnmate 

PART C - RESPONSE 

Signature of Warden 
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The purpose of this directive is to establish the policy and procedure for the development and 
annual review of the Inmate Handbook. To establish policy and procedure for inmate admission, 
orientation, and initial assignment. 

.02 Scope. 

This directive applies to Western Correctional Institution (WCI) staff assigned to admit and 
orientate inmates into the institution . 

• 03 Policy. 

It is the policy of WCI to provide an Inmate Orientation Handbook to each inmate upon his 
afiival at the Institution. The Handbook is intended to provide an easy-to-read source of 
information and guidance. As a publication of general information, the Handbook is not a policy 
document. The policies from which the Handbook is developed are contained in Department of 

.<'1 
Public Safety and Correcllonal Services Directives and WCI Institutional Directives . 

. 04 Definitions. 

A. Institutional OrienY\l,ion Form: The orginal form which is used to document the institutional 
orientation checklis\[ 



WCI.001.0008.1 
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B. Master Checklist: The orginal form which is used to document the orientation of all newly 
received inmates. · 

C. Inmate Request: Th~ Inmate Request form attached to this ID (Appendix 3) is utilized in the 
institution for a request that an inmate may make to any department of the institution. The 
forms are availabh~ in all Housing Units from the wing officers, and other locations in the 
institution. Once ·completed by the inmate, the request is placed in the institutional 
mailboxes in the hqusing units and forwarded to the appropriate department for processing . 

. 05 Responsibility. 

A Inmate Handbook Procedures: 

1. Revisions: 

a. The !Jandbook shall be developed by the Case Management Department. 

b. The Case Management Manager or designee shall be responsible for 
redevelopment of the Handbook. 

c. The official effective date of the Handbook shall be the date the Warden 
signs the introduction page of the proof copy. 

d. As Division and Institutional policies change throughout the year, the Case 
Management Manager/Designee shall attach the information (in the form of 
ID's, IB's, memos, etc) to the Handbook as addenda items until new 
Handbooks are published. 

2. Distribution: 

a. The Receiving/ID Officer shall issue each inmate, immediately upon arrival 
at WCI, a copy of the Inmate Handbook. The Inmate Orientation 
Handbook Receipt, Appendix 2, shall be completed and placed in the 
inmate's basefile. 

b. There will be an institutional orientation conducted for each new arriving 
inmate within (7) seven days of reception. Each inmate will be required to 
sigJJ Appendix 1 to WCI.001.0008.1 Inmate Orientation Handbook Receipt. 

, .. 

c. Th~ Case Management Manager shall ensure that any changes or additions 
to ihe Handbook, which are made between printings, are communicated to 
new inmates during the orientation presentation. 

d. A "opy of the Inmate Handbook shall be distributed to all new employees 
<luiing their Pre-Service training period. 

e. Copies of the most recent edition of the Handbook and changes shall be 
av~jlable for review in the inmate Library. 
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f. Current copies of the Handbook are available to staff at any time upon 
req4est to the Case Management Manager. 

B. Institutional Orien~tions 

1. All inmates received at WCI will attend the Institutional Orientations to familiarize 
the inmates ~o the operational practices of this facility. 

2. The Unit M1:1nager will ensure these orientation sessions occur in an orderly manner 
within appli~able security requirements . 

. 06 Attachment(s). 

A. Appendix 1, Inmate Orientation Receipt; 
B. Appendix 2, Inmate Handbook Receipt; 
C. Appendix 3, Inmate Request. 

.07 History. 

1. WCI.001.0008.1, Inmate Handbook, dated April 18, 2012; 
2. WCI.001.0008.1 , Inmate Handbook/Admission & Orientation Program, dated August 1, 2011; 
3. WCI.001.0008.1, Inmate Handbook/Admission & Orientation Program, dated April 5, 2010; 
4. WCI ID 1-8-1, Inmate Handbook/Admission & Orientation Program, dated March 28, 2008; 
5. WCI ID 1-8-1 dated January 24, 2006 . 

. 08 Distribution. 

A 
c 
L 
S - Chairperson, Inmate Handbook Committee 

Receiving/ID Officer 
Standard Files .05-F, .05-G, .06-A, .08-D 



WESTERN CORRECTIONAL INSTITUTION 

Inmate Handbook Receipt 

ID WCI.001.0008.1 
Appendix2 

On today's date, I received an Inmate Handbook issued to me by the Receiving and ID 
Department at the Western Correctional Institution. I understand it is my responsibility to 
familiarize myself with the information contained in the Handbook. Furthermore, I 
understand the Handbook is not a policy document, but rather a collection of information 
taken from Division of Correction Directives (DCD's) and Institutional Directives (ID's) of 
the Western Correctional Institution. The material is provided for my information and 
should I wish to further research any topic, I may refer to the appropriate Directive. 

Inmate's Signature _______________ DOC# _______ _ 

Officer's Signature ______________ _ 

Date Received at WCI 
------------~ 

Date Handbook Issued 
------------~ 

··: 

DOC Form.001.0008.lbR (REV 8/11) 
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WESTERN CORRECTIONAL INSTITUTION 

Inmate Orientation Receipt 

I attended Orientation at the Western Correctional Institution 

conducted by WCI staff. I have been given the opportunity to ask any relevant questions 

concerning my incarcerat{on at WCI. I received oral explanation of the following areas of 

operations at WCI. 

1. Accyss to health care - sick call - emergency services 

2. Em~rgency evacuation 

3. Inmate Request slip - purpose and process 

4. Visitation and mail privileges 

5. The ARP process - complaints regarding institutional matters 

AU areas of programs and services of the institution are covered in the handbook and I fully 

understand it is my responsibility to familiarize myself with the information contained in the 

Handbook. The Handbook is not a policy document, but a collection of information taken from 

The Department of Public Safety and Correctional Services and the Institutional Directives 

(ID's) of Western Correctional Institution. The Handbook is provided for my 

information/guidelines and should I wish to further research any topic I may refer to the 

appropriate DPSCS/WCI directive. 

Inmate's Signature: ______________ DOC# _________ _ 

WCI Staff Signature: ------------------

Date: 
-------~---------



DATE 

WESTERN CORRECTIONAL INSTITUTION 

--------.----

Inmate Requests 
Please print clearly 

ID WCl.001.0008.l 
Appendix 3 

(Circle One): Warden Commitment 
Mail Room 
Psychology 
Unit Manager 
Education 

Case Manager 
Asst. Ward~n 
Security Chief 
Shift Commander 
Social Worker 
Other 

Finance Business Office 
Administrative Remedy Coordinator 
Chaplain 
Addiction Counselor 

--------------------
Inmate's Name DOC# H.U. Cell Location Job Assignment 

_________ DO NOT WRITE BELOW THIS LINE ________ _ 

REFERREDTO _____________ FOR _________ _ 

OFFICIAL (Signature) _ __________ _,DATE: -------

FINAL DISPOSITION AND/OR RESPONSE TO INMATE: ----------

.. • .. 

,,~ 

Official (Signature)---.-------------- Date: _______ _ 

DOC Form.001.0008. lcR (REV 8/11) 



Robert Koppel 
Jail Administrator 

Chesapeake Detention Facility 
Facility Directive 

Title: -Detainee Handbook Facility Directive Number: 
CDF.001.0008.1 

Revised 
Relatcid MD Statute/Regulations: Supersedes: CDF.0001.0008.1 dated 
12.u,03.06, .o9, 12.u.04.05, .08, 12.14.05.05, .08 August 27, 2012 

-

Relat~d ACA Standards: 4-ALDF-2A-05, 06, 09, 27, 28, Responsible Authority: 
29; 4~-01 Assistant Jail Administrator 

0:::.:::~~v·fci!ii-~- - - ~-<'JCS 

Related MCCS Standards: .05 F, .08 D Effective Date: September 24, 2013 

Number of Pa!!es: 3 

.01 Purpose. 

To provide detainees with an orientation describing the basic facility rules, its programs, services and 
regulations . 

. 02 Scope. 

This directive applies to the Chesapeake Detention Facility (CDF) . 

. 03 Policy. 

. 04 

A. It is the policy of the CDF to provide a handbook to each detainee received into its custody at 
intake/arrival. The handbook is an easy-to-read source of general information and guidance that 
assists detainees with facility adjustment and to take advantage of programs and services offered at 
the facility. 

B. Institutional Bulletins are issued, as necessary, to inform detainees of changes in policies and ,.., 
programs that becoµie effective before publication of a new handbook. 

Definitions . 

Orientation Process - Pro~ess a detainee goes through upon entering the facility that explains the 
institutional operations an~iprogram availability. 

·:·'··,. 



CDF.001.0008.1 
Detainee Handbook 

.05 Responsibility. 

I. DETAINEE HANDBOOK REVIEW 

The Jail Administralor shall ensure the detainee handbook is reviewed annually. The review of the 
handbook shall be dpne by the Case Management Supervisor, the Assistant Jail Administrator. the 
Security Chief. the 4udit/Compliance Officer. and other members as assigned by the Jail 
Administrator. 

II. HANDBOOK CONTENT 

A. Upon intake/arrival at the facility, and prior to being placed in the general population, CDF 
staff will iss~e an orientation handbook in either English or Spanish to each detainee. At a 
minimum, th~ handbook will include: 

(1) Facility rules and sanctions; 
(2) Explanation of mail and visiting procedures; 
(3) Explanation of transportation options for visitors; 
(4) Explanation of grievance procedures; 
(5) Explanation of all fees, charges or co-payments that may apply; 
(6) Description of services, programs, and eligibility requirements; 
(7) Information on how to access medical care; and 
(8) Available pretrial release options. 

This information is contained in a written handbook that is given to each detainee. The 
handbook is translated into those languages spoken by significant number of detainees. 
(2A-27) 

B. Information is provided to detainees about sexual abuse/assault including: 

( 1) Prevention/intervention; 
(2) Self-protection; 
(3) Reporting sexual abuse/assault; and 
( 4) Treatment and counseling. 

The information is communicated orally and in writing, in a language clearly understood by 
the detainee, upon arrival at the facility. (2A-29) 

III. ACCESS TO SERVICES 

All detainees are informed about how to access health services and the grievance system upon 
arrival at the facilit~. This information is communicated orally and in writing, and is conveyed in a 
language that is ea~1ly understood by each detainee. The information is translated into those 
languages spoken b,y significant numbers of detainees. When a literacy or language problem 
prevents a detaine~· from understanding written information, a staff member or translator assists the 
detainee. ( 4C-O 1) · · 

2 
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IV. RECEIPT OF HANDBOOK & ORIENTATION MATERIALS 

A. If a detainee cannot read, orientation materials are read to the detainee by a staff member, or 
are provided through the use of an audio or video tape. For detainees who do not speak 
English, intewretive services are provided. 

(1) Detainees verify, by signature, the receipt of their initial orientation and of the 
handbook and written orientation materials. 

(2) Staff will obtain a receipt (Attachment I-Acknowledgement Page) from each 
detainee and forward said receipt to the Case Management Department for filing 
in the detainee's base file. (2A-28) 

B. All Department and CDF information bulletins that supplement the handbook will be 
distributed to all detainees within ten (10) working days of receipt. 

V. REFERENCE MATERIALS 

A copy of the following is available for reference in the library service room: 

(1) Department Handbook 
(2) CDF Federal Detainee Handbook 
(3) Supplemental Department Information Bulletins 
(4) Supplemental CDF Information Bulletins 

.06 Attachments/Links. 

