
225 HOLIDAY RIT JS DRIVEJ 
PA.RIIBRSBDRG, WV 26104 

~' 



; ,, SECTION 1- ADMISSION SECTION 19- FURLOUGHS 

SECTION2- RULES OF CONDUCT SECTION20- PERSONAL PROPERTY 

SECTION3·· INMATE ACCOUNTABILITY 
' 

SECTION21- VISITATION 
' 
' SECTION 4- RES1RICTED AREAS SECTION 22- MEDICAL CARE 

SECTION 5 - BED ASSIGNMENTS SECTION23- TELEPHONE 

:: SECTION6- INMATE GRIEVANCE SECTION 24- MAIL/POST OFFlCE 
' PROCEDURE 

SECTION25- TRUSTEE ACCOUNTS 
SECTION?- INMATE TO STAFF 

COMMUNICATION SECTION 26: RELIGIOUS SERVICES 

:-. 
SECTION 8- DNA DATA BANK SECTION27- STATE SHOP 

':.: SECTION9- ALCHOL/DRUG TESTING SECTION28- HYGIENE/PERSONAL 
SEXUAL ABUSE/ASSULT APPERANCE 

SECTION 10- FIRE EVACUATION and SECTION29- CO:MMISSSARY 
SAFTEY 

SECTION 30- BARBERSHOP 
SECTION 11- SEXUAL ABUSE/ASSULT 

SECTION3!- ROOM and BOARD 
SECTION 12- GOOD TIME 

SECTION32- READING and LAW 
SECTION 13- LIVING QUARTERS and LIBRARY 

HOUSEKEEPING 
SECTION 33- SEARCHES RESPONSIBILITIES 

SECTION 14- MBA):, TIMES SECTION34- SMOKJNG 

SECTION 15- PROGRAMS/WORK SECTION 35- FYI 

SECTION 16- SIGNING IN/OUT PROCESS SECTION 36- MODIFICATION or 
SUSPESION 

SECTION 17- TRANSPORTATION 
PBCCOPERATIONALPROCEDURESAND 

SECTION 18- PASSES HOUSING UNIT INFORMATION 



I 
l 

1-
! 

l 
! 

SECITON 1- b-DMIBSIQN 

Parkersburg Correctional Center accepts male felom with the classification of 1 & 2. 

S]k,"TJ:ON 2- RDLE'.S OF CONDUar 

Policy DiTecti-ve #325.00 establishes the ntles of conclnct for ailult im:uates committed to West 
Virginia Division of Correctiom facilities uniter the CoillilliBsioner of Conections. PBCO also 

establishes procedural gniilelines governing the clisciph:aaTy process anil imposition of sanctions. 

A Each Inmate will be responsible for bis own acc01mtability ilming co1mt times. FonuaJ. 
counts aTe conclncteil at the following times: 

12:00 midnight 

4:00 am 

10:00 am 

5:30 pm 

7:15 pm 

10:00 pm 

B. Each inmate is personally rnsponsible to lie at his assigned location for count: sitting on 
your bec1 or the chair.by you:r beil chrring formal anil emergei1cy counfa. All inmate 
movement stops until count is cleaTeit. 

0. Any inmate who confuses co1mt will be s11bj ect to clisoiplinmy action. 
D. Emergency Coun1s will be announcecl over the public ailclrMs systeIU Each inmate will 

report to their assignecl honaing mea 11nless clirecteil not to by the OperatioDB Officer. All 
inmate movement stops when an emergency count is ealleil. No movement occurs Imtil the 
emergency count is cleared. 
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SEillION 4 · RESTBICI'ED ARlM.B 

A Inmates ai:e not per:mittecl to loiter in hallways, door entrances, st&ll:wells or any other room 
other than the room you are assigned. 

J3. All offices are off limits unless permission has been given to enter. 
0. Inmates are not permittecl to lean on the walls of the builcling. 
D. Inmates are not permittec1 to go beyond the outsiile picnic tables. 
E. Inmates are not permitted to leave the imloOT recreation yard without officei: s permission. 
F. Inmates will be on the yarcl only at c1esignatec1 times per operational scheclule 

seven days a week 
G. The Lalmdry Room is off limits unless yon obtain permission. 
R Only anth01izecl persoml are permittecl in the Kitchen area, While in the Kitchen area, you 

must wear gloves ancl hairnets at all times. 
1 Stairwa'Y!l at--e off limita 

SEOITON 5 - BED ASSIGIDdJJ.IN'IS 

Once assignecl to a becl and mom yon will not change areas Trnless staff has appruvecl the change. I 
~m============~~~~SE-~~1-f~O~N~~c-=INMA.TEl=x~-==~G=BIElV=·==~AN==OE=-=P=R~O~OElD===UBE==,cc--~~~~~~~~- ~ 

~ A. The grievance procedure provicles au inmate with an apportnnity to bring a complaint to the 
attention of staff, inclucling, the W arclen. Inmates and staff are urged to resolve complaints 
at the lowest level authorized to make a decision. Inmates shmua first discuss a complaint 
with a member of the Unit Team. 

B. If the inmate is not satisfiecl with the response or action taken, the next step :is to file a 
GTieva;nce Form. The inmate shonld give the completed Grievance Form to the Unit 
Mwager who will respond. The Unit Manger will Tetain a copy of the grievance and will 
return the original and a copy to the inmate for his records. 

