'MARTINSBURG CORRECTIONAL CENTER
 INMATE omermrr'oﬂ

: CIasslﬂcatlon Unit Mlsslon Statement

. -The Martinsburg Correctlona! Center, contrlbutes to the WVDOC Mission bv compiling timely
and accurate information concerning - a newly committed inmate’s security classification,
medical/mental health status, educational, and othér recommended programming needs while
: serving the sentence mandated by the court. In addition, 3 comprehensive orientation is

provided to each new inmate to assist the offender in navlgating successfully through the
correctional svstem :

Martlnsburg Correctional Center (MCC) Is an intake Faculrty prrmarlly concerned with the
classification of inmates prior to their transfer to other facllities throughout the state of West
Virginia. This facliity operates under Direct Supervision through Unit Management, addresslng.

the needs of the individual lnmate and provldes correctional staff supervlslon tWenty-fopr (24)
hours, seven (7) days a week, :

You are at MCC for the purp‘ose of Intike and Classiﬂcatlon We will be deterr'nlrllng your
custody level, programmlng requlrements and any speclal needs that you may ‘have. Since we
are dependent upon many outside agencies to provide us with information needed to
accurately and adequately process your case, the amount of time spent at this facility wlll vary
from persori to person. You may notice that persons arriving after you, may, in some cases be
processed before you. This- could happen for many different reasons. Please be patient and .
refrain from asking staff members about when you will be processed

The lntake and Classlfication Unlt |s consldered tobea Speclal Houslng Umt Your freedorn of

movement and communication with family and friends will remain verv {imited during the
period you are here.

You will be restricted to your cells except for scheduled activities where noted. When you -
enter and leave your housing unit, you are subject to a search. Any contraband found on your
person or in your possession will be confiscated and you will be subject to disciplinary action.
Any disciplmary action taken against you will be made part of your evaluation and may affect
your overall classification scores. '

You are expected to cooperate fully in all testing and interview procedures. Failure ta do so
may result in disciplinary action. The processes functions with vour'best interest in mind and
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fulfill the requirements set forth in Policy Directive #401-01. After the required tests have been
administered and scored, the results will become a part of your evaluation and are approved by
a licensed psychologist. Social, educational, and criminal histories are taken into consideration.
After your entire evaluation is completed and approved by the psychologlst, you will be
afforded an opportunity to appear before the classification committee.

Once you are classified, you will be available for transfer. Your initial classification status does.
not take effect until you are transferred to your receiving facility, Depend'i'ng on your eustod_v
level and needs, you could be transferred to ane of many facilities within the West Virginla
Division of Corrections. Security fevels range from Maximum Secu nty to Work Release Centers.

The following are facilntles Mthln the WVDOC: -

Mount Olive Correctional Complex - Huttonsville Cdrrectlonal Center |
st Marv's Correctlonal Center o ‘Prunty.to‘vrn Ccrreetlonal Ce’nler -
Denmar Correctlnnal Center T INort'hern Correetlnnel Faclllt\r o
McDowelI County Correctlonal‘ Cen'ter" _ Beckley Correelionel Center- |
Charleston Work Release S o l-luntlngton Work llelease
7 Anthony Correetlonal Center B S Ohlo Correctlonal Cenher _‘ L

Stevens Correetlonal Centef o Parkersburg Correctlonal Center

This manual pruvides you w“'th lnfcarmetmn on varlous sublects relatlng to the daily operations
~ of this facility and information on other facilities within the West Virginia Division of ‘
Corrections. If you have any further questlons regarding this material, please direct them to
yYou Counselor or Case Manager

UNIT TEAM REQUEST FORM

~ Unit Team Request forms are the formal means of &:bmmunleetion with the counselors, case
managers, and unit manager when you have questions or concerns. You will be able to obtain
the forms in your housing unit. You must put your complete housing assignment on ell unit
requests. The unlt team will respond to your request wuthin 5 huslness days.
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‘The following is a Iist of the classlﬂcation staff

Ms. Beeson ~ Counselor i - Ms. Knotts-Associate Warden of Program .

r

Ms, Lively — Counselor Il | Mr. CaidwélF Unit Manager

Mr., Grider — Counselor li Mr. Seifert ~ Case Manager -
~ INITIAL ISSUANCE OF PERSONAL PROPERTY

Upon eritering this facllity, you 'ar'e l'ssﬁedﬁ\akl'uniforms All other Eiothlng {excluding DOC
issued) is considered contraband and must be malled home or discarded. The following is a list

 of properties that are allowed at MCC:
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. 8lanket ~ 2 State Issue only
Mattress 1 State issue only
pillow. 1 State issue only
Pillow Case 1 White only; state issue onlv .
Sheets 2 White only; state issue only [two (2) sheets] ‘
Towels 4 White only; state issue anly

' Wash Cloths 4 White only; state issue only.