Attachment 1 - X:\forms\Acknowledgement Page.docx 

.07 History. 

CDF.001.0008.1 dated August 27, 2012 

3 



STATE OF MARYLAND 
DEPARTMENT OF PUBLIC SAFETY AND CORRECTIONAL SERVICES 

DIVISION OF CORRECTION 

'ft.i.RYLAll!o PROGRAM: · INMATE MAIL AND READING MATERIAL 

1~8'\) DCD#: 250-1 
:<;o Ji 

""o,,r:.r§;""' TITLE: Incoming and Outgoing Mail 
DIVISION ISSUED: 

OF July 15, 1989 
CORRECTION APPROVED: COMMISSIONER DIRECTIVE 

DCD CHANGE NOTICE: 4-90 EFFECTIVE DATE: February 15, 1990 

CHANGE #1 TO THIS DCD 

1. As the Division of Correction is a separate and distinct agency from the Inmate Grievance 
Commission and as such has no authority to establish regulations for the Inmate Grievance 
Commission, the following modifications are being made to this regulation: 

2. Section VI.H.6. is hereby rescinded. Sections Vl.H.7. and 8. are to be renumbered 
accordingly to VI.H.6. and 7. 

3. Appendix 1 to DCD 250-1, DC Form 250-la (June, 1989) is rescinded and replaced with 
the attached Appendix 1 to DCD 250-1. 

4. Appendix 3 to DCD 250-1, DC Form 250-lb (June 1989) is rescinded and replaced with 
the attached Appendix 3 to DCD 250-1. 

5. All existing copies of DC Form 250-la (June, 1989) and DC Form 250-lb (June 1989) are 
to be destroyed. 

6. An initial supply of revised forms is being provided. Additional supplies of the revised 
forms may be ordered from State Use Industries. 

7. Please incorporate these changes into all copies of the DCD. 

Distribution: 
A 
c 
L 
S - Institution Majl Room Supervisors 

Property Roow Supervisors 
;.-: 

I 
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STATE OF MARYLAND 
DEPARTMENT OF PUBLIC SAFETY AND CORRECTIONAL SERVICES 

DIVISION OF CORRECTION 

PROGRAM: INMATE MAIL AND READING MATERIAL 

1~1J~1 
.. , 

DCD#: 250-1 
~ . t;. 
"' !'<<;; o,,c,~ TITLE: Incoming and Outgoing Mail 

DMSION ISSUED: ' 
OF July 15, 1989 

CORRECTION APPROVED: - COMMISSIONER DIRECTIVE 

I. References: DCDs 175-2, 185-2, 220-5, 220-6, 220-9, and 245-6 

II. Applicable to: All Institutions 

III. Purpose: To provide policy and procedure for incoming and outgoing mail, reading 
material, and publications 

IV. Definitions: 

A. Indigent Inmate - an inmate who, in the previous two (2) weeks has not received 
pay for an assignment (work or school) and who has had less than $2.00 in his/her 
spending account, or an inmate received within the previous two (2) weeks who 
has not had $2.00 in his/her spending account. An inmate who meets the above 
criteria, but establishes a pattern of receiving and spending funds in a 30-day 
period which indicates abuse of the indigence benefit (that is, clearly demonstrates 
a manipulation of his/her account to maintain indigence status) is not an indigent 
inmate. 

B. Mail - Correspondence, written materials, publications including, but not limited 
to, letters, books, newspapers, magazines, and other publications, addressed from 
or to an inmate and leaving or entering a Division facility via the U.S. Postal 
Service, or via a recognized courier system; this definition is meant to specifically 
exclude written communication between inmates within a given facility. 

C. Legal Mail: mail from a Court, Judge, Clerk of Court, Attorney-at-Law, the 
American Civil Liberties Union, Legal Aid Bureau, Commissioner of Correction, 
elected or appointed official such as the Governor, Attorney General, member of 
Congress, or the Maryland General Assembly, or Department of Public Safety and 
Correctional Services, or Parole Commission, or Inmate Grievance Commission 
when receiy~d on official stationery of the individual or agency; or mail addressed 
from an ~te to any of the above individuals or agencies. 

D. Sexually e~licit material: Sexually explicit material depicts: 1) homosexuality (of 
the same sti~ as the inmate population); 2) sado-masochism; 3) bestiality; or 4) 
involves children. Material in categories 1), 2), and 3) may be admitted if it does 
not pose a tlireat to the institution. Explicit heterosexual material ordinarily will be 
admitted. Q.ther explicit material may be admitted if it has scholarly, or general 
social or literary value. Homosexual material that is not sexually explicit is to be 
admitted; thjs includes publications covering the activities of gay-rights groups or 



V. Policy: 

gay religiou!i groups and literary publications with homosexual themes or 
references. 

It is the policy of th~ Division of Correction that inmates be allowed to receive mail 
reading materials an~ publications consistent with the United States Constitution, federal 
law and regulations, and Maryland law and regulations. 

VI. Procedure: 

A An inmate may send sealed correspondence with the name and number of the 
inmate, and the return address of the institution on the envelope. Proper postage 
must be affiied to the envelope, except in the case of an indigent inmate's mail. An 
indigent inma,te shall be provided with pen, paper, envelopes, and first class 
postage for ~even letters per week as specified in DCD 175-2. 

I . If an inmate requires additional materials or postage for legal 
correspondence to those parties listed in Section IV.C., the inmate may 
request these through his/her classification counselor. 

2. The request shall be granted unless the classification counselor determines 
that the postage provision is being abused, in which case, the classification 
counselor shall refer the request and findings to the assistant warden for 
disposition. 

3. The classification counselor shall encourage the indigent inmate to set 
his/her own priorities for mail within the seven letter allowance. 

B. If the inmate desires to mail money from his/her account with the letter, it will be 
necessary for him/her to forward the envelope and letter, together with the proper 
withdrawal slips, to the person or department designated by institutional directives 
in an unsealed envelope, thereafter such mail shall be processed in accordance with 
established institutional procedures. 

C. Incoming mail must bear the name and number of the inmate, and will be opened 
before delivery to the inmate and inspected only for money orders, cash, stamps, 
checks, or contraband. (See DCD 245-6 for procedures on cash received by mail.) 
Inmate mail will not be further reviewed unless there is evidence that it contains 

material as listed in subsection G. Such inspection shall be documented. Money 
orders, casl&' stamps, checks, and contraband received in the mail will be handled 
in accordan~e with established procedure. 

D. Legal mail will be opened and inspected only in the presence of the inmate. Where 
there is reaion to believe the mail is not bona fide legal mail, the mail shall be 
opened and]nspected only in the presence of the inmate. 

E. Outgoing nWil will not be opened, unless there exists clear and convincing 
evidence towarrant inspection. In this event, the reasons and inspection will be 
documentect. The Managing Officer or designees shall make the decision to open 
and inspect putgoing mail and shall ensure that the reasons for and results of the 



inspection at~ documented. The Managing Officer or designees shall withhold 
outgoing nuijl only when it is found to contain contraband, is evidence of violation 
of a rule ancflor regulation, or is the basis for requesting an investigation by the 
Division of Correction Internal Investigation Unit or any law enforcement agency. 

F. There shall be no limit on the volume of mail an inmate may receive or send, unless 
there is cleat' and convincing evidence to justify such limit or unless the amount of 
materials ex4eeds the amount described in DCD 220-6. 

G. No mail, reallin.g materials, or publications Will be excluded per se. Mail, reading 
materials, or publications will be reviewed on an issue-by-issue basis. If only a 
portion of th~ mail, reading materials, or publications or particular article in the 
publication i~ subject to rejection, that portion will be excised if it can be 
reasonably s~vered and the rest will be delivered to the inmate. Before excision of 
any portion of the mail, reading materials, or publications, the inmate to whom the 
item is addressed will be given the choice of receiving the acceptable portion, 
returning the' mail as a whole, or disposing of the mail. These options shall be a 
part of the procedure and notice provided by section VI.H. of this regulation. The 
mail, reading materials, or publications will be held by the institution until the 
inmate has exhausted or waived the appeal to the Managing Officer and 
Commissioner provided by this regulation. Mail, reading materials, or publications 
may be excised or returned only when such materials contain matter which: 

1. describes escape plans, devices, or paraphernalia; 

2. describes the construction or use of weapons ammunition, bombs, 
incendiary devices, or other means of inflicting bodily harm; 

3. describes procedures for brewing alcoholic beverages or the manufacture 
of drugs; 

4. is written in code; 

5. is sexually explicit as defined in section IV .D.; 

6. describes theory, design or manufacture of prison security systems or 
equipment, including prison communication systems or equipment; 

7. instructs in the commission of violation of Division of Correction 
Regulations that will produce a breach of security or order in the 
institution; 

."j 

8. advgcates or instructs in the formation of inmate unions; or 
;:', 

9. pos~s a direct and immediate danger of violence or physical harm to 
per~9n(s) based upon the current circumstances within the institution; prior 
to eifcision or return of the publication based upon this subsection, the 
Ma.Wtging Officer, Assistant Managing Officer, Unit Manager, or Chief of 
Sec\lrity shall have described in writing and with particularity the reasons 
whl~h support the finding that the direct and immediate danger exists. No 
exc\~ion or rejection shall occur solely because its content is religious, 



philq~ophical, political, social, or sexual unless it violates section IV.D., or 
becaµse its content is unpopular or repugnant. 

H. Incoming or. outgoing mail, reading materials, or publications, except packages, 
will not be fo;:ld for more than 24 hours excluding weekends and holidays, except 
in unusual cifcumstances where processing pursuant to section Vl.B. of this 
regulation is·'.necessary, contraband is found or where it is shown that the mail, 
reading materials, or publications contain matter that is described in section VI.G. 
of this regul~tion. In this event, the inmate and the person or publisher who sent 
the mail, reaging materials, or publications to the inmate shall be afforded the 
following elements of due process: 

1. The cjecision to withhold mail, reading materials, or publications shall be 
mad~ by the Managing Officer, Assistant Managing Officer, or the Unit 
M~ger or their designees. 

2. The ipmate and the sender shall be furnished two (2) copies of a written 
statement (DC Form 250-la; see Appendix 1) that describes the materials 
that are being withheld and sets forth the justification or reason(s) with 
particularity for the action as set forth in section VI.G. of this regulation. 
The written statement shall be served on the inmate and sent to any other 
such person within 48 hours after the decision to withhold the materials 
from the inmate (see Appendix 1). The notification shall constitute a 
written report of the decision of the official withholding the material, and 
shall include a summary of the evidence, the decision, the reason for the 
decision, and the facts upon which the decision is based. The reverse side 
of the notification provides a section for the sender and/or inmate to appeal 
this decision. 

3. The inmate and the sender shall be advised as set forth in paragraph 2. 
(above) that they have ten (10) working days to respond in writing to the 
Managing Officer concerning the withholding of mail, reading materials, or 
publications from the date the inmate is notified. The Managing Officer, in 
turn, shall respond within five (5) working days to the inmate and/or 
sender. 

4. The inmate and sender shall be informed that if either or both of them 
object to the decision of the Managing Officer or if the Managing Officer 
fails to respond within five (5) working days, either or both of them may 
appeal the decision to the Commissioner of Correction, provided that such 
an appeal is made in writing, stating the reasons for the appeal, no more 
tharffive (5) working days after receipt of the decision by the said official 
or q}ficials or no more than five ( 5) working days after the Managing 
O:ffi~er's failure to respond. The inmate and/or sender may complete DC 
ForQ;t 250-1 b (see Appendix 3) when filing the appeal. 