0. Response time for a griffvance is five (5) worklng days, excluding weekends and holidays. 
D. If the complaint is not resolved at the Unit JYia.nager Level, the inmate shOllld then fo:rwarcl 

the grievance to the Warden. The Warden will respond within five (5) days e:x:clniling 
weekends and holidays. If the complaint is still not resolved you can then mail an appeal to 
the Comrujssioner of Corrections. After receiving the appeal the Commissioner has ten (10) 
days to responcl to the i:n:mate excluding weekends and holidays. If the Commissioner decides 
to order an investigation, the inmate shall be notified as such. A final reply to the inmate 
will then be issued within sixty (60) clays, excluding weekends ancl holidays. A copy of 
Operational Proceclure #222222 Grievance Proced\ue, is available in each living unit and 
Law Library 
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A. If yo11 have a reg_11est snch as changing bed assignments, education, enrnTiment into a 

t:reatnent program, etc. it sho11lc1 be '1'ritten on a reg_11est from adclressed to apprnpriate staff 
member and placec1 in the appropriate box or sent through the mail 

13. All reg_11es1s ri:rnst be in writing and acldressed to a_pprop1iate staff member. No requests are 
to be macle via phone. Only in the case of Ml emergency will a telephone reqnest be 
consiilerea. 

SEGI'ION 8- DNA DATA. BANK 

A All inmates a:re subject to prnv:icling blood samples for the plUJlOSe of DNA analysis and 
llie incl11sion in the centralized DNA clata bank 011erated by the WV State Police as 
reg_uiJ:ed by section of 15-213-1 of WV Code M!cl Division of CoITections Policy Directive 
#410. 01-DNA Data Bank 

B. If Ml i=ate refuses to vollwtarily submit to the req1lirement, fOl'ce may be nse, pmsuan\ 
to comi; order, to obtain aii approp1iate DNA sample_ 

SECI'ION 9-ALCHOLIDRUG TBJSTING 

A All inmates are requirec1 to submit to drug aucl alcohol testing. 
13. Failme to cooperate with teslilng a;uil/or refusal to submit to testing >vi.thin the time 

comtraints outliuecl in policy will result in ilisciplinary action. 

SEOI'ION 10-F'ffiffi EV AOUA'I'ION AND Sl!.FilTIY 

A Fire e-vacnation maps are locatecl on walls throughout the facility M!cl hous:ing 1uri1s, >vith 
proper e·vacuation route cllirplayed on each m11p. All inma~es, mitms, etc. sho1ild become 
familfa:r with the fire e-vacuation routes throughout the institntion. Fire clrills will be 
cond110tecl on a quarterly basis. 

B. AJl inmates are reg_uirecl to proii.cipate in ALL Firn Drills :regarclless of the time of c1ay 
or night, 

SEOI'ION ll-SEXOAI1 AJ3USE/ASSJ]LT 

A Begnest from any member of the Unit Team information about sexual abuse/assault 
inchliling; p:revention!intenention, self-prntectibn, i:ep0rling sexual abrnie/assault ancl/or 
i;reatment/co1mseling. - · ~ 
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SECITON 12-GOOD TIM:El 

.A.. Policy concen:ring Computation of Good Time is promulgated by the Commissioner of 
Corrections, pursuant to West Virginia Code 28-5-27 aml 62-13-4. Any Goocl Time 
forfeitedf.revokecl may be restored nmler the conditions ancl guiclelines set for in Policy 
Directive #151.02 Computation/Restoration of Inmate Goocl Time. This process shall be 
banclled through the Unit Team. 

SEa:rION 13- llVING Q.U.ARTEIBS and HOUSNKEFJPJNG RESPONSIBILITIEJS 

A. Yon have been assignecl to a specific room, bathroom, bed, chair, drawer, ancl looker box 
these items are considered yonr personal living area and it is to be neat and clean at ali 

times. Evervone in the same room bel))s with shared areas. 
1. Beds are to be made ev01'Jday 
2. Beel linens washecl weekly. Yon can wash them on y01rr own or send them to 

PBCC Lannclry. 
3. C'lolilles need to be put away in drawers, locker boxes, or hung in the shared closet 

area. 
4. Shoes shoTild be arranged neatly 
5. Clean bathroom da.ily. 

,,,,, _______ ,6.-P~1m-s:weep0rTcl1:1st-:f.1B.~nitH~e-twiee---weeltl-y. -----------·-----~" 

!, 

7. Wash windows and Dnst G~rrt.ains once weekly. 
8. Wipe down Bed and Mattress once weekly. 
9. Clothing is to be washecl once weekly. PBCC Coin Opented Machines may be nse(l 

for this. 
10. Trash cans em:ptiecl daily or as needed 
11. Lights and appliances are to be tmned off when leaving the room. 
12. Nothing is to be placecl on top of locker boxes and locks are to be locked when not 

in use. 

Breakfast 
Lnnch 
Dinner 

6:00-6:30 
11:00-11:30 

4:00-4:30 

A. Any inmate, who has a SJlSCial diet due to religio11B beliefs or heaJ.th problems, shol.tl.cl 
submit a request to the Unit Manager. 

B. All meals are to be eaten ill the Dining Room 
C. Food. dishes or silverware are not to be removed from the ]\fain Dinin~ Room. If yon 

remoYe anv of these items you are subj eat to disci))linary action. 
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SECTION 15-PROGRAMS/WORK 

A Qviiortmrities ancl Services 
I. While at PBCC, staff will assist yon b1 cleveloping yom :imlividnal 

prngram 11lan. While at PBCC, yon must follow the rules given by 
prngraming staff to com11ly with youl' individual programming plan. 

2. AAJNA Meetings are offered at tJ1e PBCC as well as a~vay from PBCC 
several time,s a week. You must attencl in-house meeLing and remain at 
PBCC for at least ninety (90) clays befOl'e you may l'Cguest to fCtteml outside 
meetings. 

