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BARNSTABLE COUNTY CORRECTIONAL FACILITY

6000 Sheriff’s Place
Bourne, MA 02532

INTRODUCTION

This guidebook has been designed to give you an overview of the rules, policies, procedures
and services of the Barnstable County Correctional Facility. It is the Barnstable County
Sheriff’s Office policy to treat you with dignity and respect. In return, the Sheriff’s Office
expects that you will be courteous, obey all rules and comply with the orders and requests of
staff members.

The objective of this guidebook is to achieve and maintain order, eliminate disruptive
behavior and to enable you to live in a safe and orderly environment. It is important that you
read and understand this guidebook and use it as a resource manual. Since it is impossible to
provide answers to every question that you may have, it is important that you direct specific
questions to your caseworker or correctional officer in charge of your housing unit.

The Barnstable County Correctional Facility employs both male
and female staff who have access to all areas/units in the facility at
all times.
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Allowed Property

Issued Items:

o Two county-issued uniforms (orange for Pre-Trial male / blue for Sentenced
male / Yellow for Pre-Trial female / Green for Sentenced female)
Two sheets

One blanket

Hygiene kit

Two towels

One pair strapless rubber step-in shoes

Two pairs underwear (male inmates

Four pairs underwear (female inmates)

Two pairs socks

One pair shower shoes

One ID bracelet

Two brassieres (Female Inmates Only)

One laundry bag

One plastic duffle bag

One tablet (if privilege is not suspended / see section on Tablets)

Personally Owned Items:

o 1 pair sneakers (which may be purchased through the Canteen)

o 1 pair of shower shoes or shower sandals (which may be purchased through the
Canteen)

o 6 pair of undershorts - 6 pairs of socks

o 6 undershirts (including T-shirts- must be blue)

o 6 books or magazines, current newspaper, writing materials, correspondence and legal

materials, personal items purchased from the Canteen (such items and materials,
however, are limited to those that can fit into a storage bag).

o Personal clothing for court appearances (dress shirt, tie, dress pants, shoes and jacket,
or a suit) will be accepted and stored in the property room until court appearances are
completed. T-shirts, blue jeans and sneakers are not court clothing and will not be
accepted. Hours for court clothing exchange/drop-off or excess property pickup are: 8
AM- 2:00 PM and 3:30 PM - 9:30 PM Monday through Friday.

Issued clothing and other issued items are the property of the Sheriff’s Office and you will be

held responsible for maintaining and returning all items in good condition when discharged or
when clothing is exchanged for laundering.

You will be charged for loss or damage of institutional property. Charges will be deducted
from your Canteen account according to the replacement value of the items.

Your canteen account will be frozen until charges have been paid.

Contraband is defined as any item possessed by confined individuals or found within the
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facility that is illegal by law, altered, or expressly prohibited by the Facility Administrator to
include, but not be limited to the following:

a. Any form of drugs including prescribed medication and aspirin

b. Alcohol, including empty cans and bottles

C. Any weapon

d. Any controlled substance (note: possession of such substances in any amount
may be referred to the District Attorney for prosecution as this is a felony)

e. Perishable foods

f. Caustic, flammable and toxic materials

g. All tobacco products or related materials

h. Incense

I. Any county property not assigned to an inmate’s room (kitchen utensils, plates,
silverware, clerical implements, recreation equipment)

J. Any drug-related paraphernalia

K. All types of cameras and cell phones

l. Any money

m. Any article taken from any work area which is not authorized by the BCSO
staff including food and generally not on the inmate property list.

n. Any items altered from its original state (i.e. ripped shirts, razors, etc.)

0. Any excess amounts of an item either issued to you or personally owned such

as toilet paper rolls, books and/or magazines

Inmate Property

For reasons of security, safety and sanitation, the total amount and type of property allowed in
your room shall be limited according to the “Allowed Property List.” Total property in your
room shall not exceed the amount which can be stored in a single storage bag which is located
under your bed.

All inmates are required to pack their property, clothing and linen in an approved receptacle
prior to leaving a unit for court, a medical appointment or release. The inmate will then be
required to remove all personal and county property issued to them from their housing unit at
that time.

You will be required to wear a uniform which will be issued at the time of admission.
Personal clothes may be worn only when making court appearances. No personal clothing or
footwear will be worn inside the BCCF. Any footwear purchased through the Canteen and
worn to court will not be allowed back into the facility, it will be placed in your personal

property.
Jewelry and all excess property must be removed from the jail within thirty (30) days.

If you have excess property, you must arrange for a family member or friend to pick it up
during the posted hours for property exchange between the hours of: 8 AM- 2 PM and 3:30
PM - 9:30 PM Monday through Friday.

Property exchange between inmates is prohibited within the institution or while being held in
a court lockup for a court appearance. You will not be allowed to bring additional or different
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clothing back with you from court. Any additional or different clothing you try to bring back
from court will be considered contraband and will be destroyed.

Clothing for court (i.e. suit, dress pants, dress shirt, etc.) can only be accepted between the
hours of: 8 AM- 2 PM and 3:30 PM - 9:30 PM Monday through Friday and only for inmates
with a scheduled court appearance. Clothing such as, but not limited to dungarees, shorts,
sweatshirts and sweatpants, etc. are not considered court clothing. Clothing being held in
current inventory must be released by the inmate to the person bringing in court clothing
before an exchange can be made. An inmate shall be allowed a one-time exchange of current
clothing for court clothing. Any exception shall be approved by the ADS of Jail Operations
or their designee.

Dress Code For Inmates

All issued clothing shall be worn as specified. These requirements are essential to ensure
compliance with appropriate security, hygiene and conduct.

Clothing must be clean and in good repair.

Undergarments may be worn without outer garments only while inside your cell.

Shower shoes are worn only in your unit.

Sneakers must be worn at all times when outside your housing unit.

Head coverings will not be authorized. Workers will be issued proper head coverings

when required, which shall be worn only while performing work related duties.

e You must wear a complete uniform (uniform shirt, pants and shoes) during meals,
medication pass, visits, programs, religious services and any time you are outside your
unit.

o Pants must be worn at a point above the waist that prevents undergarments from
showing regardless of length of shirt.

o No article of clothing may be worn in a manner not normally intended for that item
(using a t-shirt as a head covering, rolled up pant legs, etc.)

o No alteration or modification of clothing is allowed.

Inmate lIdentification

You have been issued inmate identification. You must have your I.D. visible at all times. If
you lose, alter or destroy your 1.D., $4.00 will be deducted from your Canteen account. You
will not be issued Canteen without your 1.D. You will not be released from this facility
without your 1.D. If you do not have your 1.D at the time of your release, your Canteen funds
will be held until the proper deduction can be made.

Your I.D. bracelet is not to be removed at any time.

Bail Procedures

BCCF does not process bails during the hours that the courts are open. All bails requested
during these times will be processed at the courts and the defendants will be transported to
court to complete the bail.

The BCCF processes bails only after 5pm when the courts are closed.
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All bails conducted on days when the courts are not open shall be conducted at the BCCF
between the hours of 0830 and 2200.

A person posting bail for an inmate at BCCF must furnish the following:

e Name of the inmate to be bailed

e Valid Photo ID

e Bail amount in cash or a bank check paid to the order of the presiding court

Please be advised that effective August 6, 2024 no statutory release fees may be collected as
they will now be the responsibility of the Trial Court. Whether someone is released on
Personal Recognizance or a Cash Bail, there is no longer a $40 statutory fee. Instead, the
Trial Court will be responsible for payment of the statutory fee.

Telephone Calls

You are allowed to make calls on the collect phones that are located in your unit or on a tablet
that may be issued to you. If you have a question regarding a phone number you may write a
request to your Unit Manager and ask them to look up a number for you. Ask the correctional
officer in charge of your unit to use the phone. You are not allowed to make third party calls

from the institution. Securus Telephone Services: 1-800-844-6591.

o Telephone conversations are recorded with the exception of Attorney calls.
o Inmate Telephone policy available upon request from your Unit Manager
o A toll-free, confidential Rape Crisis Phone number has been added accessible to you.

This number is 1 (800) 439-6507.

. Calling the Rape Crisis Hotline and not informing Sheriff’s Office staff will not
allow for your immediate protection and investigation of a crime. You should notify
Sheriff’s Office Staff immediately if you have been a victim of sexual misconduct or
sexual assault.

o If you do not feel comfortable reporting a sexual assault or sexual misconduct
yourself, you are encouraged to ask a friend or family member to report it for you.

Tablets

Tablets are assigned to each inmate during the Booking process unless a security reason exists
on an individual basis and will be the inmate’s responsibility to maintain. Receipt of the tablet
will be acknowledged on the inmate property screen in OMS.

Inmates may be allowed to check out a tablet from the unit officer immediately following
breakfast before returning to their cells. Inmates scheduled/listed on the daily court trip will
not be issued a tablet prior to their departure.

Inmates may also be allowed to check out a tablet from the unit officer at the beginning of
their recreation period.

Without exception, all tablets will be collected by 2230 hours for recharging purposes. If the
battery dies during the day the inmate may request security staff to assist them in returning the
tablet to the charging station at the Officer’s discretion. Inmates will not be permitted to keep
tablets past 2230 hrs.
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Tablets will be available for reissue the following morning under normal operating conditions
of the facility.

Headphones are required for any application where sound is involved. Replacement
headphones can be purchased from the Canteen for a fee.

Inmates are not permitted to loan or to borrow tablets from others. If an inmate allows another
inmate to use their tablet, both inmates are subject to disciplinary action.

No reimbursements for lost funds will be paid by the Barnstable County Sheriff’s Office.

Tablets are not permitted to be taken to inmate work assignments such as a kitchen detail or
cleaning detail.

Any misuse of the tablet will result in a loss of privilege with no refund along with the
issuance of a BCSO Disciplinary Report and/or restitution fees.

If, outside of normal use, the tablet is broken, the inmate will receive discipline and will be
responsible for the cost of the tablet.

Any alteration of the tablet or its programing will result in the permanent loss of tablet access
in addition to disciplinary action.

Tablets may also be used as a telephone. Procedures for the use of the telephone will apply
when using the electronic tablet as a telephone.

All tablets will be subject to monitoring and to have its contents searched at any time by
security staff. There is no expectation of privacy even if the tablet is a “Make it Mine”.

Any inmate who commits a disciplinary offense and found guilty/pleads guilty will have their
tablet access suspended upon the start of their disciplinary isolation time and no refund will be
applied (if applicable).

Classification

Classification is crucial to the efficient and safe operation of the Barnstable County
Correctional Facility (BCCF). It is the process by which you are placed in a compatible
housing assignment based on a variety of factors. Upon commitment to BCCF, you will be
given a brief introduction to the rules of the facility and will be asked some basic questions
that will determine your initial housing assignment. This interview is conducted by a
Classification Officer. New inmates will be housed in the Orientation Unit.

Sentenced inmates will be seen by a Classification Officer within 10-30 days of their
commitment to BCCF. At this time sentence structure and available programming will be
discussed. A permanent housing unit will also be determined. Sentenced inmates will
continue to meet with their Classification Officer per policy. The frequency of these meetings
will be determined by housing assignment.

Pre-trial inmates will also be seen by a Classification Officer upon their commitment to
BCCF.
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For classification appeal procedure, see your assigned Classification Officer.

Administrative Segregation

If you require special housing to ensure your safety or the safety and security of the facility,
you may be classified to Administrative Segregation. If you are so classified, you shall be
provided with equal living conditions of the general population except where there is a special
security concern.

Work Assignments

The opportunity to work will be a classification option extended to all inmates when the
occasion exists, including those with disabilities, where those opportunities exist. Work
opportunities shall include but not be limited to assignments in food service, laundry, canteen,
unit cleaning and general maintenance.

Each inmate shall be supplied with the necessary tools, clothing and other equipment to
properly undertake their job duties. All inmate workers will receive orientation by staff to
include a specific job assignment description and instructions on operating any equipment that
may be required.

Pre-trial inmates are not required to work except for personal house cleaning within their
assigned housing units and are not entitled to earn good time.

Transfers

While committed to the custody of the Sheriff, you may be transferred to another correctional
facility because of overcrowding or other administrative concerns.

Health Services

You will receive an admission medical screening on arrival by a qualified health care provider
or health trained personnel.

If you are in need of medical attention, you must submit a Sick Call Request Form. Action
follow-up will be taken by Health Services. If you feel you are experiencing a medical
emergency, tell your unit officer immediately.

Daily Clinic will be held in each housing unit once a day. Appointments to see the Physician
must be made through Health Services staff who will refer your request to the proper
individual.

If you receive medication your name will be called by the unit officer. You must wear your
uniform and your ID bracelet to medication pass. You must stand single file in line, with no
talking, and must comply with a mouth check by the unit officer after you have swallowed
your medication. Inmates shall not touch or place anything on the medication cart at any
time.
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Contact Lenses

Inmates arriving at the BCCF wearing contact lenses will be allowed to continue to wear them
upon clearance from the Health Services Department. Health Services staff will review the
need for the lenses during the intake process.

If Health Services gives you clearance to wear contact lenses, one contact lens case and one
small bottle of contact lens solution will be issued to you upon arrival. It will be your
responsibility to purchase contact lens supplies from the Canteen after the one-time issuance
of supplies at intake. All replacement lenses must be brought in by family or visitors and
cleared by Special Operations. BCCF will not provide or replace contact lenses. If you
choose not to wear your contact lenses, you may request to see the eye doctor for an exam and
a pair of glasses.

Inmates will sign a waiver stating that the Barnstable County Sheriff’s Office will not replace
lost or damaged contact lenses. Eyeglasses and exams can be obtained to replace lost or
damaged contact lenses.

Hygiene

You will be living in a secure housing unit with other inmates, so personal hygiene is essential
for promoting a safe, clean, sanitary and healthy environment. Personal hygiene items for
male and female inmates such as soap, a toothbrush and toothpaste, a comb and other items
will be issued upon admission to BCCF. Female inmates can request feminine hygiene
products from their unit officer. Those inmates determined to be indigent shall be allowed to
order personal hygiene items from the Canteen such as soap, toothpaste, deodorant, shampoo
and razors.

At the BCCF, we believe that independent and free access to menstrual products is a human
right. Therefore, all menstruating individuals shall have access to feminine hygiene products
for the duration of their stay, at no cost. In the units, feminine hygiene products are available
in an inmate-accessible location.

You are expected to shower on a daily basis and keep your hair clean.
Check with unit officer for rules regarding the use of disposable razors.

If you are attending a court procedure, you will be afforded the opportunity to shave before
appearing, barring any security concerns.

Meal Schedule

At least three meals will be provided at regular meal times during a twenty four hour period
with not more than fourteen hours between the evening meal and breakfast. Two of the three
meals shall be hot meals, with variations allowed on weekends, holidays or during the
summer, provided basic nutritional allowances are met. Inmate meals are pork-free.
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Allergies to food will NOT be accommodated without verification of a true allergy. All
allergies will be referred to the Medical Department.

Throwing food or food trays or refusing to return a food tray will result in disciplinary action
to include food service on an alternate Styrofoam tray.

All food must be consumed at the table. No food is to be brought back to the cells. If you
are caught bringing food back to your cell you may face disciplinary action.

Breakfast will be served on or about 0530 in all housing units.
Lunch will be served on or about 1030 in all housing units.
Dinner will be served on or about 1630 in all housing units

Whether or not you choose to eat the meal served you are required to come out of your
cell and sit at the table until dismissed. All inmates are to remain seated at the tables
until the Unit Officer dismisses them.

Canteen

o Kiosks for ordering and viewing stocked canteen items are located in all units (except
Disciplinary Detention).

o Canteen deliveries will be made in all units once a week.

o All items purchased from the Canteen must be signed for by you. If there is any
shortage(s) noted, credit(s) will be issued.

o Once you have signed your canteen receipt and walk away from the Canteen Officer,

no canteen credit(s) will be issued.

The Canteen will be closed Saturday, Sunday and major holidays.

When a holiday falls on delivery day, the Canteen will be closed.

You will not be allowed to make deductions from another inmate’s Canteen account.
You are allowed to order up to $85.00 per canteen order each week, to include all
clothing items.

Upon release from the BCCF, you will be issued a debit MasterCard for the remaining
balance in your canteen funds.

Library

Any damaged or lost book, issued to an inmate will result in disciplinary action.
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Money

You may have an individual deposit money into your inmate canteen account using the Keefe
Kiosk located in the Front Lobby (between the hours of 7:30 a.m. and 10:00 p.m.), by
utilizing Access Secure Deposits via telephone (866-345-1884), the intranet
(www.accesscorrections.com) or mail a money order or bank check to (no personal or payroll
checks are accepted):

Barnstable County Sheriff’s Office

Attn: Inmate Accounts

6000 Sheriff’s Place

Bourne, MA 02532* Make check/money order payable to: Inmate Name and ID
number

You are not allowed to accept money from another person (to include but not limited to an
attorney or member of your family) while being held in a court lockup for a court appearance.
Any money you try to bring back from court will be considered contraband and will be put
into your personal property. It will not be deposited into your canteen account for purchases.
Only monies deposited properly to your canteen account will be available to you for
purchasing items from the Canteen.

Mail

ALL PERSONAL MAIL MUST BE ADDRESSED IN THE FOLLOWING MANNER:

Full Name
Address
City, State, Zip code

Inmate Name and ID#

C/O Securus Digital Mail Center-Barnstable
PO BOX 25555

Tampa, FL 33622

Once the mail is received at the Securus Digital Mail Center it will be digitally scanned and
available to be viewed on tablets.

Failure to properly address the envelope may result in your mail being returned or delayed.
Pictures, drawings etc. will be accepted for scanning and delivered in the same manner.