5. Th~ Commissioner of Correction shall affirm, reverse, or modify the 
deci~ion of the Managing Officer within five ( 5) working days of the date 
ofriceipt of the appeal of the Managing Officer's decision. 

6. The jnmate may appeal the Commissioner's response to the Inmate 



Grievance Commission within 30 days from the receipt of the 
Corrwtlssioner's response or within 30 days of the Commissioner's failure to 
respond. 

7. If the decision of the Managing Officer or of the Commissioner of 
Correction in cases where an appeal is taken, is that mail as a whole will be 
witblleld form the inmate, such mail shall be promptly sent at the inmate's 
expep.se to the sender or to any addressee the inmate chooses; or disposed 
of in fl manner specified by the inmate and approved by the Managing 
Offic!;!r. If only a portion of the mail is withheld, the rejected portion shall 
be excised and the rest delivered to the inmate within five ( 5) working days 
after the final decision. The excised portion shall be handled the same as 
mail withheld as a whole. 

8. Correctional staff will store withheld mail until it is either delivered to the 
inmate or handled according to section VI.H.7., above. 

I. No restrictions shall be placed on an inmate's correspondence for disciplinary 
reasons unless the inmate specifically abuses this privilege. 

J. First class mail addressed to an inmate who has been transferred or released will be 
forwarded. If no forwarding address is available, or if mail is addressed to an 
inmate who has escaped or is deceased, mail will be returned to sender. Second 
and third class mail will be discarded unless the postal endorsement printed below 
the return address requires forwarding or return to sender. (See Appendix 2.) 

K. No restriction shall be placed on an inmate's mail because of the inmate's use of an 
officially adopted religious name. 

L. At no time shall mail be handled by any inmate other than the inmate to whom it is 
addressed. A correctional employee or· volunteer supervised by a correctional 
employee shall open, inspect, and distribute mail. 

M. The Managing Officer shall ensure that all outgoing mail is date-stamped on the 
date the mail is received by prison staff assigned to forward mail to the United 
States Postal Service or courier. 

N. Each Managing Officer shall: 

1. en.sure that all employees who handle inmate mail are trained in the use of 
this regulation; 

S::· 

2. ensl,ire that a review of this regulation is provided to all inmates as a part of 
theft orientation; 

/: 

3. issq~ the institutional directive(s) to implement and comply with this 
reg\ilation. 

VII. Attachments: Ap~...:endix 1 Notice of Decision Withhold Mail 
Apl}pndix 2, United States Postal Endorsements 
Aptliendix 3, Appeal of Warden's Decision to Withhold Mail 

;;-: 



App~ndix 4, Management Audit Form (not included) 

VIII. Rescissions: A. I)CD 250-1 dated June 1, 1980 

Distribution: 
A 
c 
L 

B. QCIB 24-84 dated July 18, 1984 
C. I)CD Change Notice dated April 3, 1985 
D. I}CD Change Notice 23-87 dated February 15, 1987 

S - Institutional Mail Room Supervisors 
Property Room Supervisors 

··.' 
·'!..,. 

. ~ ·, 



Appendix 2 to DCD 250-1 

UNITED STJ\TES POSTAL SERVICE MAILER ENDORSEMENTS 

AUTHORIZED 
FULL ENDORSEMENT 

No Endorsement 

Do Not Forward 

Do Not Forward, 
Do Not Return 

Address Correction Requested 

Return Postage Guaranteed 

Forwarding and Return Postage Guaranteed, 

ABBREVIATION MAILROOM ACTION 

None 

None 

None 

None 

Discard 

Discard 

Discard 

Return to Post Office with 
address correction or reason 
for nondelivery 

Return to Post Office with 
reason for nondelivery 

Address Correction Requested Forward & Address Return to Post Office with 

Do Not Forward, Address Correction 
Requested, Return 

Postage Guarnteed 

Do Not Forward, Do Not Return, 
Address Correction Requested 

Correction address correction or reason 
for nondelivery 

Do Not Forward-
Address-Cor Return to Post Office with 
Return Guar address correction or reason 

for nondelivery 

Do Not Forward or Return to Post Office with 
Return-Address Cor address correction 



Appendix 3 to DCD 250-1 

MARYLAND DIVISION OF CORRECTION 
HEADQUARTERS ,APPEAL OF WARDEN'S DECISION TO WITHHOLD MAIL 

(Instrµctions for completing this form are on the back) 

Name DOC Number Institution 

PART A - REASON FOR APPEAL 

-------------,,------
DATE SIGNATURE OF INMATE 

PART B - RESPONSE 

DATE SIGNATURE OF COMMISSIONER 

DC Form 250-lb (REV. Feb. 1990) 



Appendix 3 to DCD 250-1 

Instructions to Inmates for Completing Headquarters Appeal of Warden's Decision to Withhold 
Mail 

1. Use a typewriter, b4lck pen, or pencil. 

2. Type or print the specifics for the appeal in the space provided in Part A. Use one form 
for each appeal. Be sure to include the date of the incident, the names of the people 
involved, and a description of the incident. Keep the specifics as brief as possible. If you 
need more space, at~ach another sheet. 

3. Date and sign the appeal in the spaces provided in Part A. 

4. Mail the appeal and one copy of the completed DC Form 250-laR you received showing 
the warden's response to: 

Commissioner of Correction 
6776 Reisterstown Road, Suite #311 

Baltimore, Maryland 21215 

DC Form 250-12b (REV. Feb. 1990) 



Appendix 3 to DCD 250-1 

~YLAND DIVISION OF CORRECTION 
HEADQUARTERS l\,PPEAL OF WARDEN'S DECISION TO\VITHHOLD MAIL 

(Instrµctions for completing this form are on the back) 

Nrune 
•· 

DOC Number Institution 

PART A - REASON FOR APPEAL 

DATE SIGNATURE OF INMATE 

PART B - RESPONSE 

DATE SIGNATURE OF 



COM!vllSSIONER 

DC Form250-lb (REV. F~b. 1990) 



STATE OF MARYLAND 
DEPARTMENT OF PUBLIC SAFETY AND CORRECTIONAL SERVICES 

. DIVISION OF CORRECTION 

PROGRAM: PUBLICATIONS 

DCD#: 1-8 

TITLE: Division of Correction Inmate Handbook 

DIVISION 

OF 
CORRECTION 

DIRECTIVE 

ISSUED: July 1, 2007 

AUTHORITY: 

APPROVE.I): 

I. References: 

A. 
B. 
c. 

MCCS standards .05F and .08D 
' ACA standards 4-4287 and 4-4288 

DCD 1-2 

J. Michael Stouffer 
Acting Deputy Commissioner 

John A. Rowley 

Acting COMMISSIONER 
for 

II. Applicable to: DOC Headquarters, All Institutions and Maryland Correctional 
Enterprises 

III. Purpose: To establish the policy and procedures for annual review and biennial 
publication of the Division of Correction inmate handbook. 

IV. Definitions: None 

V. Policy: 

A. It is the policy of the Division of Correction to provide a handbook to each inmate 
received into its custody at reception. The handbook is an easy-to-read source of 
general information and guidance that assists inmates to adjust to incarceration and 
take advantage of correctional programs and services. 

B. The handbook is not a policy document. It is a general information publication 
developed from policies and procedures contained in DCDs, DCMs, DPSCS 
directives and Maryland Parole Commission policies. 

C. Division of Correction Information Bulletins (DCIBs) are issued, as necessary, to 
inform inmates of changes in policies and programs that become effective before 
publicatimi'of a new handbook. 

VI. Procedures: 

A. Inmate Ha9dbook Committee 

1. ThQ Commissioner shall assign an inmate handbook committee to review the 
haqpbook annually. The committee shall include the following: 

Page I of3 



DCD 1-8 

a. Director of Case Management 
b. Director of Policy Review and Audits 
c. A Correctional Education representative 
d. An MRDCC and MCIW representative 
e. An institutional representative 
f. Other members as designated by the Commissioner 

2. The Policy Review and Audits Unit shall ensure that: 

a. The inmate handbook committee conducts an annual review of the 
handbook. 

b. The handbook is written at a sixth- to eighth- grade reading level, and 
the handbook is revised biennially. 

c. A first draft of changes recommended by the inmate handbook 
committee is resubmitted to committee members for editing before 
preparation of a final draft. 

d. The final draft is submitted to the Assistant Commissioner for 
Programs and Services for review and approval. 

e. The final draft is signed by the Commissioner and delivered to 
Maryland Correctional Enterprises with any necessary materials, 
computer disks and instructions to print biennial editions of the 
handbook. 

B. Wardens of the Maryland Reception, Diagnostic and Classification Center, the 
Maryland Correctional Institution for Women and any other state correctional 
facility that may receive newly committed inmates shall ensure that: 

1. The inmate handbook and supplemental DCIBs are issued to each new 
inmate received in the Division of Correction within seven (7) days of 
reception. 

2. Each inmate acknowledges receipt of a handbook by completing Appendix 1, 
Inmate's Receipt of Division of Correction Inmate Handbook, and that the 
receipt is placed in the inmate's base file. 

C. Wardens shall ensure that: 

1. Su~plemental DCIBs are issued to all inmates currently incarcerated. 

2. Instf tutional orientation materials, including an institutional inmate 
haqdbook, and information that supplements the Division of Correction 
Inqiate Handbook are distributed to inmates within seven (7) days of 
reqFption, and the inmate's receipt of this material and/or information is 

Page 2 of3 



DCD 1-8 
confirmed with individual receipts or documented attendance at a group 
orieptation session. 

3. Coples of the Division of Correction Inmate Handbook, supplemental DCIBs 
and ,,institutional orientation materials and written information are available 
for reference in the inmate library or a designated area. 

4. Institutional information and orientation materials distributed to inmates are 
not in conflict with the contents of the Division of Correction Inmate 
Hanpbook or the other documents indicated in section V.B. above. 

5. The Policy Review and Audits Unit is informed of any purchase order for 
reprinting of the Division of Correction Inmate Handbook and of the revision 
and reprinting of institutional orientation materials and written information 
that i:ire to be distributed pursuant to section C.2. above. 

6. Institutional directives necessary to implement and comply with this DCD 
are Issued. 

VII. Attachment: Apppndix 1 - Inmate's Receipt of Division of Correction Inmate Handbook, 
DC form 1-8aR 

VIII. Rescission: DCI;> 1-8, dated May 1, 2006 

Distribution: 
A 
c 
L 

Page 3 of3 



Eastern Correctional 
Institution 

'"~~ 
Approved by: 
Kathleen Green 
Warden 

.01 Purpose. 

Titll': 
ECIInmate Handbook I Orientation 

Rell}ted DOC Directives: 
D0(.;:.001.0008, Secretary's Directive 01-99 

Rel~ted ACA Standards: 
(4-) 4228, 4287, 4288, 4290, 4281-1 -4281-5, 
4281-7,4299,4344,4406,4499 
Rel~ted MCCS Directives: 
.05F1 .08D 

Directive Number: 
ECI.ID.001.0008.1 

Supersedes: 
ECl.ID.001.0008.l dated 
12/5/11 
Authorized By: 
Assistant Warden of 
Operations 
Effective Date: 
December 18, 2013 

Number of Pages: 8 

The purpose of this directiv~ is to establish policy and procedure governing inmate orientation, and to 
provide an easy to read source of information and guidance which will help the inmate adjust to 
incarceration, and take adva~tage of programs which exist at ECI. 