Coat/lacket - 1 Red; stite Issue only
Handkerchiefs 3 White only

taundry Bags - 1 State Issue only
Pants 3 State Issue only
Shower Shoes 1 pr. State issue only
Socks | 3pr. White only; state issue only
T-Shirts 3 White only; state issue only
Boxers 3 White only; state Issue only
BarSoap © 1
Body Lotion 1
Comb ' .1
Conditioner (induding pomade} 1 S
Denture Adhesive 1if applicable
Denture Brush 1if applicable
Denture Container 1 If applicable
Denture Cleaner 1 if applicable
Deodorant 1 '
Hair Brush 1
Mouthwash 1 Non-aleoholic
Razor

i dl;posabl,e, state issued only



Shampoo
Shaving Cream
Soap Dish
Toothbrush
Toothpaste

Medical

Contact Lenses/Case/Solution
Medical/Dental Prostheses
Prescription Glasses

anequ
Cup .
Playing Cards
Wedding Band -
Certificates '
Watch, not to exceed $100 value

Readi ting/Legal M !
Books ‘

Envelopas

Greeting Cards

Legal Material Persona! only;

Legal Pads -

- Magazines/Newspapers/Periodicals
Pens

Personal Letters _

Pragram Workbooks

Stamps

Religious Items

Bible or Refigious Scripture
Religious Medallion

With Chaiﬂl Beads

.

| 1 Clear plastic only

1 state Issued only
L

l1each.

As medically required

2 Limit one (1) State issue and one {1) personal
purchase, tint restricted on personal purchase to 5%
{photo lenses only}

t

1 Plastic only; state Issued onlv
1 Deck

1 {flegally s married, no stones
Unfimited

1

2 ﬁhraw hopks'
1 Box
5 '

__ Current active case only
1

3 Toul Personal

5.

12 Includlng cards

5 00C, DOE, and Cullege onw

20 Unused, purchased from Exchange,

"1

1 Obtained through Chaplain or Exchange
Only = not to exceed $100.00.

This list Includes personal and state Issued propertv

State issued undergarments and socks are eligible for exchange after six (6) months; shéets, -
pillowcases, towels, and wash cloths after one (1) year; shirls, pants, jacket/coats, and blankets
after two (2] years and mattresses after three (3) years, or when na longer serviceable,

Revised 8 Apr 2013



PROGRAMS

You are encouraged to communicate with your counselor or case manager. You may. request to

speak to them by completing a Unit Request form Unit Request can be located in the hanging |
basket located in each sectron

Programming at MCC consist of you classification testing and lnterviews' We currently do not

offer educational or social programs. You may request mformation on programs offered at
other facilities from your counselor,:

UNIT SCHEDULE

Each inmate will have a minimum of 1 hour daily recreation. This -applies after you have

- completed your 72 hour lock down period. Recreation schedules are subject to change at any
time. Qutside recreation will be offered at least once a week depending on weather r.onditions
Schedules for outside recreation are posted in each section. o AR '

"Access to showers, television and phanes Is avallahle during scheduled recreation time only.
Medical staff makes a pill call in each section twice a dav, momlng and evenlng

Meals are eaten in your cell unless otherwlse dlrected You must be properlv dressed when you
line up for you mealtray Meals are sehred at approximately, 0600 1100, and 1600 haurs. L

LOCK-DOWN

During your first 72 hours, in this facllity, you will be in a lack-down status. Thls apphes to ail
services lncluding phones, commissary and recreation You will have the apportunity to shower
' after the ﬁrst 48 hours

CELL n'oon j
All cell doors at MCC will be desed and secured at all times.

Your cell is equipped with lights. duﬂng day time hours you are generally free 1o operate your
lights as you please. There will be perlods when all cell fights will be ordered on or off. Do not
tamper with or attempt to alter the cell lights. You must follow arders from the officers
concerning your lights.

To use you slnk, simply push the desired button. Hot water is on the left and cold is on the »
right. The celf toilet is used as any other standard toilet fixture, -
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Your celi is equipped with modern fare detaction and suppression system Tampering with
_and/or causing a faise alarm with result in four thlngs

1. YOU WILLGET WET -

2. YOUR PROPERTY WILL GET WET

3. YOU WILLRECEIVE DISCIPLINARY ACTION

4. YOU WILL BE RESPONSIBLE FOR ALL COST OF REPLACEMENT AND nsmas as

NECESSARY FOR DAMAGE DONE TO YOUR CELL AND THE FIRE SUPPRESSION
EQUIPMENT. ‘

You have a built in shelf, desk, bed, and clothing hooks. Any atternpt to alter, destroy or use |
other than theur intended purposes will result in disciplinary action.

All cells and sections are equipped wlth emergency call boxes. These are to be used for-

emergencles only. 'I'hey are not to be used to ask ofﬁoers for the time, to change atTv channel o

B mu , . ‘ - .