Anything that cannot be scanned will be returned to sender. This includes but is not limited to
paper that exceeds 8.5x 11 inches and all non-paper items.
All packages and certified mail will be returned to sender.

10
Updated: January 3, 2025


http://www.accesscorrections.com/

Any person sending any personal mail that wishes to have it returned to them must include a
self-addressed, stamped envelope included with the original mail.

All physical mail will be destroyed 60 days after it is uploaded.

The following items must be mailed directly to the facility using the following
information:

A. Legal Mail
B. Publications-Directly sent in from a publisher, distributor, or authorized retailer

Mailing Address: Your Name and MSA Number
c/o Barnstable County Correctional Facility
6000 Sheriff’s Place
Bourne, MA 02532

There is no limit to the number of letters that you can send or receive. Incoming mail will be
opened to search for contraband. Privileged mail from attorneys or the court will only be
opened in your presence.

Inmates without funds in their Canteen accounts will be provided free of charge writing paper,
envelopes and 3 (three) postage free letters each week for general correspondence from the
Canteen officer.

Requests should be completed, signed and delivered to the Canteen Officer. Inmate to
inmate correspondence may be permitted between you and an inmate held in any other
correctional or penal institution in Massachusetts provided the other inmate is a member of
your immediate family. You must fill out a Request for Inmate to Inmate Correspondence
form and approval must be received from the Superintendent of Operations or designee.

Mail received after you have been released or transferred will be forwarded, whenever
possible or returned to sender.

Changes of address cards are available upon request from the Unit Manager in charge of your
housing unit. You are responsible for notifying publishers of your subscriptions of any
change of address.

Recreation

Depending upon your classification, recreation and leisure time activities are held on a daily
basis outside your cell. Recreation will be held on the recreation deck on a scheduled basis.
See your unit officer for recreation deck times.

If you wish to return to your cell during recreation, you may do so only with the permission of
the unit officer.

Haircuts

Hair clippers are available upon request from the unit officer. You are allowed freedom in
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personal grooming except when a valid reason justifies otherwise.

Laundry

o All institutional laundry (sheets, blankets, uniforms, male inmate personal laundry,
etc.) will be washed by the BCCF central laundry.

. Before you wash your laundry, make sure that you first place it in the net bag issued to
you during intake. Ask the Unit Officer for a marker to print your cell number on it.

o Laundry for ALL units will be done according to the laundry schedule posted in your
unit.

o Issued towels will be washed with personal laundry.

Legal Services

Once you are placed into custody of the Barnstable County Sheriff’s Office, you will have
access to a legal library through an app on your tablet.

If you are sanctioned to disciplinary time, upon request you will have access to the law library
app on your tablet.

Legal assistance is available two (2) days per week. A written request is required in advance.

Religious Services

You have the right to freedom of religious affiliation and voluntary religious worship,
providing that exercise of this does not directly interfere with the security and discipline of the
institution.

e Regularly scheduled religious services are provided by the Sheriff’s Office.

e The availability and schedule of such services will be posted in your housing unit.

e Special requests regarding religious practice must be made in writing to the Chaplain or
to your caseworker and must be approved by the Chaplain in conjunction with the ADS
of Jail Operations.

e Requests for religious diets must be initiated by you and requested in writing to the
Chaplain or to the ADS of Jail Operations. Your request should include special diet needs
for particular religious holidays. If you did not inform the Booking Officer during your
admission to the BCCF, please fill out a request slip in your Unit and address it to either
the Chaplain or to the ADS of Jail Operations stating your specific religious diet request.

e You may arrange for religious visitation by chaplains if you, because of classification, are
not able to attend regularly scheduled services. Requests may be made through the
Chaplain or through your caseworker and must be approved by the ADS of Jail
Operations.

e Chaplains not directly affiliated with the Sheriff’s Office may request authorization to
visit you for the purpose of religious service by contacting the Chief of Inmate Programs
and Services in advance. Such chaplains may be asked to provide their religious
affiliation. Identification shall be verified with the affiliated organization prior to
authorization.

¢ Identification or credentials establishing religious articles which the chaplain may wish to
give to you must first be authorized by the ADS assigned to Security or their designee
and are subject to search.
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¢ Religious articles, including written materials, possessed by you cannot exceed allowed
property (see allowed property list page).
e Wearing of religious articles must conform to inmate clothing regulations.

e Chaplains will not accept nor pass along any personal items, money or mail. These items
must be delivered through the regular mail procedures.

Social Services

The Education Program is provided by the Human Services Department to assist those who
do not have a high school diploma and to help you develop the training and skills necessary
for daily life.

If you have not graduated from High School, the HISET Program is offered.
All eligible participants will be tested and placed in appropriate levels.
In addition to the above-mentioned program, you may be eligible to attend the following:

AIDS Education Class

Basic Substance Abuse Education

Cognitive Skills Training

Relapse Prevention

Communication Skills

Anger Management

Stress Management

Parenting/Relationship Skills

Narcotics Anonymous meetings are held every week. Ask the correctional officer in

charge of your unit for the schedule.

e Alcoholics Anonymous meetings are held every week. Ask the correctional officer in
charge of the unit for the schedule.

e To become involved in any of the above-mentioned programs, you must first speak with
your Classification Officer.

e See your Classification Officer for additional program information.

Since some of these programs are offered outside of your housing unit, you must be
appropriately classified before you can participate.

As with all programs, any change in classification and/or inappropriate behavior will prohibit
you from participation.

\oting Access

As an inmate of the Barnstable County Correctional Facility, you have the right to vote in all
federal, state and municipal elections by absentee ballot providing you are a United States
citizen and not incarcerated for felony convictions or voter fraud.

If you know you will be incarcerated on Election Day, to obtain an absentee ballot you must
request one in writing yourself or have a member of your family make the request for you.
This request is to be made by a signed letter to your local election official. If a family member
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is making the request on your behalf, be sure they submit the request to your local election
official.

Your written request needs to indicate whether you are requesting a ballot for a specific
election, or if you will need a ballot for all elections in the current year. Please note that
absentee ballot requests expire at the end of each calendar year.

Absentee ballot requests must be received by your local election office by 12 p.m. on the day
before the election, unless the day before the election is a holiday or a Sunday, in which case
the application must be submitted by 5 p.m. on the last business day before the election.

Absentee ballot requests may be submitted by mail; however, the local election official must
be able to view your signature. If the ballot which you return to the local election office is
illegible it may be discarded so be sure you clearly fill out and sign the ballot.

Housing Unit — Cell

Violation of property rules shall subject you to institutional disciplinary action. Destruction
of institutional property may also lead to criminal prosecution.

o Writing on the walls is forbidden.
o No personal property except that which is allowed, will be permitted in your cell.
o Library books, paperbacks, newspapers, toilet paper, sheets, blankets and towels in

excess of the standard issue, shall be removed from your room as such items may
constitute a fire and safety hazard and may impede officers in the performance of their

duties.

o Your room will be inspected for any damage and a cell inspection report will be filled
out and signed by you and the unit officer at the time of occupancy and vacancy.

o If your room is not in the same condition as when you arrived, you will be charged for
any loss or damage and you will also be subject to disciplinary action.

o When you arrive, it is your responsibility to point out any damage in the room to the
unit officer.

o Blocking your cell vent or any other vent with any material is strictly forbidden.

Fire Drills

Fire drills are held periodically. Upon the sounding of the fire alarm (horn) you must be
ready to evacuate your housing unit. Listen carefully and follow all orders of the unit officer.
Evacuation routes are posted within the unit.

Tampering with or destroying any fire suppression system will result in disciplinary action
and/or Criminal Prosecution and your Canteen account will be frozen until payment for
damages is made.

Searches

The Barnstable County Sheriff's Office’s search policy is to detect and prevent the
introduction of contraband, recover missing or stolen property, and to prevent escapes and
other disturbances. Your room, person or work area may be searched at any time. You are
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expected to cooperate fully when officers conduct a search, otherwise you will face
disciplinary action.

Conduct and Behavior

The following are basic rules of conduct, the violation of which will result in disciplinary
action:

e You will obey all orders given by any unit officer, caseworker or member of the staff in a
prompt, cooperative and polite manner.

¢ When a headcount is taken you shall return to and enter your cell as instructed by the unit
officer. Any disruptions during counts may result in disciplinary action being taken.

e Throwing objects from your room, blocking doors or windows, making insulting remarks
to officers or visitors will not be tolerated.

e Tampering with windows, door release buttons, smoke detectors, fire alarms and/or
sprinklers will result in disciplinary action.

e You are not permitted to initiate conversation or to approach any civilian or any visitor
without first obtaining permission from a unit officer.

e You will not approach or enter the caseworker room, visiting booth or attorney visit room
unless directed by a correctional officer.

e Horseplay, wrestling, yelling, spitting, and fighting are forbidden.

e Hostile, aggressive, threatening conduct or any other behavior which may result in a
disturbance will not be tolerated.

e Gambling or trading of any property is prohibited.

e Possession of drugs, narcotics, weapons, contraband (as designated by the Sheriff) is
strictly prohibited.

e The theft or improper possession of any food, equipment, supplies or other items from the
jail, its employees or other inmates is a serious violation of the rules.

¢ You may not at any time enter another person’s room. You will shower on the floor you
are assigned.

e Any points not clear to you will be fully and carefully explained to you by your
caseworker or correctional officer in charge of the unit.

Discipline

Discipline is necessary not only for your safety and institutional security, but also for creating
an environment where certain privileges may be enjoyed by you. The rules in this guide have
been made for your own protection and will be strictly and fairly enforced. When a
disciplinary report is filed against you concerning a serious incident, you may be confined to
your cell pending a review by the Disciplinary Board.

Disciplinary Offenses

Disciplinary offenses shall include but not be limited to the following:

e Disobeying an order of, lying to, or insolence toward a staff member
e Failure to comply with verbal orders during any facility emergency
¢ Violating any Department rule or regulation
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Failure to keep quarters in accord with facility standards

Being out of place

Being in an area not authorized, out of bounds

Unexcused absence/failure to perform or accept an assignment

A refusal to accept housing or cell assignment

Counterfeiting, forging, misrepresentation

Tampering with any inmate 1D bracelet, swapping ID bracelets with another inmate, or
failing to properly display inmate ID bracelet

Tampering with any locking device

Possession, manufacture, or introduction of any key(s) or item used to gain entry to a
secure area

Conduct which disrupts or interferes with the security or orderly running of the
institution.

Escape or possession of escape tools.

Manufacture, possession, introduction or use of any unauthorized controlled substance
alcoholic beverage or associate paraphernalia.

Misuse of authorized medication

Refusal to take Breath/Urine Test

Tampering with or altering a urine sample or ingesting any substance which hides or
causes an inaccurate reading on a urine test

Gambling.

Participating in or encouraging a riot/ work stoppage/ hostage taking

Possession, manufacture or introduction of a weapon

Murder

Self-mutilation.

Fighting with, assaulting or threatening another person with any offense against person or
property.

Fighting with, assaulting or threatening another inmate

Fighting with, assaulting or threatening another person

Use of obscene/ abusive/ or threatening language, action or gesture against person or
property

Spitting, throwing objects, materials, liquids, bodily excretions at another

Engaging in unauthorized sexual acts

Indecent exposure

Possession of sexually explicit material or pictures

Setting a fire.

Destroying/ or damaging property

Misuse or waste of state supplies or utilities

Unauthorized possession of property belonging to another person.

Possession of items not authorized

Giving or accepting any item of value from another inmate, a member of their family or
their friend, without authorization.

Stealing.

Giving or offering a bribe.

Giving or offering any official or staff member any item or service of value.
Extortion/ blackmail for any reason
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Charging/Receiving an Item for Legal Assistance

Display any item suggesting gang

Violating any law

Assault and Battery on an Employee

Violation of any contractual agreement relating to classification placement of community
based program

Being tattooed while incarcerated, tattooing another or possessing tattoo paraphernalia
Failure to stand for court

Hiding, distracting, or interfering with an inmate count in any way

Making unauthorized telephone calls to persons outside the facility or within the facility
Passing or receiving contraband from another inmate, visitor and/or employee regardless
of the place

Tampering with any fire safety device, including but not limited to pull stations, sprinkler
heads, extinguishers, and stand pipes

Tampering with, the destruction of or interference with any closed circuit video camera,
lens or other safety equipment

Possession of a syringe and/or needle.

Tampering with any telephone and/or other means of official communication.
Unauthorized, misuse, or tampering of any incoming, outgoing, or in-house mail

Failure to maintain proper or acceptable hygiene

Resisting a correctional officer’s attempt to restrain or escort an inmate

Attempting to commit any of the above offenses, aiding another person to commit any of
the above offenses and making plans to commit any of the above offenses shall be
considered the same as the commission of the offense itself.

Disciplinary Report

The Disciplinary Officer will supply a copy of the Disciplinary Report to you so that you may
better understand the charges. When the Disciplinary Officer convenes a hearing regarding
any alleged violation of institutional rules and regulations, you shall be allowed to appear at
the hearing. You will be permitted to make a statement and present documentary evidence.
You shall be advised in writing of the decision reached by the Disciplinary Board. The
decision shall include a description of the evidence relied upon by the Board and a statement
of the reasons for the penalties imposed.

The potential penalties for a guilty finding are as follows:

Reprimand and warning.

Loss of privileges for a specified period of time.

Removal from a work detail

Extra work for a specified time period

Room restrictions. Disciplinary confinement for a specified period of time not to exceed
ten (10) days for one offense.

Restitution

Reclassification

Combination of any of the above sanctions
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The above list is not inclusive of all the possible penalties. The Disciplinary Officer reserves
the right to impose other penalties, on a case basis, as is necessary and prudent for
institutional security.

Seqgregation Diversion Program

Programs and Disciplinary Staff oversee a Segregation Diversion Program which is based on
the severity of the Disciplinary Report and each individual inmate’s repetitiveness of the
offense of which they have been charged.

If you have received a formal Disciplinary Report, you will be seen by a Disciplinary
Hearings Officer who will decide, based on the situation, whether or not to engage in
communication with a Programs Department staff member to discuss options other than
placing you into Disciplinary Detention. The Disciplinary Hearings Officer will pass along
information to the Programs staff on which the decision will be based as to which diversion
program best suits your disciplinary situation.

The timeframes for suspended time and for completion of the packet are at the discretion of
the Disciplinary Hearings Officer in conjunction with the Programs staff. If you do not
complete the programing packet or classes by the specified time frame, the Disciplinary
Hearings Officer will be notified by the appropriate Programs staff and invoke the suspended
sanction as needed. The Disciplinary Hearings Officer will then make all notifications and
take appropriate actions.

Criminal Charges

You are required to obey all the laws of the Commonwealth. In addition to the disciplinary
action described above, offenses which also violate the laws of the Commonwealth will be
investigated by the Sheriff’s Office Criminal Investigation Division and criminal complaints
will be brought when appropriate.

Grievances

Inmates generally have the right to file grievances regarding conditions and decisions of the
BCCEF that concern themselves. Inmates are encouraged to resolve problems informally. If a
solution to the problem cannot be reached an inmate may submit an Inmate Grievance Form
to the Unit Team Manager within ten (10) business days of the incident or complaint.

With the exception of an allegation of sexual abuse or harassment, no grievance shall be filed
on behalf of another inmate or filed by a group of inmates on a specific issue or inmate. The
Sheriff’s Office does not impose a time limit on when an inmate may file an institutional
grievance regarding an allegation of sexual abuse or harassment. You may use an informal
grievance process or otherwise attempt to resolve an alleged incident of sexual abuse. You
may file a grievance without submitting the grievance to a staff member who is the subject of
the complaint. The grievance will not be referred to a staff member who is the subject of the
complaint.

Failure by an inmate to comply with the time restrictions imposed, unless waived by the
reviewer, shall terminate the grievance.
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Failure to file a grievance in a timely manner and exhaust administrative remedies may cause
you to lose certain legal rights later.

See your Unit Team Manager for assistance.

Classification and disciplinary issues are not grievable due to the fact that each has its own
appeal process.

Visiting Rules

o Special visits must be approved by the ADS of Jail Operations.

o Male inmates with two (2) visit periods are allowed one (1) hour visit per session plus
Thanksgiving and Christmas Holidays.

o Female inmates with two (2) visit periods are allowed one (1) hour visit per session

plus Thanksgiving and Christmas Holidays.

Regular visits include those by family and friends.

Visits will be allowed on holidays and will be subject to the regular schedule.

Visits by attorneys shall not be counted as regular visits.

Visits by paralegals, law students, clergy, social service agencies, authorized media

representatives, or law enforcement officers shall not be counted as regular visits and

must be approved by ADS of Jail Operations.

o Each regular visit session shall last no longer than one (1) hour and shall be limited to
two (2) adult visitors.

o All visitors shall present positive proof of identity by means of photo identification.

o All visitors shall be required to complete a visit request form/visitor’s pass.

o Visitors may be subject to a personal search.

o Visitors shall submit to be photographed.

o Children under the age of eighteen may visit when accompanied by a parent or legal
guardian who shall be responsible for the child’s behavior. No more than one (1)
child with two adult visitors or two (2) children with (1) adult visitor may visit. Such
a visit shall count as one regular visit.

o At no time will you or a visitor be permitted to remove any article of clothing.

o Visitors who are uncooperative, disruptive, under the influence of drugs or alcohol, or
who are otherwise unsuitable for admission to the facility shall be denied entry and
required to leave the building and premises.

o All visits, with the exception of Attorney and Professional visits, are recorded.

Any attempt to provide drugs, alcohol, controlled substances, or other unauthorized articles to
you is a felony. Persons responsible for such an attempt are subject to arrest and prosecution.

Visit schedules are available in the Front Lobby/Visiting Area.
Local transportation companies are posted in the Front Lobby/Visiting Area.