.02 Scope. 

This directive applies to Eastern Correctional Institution, ECI Annex and Poplar Hill Pre-Release Unit, 
herein known as ECI. 

.03 Policy. 

A. It shall be the policy of ECI to: 

(1) Ensure a rulebook that contains all chargeable offenses, ranges of penalties, and disciplinary 
procedures is given to each inmate and staff member, and is translated into those languages 
spoken by significant numbers of inmates. 

(a) Signed acknowledgment of receipt of the rulebook is maintained in the inmate's file. 
(b) When a literacy or language problem prevents an inmate from understanding the 

rulebook, a staff member or translator assists the inmate in understanding the rules. 

(2) Ensure that a reception program for new inmate upon admission to the correctional system. 
Except in unusual circumstances, initial reception and orientation of inmates is completed 
within 30 calendar days after admission. 

(3) Ensure new i~tes receive written orientation materials and I or translations in their own 
language. Whe§ literacy problem exists, a staff member assists the inmate in understanding 
the material. Cgmpletion of orientation is documented by a statement signed and dated by the 
inmate. : 

( 4) Ensure that inrruites transferred from other institutions within the correctional system receive 
an orientation t~· the new institution. Except in unusual circumstances, reception and 
orientation for \pmates transferred from another institution within the system is completed 
within seven caJ~ndar days after admission. 

':> 

(5) Govern the control of personal property and funds belonging to inmates: these policies and 
procedures are rhiewed annually and updated as needed and are made available to inmates 
upon admission"i:md when updated. 
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(6) Ensure written information regarding procedures governing visitation be made available to the 
inmate within 24 hours after arrival at the facility. At a minimum, the information will 
include, but not ~e limited to, the following: 

(a) Facility ad,#iress I phone number, directions to facility, and information about local 
transportation; 

(b) Days and ~ours of visitation; 
( c) Approved press code and identification requirements for visitors; 
( d) Items authprized in visitation room; 
(e) Special mies for children; 
(t) Authorize~ items that visitors may bring to give to the offender (for example, funds, 

pictures, apd so forth); 
(g) Special vi~its (for example, family emergencies). 

(7) Ensure that infor)Tiation is provided to offenders about sexual abuse I assault including: 

(a) Prevention I Intervention; 
(b) Self-Protection; 
(c) ReportingSexual Abuse I Assault; 
( d) Treatment and Counseling. 

(8) Ensure inmates are screened within 24 hours of arrival at the facility for potential 
vulnerabilities or tendencies of acting out with sexually aggressive behavior. Housing 
assignments are made accordingly. 

(9) Ensure that an investigation is conducted and documented whenever a sexual assault or threat 
is reported. 

(10) Govern that inmates identified as high risk with a history of sexually assaultive behavior are 
assessed by a mental health or other qualified professional. Inmates with a history of sexually 
assaultive behavior are identified, monitored, and counseled. 

(11) Ensure inmates identified as at risk for sexual victimization are assessed by a mental health or 
other qualified professional. Inmates at risk for sexual victimization are identified, monitored, 
and counseled. 

(12) Ensure that inmates who are victims of sexual abuse have the option to report the incident to a 
designated staff member other than an immediate point-of-contact line officer. 

(13) Victims of sexual assault shall be referred under appropriate security provisions to a 
community facility for treatment and gathering of evidence, or if these procedures are 
performed in-hq\lse, the following guidelines are used: 

(a) A history.Js taken by health care professionals who conduct an examination to document 
the extent.of physical injury and to determine if referral to another medical facility is 
indicated~ With the victim's consent, the examination includes the collection of 
evidence from the victim, using a kit approved by the appropriate authority; 

(b) Provisioq is made for testing of sexually transmitted diseases (for example, HIV, 
gonorrhei;t, hepatitis, and other diseases) and counseling, as appropriate; 

(c) Prophyla~tic treatment and follow-up for sexually transmitted diseases are offered to all 
victims, af appropriate; 

J.~- · 
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( d) Fallowing the physical examination, there is availability of an evaluation by a mental 
health professional to assess the need for crisis intervention counseling and long-term 
follow-up~ 

( e) A report i~ made to the facility or program administrator or designee to assure 
separation-of the victim from his or her assailant. 

.04 Definitions. 

A. In this directive, the following terms have the meanings indicated 

B. Terms defined: 

( 1) ·Alleged Consen~ual Sex - Any sexual activity observed by staff wherein the inmate 
participants are r~porting that it is consensual. 

(2) Alleged Sexual ~ssault I Rape - Any report by an inmate that he has been sexually assaulted I 
raped. 

(3) Carnal Knowled~e-Contact between the penis and the vulva or the penis and the anus, 
including penetr~tion of any sort, however slight. 

( 4) Confirmed Sexual Assault I Rape - Any instance of sexual assault I rape that has been proven 
through physicafevidence and/or witnesses. 

(5) Oral Sodomy- Contact between the mouth and the penis, the mouth and the vulva, or the 
mouth and the anus. 

(6) Perpetrator - Any individual who has, or is likely to commit sexual assault I rape. 

(7) Potential Victim-A person who has been identified by Psychology, Social Work, Case 
Management, Medical, etc., as being of limited capacity to protect themselves from sexual 
assault I rape. An inmate who reports he is in fear of being sexually assaulted. 

(8) Rape - The carnal knowledge, oral sodomy, sexual assault with an object, or sexual fondling 
of a person, forcibly or against that person's will; 

(a) The carnal knowledge, oral sodomy, sexual assault with an object, or sexual fondling of a 
person, not forcibly or against that person's will, where the victim is incapable of giving 
consent because of his or her youth, or his or her temporary or permanent mental or 
physical incapacity; or 

(b) The carnal knowledge, oral sodomy, sexual assault with an object, or sexual fondling of a 
person achieved through the exploitation of the fear or threat of physical violence or 
bodily injllf)'. 

(9) Sexual Assault ;With an Object - The use of any hand, finger, object, or other instrument to 
penetrate, how~yer slightly, the genital or anal opening of the body of another person. 

·; 

(10) Sexual Fondlinlj- The touching of the private body parts of another person (including the 
genitalia, anus, roin, breast, inner thigh, or buttocks) for the purpose of sexual gratification. 

(11) Suspected Sex~81 I Rape Victim - An inmate who staff believes may have possibly been 
sexually assaulf@d I raped based on signs, symptoms and observations. 

- 3 -
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(12) Victimization Reduction Coordinator (VRC)-A designated staff member who is responsible 
for gathering, collating, organizing and reporting data in a timely manner . 

. 05 Responsibility. 

A. Case Management 

(1) At initial classifi~ation, each inmate is assigned to a staff member to ensure supervision and 
personal contact; a Unit Management Team may perform this function. 

(2) The Case Management Manager shall designate a staff member to track the arrival of inmates 
into the institutitjn. This staff member will maintain a logbook of new inmates. 

(3) The Case Management Specialist shall document the date of the new inmate's orientation in 
the aforementioqed logbook. 

B. Inmate Orientation Handbook 

(1) All information describing the institution's programs, services, rules, and regulations shall be 
compiled and assembled in an Inmate Orientation Handbook. 

(2) The manual shall be divided into the sections pertaining to the custodial operations and 
programs and services operations of, and for this institution. 

C. Pre-Orientation 

(1) Upon arrival at the facility, all offenders are informed about how to access health services and 
the grievance system. This information is communicated orally and in writing, and is 
conveyed in a language that is easily understood by each offender. 

(2) Each inmate will be given a pre-orientation packet along with his bedroll and will sign the 
Withdrawal Ticket acknowledging receipt. The packet will contain written information 
including, but not limited to: 

(3) 

(4) 

(a) Inmate Orientation Handbook; 
(b) Location and Directions; 
(c) ECl's Minor Rules; 
(d) Allowable Property List; 
(e) Inmate Visitor List; 
(f) Visitation Procedures including: 

(i) 

(ii) 
(iii) 
(iv) 
(v) 
(vi) 

(vii) 

Facility address I phone number, directions to the facility, and information about 
loc~ transportation; 
Days and hours of visitation; 
Approved dress code and identification requirements for visitors; 
Iteii}s authorized in visitation room; 
Spj;ial rules for children; 
Au:lb. orized items that visitors may bring to give to offender (for example, funds, 

y.-·-_ 

piciµres, and so forth); 
Spcifial visits (for example, family emergencies). 

Personal Propeqy, Valuables and Clothing. 

Adjustment Process and Rules. 
,i-"• 

- 4 -
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(5) Mail and Paclra!!~s. 

(6) Telephone Procqpures. 

(7) Prison Rape Elirpination Act (PREA). 

D. Review of the Inmate Handbook 

(1) Inmates will be ~iven the opportunity to review the Inmate Orientation Handbook during 
orientation, and ~hall be made aware that orientation handbooks are available for review in the 
Housing Units, ~~ibrary, and Chaplains' Offices and through the Case Management Specialists, 
andIAC. 

(a) During ori~ntation the inmate shall be allowed to ask questions concerning policies with 
which they are not familiar. 

(b) Inmates shall be advised that there is zero tolerance for sexual assaults I rapes or any 
other sex~l contact among inmates or with staff. 

(2) At the completion of orientation, each inmate shall sign an Acknowledgement of Orientation 
(AttachmentA),which will be placed in the inmate's base file. 

E. The Purpose of Inmate Orientation 

(1) The purpose of the inmate orientation is to familiarize an inmate with aspects of institutional 
life, and procedures with which he may not be familiar. 

(2) To ensure that the inmate understands and is aware of the classification process, and provide 
the name of his assigned Case Management Specialist. 

(3) To explain procedures for contacting the various departments throughout ECI. 

(4) To listen to and address questions and concerns that the inmate might have. 

F. Zero Tolerance 

(1) ECI shall have zero tolerance for sexual assault I rape and shall: 

(a) Train all staff to recognize signs and symptoms of possible assault I rape on inmates; 
(b) Have a systematic method of reporting sexual assaults; 
( c) Develop data to better identify potential perpetrators and victims of sexual assault I rape. 

(2) ECI shall develop action plans to prevent sexual assault I rape. 

G. All staff shall be traim;d to recognize signs of and how to report and prevent sexual assault /rapes. 
_>". 

(1) Staff that beco111~s aware of a sexual assault I rape will report it to their immediate supervisor, 
using a First R{'lport oflnmate Sexual Assault I Rape Form (Attachment B). This form will be 
completed, reg~{dless of whether or not an infraction is written. 

,. 

(2) The supervisor will forward copies to the distribution list. 

H. In the event of an inm1te alleging sexual assault, he will be interviewed by custody to initiate the 
investigation (Refer tcf Secretary's Directive 01-99). 

(1) The interview process, including the gathering of physical evidence, will be discussed with the 
victim. ' 
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(2) 

(3) 

(4) 

(5) 

(6) 

The victim will be sent to an outside medical facility where a rape kit will be initiated and the 
victim(s) referre~ to the appropriate health and/or mental health practitioner. 

The VRC shall qpen a file for each reported incident and complete a Sexual Assault I Rape 
Data Summary Form (Attachment C). 

The Housing UnJt Manager and Case Manager will make a recommendation of appropriate 
inmate housing tp the Warden, via the Case Management Assignment Sheet (DOC Form 100-
lOOa). 