3. ~WOl'k Release inmates are requirccl to complete at least eighty (80) homs 
of CoIDJJrnnity Sel'vice. Of these 80 honrs, 60 arc requirccl l'l'IDR work anil 
the remaining 20 are u.nywhere w:itJrin the facility. The 80 ho111' 
requirement is only a minimum; inmates may be askecl and/or requiTed to 
clo more. 

B. Obtaining Employment 
1. Meaningful ern1iloyment is of a. p1·bnm·y importance ill ass1uing tl1e 

inclividnal a successful Work Release c.,-qierience. Accordingly, the 
followh1g rules have been established to regulate the emploi~nent program 
of PBCC. 

NOTDJ: ae employment checklist form will be given to you dming orientation that 
must be completed p1ior to you being pemrittcd to olitain emploi~ent 

2. You may be assigned a. position within the facility upon your aniYal to 
PBCC. You will remain in this position until you !IJ:e formally released 
from it. You m1IBt not seek or accept emplo)~ent without beb1g released 
from yam center duty responsibilities. Once allowed by Administrative 
staff to seek outsicle emploi~ent you may not accept 

a) Tempo1·m')' Employment (temp agencies) 
li) In(liYid11al home health care 
c) Telemm·keting 

Check witl1 the Work Release OPS Heather Hepbmn before seeking 
employment. 

3. When you have been graeted permission to seek employment yon will 
make :it lrnown that you are an inmate assigned to the Pm·ke1'8bmg 
Correctional Center during any job interview or on miy application. 

4. You must submit work schedules signed by yom- employer on the prnpor 
fo1·m. You will not be allowec1 to go to work without a submitted schod11le 
or 1'erification from yom employer. 
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5. You are Tesponsible for rep01·tiug to work on time ancl perfol'mi11g requil'ed 
job cluties. Exceptions to this will be illness, which you l\HJST report to 
the Officer in Control. Tl' yon are unable to wol'k you w~ 11 he restricted to 
youl' 1'00111 except fol' meals 1wcl will not be pnrmittecl to take pnsses am1 
possibly furloughs fol' this clay.· 

G. 'l'o obtain a second job you must get tlris cleal'eil by the Aclnrinist:mtion. 

C. Em1ilonneut Exnrrtations 
1. While in the com111unity, the innmtc is subject. to the Rnles aml 

Regulations set forth in the Master Fnrlough Agreement, West Virginia 
Departmcn t of Corl'ections Policy Directive 325. 00 and all established 
proceclure fOI' job sccldug and employment. 

2. Each imnate is expected to work as schec1ulc>cl by his employer. You are not. 
pc1111itted to sign onl for wo1·k or procccc1 to your work c1estination nnlt'ss 
)'otL m·o sclicilul eel to lie there, 01· you arc cu lied ont to work mul n re bl'i.ng 
paicl for this work Worlt schedules are to be tnmecl in as necessary to 
Control. Yon cmmot wm·k off the clock or without being 1micl. You will not, 
be pe1111ittec1 to go to \rork wit110nt n schedule on file in Control therefore 
these must be snbnrittecl a11eml of the tim!'. Call-ins will be confirmeil b)' 
PBC'C staff. 

3. It will be the inmate's resp011sibility to inform PDCC if job location 
changes and permission must be gmntN1 bY l'BCC Chief of Security, 

4. Inmates 11ill 1·ep0l't diTectly to work and rntim1 to PBCC on time and 
i111rnec1iately rnporl any tmavoidnble delay to PBCC. You may not leave the 
job site without authorization from PBCC, even for lnnch without 
permission, If laicl-off or if work is finisl1ecl p1ior to your scliec1ule quitting 
time, the iumate will in1rnccliately report hack to PBC'C and inform 
C'onh·ol. 

5. Inmates will 1·eport nn)' labor or union t~·oublc occnrring at tile place of 
employment to l'IlCC. 

6. Any in111ate rcqnirec1 to work overtime shall rccp1est, that his cmploycT OT 
job sewicc supe1~isor either mil or 11emrit tlie imuate to call l'BCC It is 
the res1mnsibility of the i.mnate to notify PBCC aml aclYise the he 11ill be 
working oYerti.me fo1· curfew extension. You will not be iim·mittec1 to work 
for free. 

7. Inmates 1we not pem1ittcc1 to leaYc their place. of employment or request 
clays off or quit their job without permission of the Warden or clesigncc. 
Inmates who c11co1u1ter problems with thciT employer or co-wol'kers will 
notify PBCc's designatec1 staff person for mlYice, counseling imc1 p1'011lom 
re so 1 u tion. 

8. All tools, lmiws, m· othel' instruments usecl by an inmate in the 
performance of tll!'ir job arn to rcrnaiu at tlw clesignatccl work site . 

D. Each inmate tlmt is on :\iaintrnnnce 01· Wol'k Crnw is e:~qiectecl to work as 
schedulecl in accorclancc to Iris assignment. 
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11. Inmates are not permittecl to work ontsicle vVood County. Yon 1mderntand 
that when you become employecl, yom employment will be nrifiecl by 
PBOO anil yo11r program or wmk attemlance will be eyaJ.nateil by PBOO by 
contacting y01rr job supervisoT anil/or by work evahlation forms or on tbe 
job oheclm. 

12. Yon cannot resign or change employment without anihorizatiori of 
afuQin:istrative staff and proper notice l\IIOBT be giYen to yom supertisor. 