When conducting counts, Officers must see Ilu!ng, breathing flesh. If they cannot see flesh, you
wiil be awakened. Dut‘ing standing count, you must be dressed, at your doors, with your ID.
You must remain there until release by the Count Officer; Standing counts are conducted at
0500 and 1730 hours, or as deemed necessary for the safetv‘and security of the facility, Do not

attempt to resolve issues or make request to Officers during count times, Failure to follow
count proced ure can resultin disdplinarv actlon. :

MEAI.S

All meals wlII be eaten in your cell unless otherwlse Instructed. if you have a special duet
request, you must submit an Alternative Meal Request (this must be approved bv medical staff)
or a Religious Diet Request (this must be approved by the Religigus Coordinator}.

FUNDS

Any maney, money orders, or checks brought into the facility by another institution or inmate
will be secured with a receipt and posted to your internal account. (nmates at MCC are not
allowed to posseés or carry cash. Money may be placed into your account through maoney
orders only and received only through the mail. Money orders are not to exneed $100 00 in
total value, in arw combination, in a 24 hour period. ‘
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NOTE: An indigent i’mﬁate Is one whase account balance remains below $5.00 (five doHars)fora
calendar month. (ex: fan 1 ~Feb 1} Therefore, an inmate cannat be considered for Indigence '
untll he has completed a calendar month at MCC

MAII.

Mail services will be available Monday Friday, excluding State and Federai holidays Mail wil!
 be picked up and delwered once daily. If you attempt to send or receive contraband in the
mafl, the contraband items, envelope and mail will be confiscated as evidence. You will be
‘issued an §-1 Evidence/Property Seizure Report that lists all the items that have been
confiscated. All incoming and outgoing mail is subject to search and inspection.

You can correspond with other Inmates located in facilities lnsiq!e{outs‘ide of the state of West
Virginia and federal facifity with written approval of the Wardens of the sending and recelving
facilities. When requesting this service, submit 3 unit request to our Wardeén stating the.ﬁ;me |
of the inmate you wish to talk to, their location, and their relationship to you i.e. brother, sister,
mather, friend ete. Under no circumstances are vou allowed to correspond with Inmates
housed in regional ]ails. :

no not order new newspaper or magazine suhscrlptlons while you are at mcc. These ltems are

considered 3™ class mail and cannot be fotwarded according to federal postal regulatlons ¥ ’

© you have exlsting suhscrlptions tis vour responslb‘llitv to contact the publlsher 10 have your
subscription put on hotd or to uhange the maillng address. You will not be allowed to recelve
- any paclcages while at MCC

As outliried In Pollcv 503 03 (Pomographic Material and Paraphemalla) you are not allowed to
be in possession of obscene pornagraphic materlal. You may request to view a copy of this
‘ polacv for more lnformatlun

AII written communication and letters whlch are not prlvﬂeged mall Isto be consulered general
oorrespondence

Lega! Matil is any correspondence to or from an inmate and his/her attorney of record. Such
correspondence must clearly state “legal mail” on the envelope or must ciearly indicate that it
‘s from the inmate's attorney of record. ‘

’rwrleged mail Is correspondence to a specified class of people and orgenizations lncluding but
1ot limited ta the following: courts, caunsel, officials of WVDOC, state or tocal Chief Executive .
¥ficers, administrator designee of WVDOC Inmate Grievance System, and members of the
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Waest VIrginia Board of Probation and Parole. Staff, in the presence of the;inm'ate, will be
‘allowed to inspect outgeing privileged mail for contraband before it is seal'ed ' '

Any mail that you send must have your return address that Includes you full name, vour poC
number, your housing assrgnment and your housing facility and address.

Upon your immediate intake at MCC you will be provided with 3 (three) stamps and envelopes,
1 (one) Iega! pad, and 1 (one) flex pen with black ink. Anv supplies needed after that must be
purchased from commissary

The mailing address for this facility is
Martinsburg Correctional Center (MCC)
SIGrapeulnelld;, . " .
Martinsburg, WV 25405 -
o ' PHONE PROCEDURES

You will have access to public telephones in the dayroom to make collect call to Indwlduals that
are on your phone fist. You inrill not be allowed to place three way calls, oonference calls, credit
card cafls, or any other calls of this nature. You may be pmhibited from calling speclﬂc numbers
upon request from the person whiose name the phone is listed. The Correctional Hearing '
Officer or Disciplinary Committee may withdraw telephone privileges for jJust cause. Any
additions or deletions to your phone list may be made by completing an Inmate Telephone
Change form and sybmitting to the Uriit Teami. it must include your name, housing assignment,
the name, phone number, and relationship of the person you wishto add

If your friends or family have b:liing questions or wnsh to arrange for pre-paid minutes, thev‘ ,
must contact the service provider directly Global Tell Link (GTL) 1-877-650-4249.