The Warden or Security Chief will make the final determination of housing changes. 

The Medical ancl Mental Health Departments will provide treatment services, as needed. 

I. All inmates transferring into ECI will be screened on arrival by a Case Management Specialist for a 
history of involvement'in sexual assaults. 

(1) The Security Scr~ening Form (Attachment D) will be forwarded to the Intelligence 
Department so that inmates can be monitored. It will also be forwarded to the Social Work 
Department to a~range counseling for the inmate. 

(2) Information is provided to inmates about sexual abuse I assault and counseling shall be 
recorded on a PREA Counseling Form ECI Form (Attachment E). 

J. Each year the training will be updated by incorporating annual data to better identify the actual 
perpetrator and victim trends at ECI. 

(1) The VRC shall cpllect reports and/or data from all involved departments, collate the data and 
generate an annual report to be submitted to the Warden. 

(2) The VRC shall develop a profile of victims and perpetrators specific to ECI based on the 
collected data, collect summary data from medical and mental health (to be included in the 
annual report), and provide annual data including statistics, profiles and trends to the Training 
Department to assist in updating the annual training lesson plan for sexual assault/rape. 

(3) The Medical and Psychology Departments will compile an annual summary on the Inmate 
Sexual Assault I Rape Prevention Project Medical Department Annual Report (Attachment F), 
and the Inmate Sexual Assault I Rape Prevention Project Psychology Department Annual 
Report (Attachment G), to be forwarded to the VRC. 

(4) The Sexual Assault I Rape Program Committee shall meet annually to review data from the 
annual report, which will be used to generate recommendations to develop appropriate 
interventions any. update training for the Warden's review and approval. 

K. Treatment 

(1) Medical 

(a) Send victim out for completion ofrape kit; 
(b) Provide trq1ttment for injuries; 
(c) Offer testii)$ for HIV/AIDS and/or other sexually transmitted diseases. 

(2) Psychology and Social Work 

(a) Cases will be assigned to the Psychology Department; 
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(b) The mental health practitioner will see the victim (inmate) within three working days for 
initial asse~~ment and follow-up, as needed. 

L. Sexual Assault I Rape program Committee. 

(1) Committee shall consist of: 

(a) Victimization Reduction Coordinator; 
(b) Security Ch~ef I designee; 
( c) Assistant Warden; 
( d) Training Supervisor; 

(e) Chief Psychologist; 
( f) Regional Supervisor of Social Work; 
(g) Chair (as designated). 

M. Minor Rules 

(1) ECI shall have written guidelines for resolving minor inmate infractions, which include a 
written statement of the rules violated, and a hearing and decision within seven days, 
excluding weekends and holidays, by a person not involved in the rule violation; inmates may 
waive their appe~rance at the hearing. 

,. 

(2) When an inmate commits an infraction of institutional rules, either in conjunction with a major 
COMAR Title If. DPSCS Chapter 27, Inmate Discipline rule violation or without, the 
observing emplo~ee shall document the infraction in accordance with the procedures 
established by CpMAR Title 12 DPSCS Chapter 27, Inmate Discipline. 

(a) Any ECI MJnor Rule that the inmate violates shall be documented as required. 
(b) In all cases, any ECI Minor Rules cited as having been violated shall be quoted in the text 

of the Notice of Infraction. 

N. Inmate Awareness 

(1) 

(2) 

(3) 

A copy of the ECI Minor Rules shall be available to all resident inmates in the ECI Library. 
·' 

A copy of the E<;:I Minor Rules shall be kept posted on each bulletin board in the housing 
units, and all indpor inmate activity areas for review by the inmate population. 

The ECI Minor Rules shall be incorporated into the ECI Inmate Handbook I Orientation 
Manual to ensure newly arrived inmates are advised. 

0. Cell Restriction Permitted Activities 

(1) The following activities are permitted for inmates placed on cell restriction status as a result of 
formal or informal disposition on a notice of infraction: 

(a) 
(b) 
(c) 
(d) 
(e) 
(f) 
(g) 
(h) 

) 
Showers; " 
Meals; 
Work ass~gnments; 
School as.fignments; 
Church s;rvices (not study groups); 
Visiting .4.fivileges (behind glass if cell restriction exceeds 15 days); 
Haircuts (pnly when the cell restriction exceeds 30 days); 
Library privileges are available only when an inmate can verify through Case 
Managerr\fnt that mandatory court imposed time frames will be violated. 
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(i) 

(ii) 

In that case, the Case Management staff member verifying the urgency of the 
reqqest will forward legal reference material requests to the library. 
Reqvested materials will be delivered to the cell restriction inmate in the same 
mat{per as for segregation inmates. 

(2) All ECI Minor R,ules and Regulations shall be reviewed annually and updated as necessary. 

P. The Inmate Orientatioq Handbook shall be updated as needed in accordance with newly distributed 
policies and procedure$. Formal review of the Inmate Orientation Handbook and this directive shall 
be conducted annually~ 

.06 Attachments/Links. 

A. Acknowledgement of Orientation 
B. First Report of Inmate ~exual Assault I Rape 
C. Sexual Assault I Rape Pata Summary 
D. Security Screening ForJ11 
E. PREA Counseling Fol1ll 
F. Medical Department Apnual Report I Rape Prevention Project 
G. Psychology Departmet'\t Annual Report I Rape Prevention Project 
H. ECI Minor Rules East lWest 
I. ECI Minor Rules Annex 
J. ECI Minor Rules PHPRU 

.07 History. 

A. This directive rescinds ECl.ID.001.0008.l dated December 5, 2011 

.08 Distribution 

A 
B 
c 
L 
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Date: 

EASTERN CORRECTIONAL INSTITUTION 
Acknowledgment of Orientation 

1. I acknowledge having received inmate orientation for Eastern Correctional Institution. 

2. I acknowledge having been p.otified of the rules and regulations in the Inmate Handbook. I am aware that 
copies of the famate Handb9ok are available to me in the Housing Unit, Library, Chaplain's Office, Case 
Managers, and through the IAC. 

3. I acknowledge that ECI has a zero tolerance for sexual assaults I rapes or any other sexual contact among 
inmates or with staff. 

Inmate Name and DOC Number: 

Inmate Signature: 

Housing Unit & Cell Location: 

Witness Signature, Title & Date: 

Distribution: Original - Inmate Base File 
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EASTERN CORRECTIONAL INSTITUTION 
Firit Report of Inmate Sexual Assault/Rape 

Date: Time: 
------ 1 

Reporting Staff: ------

Information related to involved paf1ies: 

Victim Name: Perpetrator Name: 
-------~------

DOC # (if appropriate): DOC# 

Housing: 
-----------.------- -------------
--------~-------

Description of incident: 

--- suspected sexual assault/ripe 

--- confirmed sexual assault/rape 

**Forward this report to immediate supervisor. 

Supervisory intervention: 

Distribution: Victimization Reduction Coordinator 
Assistant Wardens 
Chief of Security 
Shift Commander 
Health Services Administrator 
Psychology 
Case Management '91anager 
Social Work ~ · 
Housing Unit Mana~~r 
Intelligence ;, 
Attach to S.l.R. as 11ecessary 

~ ~ . 

Housing (if appropriate): 

___ alleged sexual assault/rape 
alleged consensual sex ---
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FASTERN CORRECTIONAL INSTITUTION 
Sexual Assault I Rape Data Summary 

**Complete all fields by r13cording the appropriate information or circling the answer that applies** 

Victim Pe etrator 

Age 

Height 

Weight 

Gender M F M F 

Race 

Sentence 

Crime 

Time Served 

(include#) (include#) 

Previous Incarcerations Yes: No Yes: 

Diagnosis of Mental Illness Yes No Yes No 

Intervention by Mental Health Providers: 

Current tx: 

History of tx 

History of rape as victim or offender: 

While incarcerated Yes No Yes No 

Outside of prison Yes No Yes No 

Rape Kit Completion Yes No N/A Yes No 

Medicctl Ox review Yes No Yes No 

lpfractions: 

Category I 

Category II 

No 

N/A 
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EASTERN CORRECTIONAL INSTITUTION 
Security Screening Form 

Inmate's name: DOC#: Security level: --------

Prior DOC#'s: 

Nicknames: 

Exclusionary offender: 0 yes 0 no If so, reason: 

Adjustment history: 

Enemies: 

Previous/potential victim of sexual abuse: Dyes Ono Comments: 

Previous/potential perpetuator of sexual 
abuse: Dyes Ono Comments: 

Escape risk/history: Dyes O no 

Comments: 

Medical screening form: 0 on file D not on file 

Tattoos: Dyes Ono STG (09 alert): Dyes Ono 

Additional information: 

Recommended housing: -----------------------------

Committee members: 1. Date: 
------------~ -----

2. Date: 
------------~ -----

Intelligence review: 

Signature: Date: -----
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EASTERN CORRECTIONAL INSTITUTION 
PREA Counseling Form 

On Inmate: DOC# 
~~~~~~~~-

was counseled about the ~rison Rape Elimination Act and its related policy and procedures at ECI. The 
information provided includ~d prevention, intervention, self-protection, reporting of sexual abuse or 
assault and treatment following assault. This inmate had previously been assessed by the Case 
Management department and identified as: 

0 At risk for sexual victimizatipn. 

0 Presenting a high risk because of a history of sexually assaultive behavior. 

Staff Signature/Job Title Date 

Inmate Acknowledgement 

I acknowledge that I was given both written and verbal Information regarding the Prison Rape 
Elimination Act, and I had the opportunity to have my questions answered regarding this 
information. 

Inmate Signature: 
~~~~~~~~~~~~~~~-

Date: 

cc: Inmate Basefile 
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J:ASTERN CORRECTIONAL INSTITUTION 
· Medical Department Annual Report 

lnmatf! Sexual Assault I Rape Prevention Project 

YEAR 

Number of Rape Kits Completed 

Victims 
Pre-test Post-test 

Number diagnosed with HIV/AIDS: 

At six month retesting 

Number diagnosed with Hepatitis J3 
'· 

Number diagnosed with Hepatitis C 

Number diagnosed with TB 

Number diagnosed with other STDs 

Number with physical or mental handicaps 

Specify STDs diagnosed: 