13. Yon must tum in aJ.l money OT checks paicl to you, including tips to PBOC 
staff immediately upon returning to PECO, You are not to receive any 
salary advances from any employer for any reason. You must receive 
pennission from Administrative staff for any payroll ilednctions such as 
health insmance. }food will not be .an apprnved ded11ction. 

14. Yon are not to have any tisitors ·at you worksite m 'maJre any personal 
.telephone caJ.ls while on duty. 

15. You will not be approved to have employment where yo11 are aJ.lowec1 to be 
left alone or where you are the primary caregiver of anyone. 

S:oorION 16-SIGNJNG INAlDT PBOOElSS 

.A., Yon are not allowed to leave the b1lliilin~ without signing ont of Contr.Ql..Anc.:O"'"f.,f..cic"':e"r ____ .l'J 

will sign yon out 6n a time card at which time yon will advise him/her yom p1JI'}lose 
fo:r exiting and exactly where yon are going. 

B. If yon are exiting on a pass, onrn:ight fnrlongh or other previo1IBly scheihllecl event 
with designated times the staff person signing yon out will advise yon of yolU' retin·n 
time. If you are exiting for work yon will advise the staff :person signing yon out of 

. yom retiun tinie. 
0. Yon are to retmn within yom cmfew time; faihue to do so will res1llt in ilisciplinaTy 

aotion. 
D. Yon are subj eot to being seaTched n:pon youi· retiun for contrnband anil/or 

Urinalysis/.Aloo-Sensor tested. Yo11 will be charged for Elll tests. 
E. Yon are to proceed ilirectly to yom clestination anil retirrn ilireotly from that , 

destination. Failue to comply will res1ut in disciplinary action. 
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SFflrION 17-TRA.J.~PORT.ATION 

You a:re responsible for finding you own trnosportation once you haYe obtained a job or hiwe 
monies in yom accmmt. Until then PBCC will pmvide transportation. 

A, .Acceptable Modes of Transportation 
1. Walliiug (nsing only approved routes) 

i. On main wallnvay only 
ii. No waJhlng on private property or alleys 

iii. Bus station off limits unless catching a bus 
2. T&"ti Cab 
3. City Bus (Easy Ricler) 
4.. PBCC will provicle transportation at non-bus route times and in emergency 

situations, ii able. Your accolmt will be billec1 $2.00 for any one w~.y 
transportation given. 

B. Prohibitecl Modes of Transportation 
l. Ritchhilcing 
2. A:ny other mea;ns of tra;nsportation inclucling ricli.ng with a fellow 

employee or f:tiencl lmless approved by the Warclen/ilesignee. 

SEC:rION 18-P ASSES 

A. J1'Ifa1bilitv and Lntel'la 
l. Work release Statns-Shmt term passes of no more than two (2) hours in 

clmation may be grantecl to a Work Belease inmate for shopping or for 
pernonal neecls such as haircuts or pmchasing pernonal supplies snch. as 
hygiene items, clothes, groceries, etc. 

i. Inmates must complete a Work Belease Center Orientation 
Program prior to receiving a two (2) hom pass. An inmate 
cannot receive l1:is firnt two (2) hour pass until he has servecl 
(30) days at PBCO ancl completed (80) homs of Comm1mity 
.Service ancl are employeiL No inmate will be permitted ont 
of the PBCO for the first seven (30) days unless properly 
su:pervisecl ancl grantecl permission by the Wa:rden ancl!or 
clesignee. Thls aJlows for an adj1istment perioiL 

ii. No more than two (2), two (2) hour passes may be granted 
each week, and cru:riiot be taken consecutively or in 
conjunction with a fmlough. 

iii. Pass ml1st be for a specilic reason to a speciiieil location. 
iv. All pass clestinatiore must be approvecl by the Chief of 

Security. Approvecl pass clestinations will be postecl. 
Y. See the Control Officer to haYe a pass granteil 

Yi. Pass may be taken from 07:00arn furn 4:00pm Monday· 
Friclay. Satmclay ancl Slmclay from ll:OOpm till 4:01}pm; 
jf the passes do not interfere with PBOO operations. 
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SEOI'ION 19-FDRLOUGIIB 

A 01ientation-lYiaster Fnrlough Agreement 

1 Upon MTiva1 at PBCC, tb.e Wardens designee will renew the lYiaster 

Fnrlough Agreement-with each Inmate. The Wru:cleris clesignec =d inmate 

will then execute the Agreement. 

]1 Eliiiibilitv and Criteria 

1 'l'he inmate nrnst haye sen eel at least tbirty (30) days in his ourrent place of 

assignment as a PBCO inma,te BJJ.<l have no finilings of misconduct in the 

preceiling s:ix (6) n10nths. The PBCC WaJ:c1e:nJdesignee may waive the clea;r 

conduct reguirement should circn:rostances so WMTMt. 
2. Following the initial tb:irty (30) clays as a PBCC inmate he may be eligible fOT 

one (1) twenty-four (24) hom f mlough within a thirty (30) day pe1iod. After 
sixty (60) days, the eligibility will be extended to two (2) twenty-fom (24) ham 

fm·longhs in a thirty (30) day period. After ninety days, the inmate will be 
able to fn:rlongh out each week. 

3. Inmates li1'ing in a excess of one hunil:red (100) miles from PBCC may receive 
up to four (4) aililitionil hours of travel ti.me. 

<!. Amax:ianmi of forty-eigM (48) hams maybe grantecl, excluding traYel time, if 
applicable. 