" ALL TELEPHONE CONVERSATIONS ARE SUBJECT TO BE MONITORED, INTERCEPTED AND
RECORDED AT ANY 'I'IME IN ACCORDANCE WITH STATE l.AW 515-1-17

COMMISSARY

Once you're off your initial 72 hour lockdown status, you may be allowed to order a certain
number of items from cammissary. The items will be detivered to your cell. You will be allowed
to order from cornmmsarv once each week. Currently, orders are placed on Sundavs and
delivered on Wednesdays after 1700 hours. You will tura your completed order form into the
officers with your dinner trays. You will be allowed to order no more than $10.00 worth of
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items each week. There will be limitation on the amount of each item you are allowed to' arder.
Items available for purchase through the commissary will be posted in each section. It is your
responslbflrtv to purchase hvglene items when you have funds available Commlssarv items -
cannot be taken with you to your next houslng facility. (Policv 400.03)

INDIGENT PACKAG ES

An inmate who is considered lndigent does not need to submit a request to receive an lndagent
package. Alist of indigent inmates is automatically generated through the Business Office. MCC
will replace hyglene items (All-ln-One and toothpaste) approximately twice a month for those
inmates. Your deodorant is expected to last for the duration of your stay. Indigent inmates will

be supplied with 3 stamps, 3 envelopes and 5 sheets of paper after being consldered Indigent
for 30 calendar davs . ,

Law UBRARY R .
You will be able to research and pnnt Iegal materlal through a CD-ROM program. Onoe printed
. material will be distributed to the inmate. The Inmate will submit a voucher to MCC to pay for
each page of referenoe material he requested. The voucher will reflect the total amount -
necessary to oover the charse of ten cents {(.10¢) per page. You must suhmit your request ona

~Law Library Request form: Be advised that the Information for vour specific case is nol:l
' available. We currentlv da not provlde typewrlters ot access to the intemet. - : '

READING l.lBBARY

You wlll be allowed to keep in your possesslon. ln any comblnation, up to 3 (three) personal .
books, newspapers, or magazines that you may have brought to MCC with you. This amount
does not Include your basic religious test. {ex: a. Blble or a Quran) In addition to your personal
reading material, you will be allowed to borrow up to a maximum of 3 books at a time from the .
library. The library cart makes rounds every weekend Before you will be allowed to borrow
new books from the library, you must return your previously borrowed books. Baoks are
borrowed on a first come, first serve basis. You may be able to submit a réquest for a book that -
is not available on the library cart, such as religious based books. Inmates cannot pass books
with other Inmates. lnmate may not leave books in the dayroom for athers to pickup.

DRESS CODE GROOMING HYGIENE

You are to be fully clothed. Thisis to include: shoes, socks, boxers, khaki parlts, t-shlrt, khaki

shirt, and your ID, whenever vou ekit your cell. When.you are going to and from the shower
your full uniform is required.
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You will he reeuired to maintain a well groomed appearance while you are here at MCC. Your
hair length will not exceed the top of your collar or ears, be no more than three (3) inches on
the top (there Is no minimum), be kept neat and clean. It will have 2 tapered appearance and -
cannot be blocked. You are not permrtted to have corn rows, plaits, mohawks, or designs, etc
into your hair. Side burns will not be flared nor will they extend below the bottom of the ears.
Due to your short stay here at MCC the onlv haircut you will receive is during your initial intake.

~All inmates are . requlred to shower a mlnlmum of three (3) times a week. lt Is your‘ .

responsibility to ensure you have adequate hvgiene supplies. tndlgent inmates will have an
opportunity to have their hygiene items replaced approximately twice a month,

You are required to shave on a daily basis. No facial hair of any kind is permitted. Fatlure to

shave daily will result in disciplinary action. Any request for a shave pass must be submitted

and approved through the Medica Department if vou are granted a shave pass, you must '
keep it on your person at al tlmes - : :

(S

GRIEVANCES

Grievance forms will be made avallable from staff and in the law iibrarv A grievance will be -
submitted to the Unit Team. The forms will be numbered and recorded by the Unit Team

before they will be submitted to the appropriate department for reply. As per Palicy Directive
335.00, you have 15 days from the date of the incident to file a grievance and can only file a
grievance for one issue at a time. Your grievance will be answered within five (5) business days.
If yoi wish to appeal the grievance to the Warden (G2), Initial the form In the appropriate area
and resubmit the form. if you wish to appeal the Warden’s decision to the Commissioner of
Correctlons, you will be responslhle for sendrng your gﬂevance to the Commlssloner’s office.

VlSlTATION

You will not be permntted visitors while at MCC. If circumstances warrant and you are here for
more than 90 days, arrangements may be made for visitation.