Inmate visit policy available upon request from your Unit Manager.
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Dress Code for Visitors

Visitors must conform to the institutional dress code. (Visitor dress code list is available in
the Front Lobby/Visiting Area).

Sexual Misconduct

As an inmate within the Barnstable County Correctional Facility any sexual contact with any
person is expressly prohibited and that all such incidents should be immediately reported.

You also need to understand that any allegation or incident of sexual contact will be taken
seriously and investigated fully. You have the right to serve your sentence without fear of
being sexually exploited. A telephone “Hotline” has been set up through the inmate telephone
system that will allow you to report any contact of a sexual nature with other inmates, staff,
volunteers or outside contractors. The number is (508) 563-4484 and can be universally
accessed by all inmates. You do not need to place this number on your PIN list.”

PREA-Prison Rape Elimination Act

The Prison Rape Elimination Act (PREA) was signed into law on September 4, 2003. It
specifically addressed the issue of rape in correctional and detention facilities.

The main goal of the law is to support reduction, elimination and prevention of rape and
sexual misconduct within adult and juvenile custody at the federal, state and local levels.

Barnstable County Sheriff’s Office is committed to a Zero Tolerance policy regarding prison
rape and sexual victimization. This zero-tolerance policy affects all departments, every
employee, volunteer, vendor and every person under correctional supervision.

A telephone “Hotline” has been set up through the inmate telephone system that will allow
you to report any contact of a sexual nature with other inmates, staff, volunteers and/or
outside contractors. The number is (508) 563-4484 and can be universally accessed by all
inmates. Inmates are not required to place this number on their PIN list. All inmates have the
right to be free from sexual exploitation during your incarceration at Barnstable County
Correctional Facility. Sexual violence and rape are never right and in the spirit of the Prison
Rape Elimination Act, the Barnstable County Sheriff’s Office recognizes the impact prison
rape and misconduct has on victims, the correctional environment and the community.
Barnstable County Sheriff’s Office response to allegations will be consistent with the
following goals:

e Respond to reports of sexual assault in a manner that is timely, humane, respectful and
comprehensive.

Facilitate education/training of staff and offenders regarding reporting procedures
Maintain confidentiality of investigations and sensitivity towards alleged victims
Provide victims with follow-up medical and mental health services, as appropriate
Provide protection and prohibit retaliation

Hold accountable those in violation of sexual misconduct laws.

An additional toll-free and confidential Rape Crisis Hotline number has been made available
to all inmates. The number is 1 (800) 439-6507 and will connect you to Independence House,
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leading resource, counseling and advocacy center to address and prevent domestic and sexual
violence. You can also write to Independence House at: 160 Bassett Lane, Hyannis, MA
02601

All services are free and confidential and are available in English, Brazilian Portuguese &
Spanish. Additional translation services are available.

Calling the Rape Crisis Hotline and not informing Sheriff’s Office staff will not allow for
your immediate protection and investigation of a crime. You should notify Sheriff’s Office
Staff immediately if you have been a victim of sexual misconduct or sexual assault.

If you do not feel comfortable reporting a sexual assault or sexual misconduct yourself, you
are encouraged to ask a friend or family member to report it for you.

False Reporting May Be Prosecuted

News Media Information

You will be consulted when a reporter requests to interview you. If you choose to do the
interview, you are advised to first speak with your attorney. Before you conduct an interview,
it is the policy of the Barnstable County Sherift’s Office to have you fill out a Media Consent
Form.

Smoking Policy

No smoking is allowed anywhere in the institution or on the grounds.

Americans with Disabilities Act

If you feel you have a disability that requires a special accommodation under the ADA, see
your Unit Team Manager

An Incarcerated Voter’s Bill of Rights
(As distributed by the Elections Division / Secretary of the Commonwealth / Massachusetts)

1. You have the right to vote if:
e You're a U.S. Citizen; and
e You’re at least 18 years old; and
e You live in Massachusetts; and
e You’re NOT currently incarcerated for a felony conviction

2. You STILL have the right to vote, even if:
¢ You’'re incarcerated for a misdemeanor
e You’re awaiting trial
e You're convicted of a felony, but not yet sentenced

3. You have the right to vote while incarcerated, even if you’re not currently registered to
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10.

vote. You may vote from your last residential address before incarceration, even if
you no longer live there.

You have the right to request an absentee ballot. Your absentee ballot application must
reach your local election office five business days before Election Day.

You have the right to a secret ballot, and the right to fill out that ballot in private,
without anyone else looking at your ballot.

You have the right to have access to a writing implement to mark your ballot.

You have the right to vote without intimidation, pressure,, or influence. No one can
force you to vote for or against a candidate, party, or ballot question.

You have the right to receive unbiased, nonpartisan educational materials to assist
with your decisions.

You have the right to ask for help completing your ballot, from anyone you choose, if
you can’t fill it out yourself because of disability or language difficulties.

You have the right to return your ballot without interference. Your ballot comes with a
pre-addressed, postage pre-paid envelope for returns. Make sure to return your ballot
as quickly as possible, so it reaches your local election office by Election Day.
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INMATE HANDBOOK

This facility is managed by the Sheriff and the Berkshire County Sheriff's Office
staff. All facility rules and staff directions must be obeyed. The Pod Officers direct
and control all housing unit activities. You must conduct yourself in an orderly
manner and respect the rights of other inmates and staff. As providers of medical
and mental health care, we provide nutritious meals, make available indoor and
outdoor recreation and we offer various educational and vocational opportunities.
The facility is pleasant in appearance and with your help optimum hygiene levels
are maintained.

NOTICE

This to notify all persons that the Berkshire County Sheriff's Office does not
discriminate against any person because of his/her race, color, religious creed,
national origin, sex, sexual orientation, which shall not include per- sons whose
sexual orientation involves minor children as the sex object, sexual identity, age,
ancestry, disability or marital status in the provision of or access to services,
employment and activities.

For further information about our policies and procedures for the resolution
of complaints, contact:

BRAD M. LITTLE, Programmatic Access Manager (American’s with Disabilities
Act Coordinator)

ADDRESS & TELEPHONE NUMBER

1. Inanemergency, and for information, visitors can telephone 413-443-
7220.

2. All mail will be addressed with your name, (i.e., as it appears on your ID)
and address as it appears on the examples below:



Your full name (as it appears on your ID)
Berkshire County Jail and House of Correction
467 Cheshire Road

Pittsfield, MA 01201

Name
Address
City, State and Zip Code

Name
Address
City, State and Zip Code

Your full name (as it appears on your ID)
Berkshire County Jail and House of Correction
467 Cheshire Road

Pittsfield, MA 01201

BAIL REVIEW

If you did not request bail review during the booking process, any
requests for bail review must be made through your attorney. Bail will not
necessarily be reduced; it may remain the same or in rare cases, may be
increased. If bail reduction has already been denied, or if a case is in
Superior Court, bail review must be requested through the attorney-of-
record. After court hours inmates wishing to be bailed should have
responsible parties present with cash, certified bank check or money
order. Bail in the amount of

$5,000 or more requires a bank check drawn from a local bank. No
personal checks accepted. Checks or money orders must clear the bank
before the inmate may be released (inmates posting cash may be
released immediately). The bail commissioner will be contacted to
conduct bail proceedings. Questions regarding bail, contact District Court
413-442-5468.



CHEMICALS FOR CLEANING

General cleaners as well as sanitizers are available for inmate jobs and/or cell
cleanliness unless a documented security reason dictates otherwise.

1. Appropriate protective equipment is available which includes goggles and
gloves.

2. Appropriate cleaning tools are available.

3. Any ingestion and/or exposure to eyes or open wounds should be reported to
the officer immediately.

o Safety Data Sheets are available at the officer station and through any
staff issuing chemicals

4. General cleaners should be applied and rinsed with cool water.

Spray sanitizers should be used after general cleaners are rinsed away and
allowed to air dry.

CLASSIFICATION

Classification is a system in which the Classification Board makes administrative
recommendations for the facility based on information it gathers from Security and
Programs and Treatment personnel, concerning the progress, or lack of progress,
of a particular inmate. Pre-trial inmates are classified Maximum Security unless
determined otherwise. The Classification Plan will include written policy and
procedure governing staff responsibilities and will include, but not be limited to, the
following:

1. Classification System

A. The appointment of a Classification Director, or a designated staff
member, who is responsible for administering the Classification Plan to
include housing recommendations.

B. A Central Classification Board will be appointed by the facility
administrator. This board will consist of, but not be limited to,
representatives  from:  Classification, Operations, Security, Unit
management, Case management, and other attendees (ex: Pod Officers
as deemed necessary).

C. Forinmates housed in Pods A or J pretrial and sentenced people may be
combined for general housing purposes.

D. A Unit Classification Board will be appointed by the facility administrator
and will consist of:



2.

A.

1) A unit manager/designee/classification
2) Arepresentative from case management
3)  Security

Staff assistance will be available to inmates throughout the Classification
process.

Unit Classification/Due Process

Inmates are given notice of the occurrence of Weekly Unit Classification
Board Meetings by written notice.

Inmates scheduled for a hearing which may result in a loss of privileges
may request to appear at the hearing unless precluded for security or
other substantial reasons, such absences will be documented.

Inmates will review written recommendations and summaries of
classification decisions which are relevant to the individual inmate within
ten days of the decision, and sign this recommendation acknowledging
this receipt. Inmates will be given 48 hours notice of hearing.

Specific reasons for program or work assignment denial may be withheld
from the inmate if knowledge of this information by the inmate would
present a threat to the safety of an individual or the security or order of
the facility.

Decisions of the Central Classification Board may be appealed in writing
to the Assistant Deputy Superintendent within five working days of
receipt of the decision.

Inmate may use an Inmate Request Form for this appeal. An in- mate
may request reclassification on an Inmate Request form to the Director of
Classification prior to their scheduled 60-Day Review.

The Assistant Deputy Superintendent of Classification or designee will
provide a written response to the inmate's appeal within ten days of
receipt of the appeal.

Inmate workdays approximate normal workday in the community.
Sentenced inmates may be required to work.

REQUIREMENTS FOR ENTERING/EXIT CELLS

1.
2.

Inmates are required to secure the door of their cell each time they enter/exit.

Inmates will be allowed to enter/exit their cell at pre-determined times by
formal counts. Inmates may be subjected to lock-in times which are



not pre-determined due to emergency situations and/or security breaches.

CLOTHING & ISSUE

1.

Inmate clothing exchange will be conducted by the Property Department.
Inmates are responsible for keeping all issued clothing in good condition.
Inmates will be held responsible for all damaged or lost facility clothing
and linen.

Laundry will be done per schedules posted in pods.

Inmates must always wear a uniform in common areas. This consists of a
uniform top, and a uniform bottom. Clothing worn may not be altered in
any manner. Exceptions to being fully clothed will be for entering and
exiting the shower area or recreation. The appropriate attire for going
to/from the showers will be shorts and t-shirt.

Inmates will possess sneakers or shower shoes when outside their room.
No bare feet or stocking feet are allowed.

Inmates are required to wear their ID when leaving the pod. ID’s must be
visible at all times.

Clothing may be issued for certain work assignments, at the work
area.

Inmates may request court clothing by submitting an Inmate Request to
the Property Officer. Forms must include the name of the person
authorized to drop off clothing. The inmate request form must be received
two (2) days in advance of the exchange. Property will be accepted
Monday through Friday 7:00 am —3:00 pm.

When in their cell, ID tags must be facing out in the window on the cell
door.

No transactions between inmates are allowed. This includes property,
clothing, commissary or money.

COMMISSARY

1.

Commissary is a privilege, which may be limited or restricted for
disciplinary reasons. Order sheets are placed in “Commissary Mail Box” at
the front of the pod.

Inmates will normally be allowed to purchase up to $70.00 worth of
commissary items per order excluding pillows, sneakers and radio as long
as there are sufficient funds in the inmate’s account at the time of order.

Commissary delivery schedules are posted in each Pod. Inmates



who are at court on the day of delivery will normally receive their
items the next day.

During commissary delivery: when it is your turn, you will be notified to pick
up your order, produce your ID and sign for the items.

Commissary items are not to be traded, gambled or bartered.

Commissary items must fit in property bin. Excess may be considered
contraband by security staff.

CONDUCT

1.

The orderly and efficient operation of the facility requires that inmates
maintain discipline and proper standards of conduct at all times.

You will be required to treat fellow inmates and staff in a courteous and
respectful manner. NOTE: Any inmate who assaults a staff member is
subject to a 10-year state prison sentence to be served on and after.

Any inmate who assaults a correctional employee, volunteer or contractor
with bodily fluid may result in a sentence of up to 10 years in state prison.
This sentence will be served on and after all sentences outstanding and
unserved at the time of the assault/assault & battery. (MGL C.127, 38B)

There will be no littering, shouting or horseplay allowed in the Pod. Racial
slurs, name-calling, swearing, profanity and rude gestures are not allowed,
and will result in disciplinary action.

Urinating or spitting, except in toilets, will not be tolerated anywhere in this
facility, and will be subject to discipline.

CONTRABAND

1.

Restricted items or any articles found to be altered or used for a purpose
other than originally intended is considered contraband and will be removed
and destroyed. Your account will be charged and you will be subject to
discipline.

Anything that depicts weapons or explosive manufacturing, or gives
information that could aid in planning or making an escape or producing any
item which could injure another is considered contra- band.

Gang symbols or related items such as drawings or literature related to
gangs are considered contraband.



COURT APPEARANCES

1.

Inmates scheduled for court must be ready to leave the Pod in accordance
with the court schedule. Pod Officers will ensure that inmates are awakened
in time to be ready.

All inmates going to court will possess their IDs to Booking & Release. All pre-
trial inmates are responsible to pack-up all their belongings and bring them to
the Property Department.

Inmates are responsible for closing their cell doors when they are moved for
court.

Inmates are allowed to take only their legal papers with them to court.

Inmates may only wear personal clothing to court for jury trial or superior
court trials. The Property Officer must approve clothing ex- changes for court.

DAYROOMS

1.

As posted per Pod, the dayroom will be open during certain hours for use.
During this time, you may utilize the telephones, televisions and common
areas. The use of the dayroom is a privilege, which may be limited or revoked
or restricted at the officer’s discretion.

No loitering will be allowed near inmate rooms, on the 2nd floor mezzanine,
near the pod slider, stairways or showers. Pod Officer's stations and red
zones are off limits to inmates.

Dayroom and shower lights are to remain on at all times when the dayroom is
open for use.

All dayroom furniture will remain in the television viewing area. Furniture is
not to be moved and will be used in the manner it was intended. There is no
saving seats in the dayroom area.

Inmates are to clean up any areas they use: common areas, recreation deck,
etc. Inmates are responsible to keep the dayroom neat.

Inmates must be properly clothed when outside their cell. You will wear a
complete uniform with sneakers or shower shoes (exception: showers and
gym). You will not be allowed to wear head wraps, (self

-made head coverings/hats/dew rags etc.) or any type of hair coverings
outside of their cells with the exception of approved religious headdress.

The sink in the Dayrooms must be kept clean and free from debris at all
times. Cups and bowls will be discarded.



DISCIPLINE

1.

2.

We strongly encourage informal sanctions and immediate resolution of all
inmate discipline issues between Pod Officers and inmates.

An informal lockup will require an Unit Discipline Report that an inmate
signs. This informal lockup may include loss of privileges but will not exceed
72-hour lock-up period.

If the report is not signed by the inmate, it becomes a formal disciplinary
action.

When a formal disciplinary report is issued, a supervisor, when available, will
review the incident, give notice of a disciplinary hearing and ask if the inmate
has any witnesses.

When an alleged rule violation is reported an investigation begins within 24
hours and completed without unreasonable delay.

A disciplinary hearing shall be scheduled as soon as practicable, but not
later than seven days, excluding weekends and holidays, after the
disciplinary report is filed with the disciplinary officer/committee, unless the
hearing is prevented by exceptional circumstances, unavoidable delays, or
reasonable postponements. The reasons for any delays shall be
documented.

Inmates will have up to seven days from receipt of the sanction to submit an
appeal in writing to the Superintendent or designee by filling out the
Disciplinary Sanction Appeal Form.

If inmates are placed in pre-hearing detention status, the inmate will be in
locked up until seen for the disciplinary hearing which will be no more than
seven days from the incident. At that time a sanction may be issued which
may include the loss of good time.

Any Inmate in Pre-Hearing/Disciplinary Detention will receive two hour and
15 minutes a day out of cell activity, e.g. Hygiene / Exercise / Phone use.