5. No inmate IDll be wowed to fmlough out of state or travel out of state. 
6. The inmate is responsible for submitting a ''PToposecl Fn:rloT1gh Plan" to the 

Unit Manager fo1· inYestigation at least thirty (30) days in adyance. The pernon 

you plM to fm:lough to mnst be on you:r approved Yisitor list. 
7. Fn:rlanghs need to be tmnea in by 8:00ani each lYionday ana placed in the 

appropriate box :ia the hsJlway. 

0. Restrictions 
1. The inmate may not be grMted fn:rlough if: 

a) ·The inmate is identified witll large scale orgrurized 

criminal activity: 

b) The inmate has serious aclj1istmentpmble:ros as determined 

by the PBCO W anlenlaesignee 

c) The inmate has peniling felony or misileIDeMor chro:ges. 
a) Co=unity sentiment is sufficientl.y ailverne to endanger 

the :rehabilitatil'e potential of the fu:rlough. 

e) The Warclenlaesignee deems tl'J.e inmate ineligible. 

D. Yiolation of a :B\rrl011gh Condition or Rules 

1. Any "Violation of c.onilition of a fmlough shall constitute an offence; the· 

penilty for which may be :revocation of the forlo11gh anil/or ilisciplinary 

action prescribea by :Policy Di:recti.'ve 350. 00 
2. Ally inmate failing to retnrn to the institution, to a special aBSig=ent 

location on time as :regni.:red by the a{lreeIDent or upon order of the Wat den 

or designee shall consider that inmate to hal'e committed an ension from 



confinement or to be on escape status. This is also true for any inmate who 
cannot be locatecl within a two (2) hom period af time; they also ma,y be 
charged with escape or attempted escape. 

E. Fh.ile on Furlough 
1. Always cfill before leaving yom ftu·lough resiclence. 
2. Yon are only allowecl to go to the places that han been approvecl on the 

]Jack of your furlough. It is yom responsibility to check aJlcl see what is 
approved. 

3. Between the h01us of IO:OOam to 6:00pm yon may take a six (6) hmrr block 
· of time away from yom ftu·lough resiclence. You must call PECO when you 

leave ancl inform of where you are going ancl what you will be cloing. Every 
two (2) homs while away you must call PBCCJ to advise on your status. At 
the sixth (6ll') hour the call must be macle from yonr furlough residence. 

SECTION 20- PERSONAL PROP.EiRTY 

A., Allowable items 
1. Yon are permitted to have in yom: possession all items listed on yo\rr 

allowable inventory sheet Any items found in yom: possession aJlillor 
living area that is not on this list and that yon have not received 

-f1i----------~per:rnissian-£r0m-A:cl-m'1·7i·ist.ra.ttJr-i;e;-h?l;re,-W.d:l..-be-eansid.-eTed-eo:afuiabruru:l~i'.lin~11---·l!l 

' 
will be confiscated and disposed of. 

2. It is recommended that yon keep only necessary items due to a Jimitecl 
amount of space. All property must be kept in yom assigned locker box ancl 
assigned drawer. Yorn: locker box must be lockecl at all ti.mes. 

3. lYiark all pernonal property for identification pmposes. 
B. Center and Inmate Rem;ionsibilities 

1. Please rnmember that you a:re responsible for your pel'Sonfil property, therefore 
it is reguirecl that you purchase a combination lock. Supply Central Control 
with the combination. Failm:e to provide combination may result in 
destruction of lock if entry to locker is necessary. 

C. Exchan~e of Pel'Sonal Property 
I. Exchanging, borrowing, loaning or selling personal property with other 

inmates is strictly prohibited. This also includes money. 

D. :Di.Jmosa.1 of Unclaimed Items 
1. All Irnnates must advise staff as to whom any pel'Sonal property should be 

released to; in the event an inmate leaves the center. Each inmate will be 
responsible for notifying pernonal or he may pay to have it maileiL Center staff 
will dispose of any property which is unclaimed 11.fter 30 days. 
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A A1mr0Yeil Visito:r List 
J:.'·'\iPi'ior to a;ny a:pproYeil Yisitation, visitors will be IBC]Ttireil io complete a 

Yisitor's 11uesti.onnaire. This form is to be filled out accn:rn.tely ancl thornc~hly, 
failure io do so may result is a denis:t of thls Yisitor. If the Yisitor bas 
completeil thls step a;ncl be/sbe and bas been approYed be/she will be permitted 
to Yisit during regular Yisiting horLrs in the Visitation Room only. 

Satn:rday- 12:15pm till 4:15pm 

Slmda y- 12: 15pm till 4: 15pm 

2. Upon a;rTiYfil NO ONE has an approYecl driver. A Visitation Form mnst be 
submitted for renewed anil anprovfil. Any relatiye you feel yon may retrieve 
training from (furlough, employment, etc.) will have to fill out a visitor 
c1uestionnaire. 

3. Ii yoclWOlud like someone remoY8il from your approved Yisitors li.st send a 
reqc1est to the G'hief of Security. · 

J3. S:pecifil Visitors 
1. Specis:t authorization for emergency Yisits may be gra;ntea. mfu speciaJ. 

permission from fue Ail:ministraior or clesignee. 
uCOilli'\CWi:Si11lby Jmnates a;ncl JliX-.to:rn=~a=f=es~-------.-----------

.r;·ViBits by inmates an.it ex-inmates will not be permitted except mfu written 
approval of fue W a1.'ilen or designee. 

D. Visitor Identification 
1. All visitors are reqnirecl to pro'ride positin photo identification an.it register 

mth fue Officer on ilnty in fue Main Lobby beforn being permit-tea to 'Visit. All 
visitors ml1st be on each inmate's approYeil YiBiting lists prior to being 
permitteil to -visit. 