REI.IGIOUS SERVICES

This facility does not have a full time chaplain ori staff You mav request indrvidual session with.
a reverend by submitting a Unit Request. Religious services for classified inmates are scheduled
every Sunday from 0900-1000 hours. Serviced for unc!asslfied inmates will be scheduled from
1000- 1100 hours. In order to attend services you must submit a Unit Request by 1500 hours
on Thursdays. You will be expected to follow classroom rules while attending services.-
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LAUNDRY |
The laundry schedule will be posted in the unit; It is your responsibility to be aware of the
schedule for you houslng unit .

RECREATION |

You wil be on a lock-down statirs for 72 hours (3 davs) upon your Immediate intake at MCC.
‘You will not have recreation durmg that time. After your lock-down periad, you will be given at
least one (1) hour of recreation daily as required by policy directive. A schedule of outside -

recreation will be posted in each section Recreation schedules are suhiect to change wrthout :
,riotice :

CEI.I. DOORS

Ali cell doors are to remain secured et aII times There will be no cell-to-cell visiting if vour eell
: asslgnrnent is on the bottom tier you are not permltted to be on the top tier. At NO TIME will

an inmate enter another's cell. - The food slot {bean hole) will only be opened for the express
- purpose of feeding, delivering property, medical services, or as necessary to deliver items tothe .
inmate. Trading or passing anv type of property hetWeen cellslinmetes Is prdhlbited

MENT AL HEALTH

Mental health services are available at MCC. 'If you are in need of mental health services, fill
out a unit request form. Be sure to include the reason you are seeking mental heaith services
(i.e. depression, anxietv, mood swings, etc...) when filling out the unit request form. You wiil
meet with the psychelogicel assistant at MCC and may be referred to a psychiatrist for
medication or a psychologist for group therapy. If you enter MCC, while on psychlatric

medications, you will automaticailv meet with the psychoiogical assistant and then with a
psychlatrist. '

MEDICAI. SERVICES

Be aware that co—pays are charged for many medical services. NO iNMATE WILL BE REFUSED
MEDICAL SERVICES DUE TO AN INABILITY TO PAY. A fee schedule is available in the Division
© Orlentation Manual and upon request. A nurse will be in the pods daily to make rounds. if you
have any health related issues, you may direct it to the nurse at that time. If needed, you will
be required to cornplete a Sick Call skip to set an appointrnent to seé the medical staff. You’
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must be dressed and present your 1D to receive medication at pill call. You will go directly to
the pill cart. You will immediately return to your cell when you are finished. While in line for
med pass, you are not permitted to tak amongst yourselves or to others who are In their cells.
An officer will announce the arrival of medical staff. If you do not abide by these rules when .
recewmg your medication you wili be subject to disciplinary action as outlined in policy 325 00

FINANCIAI. RESPONSIBII.ITY

A

Per Policy Directive 111.06 (Financial Responslhility Program for Inmates) the warden/designee
of your receiving facility shall deduct from your earning legitimate court-ordered financial
obligations. The w:rden/designee shall also deduct child support payments from your
earnings. The formula for the distribution of your income shall include a percentage deduction
not to exceed 40% in aggregate for any court ordered victim restitution, court fees, and ‘child -
'support obligation owed under a support order, lnr.ludlng an administrative fee not to exceed a
dollar, consistent with the provisions of state code- to support the Division of Corrections
* administration of this financial service. if you have any of these obligations you -will receive a
letter shortly after your arrwal at. Mcc informlns you of what type o! fees you are responsible :
. for. ' : : :

if you owe child support and you wishi to apply for a modiﬂcation, please submit a unlt request
to your counselor. We will provide you with the appropriate l‘orms

¥ NOTE ALL RULES AND TIMES I.IS‘I'ED IN THIS MANUAL ARE SUBJECT TO
CHANGE L L L o

INTAKE AND CI.ASSIFICATION UNIT CLASSROOM RUI.ES '

All inmates wlll be requlred to adhere to the Education Department classroom rules and
procedures during the Classmcation process and while attending programs at other facillties. '
These include:

Foilow haircut, shave and dress‘code requirements.

No eating or drinking in the classroom.

No disruptive behavior in the testing areas.

Cheating, sleeping, and inattentiveness inthe classroom will not be toierated

."9".“!"‘

THE FOI.I.OWING RULES WiLL BE ADHERED TO THROUGHOUT THE FACILITY
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inmates will follow all verbal and non verbal cormﬁands given by staff.

inmates will keep thelr cell doors closed and secured at alitimes,

There'ls no visiting or speaking through cell doors. -

No inmate is permitted to be in another’s cell. If you are past the door frame you wlll be
considered inside the cell.”