Date Signature 
~~~~~~~~ 

Original: Victim Reduction Coordinator 

Perpetrators 
Pre-test Post-test 
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~STERN CORRECTIONAL INSTITUTION 
P!$ychological Department Annual Report 

lnmat~ Sexual Assault I Rape Prevention Project 

YEAR ----

DiagnosesNictim: 

Axis I Mood Disorder -----.---
Axis II Personality Disorder 

TreatmenWictim: 
---

Psychoses ---

Developmental Disorder 

#Involved in therapy only at time pf the assault 

# Receivlng psychiatric medication only at time of the assault 

Drug Use/Abuse 

# Receiving psychiatric medication and therapy at time of the assault 

Diagnoses/Perpetrator: 

Axis I Mood Disorder Psychoses -----.--- ___ Drug Use/Abuse 

Axis 11 Personality Disorder --- Developmental Disorder 

Treatment/Perpetrator: 

# Involved in therapy only at time pf the assault 

# Receiving psychiatric medicatiori only at time of the assault 

# Receiving psychiatric medication and therapy at time of the assault 

Original: Victim Reduction Coordinator 

Total ---
Total ---

Total ---

Total ---
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Attachment H 

EASTER..""l" CORRECTIONAL INSTITUTION 

Mlµor Rules for Medjum Security (East I West) 

I. The following Minor Rules are applicabl' to ECI and are in addition to those listed in COMAR Title 12 DPSCS Chapter 27, Inmate 
Discipline. Any violation of these rules .pay subject you to a Notice oflnfraction and I or Disciplinary Procedures. 

503 -01 

503 - 02 

503-03 

Obey All Rules 

(1) All inmates shall r~ad and obey all rules written and verbal given by all employees or agents of the Maryland 
Division of Correction. These rules include Minor Rules and Regulations per COMAR Title 12 DPSCS 
Chapter 27, InmatQ Discipline. 

(2) All inmates shall obey all verbal orders and commands given by DOC Staff, and shall obey the rules listed 
below. 

General Movement in Any Area of the Institution 

(1) If an inmate's access to his destination is denied I delayed (i.e., the tier slider is closed preventing access to the 
cells), the inmate is to stand quietly and wait. 

(2) Inmates shall stay on the sidewalk at all times; no running. 

(3) Inmates must be properly dressed at all times. All clothing must be clean. 

(a) Pants must be worn around the waist and not around the buttocks. 
(b) Trousers must be worn with pant legs rolled down to the top of the foot. 
(c) Shirts must be worn during movement between the cell I day room and while on the compound. 
(d) Any shirt that is six inches below the natural waist must be tucked inside the pants. 
( e) Inmates may not wear hats other than authorized religious headgear inside any area. Hats with brims shall 

be worn with the brim facing forward. No homemade headgear is permitted. 
(f) Inmates may not wear sunglasses inside any area. 

(4) ID cards shall be carried in the inmate's possession at all times and displayed above the waist. 

(5) Inmates shall not block any thoroughfare, hallway, or stairway at any time. 

(6) Inmates shall not litter at anytime, anywhere in the institution. All trash shall be placed in appropriate trash 
receptacles. 

(7) There shall be no display or use of gang signs, signals, colors, paraphernalia, greetings, and I or handshakes at 
any time, in any area of the institution. 

(8) Inmates are required to wear authorized clothing when outside the housing unit, with the exception of gym I 
courtyard where shorts or sweat suits may be worn. 

(9) Inmates are prohibited from possessing and/or wearing any black, dark blue, light blue, predominantly dark 
colored garments,,. orange, khaki, dark brown, or clothing made from camouflaged material. 

(10) . When waiting in One for pills during Pill Call, inmates shall remain in a single line behind the red line marked 
on the sidewalk. '~topping of Staff Members is not permitted. 

Housing Unit Rules 

(1) There shall be nQ fastening or hanging of pictures, posters or any other item directly to cell wall, windows, 
door, locker, furqiture or ceilings, including air vents . . , 
(a) Pictures ml\f be hung on a towel and the towel placed on the locker only. 

(b) No sexually explicit materials may be displayed within the confines ofECI. This includes the hanging of 
pictures or.photographs within inmates' living quarters. 
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503-04 

(c) Any sexuall)" orientated material exhibited by the inmate population shall be confiscated as contraband 
and used as ... vidence in the adjustment proceedings. 

(2) There shall be no jpud playing of radios and televisions. Inmates are to keep the volume at a minimum so they 
do not disturb oth~ residents. Inmates who play their TV, radios, tape players, etc. between the hours of 11 :00 
p.m. and 7:00 a.m. must use earphones or earplugs. 

(3) It is the inmate's r~sponsibility to close and lock his cell door, and turn off any electric appliance or lights upon 
entering and exitinF. 

(4) Bedroom slippers} shower shoes shall not be worn outside the housing unit. No pajamas I robes may be worn 
in the day room. , 

(5) Dressing on the tier is prohibited. Inmates taking showers must be modestly attired while on the tier. No 
excessive amount of clothing is to be carried. 

(6) No floor covering is permitted in the cells (i.e., towels, blankets, rugs) at any time, as this is a safety violation. 
The only exception is the use ofreligious prayer rugs for praying only. 

(7) Handkerchiefs I bandanas may not be worn as an item of clothing, with the following exception: 

(8) 

(9) 

(10) 

(11) 

(12) 

(13) 

{14) 

(15) 

(16) 

(17) 

(18) 

(a) Inmates registered as Native Americans (religious preference) may wear an approved olive green or 
Native American multicolored design bandana as a headband (religious headgear). 

(b) Inmates must have written proof of their religious preference signed by the Chaplain on their person to 
wear the bandana as religious headgear. 

Inmates are not allowed to pray or practice religion in the day room. 

Inmates are limited to possession of two commissary items, one Game Boy and one game in the dayroom at any 
time. Adapters are not allowed in the dayroom. A shower bag shall be a commissary net bag only, no other 
container, apart from a drinking cup is to be taken into the dayroom. 

Inmates shall be limited to two lockers, one desk, and one chair in each cell. 

Inmates shall be limited to two sheets, one pillowcase, one pillow, and one mattress at any one time. 

Inmate weekly linen exchange is mandatory. Inmates may be required to pay restitution for ripped/torn sheets. 

Inmates are prohibited from cutting or braiding of hair in the recreation I gym I courtyard. 

Paper rolls, dust rolls, or any other items placed in the vicinity of the cell door are forbidden. 

There shall be no storing of housing unit sanitary equipment, supplies, or materials in cells. All cells shall be 
cleaned when, and as directed, by the tier officer. 

Each inmate's area is to be neat and orderly, including all bunks being neatly made upon exiting the cell, and in 
a manner that allq.ws the officer to view under the bunk. Inmates shall not hang any article on their bunk, or the 
supporting brace~~ofthe bunk, at any time. 

There shall be nQ sitting on ping-pong or recreation hall tables, railings, stairways, or table seats. All chairs 
shall remain witij ii.ti legs on the floor (i.e., no tipping). There shall be no climbing on the dayroom fence. 

-~· 

There shall be nQ p.oise after lights-out. 

Dining Room Rules 

(I) Commissary iteD)~, extra clothing, books, magazines, etc., are not allowed in the dining room. Schoolbooks are 
allowed when sti:l~ents arrive directly from the school area, but must be kept in the possession of the owner. 
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503 - 05 

503 - 06 

503 -07 

(2) 

(3) 

(4) 

(5) 

Inmates entering the dining area must display their ID and proceed through the line in an orderly fashion and 
obtain one set of e~ting utensils plastic fork and I or one drinking glass, prior to being seated. 

Each inmate is reqµired to receive the provided eating utensils, to have same in his possession at all times while 
the meal is in progress, and return same as directed. 

There shall be no conversations with inmate dietary workers that will hamper the movement of the feed line. 

All movement, seating, and exiting shall be directed by correctional officers. 

(a) All benches ~teach table shall be filled before seating begins at the next table in the row. 
(b) After being ~eated, inmates are not permitted to leave their seat except with an officer's permission. Once 

seated, inmates are to sit facing the table at which they have sat. 

(6) There shall be no passing of food items from one table to another, while standing in line, or between the line 
and the seating area. Additional rations of food not authorized shall be considered contraband and immediately 
confiscated. · 

(7) No food shall be taken from the dining room after meals except that which has been previously authorized. Any 
food taken shall be considered contraband and immediately confiscated. 

(8) Noise shall be kept to a minimum. No shouting shall be permitted. 

(9) Hats, caps, sunglasses, and bandanas are to be removed when entering the dining room, during feed up, and 
replaced after exiting the dining room. The only exception is authorized religious headgear. 

Property Rules 

(I) No radio, TV or other appliances shall be allowed outside of your cell except a walkman type radio I CD I 
cassette player to the courtyard, or Grune Boy and one game to the dayroom. 

(2) There shall be no items taken to I from work assignments other than necessary clothing or schoolbooks. 

(3) Property that is left unattended shall be considered abandoned and will be confiscated and secured in the 
property room. 

(4) Altered, damaged, or destroyed State issue clothing shall be confiscated and the inmate shall be required to pay 
for the item, and will be subject to an infraction. 

(5) No jewelry, handmade or otherwise is allowed, except as specified in DOC.220.0004. 

(6) Any appliance loaned or found in the possession of another inmate shall be confiscated, and not returned, unless 
previously reported stolen by the inmate owning the property. 

Commissary Rules 
,. 

(1) Inmates shall be properly dressed; NO shorts, tank tops, sweat pants, etc. .,.,. 

(2) Inmates shall le&Jbly sign in ink and return his Commissary account card. 

'~ 

(3) No food items arfto be consumed or exchanged in the Commissary, or on the walk back to the Housing Unit. 

Recreation Rules 

(I) Athletic clothing 3uch as sweat suits and shorts may be worn to the courtyard. Shirts may be removed while in 
the courtyard, bufmust be worn to and from the courtyard. 

(2) Inmates violating Jlecreation Rules or any Rules shall be sent back to their unit and not allowed in the courtyard 
I gym for that day, 
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503 - 08 

(3) 

(4) 

(5) 

(6) 

(7) 

(8) 

(9) 

(10) 

(11) 

(12) 

(13) 

(14) 

(15) 

(16) 

(17) 

(18) 

(19) 

(20) 

Conversations between inmates going to courtyard, or while in the courtyard, with inmates in the housing units, 
are prohibited. · 

Nothing may be carried to the courtyard except a walkman type radio /CD /tape. Any other article found in an 
inmate's possessiop is a violation. 

Any inmate requirlng use of a knee brace or wrap for medical reasons must be prepared to show documentation 
of same, prior to eptering the courtyard I gym. Inmates on crutches must have written permission from medical 
to be in the courty~d or no courtyard I gym. 

There shall be no ~itchen whites allowed in courtyard I gym. 

Clothing tom or altered so much that it is not useful for covering, shall be confiscated (i.e., shorts that show 
through to underwfar, shirts that show chest or back). 

There shall be no ~anging from the basketball rim. 

Inmates are not allpwed to pray or practice religion in the courtyard I gym. 

During normal gyrp periods, inmates must wear shirts in all areas of the gym. 

There shall be no hard sole shoes I boots allowed in the gym during regular gym periods. 

When inmates have entered the courtyard, the area between the gate and the first basketball court as marked, 
shall be kept clear of congregating inmates. While courtyard is in progress, inmates shall be permitted to pass 
through this area only and are not permitted to loiter in this area. 

Inmates are not permitted near the perimeter fence, or the areas painted red in between the microwave system. 
These areas are "Out of Bounds." 

There shall be no formation oflarge groups (six or more inmates) other than engaging in sports events. 