JD. Visitors' Attire 
1. Visitors are reqcilleil to wear prn:per attire to enter the center. The Officer in 

charge 1v:iJl iletermine what proper attire is. No visitors mth renaling 
clothing will be permitteil in fue center. 

F. Visitors Searches 
1. Jill visitors are subjectto searrib. of persons a;na_ orpl.'opel.'l;y. BefusaJ. to be 

searcheil may be a reason for ilenis:t to entrance to the centel.' . 

G. Denial of ViBitation 
1. Inmates 8Jla_ or visitoi-s may appeaJ. the Clenial of visitation to the Warilen i:n 

writing. 
R AlcohollDrugs ana Tobacco 

1. ViBitors suspecteil of being lmder the influence of c1rngs or to be folmil in the 
possession of aJ.oohol/rn:ugs mu not be permitteil to entel.' the center. 
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2. No tobacco, tobacco illrn proclucts or contraband is pennitted. Visitors are not 
permitted to bring in lighters or matches 

I. Obilclren 
1. Gh:ildren m1ist have a fo1'in of iclentification. 
2. They must be uncler the supervision of an aclult at all times. 
3. If chilclren are visiting with a non-custoclial parnnt the visitor must biing a 

notarizecl note saying that the ohilcl has permission to visit the inmate 
J. Permitted Items in Visit<ition 

1. Each visitor is allowecl $9.00 in cash 
2. I. D. cards/papers 
3. Keys (oar ouly) 
4. Please refer to visitation guidelines for aclc1i.tional information 

SEOITON 22- MElDIOAL QARE 

iYieclioal Care is proviclec1 by Wexford Medicfil Nmse Practitioner per Jlosted scheclule. Yon will 
be responsible for }laying for your meclical care and meilication as }lostecl . 

The collect phone call system will be 1ised with the service provided by GLOBAL TEL*LINK 
(GTL) Numbers will be adclecl once a month, information will be postecl. 

'l'EIRBJE WAY OAT ,I ,ING IS PRORIBTI'ED. It will result in disciplinary action. 

SEffi'ION 24- MAlL!.POST OFFIQ]] 

Afl incoming mail is openecl and searched in the Post Office. Every envelope ruid contents will be 
searched page by page for contraband. After being searched, the envelope will be shut by tape or 
staple ancl sorted for delivery. Letters are not reacl 1mless OTderecl by the Warden or clesignee. 
Envelopes cont&tning money orders will han the monies removed and a receipt placed in the 
envelope. Money orders cannot exceed $100.00 clollro'S however multiple $100.00 money orders 
may be sent to you. Policy Directive #503.00 will be followecl. 

' ' 
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SECTI'ION 25- TRUSTfilEJ ACCODNIS 

A JYio1mv 1\eceivea by Inmates 
l All money of forms of money (checks, money oraers, etc.) Teceivea by an 

:inmate, from any somce, must be tnmea in at Control :immediately n:pon 
receipt of such :in the mail or upon the :inmate's retmn to the center. No cash is 
to be sent in the mail. Control shall f01'>vara these items to the Business Office. 

2.· '7'om money does not a;rrive from transferred facility the same day )'OU arrive 
at PBCG You will receive a receipt when yom money does BJ.Tive and is posted 
to yam accmmt. 

B. LoMIB ana Salary Advances 
1. Y Oll are not permitted to take loans from other personsfilunates or rectuest 

salary aitvances without permission from the WaTden Ol' designee. You are 
al.so not peTmitted to make loans to personslinmates without authm:ization 
from the Warden or designee. This includes food or services deducted from 
salary. 

Purchasim; 1\estrictions 
1 Y 011 must only pmchase the items ym1 rectuested. Y 011 may not exceed 

amo1mts printed on money rectnest witho11t perm1ssion from a<lministrati-ve 
staff. Yo11 must tm.n in all left over money. No sul:istit11tions (whatever is on 
money rect11est). Any payroll deductioWJ deemed necessary such as mriforms, 

--------~ar=e""ooe hancUeil-wonglilill.e .Business Manager. 

Checking and Saving Accmmts 
l. lmnates are notpennitted incli-vidnal checking or sanng accolTDts. Yonr 

money will be rntained in a trustee acco=t Ten (10) percent of y01u- earillngs 
will be transfened to mandatory sanngs. This should assist yo11 and prepare 
fo:r yo111: release. 

JD. Disbmsemeut to lmnates 
L>All rect11ests for monies in yo1u· acconnt mnst be submitted on a JYioney 

P,eC\nest Form and :placed in the money re(\nest box in the hallway no later 
than Mouds,y at cm'few e-very other week 

2. Financial ObligatioWJ: Work Release stat11s :inmates a;re rectnired to pay their 
own meilicaJ. expenses, room and board. Monies in yo11T iniliviauaJ. acco1mts 
will be taken out to meet yom financial. obligations. 

SECTION 26- RELIGIOUS SNRVICllJS 

A I=.ates may attend outside religions services pro-videa that it aoes not interfere with 
employment ana/or eancati:onal commitments. 

~- B. To recei-ve pe:rm:ission to attend religions services, resident will submit a mitten reC[uest on 
the proper form and turn it in to the Unit Team for a:ppro-vaJ. process. 

• · 'i;jji'J'Tbis will not count against ymu- allotted Two (2) Rom passes. A reasonable amonnt of time 

't'. 'Will be appmvea depending on the length of the :religious service, 

i' 
f ~ 
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SEOI'ION 27- STATE SHOP 

The state shop is responsible for :issuing linens to imnates. Inmates will sign a receipt fOl' all state 
:issuecl items. These items upon your cleparture will be returned to PBCC. If you cannot procluce 
the state property that was :issuecl to you a PBCC vouchel' will be completed for 'the missing 
property. 