DISCIPLINE (RULES OF CONDUCT)

The orderly and efficient operation of the facility requires that inmates maintain
discipline and proper standards of conduct at all times. These are necessary to
protect the health and safety of all inmates. To that end, the facility sets forth the
following rules which, together with observing all other proper standards of conduct,
inmates are required to obey. No charge will result in more than a 10 day lock up
and/or a loss of privileges. The following are examples (not limited to) of conduct
that are prohibited:

MAJOR OFFENSES (Maximum 10 days in lock up per charge)

A1 Arson

A2 Assault

A3 Destroy county property

A4 Possession of drugs

A5 Possession of intoxicating substances
A6 Escape

A7 Planned or attempted escape

A8 Violation of furlough rule

A9 Possession of contraband

A10 Riot

A11 Encouraging riot

A12 Encourage demonstration

A13 Engaging in a demonstration

A14 Stealing

A15 Tampering with locks and safety devices
A16 Premeditated institutional violations
A17 Multiple and persistent minor violations
A18 Violation of institutional rules

A19 Possession of contraband

A20 Bribery

A21 Creating a disturbance

A22 Attempted violations

A23 Disobeying a direct order

A24 Fighting

A25 Intoxication

A26 Threats against staff

A27 Sexual misconduct

A28 Interfering with a staff member

A29 Misconduct during visits

A30 Encouraging others to violate rules
A31 Disruptive behavior

A32 Harassment

A33 Conspiracy

A34 Violation of local state or federal statues
A35 Extortion

A36 Positive urinalysis testing results
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A37 Failure to submit to urinalysis

A38 Gang or other unauthorized activity

A39 Unauthorized use of mail or phone

A40 Comments or gestures of a sexual nature
A41 Making a false report

MINOR OFFENSES (Maximum 3 days in lock up per charge)

B1 Late for count

B2 Foul and abusive language to staff
B3 Malingering

B4 Unauthorized use of mail or phone
B5 Disruptive behavior

B6 Interfering with staff member’s duties
B7 Sexual misconduct

B8 Threats against staff

B9 Fighting

B10 Disobeying a direct order

B11 Creating a disturbance

B12 Bribery

B13 Possession of contraband

B14 Sanitary violation

B15 Medication violation

B16 Gambling

B17 Loitering

B18 Violation of institutional rules

B19 Encouraging misconduct

B20 Attempted violation

Any violation of a Major/Minor offense may result in criminal charges.
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EARNED GOOD TIME

1. Earned good time can be awarded in their specific areas: Pro- grams,
Education, and Work. Inmates can earn up to 5 days in each area but
cannot exceed 10 days in a month. Certain activities may count for less
than 5 days and cannot exceed 5 days in any one of the three areas of
program.

2. To be eligible for earned good time for the month an inmate must be in
the House of Correction for 1/2 month or 15 days.

3. In no event shall such deductions reduce the imposed maximum term
or aggregate maximum terms by more than 35 percent.

4. Pre-trial inmates are not eligible to earn good time.

5. Inmates with questions or concerns regarding good time should contact
your case manager.

EMERGENCY DRILLS

Failure of an inmate to participate in emergency drills will result in a formal
disciplinary action.

FIRE & OTHER EMERGENCIES

1.

In case of any emergency, fight, or medical emergency you will go to
your cell_immediately and lock yourself in. Do not wait to be told to do
S0.

If for some reason you are unable to get to your cell, if there is a
disturbance between you and your cell for example, you must move as
far as possible from the disturbance area, sit quietly on the floor and
wait until advised by a staff member to move to another location.

If you are able to get to your cell, but it is locked, you must stand by
your door until it is opened for you. Inmates will follow the directions of
the Pod Officer. Failure to comply will result in disciplinary action.

In case of fire line up at exit to outside recreation area quietly and wait
for further instructions from Pod Officer.

Evacuation of facility by area.
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FIRE EVACUATION ROUTES

UNIT/AREA

PRIMARY ROUTE

SECONDARY ROUTE

Administrative
Area (Inner)

area

Exit nearest door, turn right,
proceed to Intake/Booking

Exit door to corridor, turn left
proceed to gym.

Administrative
Area (Outer)

Exit nearest door to corridor
beyond firewall. Exit
building via staff entrance.

Exit nearest door to
corridor. Exit building via
public unit area.

Booking &
Release (Intake)

Exit intake door to Sallyport.

Exit Release door to
Sallyport.

Exit door to corridor beyond

Exit door to corridor. Turn right -
Chapel firewall. Proceed left to
and procaed to gym. Intake and Booking.
Gvm Exit door located on north Exit door to corridor beyond
y west corner of building, firewall.
Inmate Dining - . Exit nearest door to
Area A& Band Exit ne?gii;?g ton(;orndor corridor. Proceed beyond
Commissary P gym. firewall.

Inmate Visitor

Exit nearest door to Main

Exit nearest door to corridor

beyond firewall. Exit
Lobby. building via staff entrance.
. . Exit door to corridor follow
. Exit doorway to corridor ;
Kitchen ; corridor to Sallyport at
follow corridor to gym. loading dock.
Laund Exit door to corridor, follow Exit door to corridor
y corridor to gym assemble at Sallyport.
. Proceed to Intake and
Medical Proceed to Gym. Booking
Pod A Exit to outside recreation Exit Sallyport to corridor
area. beyond firewall.
Pod B Exit to outside recreation Exit Sallyport to corridor
area. beyond firewall.
Pod C Exit to outside recreation Exit vestibule door beyond
area. firewall.

-12 -



UNIT/AREA

PRIMARY ROUTE

SECONDARY ROUTE

Pod D

Exit to outside recreation area

Exit Sallyport to corridor beyond
firewall, proceed to gym

Pod E

Exit door to outside recreation
area.

Exit Sallyport to corridor beyond
firewall, proceed to gym.

Pod F

Exit door to outside recreation
area.

Exit Sallyport to corridor
beyond firewall proceed to

gym.

Pod G

Exit to outside recreation area.

Exit Sallyport proceed to gym.

Pod H

Exit to outside recreation area

Exit Sallyport to corridor beyond
firewall, proceed to gym.

Pod J (Infirmary)

Exit fire door located in north
east corner to outside

Exit door located on east wall
proceed down corridor beyond
firewall.

Programs and

Exit nearest door follow

Exit nearest door follow

Treatment corridor to gym. corridor to Intake and Booking.
Public Visit Exit public vestibule to Exit door to Intake/Discharge &
Lobby outside. Booking Area.
Exit nearest door to corridor. Enter kitchen, exit kitchen
Staff Dining Follow corridor to Intake and through inmate dining, follow
Booking. corridor to gym..
Exit through inmate exit. ; ; :
Visiting (Inmate) Proceed to Intake & Booking Exit through inmate exit
Proceed to gym.
area.
Vocational Exit nearest door to corridor Exit nearest door to corridor to
Education follow corridor to gym. Sallyport at loading dock.

Warehouse &
Maintenance
Building

Exit nearest door to outside.

Exit overhead door to loading
dock.

-13 -




FURLOUGH

1. General Furlough Information

A.

The administrator of a county correctional facility may grant authorization
for a committed offender to leave his place of confinement for a specified
period of time not to exceed 7 days at any one time or 14 days in a twelve-
month period.

The first furlough may be granted for up to 10 hours in duration. An inmate
will be eligible for one furlough every 40 days.

Furloughs may be granted for the following reasons:
1) To attend the funeral of a relative;
2) Tovisit a critically ill relative;

3) To obtain medical, psychiatric or other social services not available at
the facility or obtainable in hospital to which inmates may ordinarily be
sent on a temporary basis;

4) To contact prospective employers;
5) To secure suitable residence for use when paroled or discharged;

6) For any other reason consistent with the reintegration of a committed
offender into the community.

Inmates on furlough are still in the custody of a correctional facility;
therefore failure to return as directed constitutes an escape.

Both sponsor and person providing transportation (if different) must submit
and sign agreements.

LENGTH OF SENTENCE/ELIGIBILITY TO APPLY*

0 - 11 months after 60 days
12 - 18 months after 90 days
19 - 29 months after 120 days
30 months or more after 180 days

*Applies to county inmates only.
*Computed from effective date of sentence.
*Must be classified a minimum & pre-release.
See Case Manager for additional furlough rules and the application process.
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GAMES

1. Games must be played at tables located in the day room.

2. Al games are issued by the Pod Officer via ID tag exchange.
GRIEVANCES

1. The grievance procedure will provide all inmates access to an

10.

administrative remedy for redress of legitimate complaints. There is
an emergent process available.

Inmates are encouraged to communicate their problem to the staff
person responsible in the particular area of the problem unless it
pertains to sexual misconduct (see Protection).

Inmates enter only one issue per grievance form. Inmates keep one
copy of form before submitting. Inmates who have not resolved
their complaints informally may submit within 72-hours of the
incident or action being grieved on an Inmate Grievance Form to
the Pod Officer who will submit it to the Unit Manager and an
attempt will be made to resolve the problem. The Unit Manager has
15 days to respond to an inmate.

If after the above, the inmate feels that the concerns have still not
been resolved, the inmate may forward an appeal (within 72 hours)
to the Assistant Superintendent of Operations.

The Assistant Superintendent of Operations informs the inmate of
the finding of the appeal on the Inmate Grievance Appeal Form
within 30 working days of receipt of the appeal.

The decision on the appeal by the Assistant Superintendent of
Operations is deemed as final except for remedies that might be
sought through the appropriate court.

Failure of the Unit Manager or Assistant Superintendent to respond
in a timely manner shall be considered a denial of grievance at that
level, at which point the grievance may be appealed to the next
level.

Grievance form may be used for ADA/PREA complaints.

Grievances filed in a dishonest, frivolous, or duplicitous manner will
be considered a false report.

Discipline and classification decisions cannot be grieved. See
Discipline and Classification for appeal process.
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GYMNASIUM

1.

Gym use is a privilege for inmates housed in general population,
and may be taken away for inappropriate behavior, prior to use, in
route to the gym and/or while in the gym.

The gym schedule will be posted in each Pod.

Inmates must be properly dressed, wearing ID and be ready to
leave the Pod on time or forfeit the privilege for that day.

No food, drinks, tablets, radios, or other property will be al-
lowed in the gym.

Inmates in the gym will obey the orders of the Recreation Officer at
all times.

Inmates will use equipment and furnishings in the gym only in the
manner in which it was intended, and will return all items to their
appropriate place after use.

INDIGENT INMATES

1.

Inmates, upon request for waiver of fees or cost, may be declared
indigent if:

A. At the time of the request, the inmate has in an account a total
less than or equal to ten ($10.00) dollars plus the cost or fees
sought to be waived and

B. At no time for the sixty (60) days immediately preceding the
said request, had inmate’s account contained more than the
$10 plus the cost or fees sought to be waived.

In addition to the above definition, the Assistant Deputy Su-
perintendent of Operations, who is responsible for Inmate Accounts,
may designate an inmate as indigent if the inmate has less than two
($2.00) dollars in his account at the time of the request or in other
circumstances as deemed appropriate.

Inmates who are deemed indigent may request the following items

through the Commissary Officer by submitting a Commissary Order
Form and in the commissary box.
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A. Three (3) postage-free envelopes weekly for general
correspondence.

B. An unlimited number of postage-free envelopes for legal
correspondence.

C. Hygiene kit as needed.

D. Writing material(s) as needed.

4. The Commissary Officer will submit separate purchase orders
for orders filled for indigent inmates to the Assis- tant Deputy
Superintendent of Operations.

5. Any staff person needing verification of an inmate’s status
concerning indigent status, contacts the Lobby Officer.

6. The ADS of Operations makes the final determinations on
eligibility for indigent status (on-going, temporary or special
request).

INMATE RESPONSIBILITIES

1. You are required to clean your cell, day room and showers as
assigned. Cleaning supplies are available after meals and at
other designated times during the day and evening shifts. Cell
inspections are performed daily by Pod Officers and weekly by
Administrative Staff.

2. You must sweep and mop daily as assigned.

3. You must clean sinks and toilets daily as assigned. Toilets are
not be used as trash receptacles.

4. You may not deface or mark walls, tables, chairs or any

other facility property.

5. Pictures, posters, calendars or charts are not allowed on walls
or ceilings. No such items are to be affixed to any wall seam
or behind any fixture which is attached to the wall.

6. Light fixtures or vents may not be covered.

7. Beds must be made by 9:30 a.m. and remain made until
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9:30 p.m. Beds will be made by using two sheets over the mattress
covered by one blanket. All sides are to be tucked under the mat- tress.
The mattress is to be laid flat, not rolled up at one end to form a pillow.

8. Blankets and sheets will not be laid on the floor and used as a rug, nor
will they be laid on the table and used as a tablecloth.

9. Nothing is to be stored under the mattress.

10. You are limited to a total of six (6) paperback books and magazines
combined. Newspapers more than two (2) days old must be discarded.

11. Magazines, newspapers or other materials will not be folded or rolled up
to be used as tables or draft/dust prevention.

12. All basic property issues and commissary purchases must be stored in the
property bag under the bed. You are allowed two pair of sneakers and
one pair of flip flops. Commissary items that do not fit into property bag
are considered contraband.

14. You are not allowed in any cell other than your own without per-
mission from the Pod Officer.

15. Inmates are not allowed on the second tier of any POD unless they have
been granted permission by the Pod Officer.

16. Inmates are to secure doors to their rooms upon exiting when at- tending
programs and/or participating in dayroom activities.

17. Inmate identification badges must be worn whenever you leave a POD or
displayed when locked in cell. You may be charged a re-placement fee of
$15 for lost or damaged badges.

LEAVING THE POD

1. When leaving the Pod, inmates will be in full uniform (shirts tucked in) with
sneakers and wearing ID. Inmates are permitted to wear shorts and a T-
shirt when going to recreation.

2. Inmates will be ready on time or lose the privilege of that activity.
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When leaving the Pod inmates will walk in single file and stay to
the right-hand side of the corridor. Inmates will not create gaps
walking too slow or too fast.

There will be no communication, physical contact or note
passing between inmates during movement in corridors. Such
actions will result in termination of the privilege and/or
disciplinary action.

LEGAL SERVICES

1.

Inmates will request legal resources through their respective
Pod Officer using the Legal Resources Request Slip. including
but not limited to general laws, case law, forms, motions and
other related material.

The Berkshire County Sheriff's Office provides the right for
inmates to have access to the courts and to address
communications to governmental authorities. Inmates seeking
judicial or administrative redress will not be subjected to
reprisals or penalties as a consequence.

Inmates must be prepared to show a connection between the
materials requested and their particular case or situation.

The Berkshire County Sheriffs Office reserves the right to
decline requests that are incomplete, non-specific, or not
connected to an inmate’s particular case or situation.

A reasonable amount of photocopying will be provided at no
charge. (10 pages per day)

Requests for legal resources will be processed in a timely
manner Monday - Friday, excluding holidays.

Legal resources are available to all inmates. Accommodations
will be made for disabled inmates.

Inmates will be allowed telephone communication with their
attorney(s) when they are not locked in their cells.

Inmates can access legal resources on their tablets. (see Unit
Manager to get a tablet)
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LIBRARY

Library services are provided. Schedule is posted in the pods.

LOCK-DOWNS/HEAD COUNTS

1.

The Pod schedule will consist of lock-downs in which the
dayroom is closed.

Lock-down will be announced at designated times by the Pod
Officer or Central Control. ID tags must be displayed in cell door
window.

All inmates will return to their rooms, lock themselves in, and
stay there until told otherwise.

Delaying or interfering with a lock-down or major head- count is
a major disciplinary offense and will be subject to disciplinary
action.

Inmates are responsible to be in their cells, for all major head
counts. You are required to stand for major counts at 11:00 AM,
4:00 PM, (4:30 PM weekends) and 9:30 PM. Additional times
may be mandated.

When the Dayroom is open inmates are allowed to leave their
room and utilize the dayroom and any other non- restricted
common areas. Rooms in non-compliance will require the
inmate remain locked down.

Informal head counts will be conducted as deemed necessary
by the facility staff.
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MAIL

10.

11.

12.

Inmates will place all outgoing mail in the mailbox in the Pod.

Inmate mail will be delivered from the Pod to the Lobby daily for
pick-up by the US Post Office on Monday- Saturday, except
holidays.

All incoming mail (except privileged) will be opened by the Mail
Officer and inspected for contraband.

Any mail returned to the facility due to improper addressing,
postage, improperly mailed for any reason or is marked ‘return to
sender will be searched, prior to being returned to an inmate.

All incoming inmate mail will be brought to the Pod by the Mail
Officer for delivery to inmates daily, except for Sundays and
holidays.

No packages will be accepted for inmates and will be returned to
the sender.

All incoming mail must have a legible return address, including the
sender’'s name. Mail that does not have a return address with the
sender’s name will be rejected and marked “return to sender”.

Any unauthorized items (including whole or modified Polaroid
pictures or stamps) may be returned to the sender and contraband
notification letter will be generated.

Legal mail from the courts, attorneys, probation/parole officers will
be opened by an officer and inspected for contraband in the
presence of the inmate.

The Berkshire County Jail and House of Correction accepts letters,
magazines and newspapers. All publications must be in their
original packing and sent directly from a major book store or the
publisher/printer. Any unacceptable packages are returned to
sender at their expense. Any materials sent to an inmate which are
deemed “sexually explicit’ or include nudity by policy will not be
accepted by the facility and will be returned to the mailer.

Photographs approved for retention may be stored in photo albums
sold through the canteen.

Reading materials will be limited to six items, (books, magazines,
newspapers or a combination of these items).
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13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

Legal materials will be limited to five inches. If the inmate has a
larger amount of legal material it must be removed from the Pod and
placed in secure storage and may be periodically rotated.

Any gang related materials found in the mail will be confiscated and
treated as contraband.

Publications which are hard bound/hard covered will only be
accepted through the mail.

Mail that does not fit in the Pod mailbox must be brought to the Pod
Officer, unsealed, checked by the Pod Officer for contraband, prior to
being mailed.

Personal checks and cash are not permitted to be mailed to an
inmate.

Oversized cards, letters and packages larger than 8.5” x 11” are not
accepted. Exceptions would be newspapers and magazines.

Indigent inmates are permitted an unlimited number of post- age free
letters each week for privileged, confidential correspondence to their
attorneys of record or any pending criminal matters and three
postage free letters for general correspondence.. (Per 103 CMR
948.04)

Some examples of banned articles would be Polaroid pictures,
stamps/stickers, wax, glue, glitter, crayon, marker, paintings, rigid
spines, musical cards, pop-up books or cards, tracing paper, plastics,
metals, any unknown substances such as bodily fluids and perfume.

Inmate to inmate mail is normally prohibited unless there is
expressed consent by the Superintendent.

Inmates request “Change of Address” form from their Case Manager
upon arrival and discharge.