' 

Inmates must tum in their ID for any gym equipment borrowed. No ID, no equipment. 

Inmates entering the weight room must stay in the room for the entire gym period, except that staff may allow 
an inmate to use the bathroom. Inmates may not leave the weight room until the weight room officer has 
accounted for all equipment. 

Only one inmate at a time is allowed in the bathroom. 

During regular gym periods all inmates shall be confined to the gym area only. 

During regular gym periods inmates are not permitted to sit on the bleachers. 

During regular gym periods no inmates are allowed in the locker room; it is "Out of Bounds." 

Dress Code 

(I) 

(2) 

(3) 

All areas - Dirty,..lom or ragged clothing will not be allowed. All shirts must be buttoned, shoes fastened and 
pants are to be w~rn around the waist and not around the buttocks . 

. ~ '. 

Dining Hall - Vi~ifing Room, and Administration I Operations area -All inmates shall have socks, shoes, pants, 
and a shirt on wliji entering these areas. No hats, pajamas, shorts, shower shoes, underwear articles, sweat 
pants, or radios s~I be allowed. Religious headgear, in accordance with DOC.140.0001, Religious Services 
Manual, shall be -~Jlowed. 

Recreation Hall / Shower Area - Underwear is permitted in the Recreation Hall only when changing your 
clothes. Nudity i$': not permitted in the Recreation Hall. Nudity shall only be allowed in the shower and shower 

:·. 
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503 - 09 

503 - 10 

503 - 11 

503 - 12 

503 - 13 

503 - 14 

503 - 15 

503 - 16 

503 - 17 

drying areas and iq the bathrooms, as necessary, to take care of bodily functions and maintain cleanliness. 
Shorts shall be pe~Jllitted 

( 4) In the Institution ...,. All inmates leaving the Housing Unit shall be properly dressed for their job assignment, 
visit, medical, soc!~! work, classification, etc. 

Inmate Counts and Bar C~ecks 

(1) 

(2) 

(3) 

(4) 

(5) 

Cell windows, doors, lights, and air vents shall not be covered or blocked in any manner, unless specifically 
authorized by the Administration, or upon medical orders . 

During institution~! count, all inmates shall be in their assigned cells or area, and on their assigned bunk. 

During a stand-up pount, inmates shall be standing in plain view with their ID available for further 
identification. · 

All inmates shall b~ physically visible during institutional counts. 

During bar check, inmates shall be on their assigned bunk at all times. 

There shall be no disorderly conduct within the institution. 

There shall be no military drills or exercises in the martial arts (i.e., Karate), shadow boxing, or wrestling at any time. 

Physical exercise is limited to those areas specifically provided (i.e., Courtyard, Gymnasium). 

There shall be no hoarding or accumulating of any authorized items or articles beyond the limits established by 
DOC.220.0004. 

There shall not be any yelling or conversing of any kind into or out of any exterior cell windows, to anyone exercising 
in the segregation yard, from housing unit to housing unit, compound to compound, or across the compound. 

Inmates may play guitars, or other institutionally provided musical instruments, only in their cells or in designated 
appropriate areas. No playing of musical instruments between the hours of 11 :00 p.m. and 7 :00 a.m. is allowed. 

Inmates leaving the dining room, housing units, or any other areas are not permitted to feed the birds and I or any other 
animals. 

America's VetDogs Program 

(1) Inmates are not permitted tease, provoke, antagonize, holler/whistle/yell at the dog, or handle the dog in any 
manner while inside the Housing Unit or any other area of the institution. Inmates are prohibited from 
throwing/tossing any article at the dog in any manner. 

II. Violation of Rules 503-05 (1) & (2) the following sanctions shall be adhered to: 

(1) 

(2) 

(3) 

First Infraction - Inmate shall be counseled and reprimanded with a warning that more severe sanctions shall be 
imposed on future.-violations. 

·" 
Second Infractior), Radio, tape player, typewriter and/or TV shall be confiscated for a period of sixty days. 

Third Infraction ; Radio, tape player, typewriter and/or TV shall be confiscated and mailed home at the 
inmate's expens~~ and lose privilege or ownership of respective item at ECI. 

~ .. 

III. It is your responsibility to learn ~pd follow all Division of Correction and ECI rules. 
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EASTERN CORRECTIONAL INSTITUTION 

ECI- Apnex Mlpor Rules 

I. The following Minor Rules are applicabl~ to ECI -Annex in addition to those listed in COMAR Title 12 DPSCS Chapter 27, Inmate 
Discipline. Any violation of these rules ipay subject you to a Notice oflnfraction and I or disciplinary actions. 

503 -01 

503 - 02 

503-03 

Obey All Rules 

(1) All inmates shall r~ad and obey all rules written and verbal given by all employees or agents of the Maryland 
Division of Correction. These rules include Minor Rules and Regulations, per COMAR Title 12 DPSCS 
Chapter 27, Inmate Discipline. 

(2) All inmates shall obey all verbal orders and commands given by DOC Staff, and shall obey the rules listed 
below. " 

General Movement in Any Area of the Institution 

(1) Ifan inmate's access to his destination is denied I delayed preventing access to the pod, the inmate is to stand 
quietly and wait. 

(2) Inmates shall stay on the sidewalk or pavement at all times; no running. 

(3) Inmates must be properly dressed at all times. All clothing must be clean. 

(4) 

(5) 

(6) 

(7) 

(8) 

(9) 

(a) Pants must be worn around the waist and not around the buttocks. 
(b) Trousers must be worn with pant legs rolled down to the top of the foot. 
( c) Shirts must be worn during movement between the dorm I day room, and while on the compound. 
( d) Any shirt that is six inches below the natural waist must be tucked inside the pants. 
(e) Inmates may not wear hats other than authorized religious headgear inside any area. Hats with brims shall 

be worn with the brim facing forward. No homemade headgear is permitted. 
(f) Inmates may not wear sunglasses inside any area. 

ID cards shall be carried in the inmate's possession at all times, and displayed above the waist. 

Inmates shall not block any thoroughfare, hallway, or stairway at any time. 

Inmates shall not litter at any time, anywhere in the institution. All trash shall be placed in appropriate trash 
receptacles. 

There shall be no display or use of gang signs, signals, colors, paraphernalia, greetings, and I or handshakes, at 
any time, in any area of the institution. 

Inmates are required to wear authorized clothing when outside the housing unit, with the exception of gym I 
courtyard, where shorts or sweat suits may be worn. 

Inmates are prohif>ited from possessing and I or wearing any black, dark blue, light blue, predominantly dark 
colored garments; orange, khaki, dark brown, or clothing made from camouflaged material. 

Housing Unit Rules 

(1) Inmates who play j~eir; radios and I or tape players, etc., must use earphones or earplugs at all times, inside or 
outside. ··· 

(2) All dayroom TV~ are to be turned off at 11 :30 p.m. (Sunday - Thursday), and at 2:00 a.m. (Friday & Saturday). 
Earphones I ear pJugs must be used on personal TVs after 11 :30 p.m. (Sunday - Thursday), and 2:00 a.m. 
(Friday & Saturd~). 

r: 
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(3) 

(4) 

(5) 

(6) 

(7) 

Television progra1pming is to be determined by a majority vote, except as directed by the Facility Administrator 
during "quiet houtt" 

There shall be no f'1stening or hanging of pictures, posters, or any other item directly to cubicle wall(s), 
windows, locker, ~rniture or ceilings, including air vents. (a) At no time, shall any items or materials be hung 
or fastened on the ·~nd of any bunk other than the placement of one towel. 
(b) There shall be no open display ofnude pictures of any kind, including leaflets, flyers, etc., containing 

lewd, obsfene, or racially explicit and I or offensive language or epithets. 

It is the inmate's n~sponsibility to lock his locker door anytime he leaves his bunk area. 

At no time is an inJilate allowed to enter a wing other than that to which he is assigned. 

Inmates must be properly dressed when out of their pod. 

(a) At no timS! shall an inmate be allowed to be out on the wing dressed solely in his underwear. 
(b) Pajamas qr robes shall not be worn in the day rooms. 

(8) Bedroom slippers I shower shoes shall not be worn outside the housing unit. 

(9) Only authorized headgear may be worn off the wing. 

(10) No floor covering is permitted in the pods (i.e., towels, blankets, rugs, etc.) at any time, as this is a safety 
violation. The only exception is the use of religious prayer rugs for praying only. 

(11) Handkerchiefs I bandanas may not be worn as an item of clothing, with the following exception: 

(a) Inmates registered as Native Americans (religious preference) may wear an approved olive green or 
Native American multicolored design bandana as a headband (religious headgear); 

(b) Inmates must have written proof of their religious preference signed by the Chaplain on their person to 
wear the bandana as religious headgear. 

(12) Prior to departure from the pod, each inmate's area is to be neat and orderly including all bunks being neatly 
made in a manner that allows the officer to view under the bunk. 

(13) There shall be no sitting on recreation hall tables. All chairs shall remain with all legs on the floor (i.e., no 
tipping). 

(14) All personal items shall be secured inside wall lockers. 

(a) There shall be no items left on the floor or bed (i.e., books, rugs, etc.); the only exception to this is that 
one pair of shoes I footwear shall be allowed to be placed neatly under the bunk. 

(b) No flowers, or other unauthorized items, shall be permitted in living quarters. 

(15) Inmates are not allowed to play games in the recreation room after 10:00 p.m. 

(16) Group prayer in the day rooms is prohibited; prayer shall be done in the area designated by the Facility 
Administrator. 

~ 

Dining Room Rules 

(I) Inmates must be properly dressed in the dining area at all times. The following attire is not allowed: tank tops, 
pajamas, sweat p!P,tts, cut off shirt sleeves, thermal underwear worn as an outer garment, and hats, other than 
authorized religiqµs and medically approved headgear. Shoes and socks must be worn. 

(2) 

(3) 

(4) 

····i.' 

No radios are allQ.\.ved. 
•;}: 

No line jumping I~ permitted. 
'.\ 

Inmates are not auowed to leave trays, cups, or food portions on the tables after any meal. 

(a) Inmates sb~ll scrape leftovers from their trays into trashcans. 
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503 -05 

503-06 

503 - 07 

503-08 

503-09 

503 - 10 

II. 

(b) Inmates sha,11 stack the trays at the dishwashing area, and place the utensils in the receptacle provided. 
(5) The inmate shall ~11ve his eating utensils in his possession anytime he leaves his table (i.e., getting drinking 

water). 

Dress Code 

(1) Recreation Yard - Inmates are to wear attire that is appropriate for the courtyard, i.e., sweat pants, shorts, cut 
off shirts, etc. 

(a) The following items are not allowed in the courtyard: shower shoes; hand wraps. 
(b) The wearing of ace bandages is allowed, if medically approved. 
(c) Shirts mar not be removed in the recreation yard, except as directed by the Facility Administrator. No 

other garment, other than underwear shall be permitted under work clothing: i.e., jump suits, kitchen 
whites. " . 

(d) All minimum-security detail inmates shall be allowed to wear the following with their minimum 
security uniform: 

(i) All white tee shirt (no writing or markings of any type allowed); 
(ii) All gray tee shirt (no writing or markings of any type allowed); 
(iii) If the inmate(s) has none of the above mentioned white or gray tee shirts, then no tee-shirt of 

any type shall be worn with the minimum security uniform when the inmate(s) leaves his 
housing unit to report to his assigned minimum security detail; 

(iv) Insulated underwear is allowed during cooler weather; 
(v) While working, tennis shoes or boots shall be worn. No other footwear is acceptable. 

(2) Support Building I Visiting Room - Inmates who report to the Support Building for any reason, i.e., 
Commissary, Property, Education, Medical, etc., shall be properly attired. The following attire is not allowed in 
this area: 

(a) Sandals; 
(b) Shower shoes; 
(c) Tank tops; 
(d) Insulated underwear (top I and I or bottom) used as an outer garment; 
( e) Shorts and sweat clothes; 