SEGI'ION 28- HYGI!!lN]ltpEJRSONAL APPJ!lRANOE 

A. You a;re to be neat ancl clean at all times 

Hygiene 

1. Take a Shower or bath daily. 
2. Be C'lean Shaven claily unless authorized by a physician. Authorization mnst be 

obtainecl on a monthly basis while at PBCO. 
3. Hair is not to be longer than three inches ancl not to exceed the collar or ears. 

SicleblU'D.S a;re not to e::i:tencl beyoncl the middle of the ear. (Not permitted: braids, 
cornrows, or ilreadlocks) 

B. Hygiene rnquest can be obtainecl, completecl ancl snbmittecl to the Officer. A limitecl 
number of razors, s1J.avi:ng cream, shampoo (no more than 4 per month) bar soap (no more 
than 2 per month) ancl toothpaste, toothbrush ancl comb (no more than one per month) 

C. Appropriate attire vfill be worn at all times at PBOO 

Dress 

1. Clothes are to be kept clean: failure to Coill]lly coulcl result in cliscipli:nary action. 
2. G'lothing with DOC or DOC n11IUbern are not permittecl in this facility. You are 

requiJ:ed to tnrn marked items in 
1. Arrangements will be macle by staff for 3 or 4 outfits lIDtil 

clothing can be sent io by family Ol' purchased. 
3. No sandals or shower shoes. No hats clo-rags or toboggans are to be worn in the 

common areas of the unit, cliniog room, 'Visitation or indoor recreation yard; these 
items will be wom io your a.."Signed becl:room or oufoicle recreation area. 

SEOI'ION 29-COMMIBSS.A.RY 

Commissary Vendor is Keefe and will be done per schedule. It is your responsibility to sfay 
within property limits. The property limits will be postecl. At tbis time no frozen or colcl foocl 
will be available. 



SECIT'ION 30-B.AlIBJllBSHOP 

A Inmates may go· to 011tsic1e barber shop pwviclec1 that it does not inteTfe;re with 

eij!ployment anc1/or eclucational commitments. 

B. Going to an ontsicle bp;rber shop mil be clone as a destination when yon are on a Two (2) 

Hom pass. 
0. Barber Shops need to be chosen from the appwved list 

SECITON 31-ROOM MID BO.ABU 

A Inmates assigned to PBCO Kitchenli\faintenance mil not be required to pay Room ancl 

Boar cl 
B. Any monies earnec1 with the exception of PBCO kitchen/maintenance will be assessec1 

room anc1 board at the rate of 30% up to a ma:rim11ID of $155.00. 'lms includes any SJJOt 
labor. 

0. For S]Jecifies about finanCBS rnlating to Room and Boa;rd contact the B1lSiness Manager. 

SEGTION 32- IllllADING and LAW LIBRABY 

Searches are necessary and i·eqTtiled to mailltain a facility and public safety. All rersons (inmate, 
staff and visitors), vehicles and items subject to seirch entering; exiting and while uron grmmc1s 
in the facility. Ymi do not have the right to be rresent when yam area is being sea;rchccl 

SECTION 34c-SMOKING 

Tobacco Ulle is not pe:rmitted in any Dimion of CoITootions Facility. 

Work Release inmates are not permitted to use tobacco while on passes, fn:tlongha or at wmk 

See the Substance .AbTille Therapist for help in quitltlng tobacco Ulle. 



SECYI'ION 35-E'YI 

A Violations of anv rnle in the Iumate RamTbook may be punishable unaer Policy 
Directive 325.00 

B. Gilts are not permitted. This inchldes money, tips, etc. from any source othel' than 
compensation earnea in the course of employment. 

C. Deliveries of pernonal properly to inmates during non-visitation hours are to be pre­
approved by Ailministrati ve staff. Tbis inclucles foocl deliveries from a p1ivate party (not 
restaurants). 

BIOO:l'ION 3&. MODTIITCATION or SDSPENSION 

The West Yil'ginia Cocle prnvides statutory authority to the Warden for the operation anc1 
aamin:istration of the facility. The warcle~ may moclify in whole or in part th:is handbook, related 
operatiollal procedures or ntles or :inmate p1ivileges. In the event of an emergency, any or all 
portions of this handboolr may be temporarily SU$penc1ecl by the Wanlen or clesignee. When a 
state of emergency is declared, the Warden or designee shall record in writing. Upon lifting the 
state of emergency, the Wa;rden or designee shall aclv:ice the inmate po1mlation in Wl'it:ing llie 
reinstatement of the ntles. 

PBCC OPERATION.AL PR(}(]]l])DRES AND HOUSING DNIT INFOBMATION 

Parkernburg Correctional Center's Operational Procetlmes and hons:ing lm.:it :information shall be 
found in the PBCC Operational Proceihues Manuals located on the housing rnlit. The 
Operational Procedures co-ver, in greater detail, the information in this handbook as well as 

( adilitionaJ. areas not coverecl. A member of the Unit Team will provicle advice concerning these 
procedures. It is important to reacl memorandmns lliufl notices postecl on the honsing lm.:it biillet:in 
boarcl for any changes or aclclitional infonnation that PECO provides for members of BSAT. 

l . 



WORK RELEASE PEr:;.soNAL PROPERTY LIST 

ITEP./l ALLOWED RESTRICTIONS I SPECIFICATIONS 
--

Alarm Clock 1 Battery or wind-up only. No plug in. 