Incoming and outgoing non-privileged mail is subject to mon-
itoring.

Mail Deemed Contraband: Inmates have the right to appeal to the
Sheriff or the facility administrator.

Any violation of these rules may be subject to discipline and/or criminal
action.

MEALS

(The menu for the Berkshire County Jail and House of Corrections has
been approved by a licensed dietician).
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Meals may be eaten in the in the dayroom or the in- mate’s
cell and nowhere else. Food and meal service items are not to
be removed from eating areas. Any foods found in rooms or
living areas that are from the kitchen of the facility are
contraband and are subject to immediate disposal and
disciplinary action.

Inmates will follow the Pod Officer’s directions in obtaining and
returning meal trays. Inmates may be required to produce their
ID in order to obtain a meal.

Inmates will be expected to complete their meal in a
timely manner. (Approximately 20 minutes)

Special diets are provided for verified religious and medical
reasons but must be requested through the Medical Staff,
(Chaplin for Religious diet).

MEDICAL ACCESS

Medical Care is available 24/7. Request care through medical
request slips from Pod Officer and place in designated mailbox.

MEDICATION/SICK CALL (MEDICAL DEPT.)

1.

Sick call (Doctor’s call) is conducted by the licensed facility
physician or other qualified health care person- nel, in the
Medical Unit.

During sick call the inmate’s health complaints are so- licited
by qualified health care personnel, treated and documented.

Inmates with health complaints, who because of security risks
cannot report to normal sick call, are seen by the medical
clinician, licensed facility physician or nurse practitioner in
their cell.

MEDICATION/SICK CALL (POD TRIAGE)

1.

Medical Staff will administer medications and provide triage in
each housing Pod seven (7) days each week according to
pre-determined schedules.
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Triage is conducted by interviewing/examining inmates.
You will be required to show you ID prior to being seen.

Non-emergent requests may be deferred to a medical request
slip.

5. Inmate must sign refusal in the Medical Department when

refusing medication.
OFFICER’S CONTROL STATION

1. The Officer's Control Station will be OFF LIMITS to
inmates.

2. Inmates will not go near the Control Station, unless directed to
do so by the Pod Officer.

3. Violation of this rule will result in immediate disciplinary action.

PAROLE

1. Most inmates sentenced to a county house of correction are
eligible for parole after serving one-half (1/2) of their total
sentence.

2. Eligible inmates will be notified or interviewed by Parole
staff prior to their hearing date.

3. Inmates with questions and concerns about Parole may submit
an Inmate Request Slip to the Parole Officer.

PERSONAL HYGIENE

1. Showers are available each day beginning at 7:30 a.m. until
fifteen minutes before lockdown, except during feeding and
lockdown times.

2. If you refuse to shower as required, disciplinary action will be
taken.

3. Hair clipper and the disinfectant are provided through the Pod
Officer.

4. Hygiene items may be purchased through the canteen and are
available to indigent inmates (see bottom of canteen order
form).

5. Proper attire is to be worn to and from showers (must have
shorts/pants on).

6. Shower shoes must be worn at all times in the shower.
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PERSONAL PROPERTY

1.

Any property left at the facility must be claimed within
thirty (30) days of your release or it will be disposed. You
may pick up items 10:00 AM - 2:30 PM, Monday -
Friday.

An inmate’s personal property may be released to an
individual in the front lobby at a prearranged time with a
SIGNED release.

POD WORKER ASSIGNMENTS

1.

The Unit Managers will determine inmate job
assignments within the inmate’s assigned pod.

Inmate workers will complete job assignments within the
pod under the supervision and direction of the Pod
Officer after signing the Chemical Training Form.

Any inmate assigned to meal service duties must be
medically cleared prior to job assignment. Inmates are
required to wash hands prior to any job related duties and
will wear gloves.

Inmate job descriptions are posted in the pod.

Any officer may fire a pod worker for any disciplinary
offense, pod rule infraction or failure to complete the
duties assigned.

Officers may also request that pod workers complete
duties other than their assigned duties. The pod workers
are required to comply with these instructions.

PRIVACY CARD AND USE

Blocking an officer’s view into the cell or bunk area (i.e. towels,
privacy cards or blankets) it not permitted.

** The only thing permitted in a cell window (door window
and back window) is the inmate’s ID card. **
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PROGRAMS AND TREATMENT

1.

The Berkshire County Sheriff's Office offers a variety of pro- gram
opportunities designed to help you, based on your classification
status. We're here to assist you. Please ask the Pod Officer and
Case Manager for details.

Programs may include but are not limited to: Vocational and
Academic assessment, testing, education and training, Substance
Abuse groups and individual counseling, Health, Anger Management,
Domestic  Violence/Relationship issues, Reintegration, Crisis
Intervention, Mental Health, and Veterans Groups.

Program services including academic and vocational education,
religious services, counseling, etc. will be posted in the pod and
announced prior to commencement.

Inmates that have signed up for programs/services are responsible to
be in uniform and on time.

The Berkshire County Sheriff's Office prohibits discrimination based
on an inmate’s race, religion, national origin, sex disability or political
views or any other prohibited factor in making administrative
decisions.

PROTECTING YOURSELF FROM SEXUAL ASSAULT

The Prison Rape Elimination Act otherwise known as_PREA is a Federal law
which was passed unanimously by the United States Congress and signed into
law in 2003 by President George W. Bush. The Act promotes the detection,
elimination, reduction and prevention of sexual harassment, sexual assault and
rape in correctional systems across the country. This includes federal, state,
county facilities and all other law enforcement detention facilities.

What does this mean to me?

It means that the Berkshire County Sheriffs Office does not
tolerate any incidence of sexual behavior in any facility.

It means that the Berkshire County Sheriff's Office is commit- ted to
protecting all inmates from being sexually abused or sexually
harassed by a staff person, contractor, volunteer or by other inmates.

It means that your protection from sexually/abusive behavior is a top
priority for all Berkshire County Sheriff's Office staff,
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contractors and volunteers.

e |t means that if you report that you are being sexually threatened,
harassed or abused it will be taken seriously and will be
investigated in a thorough and objective manner.

® |t means that victims of sexual assault will be afforded on- going
medical, mental health and victim services.

e |t means that the Berkshire County Sheriff's Office will aggressively
pursue the discipline and prosecution of any perpetrator of sexual
abuse, whether the perpetrator is a staff person, contractor,
volunteer or an inmate.

e |t means that any information about your case will be treated in a
professional manner by specially trained investigators.

e The law and our policies prohibit retaliation against any person
who makes a good faith report or who cooperates in an
investigation into sexual misconduct.

The complete Berkshire County Sheriff's Office Policy on Sexually
Abusive Behavior Prevention and Intervention is available to inmates in
the Law Library. Please read it carefully.

Facts about sexual assault in prison

e Nobody asks to be raped. Sexual assault is a crime of violence and has
nothing to do with lust or passion.

e Anyone, male or female, can be sexually assaulted.

e  Arapist can be male or female, an inmate, a staff member, con- tractor
or volunteer.

e  Age or physical attractiveness is not a factor.

e Some rapists seize an opportunity to assault someone, but many rapes
are planned ahead of time.

o Non-violent, first-time offenders and inmates who are gay or
transgender are targeted most frequently. People who are physi- cally
small or have mental iliness or disability or are incarcerated on charges
of prostitution are also targeted.

e Sexual orientation is not a factor. Rapists may be either hetero- sexual
or homosexual. Victims may be either heterosexual or homosexual.

e 90 to 95% of male victims who are raped in prison do not report
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it.

52% of all females have experienced some sort of sexual victimi- zation
while incarcerated.

The victim of sexual abuse is a “victim” and is not at fault.

How do | protect myself from sexual assault by inmates?

Be aware of situations that make you feel uncomfortable. Trust your
instincts.

If something feels wrong about the environment or situation you
find yourself in, leave the area.

Don't let your manners get in the way of keeping you safe. Don't be
afraid to say “No”, “Stop it, now”, or “Get lost!”

Walk and stand with confidence. Many rapists choose victims who look
like they won't fight back or are emotionally weak. Keep your head up,
do not avoid eye contact.

Avoid talking about sex and casual nudity. These things may be viewed
as a come on or make another inmate believe that you have an interest
in a sexual relationship.

Do not accept food, clothing or other gifts from other inmates. Being in
debt to another inmate may lead to the expectation that you will repay
the debt with sex.

Avoid secluded areas like closets, storage areas, stairwells, isolat- ed
showers or unoccupied bathrooms; Position yourself in plain view of staff
members.

If you are being pressured for sex, talk to a staff member immedi- ately.

If you become aware that another inmate is being sexually abused
report it to a staff member. Next time it could be you.

Beware of inmates who offer to protect you. Protection frequent- ly has a
cost.

Do not give out information about your family, friends or finan- cial
support.

Do not buy large quantities of canteen items.
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What to do if you are sexually assaulted by an inmate or a staff person?

e Immediately report the incident to someone, such as any staff member you
feel comfortable telling.

e Do not wash, shower, brush your teeth or your hair, use the restroom or
change your clothes. You may destroy important evidence.

e Request immediate medical attention. You may have serious injuries that you
are not aware of and any sexual contact can expose you to sexually
transmitted diseases.

e  Seek the support of a trusted friend, family member or victim advo- cate. The
days ahead can be traumatic and it helps to have people who are supporting
you.

e  Professional help will be available to you. Mental health staff will help you
recover from the emotional impact of any violence you have suffered.

How do I report that | have been sexually assaulted?

Inmates are encouraged to report any incident of sexually abusive behavior
perpetrated against them by a staff member, contractor, volunteer or another
inmate._Do so immediately. Talk to any staff per- son with whom you feel
comfortable. You may speak to a sergeant, correction officer, medical, mental
health or program provider. Per- haps you would be more comfortable speak
with a clergy member. Call a family member or call your attorney.
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If you want to report a sexual assault or sexual harassment or other
sexualized behavior occurring during your incarceration any retaliation by
inmates or staff for reporting sexual abuse or harassment or staff neglect
or violation of their responsibilities, which have contributed to such an
incident, you may:

1.

Call the Berkshire County Sheriff's Office hot line.
(Starts Internal Investigation)

A. Press 1 for English, 2 for Spanish
B. Press Option 8 for Crime Tip Hotline
C.. Dial the phone number 413-555-1234 PREA
line
D. This cell number is toll free.
Or
Berkshire County District Attorney
(Starts External Investigation)

7 North Street — PO Box 1969
Pittsfield, MA 01201

Inmates who perpetrate sexual assault against another
inmate should know that...

The Berkshire County Sheriff's Office has zero tolerance for such
offenses.

Each case will be thoroughly investigated and remain open until the
perpetrators are identified.

All substantiated cases of sexual assault against inmates will be
referred for discipline and; when appropriate, prosecution.

Inmates who have been found guilty of disciplinary charges for any
type sexually abusive behavior will receive significant sanctions.

The Berkshire County Sheriffs Office views all sexual contact
between inmates as coercive and therefore_never consensual.

You may lose earned good time which has been credited to your
sentence.

You will segregated during the investigation.
You may be charged with separate criminal offenses.
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e You may be denied parole.

e Any sexual contact increases your risk of exposure to a
sexually transmitted disease, including AIDS.

¢ You may be designated as a sexual predator, there by limiting
your work and housing options during your incarceration.

e You may be referred to the Sex Offender Registry Board for
designation as a sex offender under the Massachusetts
General Laws.

e You may be civilly committed for an indefinite period after the
completion of your sentence if you are deemed a sexually
dangerous person.

Remember, if you make a false report...

If the Berkshire County Sheriff's Office investigation reveals that an
inmate has made false allegations or a material statement, which
he/she in good faith, could not have believed to be true, the
Berkshire County Sheriff's Office may take appropriate disciplinary
and/or criminal action under the Massachusetts General Laws.
Truthful allegations will be taken very seriously, but false allegations
will result in significant disciplinary action.

Inmates who do not wish to report sexual abuse can still obtain
confidential counseling service by contacting:

Elizabeth Freeman Center’s Hot Line
(Private/Confidential Counseling)
A Pick up receiver and dial *333 or
Press 1 for English, 2 for Spanish
B. Press Option 1 for collect call
C. Dial the phone number 866-401-2425
PROTECTION

Inmates who are in fear for their safety should direct their

concerns verbally or in writing to the Pod Officer, Case
Manager, ADS of Classification , Unit Manager or
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Director of Security.

The Berkshire County Sheriff's Office is committed to a policy of zero tolerance
regarding issues of sexual abuse/misconduct. The purpose of this policy is to
protect all inmates from any form of sexual abuse or misconduct. NOTE: Inmates
do not have standing to offer consent for sexual activity of_any nature. You may
report any incident of sexual abuse/misconduct either verbally and/or writing to
any staff member.

Any staff member who receives a complaint or report or other information
concerning an incident of sexual abuse or sexual harassment is required to report
that information to a designated agency Berkshire County Sheriff's Office official.
This shall include but not be limited to medical and mental health staff.

Inmates have the right to serve their time without fear of sexual abuse from any
source. Sexual misconduct includes both verbal and physical conduct of a sexual
nature.

Inmates are, by law, incapable of consenting to sex with any employee, contract
worker or volunteer of the Sheriff's Office.

Inmates shall refrain from sexual conduct (both verbal and physical) while
incarcerated. Inmates shall report any sexual misconduct directed towards them
by anyone. Inmates shall also report any sexual activity by anyone else occurring
in their presence.

Inmates should report abuse or sexual misconduct to the Shift Supervisor.
Inmates may also go outside of the chain of command to report the problem
directly to:

Report abuse or sexual misconduct: 413-555-1234
Brad Little, Superintendent
If necessary DA'’s Office, 7 North Street, Pittsfield, MA

Within 30 days of intake a video related to PREA is shown to inmates. Counseling is

available to any victim of sexual abuse.
RECORDS

An Inmate Request Slip is forwarded to the Case Manager or Unit Manager
when requesting information regarding sentencing and/or records.

RECREATION DECKS

1. Use of the Recreation Deck is offered to inmates in all housing pods.

2. Generally, the Recreation Deck will be available to all inmates at certain
times and may be limited or closed at the Pod Officer’s discretion.
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7.

Recreation equipment will only be used as needed.

Food, beverages, dayroom furnishings (chairs, tables) and any type of linens
(blankets, sheets, pillows, pillowcases etc.) will not be allowed on the recreation
decks. There will be no extra property brought onto the recreation decks.

Inmates will be properly clothed when using the recreation deck.
Inmate will not lean on or tamper with or deface fence, gate or stairs.

Inmates must leave their ID tags inside the pod with the officer.

RELEASES OR REASSIGNMENTS

1. Inmates will place all institutional and personal property in their property bin.

2. Inmates will clean their room and remove all items from the room.

3. The room will be inspected by the Pod Officer for cleanliness and/or damage.

4. Inmates will close the room after it is inspected and report to the officer’s station
with all institutional and personal property.

5. Cost for replacement of institutional property damaged or missing will be
assessed, and deducted from the inmate’s account prior to his release.

6. You may be transferred within the facility system for security, personal
safety, administrative, medical or classification reasons at any time.

7. You are not allowed to change room assignments or beds without approval of the
Pod Officer.

RELIGIOUS SERVICES

1. Initial participation in religious services is based on information obtained in the
booking process.

2. Religious services are offered to inmates in order to meet with their spiritual
needs.

3. Clergy from recognized denominations will be allowed to visit with
inmates. (Prior approval must be obtained from the facility’s Chaplain).

4. Religious services/meetings for varied denominations are offered on a regular
basis. Schedules are posted in the pod and will require that you sign up one (1)
week in advance. Inmates will only be allowed to attend services of their declared
belief.

5. Inmates may request to attend Religious services by forwarding a request slip to

the facility Chaplain.
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6.

Religious Diets must be approved in writing by the Chaplain.

REQUEST SLIPS

1. Any questions will be addressed to the Pod Officer.

2. If the Pod Officer cannot solve your problem, the Officer will instruct
you to submit a request form to the appropriate person.

3. Only one (1) request may be issued regarding a specific topic at a
time. All information on the form must be filled out completely. Inmate
keeps a copy of the request prior to submission.

4. Inmates will not approach any staff member entering the pod without
a prior request slip being submitted.

5. The request slip will be handed to the Pod Officer. It will be read by
Pod Officer and then placed in the Unit Management Log for
processing the following morning.

6. Medical request slips are deposited directly into a locked medical
request box located in every pod. Request slips that are frivolous,
duplicitous, or dishonest will be treated as false reports.

7. Access to Mental Health Service may be accessed by submitting a
request slip

8. Inmates may use an Inmate Request Slip to request American with
Disabilities Act (ACA) accommodations. Superintendent Little is the
ADA Coordinator.

9. Foreign born inmates may request from Intake Supervisor contact

information for appropriate Consulate.
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Special Request

Medical Department’s
Response

Additional
Guidance/
Information

Extra Pillow/Mattress

Not unless documented surgical
procedures or pregnant

Considered contraband

Open Trap on Cell Door

Not a medical issue

For delivery of food tray
only

Eye Glasses (from the
Outside)

Not a medical issue

Director of Security

Cotton Blankets

Not unless documented allergies
by an outside provider

See below for extra
blanket

Job Assignment

Not a medical issue

Classification

Telephone Calls

Not a medical issue

Unit Manager or Case
Manager must  give
reason and details on
request slip

Only if seizure disorder, weight issue,

elderly, surgery within 30 days,
artificial ~ limb, acute fractures, '
Bottom Bunk pregnancy, neurological disease which Pod officer
impacts your function.
Pod Moves Not a medical issue Classification
Extra Clothing Not a medical Issue Considered contraband
Extra Blanket Not a medical issue Unit Manager (11/1—6/1)

Corner cells only

Lactose Intolerance Diet

Inmate must determine how much

(This is not an allergy) dairy to consume on an individual| N/A
basis.
Please avoid that food. If no other food

Meal for Food Allergy served, notify medical for review of N/A
meal plan.