(f) Hats other than authorized religious headgear shall be removed upon entry into this area. 

(i) Authorized medical headgear is permitted. 
(ii) It is the inmate's responsibility to have supporting medical documentation on his person ifhe 

has to enter an area where headgear is prohibited and unauthorized. 

There shall be no military drills or exercises in the martial arts (i.e., Karate) at any time. 

Physical exercise is limited to those areas specifically provided for such activity (i.e., Courtyard). 

(1) Nothing may be carried to the Courtyard except a walkman type radio I CD /tape player with headphones and 
two commissary items. 

(2) Any other article found in an inmate's possession is a violation. ,., 
.. · 

There shall not be any yefling or conversing of any kind into, or out of any exterior pod windows, from housing unit to 
housing unit, or across tlj~ compound. 

Inmates may play guitar~; other musical instruments, or any other facility provided instruments in the appropriate 
designated area only. TQ~re shall be no playing of musical instruments between the hours of 11:00 p.m. and 7:00 a.m. 

,.'·· 

Inmates leaving the diniru~ room, housing units or any other areas are not permitted to feed the birds and I or other 
animals. < 
It is your responsibility t'> learn and follow all Division of Correction and ECI rules 
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~ASTERN CORRECTIONAL INSTITUTION 
, Poplar Hill Pre-Release Unit Minor Rules 

I. The following Minor Rules are applicabl~ to ECI, and are in addition to those listed in COMAR Title 12 DPSCS Chapter 27, Inmate 
Discipline. Any violation of these rules i)iay subject you to a Notice oflnfraction and I or disciplinary actions. 

503 - 01 

503 - 02 

503 - 03 

503 -04 

503 - 05 

Obey All Rules 

(1) 

(2) 

All inmates shall r~ad and obey all rules (written and verbal) given by all employees or agents of the Maryland 
Division of Correction. These rules include PHPRU minor rules and regulations, per COMAR Title 12 DPSCS 
Chapter 27, Inmatq Discipline. 

All inmates shall obey all verbal orders and commands given by DOC staff. All inmates shall obey 
the rules listed b~low. 

Violation of Personal Property Rules 

(1) All property and'special approval property, per DOC.220.0004, must be stored in your assigned 
lockers. · 

(2) Power tools and hand tools for work release assignments are not allowed without permission being 
obtained from the Facility Administrator. This includes, but is not limited to knives, scissors, 
screwdrivers, and/or hand tools. 

Violation of Any Rules Pertaining to Telephones 

(1) There is a 30-minute time limit for the telephones at this facility. No sharing of telephones. When you 
are using the telephones, there shall be NO eating or drinking while in this area. 

(2) There shall be no tampering with the telephones; you are required to stand next to the telephone while 
using it. 

Violation of Commissary Rules 

(I) No cutting in the Commissary line. There shall be no passing of money to another inmate standing or 
waiting in the Commissary line. 

(2) Money amounts greater than $85.00 in an inmate's possession, or denominations higher than five­
dollar bills are considered contraband and shall be confiscated. 

Dress Code 

(I) All areas - Dirty, tom or ragged clothing will not be allowed. All shirts must be buttoned and shoes 
fastened or tied. Pants are to be worn around the waist and not around the buttocks. 

(2) Dining Hall, Vi~ting Area and Administration I Operations Area - All inmates shall have socks, 
shoes, pants, an,a a shirt on when entering these areas. No hats, pajamas, shorts, shower shoes, 
underwear articl~s, sweat pants, or radios shall be allowed. Religious headgear, in accordance with 
DOC.140.0 I 00~'-Religious Services Manual, shall be allowed. 

(3) Lobby I Hallw~s - You shall have on a shirt, pants, shoes, and socks while in these areas. Shorts 
shall be permitfp;d in the hallways only. Robes shall be permitted in the hallways when you are in 
route to the showers. No shower shoes, underwear, or pajamas are allowed. While in the hallways 
going or cominf from the shower, you shall be properly clothed or covered with a robe. 

(4) Recreation Roo1p and Facility Grounds - You must have on a shirt, pants, and shoes. Shorts shall be 
permitted. PajatJtas, shower shoes, robes, and underwear are not permitted. No nudity or sun bathing 
is permitted. · 
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503 - 06 

503 - 07 

(5) 

(6) 

In the Community - All inmates leaving the Facility shall be properly dressed for the job assignment. 
The proper dress shall be appropriate work clothing, shirt, pants, socks, and shoes. The proper dress 
shall also be at tl:\e discretion of the Shift Supervisor. No shorts or sweat suits are permitted. 

"'· 
Dormitories, Battrrooms and Shower Area - Underwear and pajamas are permitted in the dormitory 
only when chanaJng your clothes or preparing for bed. Nudity is not permitted in the dormitories. 
Nudity shall onl}! be allowed in the shower and shower drying areas, and in the bathrooms, as 
necessary to tak~ care of bodily functions and maintain cleanliness. 

Dining Room 

(1) Personal items sui;h as radios, cups, and personal juice containers are not allowed in the dining room. 

(2) Once you have gone through the serving line, you are not allowed to return for any reason without 
authorization from the staff supervising the serving line. 

(3) There shall not be any loud or boisterous conversations or behavior allowed. 

(4) Under no circumstances shall you throw away any trays, cups or utensils in the trash containers. You 
are required to clear your table before exiting the dining room. 

(5) Food cannot be taken from the dining room, except for designated "bag lunches" provided for the 
outside details and inmates who are assigned to the work release program. However, one piece of 
fruit that is provided with the meal may be taken out of the dining room. 

Dormitory Regulations 

(1) You shall have 24 hours to report any contraband found in your assigned area to the Shift Supervisor. 

(2) You shall not change or relocate any lockers or footlockers. 

(3) When rising in the morning, your bed is to be made with your sheet and blankets tucked under the 
mattress. 

(a) The pillow shall be placed toward your assigned locker, which shall be the head of your 
assigned bunk. 

(b) Do not deface or destroy your assigned sheets, pillowcases or blankets in any manner. 
(c) Nothing is to hang at the head or foot of your bed except the following: 

(i) The inmate sleeping on the top bunk may hang one towel and one washcloth at the foot 
of his bunk. 

(ii) The inmate sleeping on the bottom bunk can hang one towel and one washcloth at the 
head of his bunk. No other articles are allowed in these areas. 

(iii) Nothing shall be hung on the bunk that covers the bunk number. 

(4) Nothing is allo\)'ed on or under your bunk, mattress, or locker except: 
.... ; 

(a) One frfill!ed picture on top oflocker; 
(b) One pair pf shoes under the bunk or inside of stool; 
(c) State bl8pkets, sheets and assigned stool. The stool must be placed upside down on your bed, 

prior to ~~aving your dorm in the morning . 
.. 

(5) Anytime you ar~ not in your immediate bunk and locker area, you are required to have your locker 
and footlocker iecked with two approved State locks. You are not to damage, modify, or deface your 
assigned locke~or bunk. Nothing shall be fixed to the outside of the locker. 

(6) Do not place any articles or items on window ledges, pipes, walls, or fans. You are not permitted to 
tamper with ceiling lighting. 
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503 - 08 

503 -09 

503 - 10 

503 - 11 

503 - 12 

(7) You are not permitted to enter any other dormitory for any reason, at any time, except the dormitory 
you are assigne4to. This includes standing in the doorways of other dormitories. 

(8) Loud and boister.pus behavior shall not be tolerated in the dormitories. Talking and visiting other 
inmates at otherpunks after 10:00 p.m. is not permitted. 

(9) Games are not p'rmitted in the dormitories, except chess or checkers. 

(10) Battery sound eqµipment (radios and tape players) may be used in the dormitory with earphones. The 
earphones must qe worn properly when being used. 

(a) This equigment shall not be plugged into any electrical outlet in this Facility. 
(b) Headphon~s or earphones must be used properly when playing radios or tape players inside the 

facility, o~ when you are within fifty feet of the Facility. 

(11) It is your respon~ibility to exchange your dirty linen (sheets and pillowcases) for clean linen at the 
Clothing Room, }¥hen the announcement is made. 

Showers and Bathroom~ 

(I) Shower heads ar~ not to be tampered with. Exceeding fifteen minutes in the shower is not permitted. 

(2) Chairs, stools, or benches are not allowed in the shower areas or bathrooms. Physically- challenged 
inmates are to seek authorization through the Medical Department to use a chair in the shower. 

(3) Do not leave any dirty clothes, towels, washcloths, or hygiene articles in the shower area, or 
bathrooms. 

(4) Washing clothes in the shower or utility sinks is not allowed. 

(5) You are not permitted to sit on the utility sinks, urinals, or washers and dryers located in the 
bathrooms. 

(6) Hanging articles of clothing in the bathrooms and shower area is not permitted. 

Recreation 

(1) You are not allowed to drink beverages or eat food items while participating in these recreational 
games. 

(2) Swimming is not allowed. 

(3) When fishing, you are required to have a valid fishing license and must adhere to the catch and 
release policy. 

MEDICAL RESTRIC?,IONS 

(1) Medications ml.ijtt be issued and dispensed by the contractual medical authority, appropriately trained 
staff, or local arpa hospitals. 

There shall be no feedlpg of birds or other wildlife. 

During a visit you mayhave $5 cash in denominations of$1 bills and change only. 

503 - 13 There shall be no disploy or use of gang signs, signals, colors, paraphernalia, greetings, and/or handshakes at 
any time, in any area of, the institution. 

II. It is your responsibility to learn and fpllow all Division of Correction and ECI rules. 
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The purpose of this directive is to establish a policy regarding compliance with requirements ofDOC.001.0008 
by providing inmates with an orientation of the regulations of the various facilities of the MCPRS and to 
establish policy and procedures for the development of an orientation packet. ., 

.02 Scope. 

This directive applies to all facili~es within the Maryland Correctional Pre-Release System (MCPRS) . 

• 03 Policy. 

It is the policy of the MCPRS that each facility will develop an inmate Orientation Manual. The manual will be 
located in an area easily accessible to inmates. Material in the manual will be presented to inmates within seven 
(7) calendar days of their arrival at a facility . 

• 04 Definitions. 

There are no definitions to this directive. 

-~·: 

.05 Responsibility. 

A. Each facility adminiltrator will ensure that an orientation manual specifically oriented to their 
facility is developec\i' 

B. Each facility administptor or designee shall review the manual annually. Each facility administrator 
shall maintain docunlfntation of review for four ( 4) years. 



C. The manual will be p~sted in an area easily accessible to an inmate for reference. 

D. The inmate orientatio' will include information regarding the Prison Rape EHmination Act (PREA). 

E. A newly arrived ~te to a MCPRS facility will be given an orientation regarding the information 
in the manual. At tfte time of this orientation, an inmate will sign an acknowledgement form 
(Appendix 1) indicatlpg the name of the facility and the date that the orientation took place. The 
signed form will be plllced in the inmate's base file . 

• 06 Attachments/Links. 

Appendix 1, Acknowled~ent of Orientation 

.07 History. 

PRD 1 8 1 dated Sep~er l, 2998 
MCPll8.991.9QQ8,1, .JaB9ary 14, 2919 
MCPR:8 CB&BgeNetiee: 02 11, CBaageNumlter 1, Jammy3, 2911 
MCPRS.OCH.9998.1, Elatetl January 9, 2912 
MCPRS.001.0008.1, datea January 22, 2014 

.08 Distribution: 

A, C,L 

2 



Appendix 1 to MCPRS.001.008.1 Inmate Handbook 

MARYLAND CORRECTIONAL PRE-RELEASE SYSTEM (MCPRS) 

Acknowledgment of Orientation 

I hereby acknowledge receJpt of inmate orientation; I have received, read, or had read to me the orientation 
material including facility rules and reg11lations. I understand the materials presented during this orientation session. 

INMATE NAME DOC NUMBER DATE 

ORIENTATION STAFF WITNESS DATE 

CC: INMATE BASEFILE 

3 