Ball Caps I Toboggans 2 Combined total - No camo 
-

Batteries 1 Pack 

Belt 1 

Binders 5 

Blankets I Comforters 2 

Bleach (laundry only) 1 
Board Game 1 Must be stored in box when no1 in use 

Body I Foot Powder 2 

Book Light or Small Flashlight 1 Batte_ry operated only. No plugs_ 

Books 5 

Bowl 1 Plastic, may have lid 

Calculator 1 Battery or solar operated only. No plug in. 

Calendar 1 

CD Case 1 Small case 

CD's J DVD's I Video Games I 
15 Combined Total Cassettes I Small DVD Player 

Chapstiok 1 
' 

Coat I Jacket 2 
-

Co_logne, Perfume, Body Spray 2 Must be non-aerosol. 

Comb 1 

Combination Locks I Padlock 1 Combination must be turned in at Control or Key to 
Control 

Conditioner 1 
-

Cooler 1 SrnalL Six pack style. 

Cough Drops, 1 Pack 

Coveralls 1 '' Summer or Winter. 
--

Cup 1 ' Plastic. May have lid. 

Dental Floss 1 

Denture Adhesive · " 1 Box or Tube 

Denture Box 1 

Denture Cleaner-Box 1 Plastic 

Deodorant 1 Roll on or stick. No aerosols. 

Disposable Razors i2 

I Box 
-

Drver Sheets 1 
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Envelopes - box 1 

Eyeglasses 1 

Eyeglasses Case 1 Soft Case 

File Folders 6 -
Food 1 Drinks Must be able to be stored in your box or drawer. 

Fork 1 Plastic 

Gloves 1 Pair - Brown Jersey Type - State Issue Only 

Gym Shorts 2 

Hair Clippers 1 1 set for personal use only 

Hairspray I Gel 1 No aero.sol. Pump only. 

Hairbrush 1 

Handkerchiefs 4 
f Highlighters 2 

--

I Knife 1 Plastic for food. 

Laundry Bag 1 Soft mesh, no wire frames. 

Laundry Detergent 1 Bottle or Box 

Laundry Softener 1 Botile or Box 

._Legal Mate.rials - ..... u.i:r.er.:it cas:eS-QR.~' 1 . 

Lotion ·1 

Magazines 5 

Marken:; 2 

Mouthwash 1 Non-Alcoholic . 

Multi-Vitamins 1 Bottle I Table\s -1\lo Capsules 
Musical Instruments & 1 

Must have expressed permission from Unit Manager 
Accessories - Case by Case 
Nail Clipper 1 
Neck Ties 2 

Necklace 1 .. 

OCT Pain Med 1 Box or bottle I tablets - no capsules. May not 
interfere with drug tests. 

Pajarn.<is Bottoms 2 

PC1jamas Tops 2 

Pants 7 Includes jeans, work plants, dress pants, sweat pants, 
and leisL1re pants. 

Pencils 6 

Pencil Sharpener 1 
.. 

F'ens 6 

Personal Letters 12 I Includes greeting cards and post cards. 
~. . " I 



I Pillow 

----

1 
In addition to state issue. I his is personal pillow only 
and must be removed from center ui:ion deQarture. -

Pillowcases 2 
--

P l·Clying Cards 1· Deel< 
- -

Postage Stamps 20 

·Power Strip 
,. 

i Circuit b1eaker for TV's I No extension cords. 

Prostheses As medically prescribed 
-· 

Radio I CD I Cassette Player 1 Combined total of 1. No external speakers. 
-
-Raincoat, Poncho or Umbrella 1 Combined total of 1 

-
Robes 1 For use in living are<1s only. 

Rug 1 Small size with non slip backing. 
---

Scissors 1 Small pair (blunt, "school type") 
- -

Shampoo 1 

Shave cream 1 
Shaving kit 1 

Sheets 2 Sets: If have personal set, must turn in state issue. 
Sl1irts Includes (long Sleeves) 

10 
Includes dress shirts, I-shirts, tank tops, work~shirts 
and sweat shirts. 

Undershirts (Muscle Shirts) 5 

Shoes I Boots 3 
Pairs combin.ed. Athletic, boots, work shoes, dress or 
casual shoes .. 

Shower Shoes 1 

Soap 2 Bars or bottles of body wash. 

Soap holder 1 Plastic 

Socks 8 Pairs 

Spoon 1 Plastic 

Storage Box i Must be able to fit under bunk. 

Sunglasses 1 
Sunscreen 1 . 

Suspenders 2 . Plastic only 

Thermal Bottoms 2 

Thermal Tops 2 

Then:nos 1 

I oothbrush 1 
'foothbrush Holder j 

I oothpaste 1 
. 

For furlough use. May not be used to .store 
Tote Bag I Duffie Bag 1 

property. 
Towels 3 If you have your own, state issued .must be turned in 

- -
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-
stored under bunks. 

Tweezers 1 

Typing Paper 1 Ream 

Underwear 8 

Will not be hooked up to other units. One hooked up 
per room. If more than one per room, others to be 

Video Game System 1 
stored under bunks/in boxes (this is your DVD 
player) No Wii or other systems that is motion 
sensitive. Joystick/handheld controls only or handheld 
systems (PSP) cannot have both. 

Video Memory Card 1 

Video Game Case 1 

Wallet 1 
-· 
Washcloths 3 If you have your own, slate issued mus! be turned in 

Watch 1 Wrist or Pocket 

Wedding Band 1 If legally married. No Other Rings. 

Weight Bell 1 
Weight Gloves 1 Pair 

Writing Tablets 2 No Wire. 