Special Diets For low cholesterol, diabetic, low fat, N/A

low salt diets only
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ROOMS

10.

Inmate living areas (rooms, bunks) will be uniform in appearance.
Refer to the posted picture of a standard room. This is the standard to
which your room will be compared.

Inmates are required to keep their rooms clean at all times, beds will
be made in accordance with the posted picture in the pod. Property
will be in the property storage bag, items which do not fit in the
property storage bag will be folded/stored neatly under bed and must
not be in excess of allowable items, nothing will be affixed, adhered,
attached, hung or stuck to walls, ceilings, vents, lights, or other
fixtures. Nothing will be blocking the window or laying in front of the
door. Living areas will be inspected regularly. Failure to comply with
the expected conditions will be subject to disciplinary action.

Nothing is to be placed in or on windows, sills or stuck on air vents.

You will not enter another inmate’s room nor will other inmates be
allowed in your room.

Inmates are responsible for the items assigned to their room/ living
area. Mattresses will be kept on beds.

Laundry bags are provided to each inmate for use during laundering.
Inmates are required to return an issued laundry bag in the condition
it was originally issued.

You are responsible for the cleanliness of your living area. You are
required to: dust walls, door, window sills and furniture, sanitize toilet
and sink, spot clean windows, remove marks on walls, floor and door,
sweep and mop floor, confine trash to appropriate container for
removal, neatly fold and store all clothing in drawer or property
storage bag, place soiled whites, shorts and sweatshirt in laundry
bag; hang laundry bag on assigned hook, place sneakers, fold and
store dry linens in drawer or property storage bag.

Magazines, books, legal materials and any other approved items
must fit into the provided property storage bag or drawer, along with
other property.

Any materials which do not fit into the provided property storage bag
or drawer, due to being in excess of allowable amounts, will be
considered contraband or a fire hazard and will be removed.

It is the responsibility of each inmate to remove and/or dispose of
items in excess of allowable limits (as described on the
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items for retention list) from the room, prior to receiving new items
(newspapers, books, etc.).

11. Any defacing or damage will be subject to disciplinary action, monetary
restitution and criminal prosecution.

SEARCHES AND INSPECTIONS

1. Inmates and cells are subject to being searched 24-hours a day . This
search may include random urine analysis, pat searches, strip searches etc.

2. Roomlliving area searches are a normal function of the institution. During
this search you will be responsible for any items within your living space.
You do not have to be present during search.

3. Inmates are required to comply with all instructions given by officers during
a search. Inmates are also responsible for any items of contraband
recovered on their person or in their living area.

4. Your cell will be inspected by the Pod Officer every day. Command
inspections will be conducted weekly by the Administrative Staff.

5. Allowed in your cell:
UNIFORMS (orange—opretrial and blue—sentenced)

4 — Pair of Boxers

4 — Pair of Socks

4 — T-Shirts

2 - Blue or Orange Pants

2 - Blue or Orange Shirts

2 - Blue or Orange Gym Shorts
2 - Towels

2 — Sheets

Up to 2 Pairs of Sneakers (unless additional pairs are required for work or
bought through commissary)

1 — Pair of shower shoes

1 — Gray Sweatshirt

1 - Pillow Case

1 — Blanket

1 — Mattress

1 - Pillow

1 - Hygiene Kit

1 — Property Storage Bag

-37-



Commissary ltems must fit in inmate property storage bag. Books and
magazines must only be a combination of six.

Blocking an officer’s view into the cell or bunk area (i.e.

towels, privacy cards or blankets) is not permitted.

SHERIFF’S OFFICE PROPERTY

Sheriff's Office property will not be lost or destroyed. You may
be prosecuted for destruction of facility property and/or ordered
to make restitution. All items provided by the Sheriff's Office are
to be returned in the same condition as issued. This includes
radios issued to indigent inmates through unit manager.

SMOKING/TOBACCO PRODUCTS

1. Smoking is strictly prohibited at the Berkshire County Jail and
House of Correction.

2. Any inmate found to be in the presence of smoking or vaping
materials and/or any tobacco or vaping product will be subject to
disciplinary action.

3. Possession of matches lighters or other incendiary devices
TELEPHONES/TABLETS

1. Telephones will normally be on when the dayroom is open.

2. Telephone use is a privilege and will be controlled by the Pod
Officer. Telephones are on Monday—Friday, 9 AM—9:30 PM,
weekends 7 AM—9:30 PM.

3. Inmates are required to use their assigned PIN (which is
received during the booking process) in order to use a
telephone. Using another inmate’s pin will result in disciplinary
action.

4. Outside telephone calls will not be accepted for inmates.
Emergency calls will be verified by the institution, forwarded to
the Pod Officer or Shift Commander.

5. The Pod Officer may limit the length of telephone calls to ten
(10) minutes if other inmates are waiting to use the telephone.

6. TTY machine is available through Case Manager and Intake
Officer.

7. Telephones will not be used during meal services, group
meetings, laundry services, commissary services or any other
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program service. Pod Officers will dictate when this rule applies.

8. All inmates must file an ‘Inmate List of Designated Telephone
Numbers’ form. This form will designate the
FULL NAMES and telephone numbers, which may be
telephoned. Attorney information will be required in the space
provided. All information provided is subject to approval. Forms
must be COMPLETE and SIGNED.

9. Attorneys may be updated at any time after the booking process.

10. The designated list may be reviewed for changes during
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the first full week of each month. This is the only time that
changes to the list will be considered.

11. All outgoing calls placed on the telephone system are
recorded and detailed and subject to monitoring. All non-
attorney calls may be shared with outside law enforcement
agencies at the discretion of the Sheriff or his designee.
Any statement made during non- attorney calls could be
used against you in court and/ or an administrative forum.
Persons approved as attorney, lawyer, law firm or clergy
will be exempt to being recorded.

12. Attempting three-way calls will disconnect you and the
parties involved and you will be subject to disciplinary
action.

13. Telephone service and rates are provided by:
Payments:

| Securus Correctional Billing Services PO

Box 650757
Dallas, TX 75265-0757
Phone: 1-800-844-6591
Correspondence:
Securus Correctional Billing Services PO
Box 1109
Addison, TX 75001
TELEVISIONS

1. Television use/watching is a privilege and will be controlled
by the Pod Officer.

2. The television will normally be used when the dayroom is
open. Use of the television is a privlege and may be
restricted/limited at the officer’s discretion.

3. Television operation is the responsibility of the Pod Officer.
Inmates are not allowed to touch televisions or remote
controls.

4. Television channel selection will be monitored/ controlled

by the Pod Officer. Operating the channel control on the
television or the remote will be the
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responsibility of the Pod Officer.

5. There will be close captioning provided on one pod television
for hearing impaired inmates.

VISITS

1

10.

11.

. Visits are regulated by a schedule that is posted in each

housing Pod. Orientation inmates may be allowed visits from
immediate family only, prior to the ten-day notification rule.

Visits are a privilege and may be discontinued or canceled for
inappropriate behavior by the inmate or the visitor.

Inmates are required to be properly dressed, in full uniform
shirt, pants, sneakers and ID at all visits.

Inmates are required to be ready when called for a visit. The
length of a visit will not be extended when an inmate is not
ready.

Visit schedules may be delayed due to security issues. Visits
will not be extended as a result of these issues.

Inmates are responsible for mailing visitation applications to
the potential visitors they choose. There will be no inmate to
inmate visits.

Inmates of the Berkshire County Jail and House of Correction
are allowed a minimum of two (2) visits per week.

An inmate may refuse to see a visitor.

A visitor may visit only one (1) inmate per day, (excluding
official visitors).

An inmate may receive only one (1) visit per day
(excluding official visitors).

Two (2) adults, two (2) adults with one (1) child or one

(1) adult with two children may visit an inmate at the same
visit time, provided they register together at the Reception
Desk. Children are considered minors under the age of
eighteen (18) and must be accompanied by a parent or legal
guardian at each time of visit.
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12.

13.

A. Proof of the minor's relationship to the inmate (birth
certificate, adoption papers) must be presented at
each visit.

B. Persons, unwilling or unable to control children under
their supervision will be asked to leave facility property
and not allowed to visit.

C. Inthe absence of a parent or legal guardian, a visit for
a minor child or sibling may be granted. Prior to a visit
being granted a letter of approval and permission from
the parent or legal guardian must be submitted to the
Deputy Superintendent or designee. The letter must
specify the person
(s) authorized to bring the minor to the facility and the
inmate to be seen at a visit, and must be notarized by
a Notary Public.

D. Minors will only be allowed in the facility to visit their
parent, stepparent, grandparent, legal guardian or
sibling.

1) Grandchildren will be allowed to visit, only after a
blood relationship to the inmate has been proven.
The parent must prove blood relationship to the
inmate and also prove that he/she is the parent of
the child.

2) Stepchildren will be allowed access to the facility
to visit their stepparent, only when accompanied
by their parent.

a) The parent will be required to prove that
they are the parent of the child being brought
to visit, by birth certificate.

b) The parent will also be required to show
proof of marriage to the inmate, in the form
of a marriage license.

Inmates who are disruptive or who cause any type of
disturbance will have their visit immediately terminated and
are subject to a loss of visiting privileges.

Visitors and inmates will not engage themselves in physical
contact that is or could be construed by
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14.

15.

16.

17.

18.

19.

facility staff to be excessive or inappropriate for a public place.
Such behavior results in immediate termination of the visit and
loss or suspension of visiting privileges.

It is a felony in Massachusetts for any person to deliver any
article whatsoever to an inmate without the permission of the
Sheriff/designee or to procure an article to be delivered, to
possess it, with intent to deliver it, or to deposit or conceal it
anywhere with the intent that an inmate will obtain or receive
it. In addition, it is a felony in Massachusetts for any person to
receive from an inmate any article with the intent to convey it
out of the facility without the permission of the
Sheriff/designee (MGL ¢.268, ss. 26, 28, 29 and 31).

On entering and before being searched, each visitor is
required to disclose to the Reception Officer and/or Visit
Process Officer any article they are carrying on their person
except the clothing that they are wearing. Anyone who
carries, or attempts to carry, in or out of the facility any article
without the consent of the Sheriff or designee is liable for
arrest prosecution, and loss of visiting privileges. A minor’s
parent or adult guardian is responsible to make such
disclosure for the minor.

Any and all visitors who are in the facility for a visit are subject
to being searched prior to being allowed to visit and/or before
being allowed to leave the facility.

Violation of any visiting rules, regulations and/or procedures
of the Berkshire County Jail and House of Correction will
result in the visitor being removed from the facility, and any
further visiting privileges will be denied.

All visitors on the Berkshire County Jail and House of
Correction property are subject to having a Warrant Check
initiated, as verification of information provided by the visitor.

Violation of any visiting rules, regulations and/or procedures
of the Berkshire County Sheriff's Office will result in the visitor
being removed from the property. Future visiting privileges
may be denied.
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20.

21.

22.

Minors will not be counted as a pre-approved visitor, they will,
however, be required to be escorted to the visit by a pre-
approved visitor.

Transportation to the Berkshire Sheriff's Office may be
obtained through:

Berkshire Regional Transit Authority: 413-447-2782 Taxi
service: 413-499-8604

In person (contact / non-contact visits) and video visits are
offered.
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GENERAL INFORMATION AND MISSION STATEMENT

This handbook provides an overview of inmate rules for the Bristol County Sheriff's Office. Handbook access is provided
electronically at the Legal Computer Workstations, which are situated in housing areas and other locations. Printed copies
are also available for viewing at each housing area. Inmate tablets shall also have the handbook available. Inmates shall
receive information on handbook access during orientation, which is verified by staff in writing.

The rules within this handbook are not all inclusive. New rules and updated information can be communicated to inmates
at any time. Inmates are expected to follow these rules and all policies — even those not detailed inside this handbook.

FACILITY DESCRIPTIONS: The Dartmouth House of Correction houses male and female sentenced inmate and pre-trial
detainees. The Dartmouth Women's Center houses female sentenced inmates and pre-trial detainees. These facilities may
also house ICE detainees, as determined. The Ash Street Jail houses male pre-trial detainees, approved sentenced male
inmates and Regional Lockup prisoners. All inmates are separated for classification/security purposes.

MAILING ADDRESS: The Dartmouth Correctional Complex is on 400 Faunce Corner Road, North Dartmouth, MA 02747,

This is where the Dartmouth House of Correction and the Dartmouth Women's Center is located. The Ash Street Jail is on
226 Ash Street, New Bedford MA, 02740.

TELEPHONE NUMBERS: The Main Switchboard to the Dartmouth Correctional Complex in 1-508-995-6400. The telephone
number to the Ash Street Jail is 1-508-996-6704.

DIRECTIONS: Directions to the Dartmouth Correctional Complex or Ash Street Jail can be obtained from a Classification
ounselor. Outside parties can obtain directions by contacting the Main Switchboard at 1-508-995-6400.

DEFINITIONS: The term “inmate” within this handbook shall apply to inmates and detainees housed at the Dartmouth
Correctional Complex or Ash Street Jail, unless stated otherwise. Inmates who are unclear if a rule in this handbook applies
to them should speak with correctional staff or a Classification Counselor.

ALL INMATES SHALL HAVE ACCESS TO THE FOLLOWING:

Facility schedules, rules, and procedures, updated as necessary;
A clean, orderly living space that is properly lit and ventilated;
Three nutritious meals per day;
Clean clothing and bedding with access to laundry services;
Regular showers, working sinks/toilets, and general hygienic conditions;
Outdoor exercise (weather permitting) and recreation opportunities;
Health care, provided by qualified health care professionals;
Fair, respectful, and impartial treatment by staff and others;
Scheduled visits with friends, family and others;
- Confidential visits and communications with the courts and legal counsel;
. Legal reference materials;
. A grievance process that addresses inmate problems/concerns;
. Religious, educational and vocational programming, according to schedule and classification:
. Books, newspapers, other reading materials;
- Incoming/outgoing mail and correspondence (personal and legal);
. Correspondence with public officials, including Sheriff Office administrators, the Parole Board, etc.
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1L,
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19.
20.
21.

22.
23.
24.
25.
26,

Regularly scheduled religious services, within limits of the law, facility resources, and security operations;
Facility and community work programs and assignments;

A fair classification process;

Protection from personal abuse, corporal punishment, personal injury, property damage and harassment;
Protection from discrimination based on race, religion, origin, gender, gender identity or expression, sexual
orientation, handicap or political belief:

A fair disciplinary process with due process for alleged rule violations:

Communication with diplomatic representative of their country of citizenship, when applicable;

Parole consideration, except when excluded by statute (sentenced inmates only);

Earned Good Time (sentenced inmates only);

Electronic tablets for reading, educational, programming and entertainment purposes — unless withheld due to
disciplinary reasons.

MISSION STATEMENT: “The Bristol County Sheriff's Office is an organization of public safety professionals committed to
serve and protect the people of Bristol County.”

GENERAL INMATE RULES (EXPECTED BEHAVIOR)

Inmates are expected to obey the following general rules of behavior. Those who do not can be disciplined and may also
be required to pay restitution. They will be criminally prosecuted when in violation of the law. Questions about these rules
should be directed to staff.

Inmates shall be reasonable, cooperative, courteous, and respectful at all times. They shall always act appropriately to
staff and others. Inappropriate or disrespectful comments or behavior is not permitted.

Inmates shall not purposely disobey a legitimate staff order or request. If an inmate believes an unfair order has been
issued, the inmate should follow the order but can later submit a Grievance Form about the matter.

Inmates shall not follow any staff order that is clearly illegal. If this occurs, the matter should be reported to Sheriff's
Office officials by submitting a formal or emergency grievance or, if applicable, by following the PREA reporting
methods. The SIU Investigations Hotline can also be used to report such matters. Al allegations of illegal activity will be

investigated. An inmate, however, can be disciplined for making false allegations about an employee.

Inmates shall address correctional staff by their rank/title and last name or official designated name. Civilian staff can
be addressed by their first name or title - but not just by their last name or nick-name.

Inmates shall be subject to the same laws as other citizens. They can be prosecuted for breaking the law, such as for
arson, theft, escape, property destruction, illegal contraband possession, sexual abuse/harassment, assault, etc.

Inmates must visibly wear the ID bracelet issued to them upon admission. Those who attempt to tamper, remove, or
destroy their ID bracelet will be disciplined and may be charged restitution.

Inmates shall properly use their issued linens, beddings, and towels according to facility rules.

Inmates shall report to their assigned bunks during formal count or when ordered by staff to do so.
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10.

11.

12.

13.

14.

15.

16.

18.

19.

20.

21.

22.

23.

24.

25.

Inmates are subject to search at any time. This includes staff searching their property, clothing, commissary, living space,
etc. They can also be searched when exiting/entering a housing unit or correctional facility.

Inmates shall not run on property, except during outdoor recreation or a legitimate emergency. They shall walk directly
to/from their approved destination, unless stopped by staff. Horseplay and tardiness is not allowed.

Inmate bunks must be made by 8:30 AM. An inmate can lie on their bunk after 8:30 AM, but the bed must remain
properly made until at least 8:30PM. (Exceptions can be made by staff, as necessary.)

Inmates shall follow the Cell Decorum Standard which is posted inside housing units and/or other facility locations.

Inmates shall not talk loudly, make excessive noises, or use profanity. Shouting is not allowed, except for legitimate
purposes during an emergency.

Inmates shall follow the Dress Code on wearing full uniforms outside a cell or when attending programming. Altering,
dying, damaging, or losing issued clothing is a disciplinary offense and restitution may be charged.