5. Onlyinmates assrgned to the tap tier will be allowed on the top tier. You are not

- permitted to loiter on the top tier during recreation hours :

6. Allinmates must shower a minimumof three times a week to maintain good hyglene
You must shower on your assigned tier.

7. When going to and from the showers, you must be propertv clothed as outllned in
WVDOC policy. : ,

8. When leavlng your cell, you must be clean shaven, properly dressed and have your [
1D on your person. Properly dressed includes your shoes, socks pants. t-shlrt, khakl :
shirt, boxers, and your pants) must be wora at your walst, _ ' .

9. All personal garbage will be removed from your cell on a daily basis You are requlred to
keep your cellin a clean, neat, orderly appearance and ready for lnspectlon atall times. .

10, You will have your bed made, and ready for inspection by 0700 hours.

11. You are nat allowed to be In your bed, under covers from 0800-1600 hours, unless you
have a sick slip from Medical. You must go through the Medrcal department fora
medical exemption. :

12. During med pass you must Iine up in a neat, orderiy fashlon, there will be no talking in
line and you must be properly dressed. You will go directly to the plll cart and
immediately return to your cell when you are finished,

13. You are required to consult with your asslgned counselor in addressmg all (ssues except

. for classification Issues. :
14. You must consult with your Case Manager on program and classification issues.
15. You will not paste, tape or hang anything from your cell walls, ceilings, veats, doors, or
windows.
16. You will not tamper wlth cover, or smoke your cell lights in any fashion. :
17. You will keep your voice at a normal votume at all times. Any yelling or loud behavior is
not acceptable.
18. There is no throwing of any items :
19. You are not allowed to have a clothesline in your cell or in the Unit.’
20. it is your responsibility to maintain allowable property Iimits Property exceedmg
allowable limits is considered contraband. :
21, No horseplay of any kind,

bl S
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22. You are not allowed in staff or unit offices without permission.
23, You cannot be in the janitor’s closet, or supply closets without staff approval

24, You cannot store cleaning supplies, buckets, hrushes, spray bottles or excessive hvgiene_
supplies. : : S :

25.You may have a maximum of 1 % rolls of to:let paper inyour cell. You are required to
hand in your empty roll to receive a new roil.

.26, You are not allowed to change cell asslgnments

. Do not share you telephone pin numbers with another inmate,

28. You can not be in or pass any red zones without staff approval,

29 There is no interaction between classified and non classified inmates. RE: talking at cell

doors, passing notes.

Faifure to comply wlth the wrltten rules and regulations while you are at Martinsburg
Correctional Center, or any other WVDOC facliity can and will result in disciplinary action as
outlined in policy 325.00. Policy 325,00, Discipline of Inmates, outlines the various fevels of
offenses ranging from Class [ to Class ilf and the possible sanctions that each can incur. The
l-learmg Officer will schedule a hearing for any lnmate accused ofa violatlon. :
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Martinsburg Correctional Center

Receipt of Orientation Material

Inmate Name: DOCH
Received at MCC: Received From:

Ethnicity: White Black Hispanic Other:

1 do herby verify that the following is true and accurate. | have been issued and/or have in my
possession the following items:

One (1) mattress

One (1) pillow

One MCC Intake Orientation Packet, including policy 325,00 Discipline of inmates
One {1) telephone number submission list

One {1) notification of Attorney of Record

{ have received written, verbal and/or multimedia information on PREA,
—---  Recelved one PREA pamphlet
| can cannot read orwrite.

If | cannot read, | have been given an oppartunity to have a counselor read these documents to

me. laccept ___ decline ___ this opportunity.
Inmate signature Date
Witness signature Date
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West Virginia Division of Corrections
Authorization for Release of Information and Consent for Treatment

Inmate Name:
DOC#;

DOB:

SS#:

I hereby authorize the medical, mental health and education departments to provide the WV
Division of Corrections a copy of mental health screenings, assessments; comptehensive
psychological evaluations, and psychological/achlcvcment testing completed in order to assist’
_ with the following areas:

+ Housing Assignments

Daily Management

Parole Hearings

‘Classification Hearings.

s s

Psychiatric and strchological Evaluations may be conducted via tele—i)sych. The provider will
review the process of the appointment and follow up verbally at the t.ime service is delivered,

By signing this form, you are acknowledging you were made aware that there are limitations to
your confidentiality in any and all contact with mental health professionals during your
incarceration. Meuntal health staff may be required to function in a dual role due in contexts that
involve safety, security, wrongful behavior, and duty to warm. Threat assessment, risk
management/mitigation, and fiess & competency assessment responsibilities that mental health
professionals carry out are responsibilities included in this dual role.

This authorization shall remain in full force and effect until withdrawn in writing by me, I
hereby release and agree to hold the provider harmless from any and all hablhty that may result
from such release of information. :
Inmate Sigﬁature:

Date:

Staff Sigﬁature:

Date:

THE INFORMATION REQUESTED IS RECOGNIZED AS CONFIDENTIAL AND WILL BE USED
AS INDICATED ABOVE.