Inmates shall not stand close to a perimeter fence or make motions to climb a fence. They shall stay clear from areas
considered to be “out of bounds”, such as painted yellow lines within or outside housing units or recreation pens.

Inmates shall not loan, barter, exchange, give away, steal, or sell any property, food, commissary, etc. to/from another
inmate.

- Inmates shall not deposit or attempt to make deposits into another inmate’s money account (IMA) or tablet debit

account (IDA). They shall not attempt or coerce another person to deposit money into these accounts.

Inmates found damaging or destroying facility property will be disciplined and can be charged restitution. They can also
be criminally charged. Such property includes fire safety alarms/devices, fire extinguishers, toilets, showers, telephones,
computers, cell walls or floors, bunks, ceilings, tablets, etc.

Inmates shall not possess or use tobacco, vaping products, or smoking accessories, such as matches or lighters.

Inmates shall not litter on property. Trash containers shall be used.

Inmates shall not read, remove, or damage any staff document, such as those on a desk, computer, workstation, or other
location, unless so authorized. Inmates can use a staff telephone for only approved, supervised purposes..

Inmates shall not loiter at a location considered “off limits”. This includes shower areas, staff work stations or another
inmate’s bunk, cell, etc. They can be removed from a work assignment for loitering. Being out of place is not allowed.

Inmates cannot change their assigned living space (bunk, cell, etc.) without staff approval.
Inmates shall only use a dayroom, recreation area, dining hall, etc. as scheduled, unless authorized by staff.

Inmates shall maintain good hygiene practices and shower regularly. Staff can force an inmate to shower, if necessary.
Clothing rules for walking to/from showers shall be followed.
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27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

Inmates can speak with employees about issues and concerns. They can schedule to meet with their Classification
Counselor during regular work hours (Monday-Friday, except legal holidays). They can also submit Grievance Forms to
address a valid issue/concern. Correctional Officers and medical staff are available to address valid inmate concerns 24-
hours a day. Emergency grievance forms can also be submitted, according to facility rules.

Inmates shall follow facility rules during emergencies and drills. Staff orders must be followed.

Inmates shall wear issued face masks and/or follow other public health protocols when they are out of their cells, as

directed by the Contracted Medical Provider, the Sheriff's Office, and/or as required by another governing body or
health agency.

Inmates must report to staff all accidents, injuries, or threats of harm by another person(s). The SIU Investigative Hotline
can also be used (508-995-9609). Staff shall respond accordingly.

Inmates shall not possess keys. Possessing tools or hazardous cleaning materials is prohibited, except when issued by
staff for approved purposes. Safety and sanitation rules must be followed.

Inmates shall not use, manufacture, or attempt to manufacture any weapon. This is forbidden.

Inmates shall only use "blue phones’, tablets or “video phones” according to schedule and for approved time periods.
No inmate shall pass along or attempt to save a phone conversation for another inmate.

Inmates shall always make their hands visible to staff. They shall not stand, walk, or talk with hands behind their backs.
They shall not place their hands inside pockets, pants, underwear, or waistline - regardless of weather or temperature.

Inmates are forbidden from attempting, soliciting or engaging in a personal relationship with any employee.

Inmates shall not discuss legal matters or seek legal counsel from staff. Only the Librarian can provide minor legal
assistance to inmates, such as making copies of certain legal forms.

Inmates must report all allegations of staff or inmate misconduct. All allegations of sexual misconduct/abuse shall be
properly investigated by the Sheriff's Office. (See Section "Inmate Sexual Abuse/Harassment (PREA)".)

Inmate access to electronic tablets shall be according to facility schedules. Issued tablets shall be used according to

facility rules. Inmates found damaging, destroying or losing an issued tablet will be disciplined and can be charged for
restitution and can also be criminally charged.

GENERAL HOUSING RULES

The following inmate housing rules have been established. Failing to follow these rules can be a disciplinary offense.
Questions about these rules should be directed to staff

i

Inmates shall wake up by approximately 8:30 AM. Staff shall announce wake-up. Upon awakening, each inmate shall
neatly make their bunks and ensure that their cell is clean and orderly. Inmates can lie on top of their bunks during the
day but cannot lie under sheets or blankets until 8:30PM. Unmade/messy beds must be remade during the day. Bedding
shall be used properly. No inmate shall use their bunk, mattress or bedding to hide contraband. They cannot lie, sit, or
sleep on another inmate's bunk. Cell decorum rules shall also be posted and followed. Failure to comply with these rules
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10.

11.

12.

13.

may result in temporary loss of recreation, phone calls, visits, etc. (Certain inmates may be exempt from these “wake up”
rules for work or medical reasons.)

Inmate housing/cell assignments shall be decided by a collaboration between Security, SIU Investigators and
Classification. They can occur at any time. An inmate can request a new housing/cell assignment, which must be

approved by staff. An inmate can be moved to a new housing area after time in restrictive housing. Housing provisions
shall be made for special need inmates.

Each inmate shall be issued a plastic property container upon arrival. This shall be used to store their property items
(commissary, mail, legal materials, clothing, etc.). General population inmates must keep these containers near their
bunks at all times. Footwear can be kept near or under bunks. No inmate shall hide property from staff. Staff can
confiscate excessive property amounts, Property containers shall be closed shut when not in use. Certain housing areas
can allow an inmate to keep personal property items (e.g. photos, books, drawings, hygiene products) on a desk or shelf.

Inmates shall be disciplined and may also be criminally charged for possessing certain types of contraband.

Inmate living areas must be kept clean, organized, and ready for inspection. Sinks/toilets shall be cleaned and sanitized
regularly. Floors shall be swept and mopped regularly. Inmate workers shall clean and sanitize dayrooms, bathrooms,
showers daily. All inmates shall follow personal sanitization and hygiene protocols.

Inmates can be disciplined, face restitution, and be criminally charged for damaging, defacing, covering, or clogging
facility property, such as cells, doors, windows, bunks, floors, toilets, sinks, vents, lights, speakers, sprinkler heads, walls,

or other furnishings. They shall not attach, hang, or put graffiti on property. Blocking staff access to/from a cell or other
location is prohibited.

Inmates can be disciplined for not immediately reporting damaged or malfunctioning equipment. This includes cell
sinks, toilets, heating systems, bed frames, light fixtures, issued tablets, blue phones, showers, etc.

Inmates shall not cover cell doors, windows, etc. with a towel, bedding, clothing, etc. Wet towels and coats can be hung
to dry on a bed post closest to the wall. (At the Ash Street Jail, inmates can use a towel to temporarily cover their cell
door and/or window while using a cell toilet, but the covering must be removed once finished.) Obstructing staff visibility
into any cell door/window is not permitted.

Inmates shall not place towels or clothing on cell floors or to be used as floor mats. If this occurs, the clothing or towels
will be removed by correctional staff as excess property.

Inmates shall properly wear their issued clothing according to the established Dress Code.

Inmates shall not keep plants or pets.

Inmates shall not bring kitchen meals, beverages, utensils or food containers back to their bunk without permission,
Commissary items must be stored inside an inmate’s property container. Excessive amounts of food is a disciplinary
offense and such food will be confiscated. “Home brew” or other illegal substances will be confiscated and possession
can be criminally prosecuted.

Inmates shall report to their assigned cell/bunk and prepare to sleep when "lights out” is called at 11:15pm. All unit
activity should stop.
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“4. Inmates in general population shall have access to electronic tablets. Access to tablets can be temporarily withheld to
those inmates placed on certain status for disciplinary purposes. Questions about these tablets can be discussed with a
Correctional Officer, Classification Counselor, and other designated personnel.

ADMISSION/ORIENTATION

1. Inmates shall participate in a booking interview and receive an initial medical screen upon arrival.

2. Inmates shall exchange their personal clothing for issued uniforms, other clothing, and footwear following admission.

They shall also be issued a clear, plastic property container, bedding/towels, a hygiene kit, and an ID bracelet. They shall
also be offered a shower in the Booking Area, if needed.

3. Inmates shall receive an initial housing assignment following admission, based on their classification and security status.
Inmate housing concerns should be addressed with a Classification Counselor or Correctional Officer.

4. Inmates shall sign a Statement of Understanding form on the use of issued tablets. This verifies that the inmate has
been notified and understands the general rules governing tablet use. Signed statements shall be placed on file.

5. Inmates shall be asked to participate in the PREA Risk Assessment Screening process upon admission. This includes the
Booking Officer completing the PREA Assessment Screening Instrument. These screening measures shall help staff
examine the risks for possible inmate victimization and/or violence/predatory behavior or abusiveness. Inmates shall
notify their Classification Counselor if this PREA assessment was not conducted following intake.

Inmates shall participate in orientation within 72 hours of arrival, absent emergencies. Facility rules, PREA information,
programming opportunities, facility schedules, etc. will be explained by staff at this time. During orientation, inmates

shall verify in writing that they have been provided information on how to access the Inmate Handbook.

7. Inmates who did not receive these admission/orientation services should notify their Classification Counselor.

CLASSIFICATION

1. Inmates shall receive an initial classification review shortly after arrival. This shall help determine the best housing
location available for them and for the protection to all.

2. Sentenced inmates shall have a classification review hearing every 60 days following their initial classification review.
This shall be conducted by a Classification Counselor, with final determination by Central Classification. A sentenced
inmate shall receive a 48 hour written notice before this initial review. A pre-trial detainee can request that Central

Classification conduct such a review following a change in their classification status. Central Classification shall
communicate review results to an inmate within 10 days.

3. Asentenced inmate or pre-trial detainee shall have up to five days to appeal the results of their classification review.
Written appeals shall be sent to the Superintendent or designee, who shall review and respond to in a timely manner.

COMMISSARY

1. Inmates with sufficient funds in their Inmate Money Account (IMA) shall have access to weekly commissary services.
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11.

12.

Inmates can place a commissary offer by submitting a completed Commissary Order Form into a Commissary box within
their housing area. Incomplete/illegible forms will not be processed. Inmates must know if they have sufficient IMA
funds before ordering commissary. Inmate orders will not be processed due to insufficient funds.

Inmates in general population cannot exceed $90.00 dollars in weekly commissary purchases, unless approved by the
Superintendent or designee. (This amount does not include purchases for sneakers, sweat pants, sweat shirts, fans, or
radios.). Inmates on "Loss of Privilege Status” shall usually have the same access to commissary as a general population

inmate, unless prevented by staff. Inmates in restrictive housing on “Loss of Privilege Status” can only order from the
Restrictive Housing Commissary List.

Indigent inmates can only order one Indigent/Hygiene Kit per week from the commissary.
Inmates can receive a monthly commissary care package (amounting to $100.00) from an approved outside party.

Inmate housing units shall be locked down before commissary distribution. A Unit Officer shall then announce when
inmates can leave their bunks to form a commissary distribution line. Inmates must wear their full uniforms and ID while
in line, act properly and follow staff direction.

Inmates shall receive their commissary order from a commissary worker, who must verify an order before issuance. If
verified, the order shall be handed to the inmate. The inmate shall sign a commissary order receipt if they approve the
order. If not, an attempt shall be made to resolve problem, if possible. An inmate must put their commissary bag(s) into
the trash once they have accepted and opened their commissary order. The inmate can file a Grievance Form if the
problem is not resolved. They can be credited for any errors made with their order. Missing or inaccurate orders will not
be credited once the commissary order receipt has been signed by the inmate.

Inmates should be physically present to pick up their commissary order. If not, staff shall return the order back to the
commissary for redelivery on another day. No other person can accept a commissary order on behalf of an inmate. At
the Ash Street Jail, such commissary orders will remain at Central Control until the inmate returns to that facility.

Inmates can be disciplined for trading or giving away a commissary item(s) to another inmate and/or for accepting a
commissary item(s) not belonging to them.

Inmates must put their perishable commissary food items into the trash before facility transfer or discharge. They shall
have 30 days to collect certain non-perishable commissary items following transfer or released. After 30 days, staff can
re-circulate the unclaimed items for future use, if possible, or dispose such items into the trash.

Inmates shall follow rules regarding the type/maximum amount of commissary/property they can possess at one time.
Inmates shall be notify in advance by staff of changes in commissary delivery schedules, time permitting.

CONTRABAND

There are two types of contraband: High risk contraband includes any item that is inherently dangerous to staff or
inmates, such as weapons, drugs, nude or sexually suggestive photos, images, or drawings, "home brew", tools, keys,
matches, lighters, etc. Low risk contraband is any type of contraband not considered to be inherently dangerous and
high risk, but is prohibited from inmate use. (Examples may include unauthorized commissary or property items.)
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Inmates can be disciplined and may be criminally charged for possessing contraband, especially illegal/high risk
contraband. Staff shall confiscate all contraband from an inmate upon discovery

COUNTS

1. Atleast five formal counts shall be conducted daily by Correctional Officers. Unannounced, informal counts can also be
conducted by Correctional Officers at any time.

2. Inmates shall return to their cells/bunks before a formal count starts. They shall remain there until the count has been
cleared, unless so directed by staff.

3. Inmates can read, talk quietly, use their tablets, or listen to the radio w/headsets during a formal count - except after
"lights out".

4. Inmates must keep their heads and shoulders visible to staff during any count. A Correctional Officer may use a flashlight
or cell light to verify seeing an inmate’s "living, breathing" flesh during a count.

5. Inmates can be disciplined for being absent, making noise, being out of place, exercising, showering, acting
inappropriately, or playing games during a formal count. No inmate should try to speak with a Correctional Officer
during a count, except when the Officer speaks to them first or during a legitimate emergency.

CROSS GENDER INMATES

Cross gender inmates (transgender, intersex or gender non-conforming) shall be asked to complete a “Statement of
Search” Acknowledgement Form upon admission. Once completed, the inmate shall be searched according to their

stated gender preference, absent exigent circumstances. The inmate shall also state their preferred name/pronouns on
the form.

2. Concerns by cross gender inmates about their safety shall be given serious staff consideration. Facility operations, safety,

and security shall, however, be the primary concern. The inmate may be transferred to another cell, unit, or facility,
following staff review.

3. Cross gender inmates shall be able to receive issued property and purchase commissary items consistent with their

gender identity. Personal property items must be commensurate with the security level of the inmate’s facility/housing
area. As such, not all items are available in all circumstances.

4. Cross gender inmates should notify their Unit Officer when they wish to shower. Strict security measures shall be
followed. The cross gender inmate shall not shower at the same time as other inmates. They shall have access to haircuts

and shaving equipment according to facility/housing unit schedules.

>. Employees, other inmates, etc. can be disciplined for failing to communicate respectfully with cross gender inmates.
Derogative language or terminology that perpetuates stereotypes towards cross gender inmates are prohibited.
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DAYROOM AND HOUSING UNIT ACTIVITIES

1. Inmate access to a dayroom is a privilege. Dayrooms shall only be used according to schedule. Inmates who fail to follow
dayroom rules and schedules can be disciplined. Proper inmate dress is required while inside a dayroom.

2. Inmates shall not participate in any day room activity or program until their cell is clean and orderly.

3. Inmates cannot move dayroom furniture without staff permission. Those found damaging dayroom furniture will be
disciplined and could face restitution. No inmate shall use dayroom furniture for exercise purposes.

4. Inmates shall not take an issued tablet outside of their housing area, unless so directed by staff.

5. Inmates cannot start a new dayroom activity or game without permission. Those who sign out for cards or a board game
shall be responsible for not losing or missing any such items. Gambling is prohibited.

6. Inmates shall have access to facility rules and information, which are posted in close proximity to a dayroom. Dayrooms
TV sets can also provide inmates with facility rules and information.

7. Inmates on Disciplinary Detention may have their access to the dayroom suspended for the duration of their sanction.
8. Inmates can be ordered by staff to clean a dayroom, its furniture, and to wash floors, etc.

DISCIPLINE PROCEDURES

I. Inmates can be disciplined for failing to follow facility rules, regulations, and laws. Acts which are felonies or
misdemeanors may lead to prosecution.

2. Inmates who allegedly violated a facility rule or law shall receive a Formal Discipline Report (D-Report) from the
Discipline Officer. A disciplinary hearing shall be scheduled within 7 days from the submission of the D-Report. The
inmate shall receive a copy of the D-Report before the hearing. Upon issuance of a D-Report, staff can place an inmate
on Awaiting Action (AA) status for their own safety, facility security and/or for other non-punitive purposes.

3. Inmate disciplinary hearings and sanctions rendered shall be fair and equitable. Corporal punishment is forbidden.

4. Inmates can receive various disciplinary sanctions for formal or informal offenses. (See "List of Disciplinary Offenses” in
Appendix.) These sanctions include: verbal reprimands, loss of privileges, and/or loss of commissary for a specific time
period, temporary loss of social visits and/or social phone calls, the removal or reassignment from a work detail, extra
work for a specific time period, suspension of tablet use, restitution and/or prosecution. Inmates can also be placed in
restrictive housing for a time period not to exceed 10 days for one offense and no more than 30 days for all violations
arising from one incident or any combination of these sanctions.

5. Inmates on Disciplinary Detention (DD) or Awaiting Action (AA) status can receive cell restrictions or be temporarily
moved to restrictive housing. An inmate on cell restriction can have the following privileges temporarily suspended:
dayroom access, social (non-legal) visit and phone calls, tablet access, access to commissary - except for hygiene kits
and the removal of certain property items and/or any other suspended privileges. Reading materials shall be restricted
to an approved number of books — which is two.

Inmate Handbook (Revised 2()22) Page 11 of 40



Inmates on AA and DD status shall be confined to their cells for 22 hours a day - except for the following reasons: their
two hours of scheduled outdoor recreation, daily access to Med Pass, necessary HSU visits, scheduled court appearances,
legal visits/phone calls, access to showers, access to toilets (where applicable), and/or other approved reasons.