Effective Date: oo ) Original — Medical Legal File
o Copy - Classification File




West Virginia Division of Corrections
- Authorization for Release of Information and Consent for Treatment

Inmate Name:
DOC#:

DOB:

SS#:

I hereby authorize the medical, mental health and education departments to provide the WV
Division of Cotrections a copy of mental health screenings, assessments, comprehensive
psychological evaluations, and psychologmalfachlevement testing completed in order to assist
_ with the following areas:

Housing Assignments

Daily Management

Parole Hearings

'Classification Hearings

Psychiatric and stfchological Evaluations may be conducted via tele-bsych. The provider will
review the process of the appointment and follow up verbally at the time service is delivered.

By signing this form, you are acknowledging you were made aware that there are limitations to
your confidentiality in any and all contact with mental health professionals during your
incarceration. Mental health staff may be required to function in a dual role due in contexts that
involve safety, security, wrongful behavior, and duty to warn. Threat assessment, risk
management/mitigation, and fitness & competency assessment responsibilities that menta! health
professionals carry out are responsibilities included in this dual role.

This authorization shall remain in full force and effect until withdrawn in writing by me. I
hereby release and agree to hold the provider ha.rmiess from any and all 11ab111ty that may result
from such release of information, )

~ . Inmate Signature:

Date:

Staff Signature:

Date:

THE INFORMATION REQUESTED I8 RECOGNIZED AS CONFIDENTIAL AND WILL BE USED
AS INDICATED ABOVE.

Effective Date: - Original — Medical Legal File
o Copy — Classification File




WEST VIRG ININ-DIVISION OF CdRREGf IONS
Authorlzation and Consent to Release

e : All Medlcal Records and Med:ca! Informattoa

i, (print your name] » ' ‘ bemgcompetent eighteen (18)
years of age or clder, and dully authonzed do willfully and voluntarily authorize the release of
all medical records and medical information, Including any information on substance abuse
without restrictlon to:

Martinsburg Correctional Center

. 38 Grapevine Rd
Martinsburg, WV 25405
Inmate Signature:
Date of Birth: ‘ ‘ Age:.

Social Security Number: .

Witness Signature:

Date:

NOTE If the Inmate is a minor or otherwise Incapacltated law requires that the legally authorized guard[an ar
custad|an authorizes or consents to the release of such medical informatlon.

. Reviéed Aug ‘08 :




WEST VIRGINIA DIVISION OF CORRECTIONS

 General Property Release -

PRE

Inmate name: : C : DOGH.

The West Virginia Division of Correctlons (WVDQC) allows me to have and use property other than that issued by
the State of West Virginia. In return far these privileges, | release WVDOC and Its employees from ralating to the
loss, damags, or disappearance of property which | abtalned through trade, barter, gambiing, or any other inmate

exchanges and/or the violation of Institutional rules as explained in Policy Diractive 325.60 Diggg[!pe of lnmgte;, of

which ! have racewed 3 copy.

¥

-I release the WVDOC and its employees from any responslbllity for loss, damage, or dlsappearance cf my property
which resuits from any escapes in which | am involved,

The WVDOC and its employeas will b responsible for the loss, damage, or disappearance of”my property un[y
when | am transferred to the hospital, out-to-court, segragatlon, or any other situation in which | wl|| be away from
my assigned living area for mere than twenty-four 524) hours. The DOC and/or its mployees will onhly be
respansible for the fair value of my property and not the replacement value. .

When‘l arn transferred to ancther living area, my-property will be inventorled In rnv prasencé. Incase of any
emergency/medicallpsychlatrfc/securitv/court appearance situation, the Inventory will be witnessed by ancther
staff member, and [ wiil be able to aceept the Inventory or object tait through the Inmate grievance procedure.

The WYDOC and/or its employees wiil bn!v be responslble for property that appears on the inventory when the
WVDOC and/or Its employees are'negligent in the loss, damage or disappearance of my property. § will be allowed
to inspect my property when it is returned to me and make ohjectlans regardlns its condltluns or presence.

if 1 either refuse to sign the lnventory indlcating its correctness or refuse to submit my objections in wrlting
* through the Inmate grievance pracedure, ] retease the WVYDOC and its employees frorn all responsiblllty for my

property. -

-

lnmateslgn'éture' . g ‘ - Date

. Witnesssignature - - o - _ Dpate

" Revised Aﬁg ‘09



WEST VIRGINIA DIVISION OF CORRECTIONS

~~~Veteran's Information Form--

Inmate Name: _ ' ¢ . pot
Is lniﬁqteaVeteran: __YES o __NO
If Yas, ﬁleése continue
Service Number: -
. STATION . DATES " DUTES
Specialized Military Training: .
Status and. Condition of Discharge:
Inmate signature - - ' A ‘ "'Dat‘e
" Witness signature .' . . | Date

_ RevisedAug03 - L e



MARTINSBURG CORRECTIONAL CENTER
_ © o -3g GRAPEVINE RD | ‘ : ST TP
. MARTINSBURG, WV 25405

NOTIFICATION OF ATTORNEY OF RECORD

inmate Name: . DOC;

Thefolloviring is/are my attorney(s) of record: |, . -

Attorney Name:

Address;

- Phone Number:

Attorney Namie:

Address:

Phone Number:

~ lattestthat| understand that 1 will be requlred to submit a new form to my Unit Team wlthin )
24 hours if any of the above informatlon should change ‘

. Revised Aug 09



MARTINSBURG CORRECTIONAL CENTER

s = Limitsof Confidenitiality <

The mental health and medical staff provide reports to Martinsburg Ccnri"éct‘idna'l Center. Materlal froml- .
your mental health file may bé reviewed by the treatment staff in order to accurately prepare these
reports. . '

The merital health medical, and counseling staff want you to feel comfortable in discussing your
personal concems, however  you need to be aware of special sttuations in which confidentiality may be
limited.

Treatment staff encourages ail gi-dqp mambers to fo'ilowl instructions to keep anything said during group
sessions to themselves, we cannot guarantee that information discussed during groups will not be
shared by other group members. You need to be aware that confidentiality leaks can happen. Inmates-
found to be sharing information from the group with others could be remaved from the group.

Safety and security are very important in prison. To ensure the safety of everyone; mental health staff,
medical staff and counseling staff must report situations which could be harmfu! to yourself, others; a
threat to th: safe, drdefly operatjon of the facllity, such as but not [imited to: -

Escape Planning.
-Planned Violence towards self or others
Risk of Suicide
Hunger Strikes
Inappropriate Relationships with Staff
Child Abuse ' § )
Detalls of Unsolved Crimes

~ 0 N P N s
Pl L - S a4

| have read the Information abave and have been g[ven the opportumty to ask questions about the
Limits of Confidentiality.

Inmate signature S " Dpate

Witness signature -7 pate

‘Rev‘ised Aug ‘09



WEST VIRGINIA DMS!ON OF CORRECT IONS

.....

e ey Immediate Family Form A

TN

© Inmate i'\la"me' ' R - Dot

ido hereby declare that the below fisted individuals are rnernbers of my lmmedlate family
(parents, legal guardian, wife, ex~W|fe, <chifdren, step-chlldren, siblings, etc.)

- NAME ‘ AGE ADDRESS  RELATION/MARRIED DATE
Inmate signature, o Date
Witness signature . ... . o - Date .

' _lRE\‘IESEd'AUE ‘09
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MARTINSBURG CORRECTIONAL
) CENTER

West Virginia
Division of Corrections

JIM RUBENSTEIN, Commissioner
SCOTT PAUGH, Warden

‘ 38 Grapevine Rd.
MARTINSBURG, WEST VIRGINIA 25403

PHONE: (304) 267-0156
FAX: (304) 267-0198

Certificate of Understanding on
PREA Education

I, do hereby acknowledge that I have

Print Name
watched and understand all information that was presented to me in the video "Speaking Up:

Discussing Prison Sexual
Assault"

Signature & DOC Number Date



" PSIMED CORRECTICNS, LLC/WV Division of Corrections:
Martinsburg Correctional Center

Handout for New Intakes

Mental Health Services are available at Martinsburg Correctional Center (MCC) as well
as in all other WWDOC correctional facilities. The goal at MCC is classification,
however, mental health services can be initiated at MCC as needed. A mental health
professional will meet with you upon intake to explain services that are available which
will include the following:

Introduction of Mental Health Services and “What to expect at MCC”

1.

If you are currently prescribed psychotropic medications, you will be scheduled
for an appointment with a psychiatrist

You will also go through an intake process to include an interview with a
psychologist to determine your level of service needs.

Depending on the interview with the psychologist, you may be referred for an
additional screening and assessment.

. Upon completion of the mental health assessment and/or psychological

evaluation, you will be classified to determine your facility assignment.

In addition, you can also submit a unit request form to request an individual or
group counseling session with mental health staff.

SEE NEXT PAGE FOR ADDITIONAL SERVICES

Revised 2/19/2014




PSIMED COGRRECTIONS, LLC/WYV Division of Corrections:
Martinsburg Correctional Center

You can refer yourself to receive the following individual/group counseling
services:

1. Adjusting to Incarceration- Normalize and learn to cope with adjustment
issues for new inmates in the WVDOC.

2. Understanding Mood Disorders and Mood Change ~ Develop
understanding of the basic difference between sadness and depression and
when to seek help.

3. Continuing Mental Health Service- Introduce and educate inmates on the
importance of continuing mental health services in their next facility and/or the
community.

Revised 2/19/2014