Inmates can appeal a decision(s) and sanctions rendered by a Discipline Officer. To do so, they shall submit a written
appeal to the Superintendent within seven days following receipt of a Discipline Officer's report and sanction(s). The
Superintendent shall render a decision about the appeal within 5 days from its receipt. The inmate shall be notified of

the results within 24 hours of the decision. Once the Superintendent has rendered a final decision, the inmate cannot
take any further action.

Inmates who decide not to sign an Informal Discipline Report shall receive a copy of a Formal Discipline Report from

the Disciplinary Officer. The informal report shall be sent to the Discipline Officer so that the matter can be addressed
formally.

Inmates should review policy 17.01.00 ("Inmate Discipline”) on a legal computer workstation for additional information
on the disciplinary process, sanctions, appeals, etc.

DRESS CODE RULES

Inmates shall be issued uniform tops and bottoms, undergarments, shoes, and other clothing upon arrival. Certain
clothing items can also be purchased from the commissary. Unauthorized clothing shall be confiscated by staff.

Inmates shall wear their complete uniform (tops, bottoms, shoes, undergarments) when outside their cells or off bunk.
T-shirts, shorts, or sweat pants purchased from the commissary can also be worn inside a housing unit or during outdoor
recreation, but at no other facility location. An inmate must visibly wear their issued ID Bracelet.

Inmates shall not wear clothing inside out. T shirts must be tucked inside uniform pants. Underwear and undergarments
shall not be showing. Shirt sleeves and pant legs shall not be rolled up. Layered clothing is only permitted during
approved circumstances, such as for certain work assignments. Pant bottoms shall not be tucked into socks. No clothing
or footwear shall be tampered with, adjusted, dyed, or altered. Gang insignias on clothes or footwear are prohibited.
Inmates issued nightgowns or large shirts must wear them over undergarments, even when inside their own cell.
Inmates issued bras must wear them under a T shirt or uniform top when outside their cell or when off bunk.

Inmates shall only wear issued work clothes, hats, or boots for work related purposes — no exceptions.

Inmates cannot wrap themselves inside a blanket or sheet when outside their cell or off bunk.

Inmates shall not walk barefoot or wear only socks while outside their cells or off bunk, except during an emergency.
Inmates should learn the rules about shower access. For example, footwear can be worn when going directly to/from a

shower. Walking barefoot or wearing just socks while going to/from a shower is prohibited. Shower shoes shall only be
worn going to/from a shower. Inmates shall not expose unnecessary flesh when walking to/from showers.
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10. Inmates shall be issued photo ID bracelets upon arrival. ID bracelets must be visibly worn on the left wrist, absent medical
reasons. No inmate shall attempt to remove their ID bracelet until discharge. They can be disciplined and may be
charged restitution for missing, damaged, tampered or destroyed ID bracelets.

11. Inmates shall wear their complete uniform tops/bottoms, undergarments, footwear and ID bracelet during meals.

12. Inmates shall follow facility rules when wearing their issued winter jackets, such as when walking to/from or during
outdoor recreation or dining hall. Exceptions can also be made for some work details.

13. Inmates can request to wear a poncho for outdoor exercise/recreation purposes during inclement weather.

14. Inmates shall store their unworn clothing inside their plastic property container. Dirty clothing/bedding shall be placed
inside their laundry bag until laundry day. Footwear can be kept near or under bunks.

15. Inmates can only wear their “street” clothing for approved purposes and discharge. (See “Property” for more details.)

DRUG AND ALCOHOL SURVEILLANCE

1. Inmates can be randomly tested for drugs and/or alcohol use. Those who fail to provide a urine sample when so ordered
can be disciplined. Those who test positive for drug and/or alcohol use shall be disciplined and charged for screening
costs. No fees shall be assessed to an inmate for negative testing results.

EARNED GOOD TIME

(. Sentenced inmates serving a sentence of more than 30 days can receive Earned Good Time (EGT) for successfully
completing work, program, vocational or educational assignments. The maximum amount of EGT awarded monthly shall
be 10 calendar days. Inmates shall not receive EGT for violating facility rules, such as:

a. Being removed from a program or transferred from a unit where EGT credits are awarded for program participation
(The credit will be pro-rated for the month);

b. Not meeting attendance requirements;

c. Serving a mandatory court sentence or a portion of a sentence that includes a mandatory term, until the sentence
has been completely served;
Being responsible for violating housing rules or other prohibited actions;
Exhibiting a poor work attitude, work ethic, or program participation;

f. Being placed on Disciplinary Detention after being found guilty of a formal disciplinary offense within the
“disruption” and/or “nuisance” categories of offenses. (EGT shall be awarded based on the inmate's previous
program attendance before Disciplinary Detention.)

2. Pre-trial detainees are not are eligible for EGT credits.

3. EGT credits will be awarded at the beginning of each month for inmate efforts completed during the previous month.

FIRE SAFETY/EVACUATION DRILLS

1. Fire evacuation drills are conducted at least monthly. Inmates who fail to follow staff direction during a drill can be
disciplined. Inmates should become familiar with their housing area’s posted evacuation plan.
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Inmates can, for safety purposes, possess no more than 5 inches of paper products at one time. This includes the total
amount of mail, publications and/or other reading materials they keep inside their property container. Inmates are
responsible for managing the amount of paper goods they possess. Excessive amounts of non-legal paper products can
be disposed of by staff. Inmate possession of flammable items, like cardboard, is prohibited. (Exceptions beyond the 5
inch paper limit can be made by Classification Counselors for certain education, spiritual and legal materials.)

FIGHTS AND OTHER DISTURBANCES

1. Inmates who participate in fights or other disturbances shall be disciplined and may face restitution fees and/or criminal
charges. All fights and disturbances will be investigated. An inmate can be disciplined for not moving away from a fight
area, not following staff orders, and/or not returning to their bunk when a fight/disturbance occurs.

FOOD SERVICES

1. Inmates shall be served three nutritionally balanced meals daily. At least two of these meals will be served hot. Inmates
shall also have access to one or two cups of beverage per meal. Each inmate shall receive the same amount of food and
beverage per meal, except for medical or religious meals. An inmate who acts in a self-destructive or harmful manner

can be served an alternative meal (finger foods). Alternative meals shall not be served as a punishment or for disciplinary
reasons.

2. Inmate meals shall be served inside approved eating areas. Absent emergencies, inmates shall have at least 20 minutes
to eat their meal. No inmate can exchange a served food item with another inmate, such as while waiting in a food line
or before/during/after eating a meal.

.. Inmates must wear their full uniform, ID bracelet, and footwear during mealtime inside a dayroom or dining hall. During
colder months, inmates in certain housing areas can wear their winter coats and/or caps can while walking outdoors
to/from a dining hall. Hats/caps cannot be worn during meals, but approved religious headwear can be allowed, when
approved by security supervisors. Only variations approved by staff are permitted.

4. Inmates shall not listen to a radio during meals. Tablet use will be deactivated by staff before meal time.

5. Before a meal is served inside a housing unit, a Correctional Officer shall order a “lockdown”. Before served inside a
cafeteria, a Correctional Officer shall order inmates to assemble before leaving their housing area. Staff direction shall
be followed during mealtime. Serving lines shall be formed in approved locations. No inmate shall run, act unruly, cut
into line, or roam away from a meal line. Once their meal and beverage is served, an inmate shall sit at a chair/table
designated by staff. After eating, the inmate shall walk back to their housing unit/cell in an orderly manner. Inmates can
be searched any time during mealtime, such as a pat search before returning back to their cell/bunk. Bringing utensils,
trays or meals/drinks back to a cell/bunk is not allowed.

6. Inmates shall clean their area after eating. Food trays (if used) and utensils shall be returned for cleaning. Styrofoam
containers and cups, plastic utensils, uneaten food/drink, and other trash will be put in the garbage. All food not

consumed must go into the appropriate barrel, while all Styrofoam containers, utensils, lids, cups, cardboard must go
into the other barrel.

7. Inmates can submit a Medical Release Form to request a medical diet. If approved by medical staff, the inmate’s name
will be added to the Medical Diet List. Inmates placed on this list shall only eat prepared medical meals until they are
removed by medical staff from the list. Medical meals shall always be eaten inside the inmate's cell/bunk. Evening snacks
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may be served, when medically approved. Medical meals shall override religious meals. There is no fee for medical meals.
Vegan and vegetarian diets shall only be served for religious, not medical, purposes.

8. Inmates can submit a written request to their Classification Counselor for religious meals. Once requested, a meeting
between the inmate and the Chaplain or designee shall be scheduled. If approved, the inmate will sign a Religious Diet
Agreement Form and their name will be added to the Religious Meal List. Inmates shall eat religious meals with other
inmates, except when in restrictive housing where they shall eat such meals inside their cell. Inmates can be removed
from the Religious Meal List, such as for violating the Religious Diet Agreement Form.

GRIEVANCES AND COMPLAINTS

1. Inmates with specific, unresolved problem can submit a written informal complaint to an employee. The employee shall
address the complaint verbally or in writing with the inmate in a timely manner.

2. Inmates can submit an Inmate Grievance Form when they believe they have a legitimate grievance. These forms are
available from a Correctional Officer or Classification Counselor. The inmate must place their completed forms into a
locked Grievance Box. No other person can put this form into the box - no exceptions. All submitted forms will be

collected each business day. The Grievance Coordinator shall process the form within 15 business days, absent valid
time extensions.

3. Aninmate can only submit a Formal Grievance Form for a legitimate concern, such as a valid incident/issue, a condition
of confinement, or a staff application of a rule or policy. Inmates who are dissatisfied with a staff resolution of an informal
complaint can also submit a Formal Grievance Form to the Grievance Coordinator. No inmate, however, can submit a
formal grievance, informal complaint, or appeal on the following issues:

a. Medical or clinical decisions related to their physical, dental or mental health, such as medical diets or treatment
plans. (Inmate malpractice allegations can only be addressed using a Medical Grievance Form.)

b. Petitions for writ of habeas corpus seeking only release from unlawful imprisonment or restraint and in which no
other relief is sought;

Security issues;
Inmate work assignment decisions or an inmate removal from a work assignment;
Filing a grievance form for an issue not directly affected by the matter being grieved;
Matters that staff has no control over (state/federal law, action by a parole or Sex Offender Registry Board, etc.);
Incidents where a separate internal appeal/review exists (discipline, classification, mail rejection or confiscation)
Issues or claims on matters pending litigation in state/federal court;
Court orders or judgments;
Subjects from a prior grievance where a final determination has been made or under review;
Actions against an inmate who has abused the grievance process;
Staff errors or failures to follow established grievance response timelines;
. The replacement of property received due to a settlement of claim;
Staff delay in implementing an approve grievance and/or settlement of claim;
An approved grievance and/or settlement of claim entered into between an inmate and an authorized employee
are final and cannot be grieved again using a new grievance form.

i
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4. Inmates who are dissatisfied with a decision made by the Grievance Coordinator can submit a written appeal to the
Superintendent within 5 business days from receipt of their original decision. The Superintendent shall notify staff of
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10.

any changes made from the Grievance Coordinator's original decision. All appeal decisions are final. Only denied
grievance decision by the Grievance Coordinator can be appealed- not an approved or rejected grievance decision.

Inmates should attempt to resolve a medical complaint verbally with medical staff. If not possible, they can submit a
completed Medical Grievance Form inside a Medical Box. The form must be submitted within 10 business days from a
specific medical issue or complaint. Medical officials shall respond to the grievance in a timely manner. An inmate can
submit a written appeal to the ADS/Medical Services when dissatisfied with a decision rendered by medical staff. The
appeal must be submitted within 5 business days from receipt of the original decision. All appeal decisions are final.

Inmates can submit an emergency grievance for valid reason(s). To do so, they shall write "EMERGENCY" clearly on a
Formal Grievance Form. The inmate shall hand deliver the form to a staff member, such as their Classification Counselor.
Certain emergencies, such as a PREA allegation, shall require a prompt staff response. Inmates should submit a standard
Formal Grievance Form for matters not considered to be a valid emergency.

Inmates can submit a Formal Grievance Form or Emergency Grievance due to PREA allegations of staff sexual misconduct
or harassment. These shall be handled confidentially by designated staff.

The Grievance Officer can refuse an inmate's submitted Formal Grievance Form when a pattern of abuse has been
demonstrated, such as for deliberately making false claims. The form shall be returned with a written explanation. The

inmate’s ability to file another grievance can be suspended, including their ability to submit non-medical and disciplinary
grievances.

Some inmate issues cannot be addressed through the informal grievance process and must always be resolved formally.
Such issues including claims of personal injury, negligence, property, commissary, legal matters, IMA issues, medical
care access, Earned Good Time, meals, access to the grievance process or PREA allegations.

Inmates who flagrantly abuse the formal, medical, or emergency grievance process can be disciplined. Inmates can also
be disciplined for flagrantly or deliberately making false PREA claims.

HAIRCUTS

Inmates can sign up for free haircuts according to schedule or before a court appearance. Only approved hair styles are
permitted. Hair extensions, wigs, corn rows or unauthorized hair styles (such as Mohawks or line cut designs) are not.
Making hair dye is not permitted. Court haircuts must be verified by a Classification Counselor for approval. Inmates
can be disciplined for participating in unauthorized haircutting or for the unauthorized possession of barbering tools.

HOUSING

Inmate housing consists of general population, restrictive housing, special housing units, and certain health care units.
Cells can be with one bed or bunkbeds, including dormitory style living areas.

Inmates shall follow all rules and schedules made for their housing areas. They shall not loiter around staff desks, offices,
computers, law library kiosk, bathrooms or any other unauthorized location.

Inmates can contact their Classification Counselor to request a transfer to another housing location or Sheriff's Office
facility. These requests will be reviewed by Central Classification in a timely manner.
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HYGIENE AND SANITATION ISSUES

1. Inmates shall receive a hygiene kit upon admission. Indigent inmates can order free hygiene products according to
procedure. Inmates with sufficient funds can purchase hygiene products from the commissary.

2. Inmates shall have regular access to showers and a laundry, according to schedule. Staff can discipline an inmate who

is not responsible about their personal hygiene and sanitation. If necessary, staff can authorize an inmate to shower,
clean their living space and/or wash their clothes.

3. One bottle of hand sanitizer shall be available for inmate use at the officer's control desk. The bottle shall be returned
to the officer after use.

4. Inmates shall follow facility rules regarding the number of towels/ hygiene materials they can possess at one time.

INDIGENT INMATES

1. Asentenced inmate or pre-trial detainee can be indigent when they have a total of $10.00 or less in their Inmate Money
Account (IMA) for 60 days.

2. Indigent inmates should notify their Unit Officer or Classification Counselor if they haven't received the following:
a. A free hygiene kit, which includes body wash, deodorant, toothpaste, a toothbrush, and a nail file. To obtain a kit,
an indigent inmate must submit an Indigent Kit Request Form to the commissary. Female hygiene products are also

available without cost. Razors are provided according to classification/housing unit. Indigent inmates can receive
one hygiene kit per week, after submitting a request form.

b. One free paper kit per week, which includes three envelopes, three sheets of paper, and one flex pen. These kits

shall provide the means for an indigent inmate to send out non-privileged mail. Postage is provided by the Sheriff's

Office. (Indigent inmates can also send out an unlimited amount of free, legal/privileged mail per week to approved
persons and agencies.)

C. A reasonable amount of free photocopies of legal documents or legal reference materials from a Legal Research
Computer. To request such copies, an indigent inmate must speak with the Librarian, who shall determine limits on
free photocopies for the legal materials. (See “Legal Services")

d. Clean clothing and bedding, without cost.

e. One free haircut per month.

f. Access to one tablet/earbuds and one set of replacement earbuds while on indigent status.

3. Indigent inmates shall not have access to regular commissary purchases while remaining on this status.
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INMATE MONEY ACCOUNTS

Inmates shall have an individual Inmate Money Account (IMA) activated upon admission. They shall also be issued a
private IMA access number. (Returning inmates shall have their previous IMA reactivated.) With their IMA, an inmate
can purchase commissary, obtain hygiene kits, and pay for restitution, certain fees, services, and non-legal postage.

Inmates can have money, approved checks, tax refunds, and other funds deposited into their IMA by an outside person.

There is a user fee charged for each deposit. A person (visitor, family members, etc.) can deposit money into an inmate's
IMA in the following ways:

a. By using the kiosks inside the lobby of the Dartmouth House of Correction. These kiosks are available Monday-
Friday (8AM-4pm) and on weekends during scheduled visiting hours.

b. By using the online service (AccessCorrections.com) located on the Sheriff's Office website. Funds can be transferred
electronically using a person'’s credit or debit card.

¢. By mailing a tax refund for deposit into an inmate's IMA. Mailings shall be sent to “Secured Deposits — Bristol County,
PO Box 12486 St. Louis, MO 63132.) Personal, bank or cashier checks, money orders, or cash will not be accepted

by mail or by staff for deposit. Inmate checks, money orders or cash will not be forwarded by staff to an inmate's
family, friend, or outside agency.

Inmates can have up to $300 deposited into their IMA per day, regardless of deposit method.

Inmates can have no more than $500 in their IMA at one time. Funds beyond $500 will be placed into a reserve account
by the Sheriff's Office. Funds from an inmate's reserve account will be transferred when their IMA goes below $500 -
but the balance shall only remain up to $500.

Inmates with $100.00 in their IMA can submit a "Withdrawal Request Fund” form to their Classification Counselor to
withdraw funds for bail payments and fees. The Superintendent or designee shall review and may approve this request.

Approved funds shall only be sent to a Clerk Magistrate or Bail Commissioner. Fees charged or incurred shall be owed
by the inmate.

Inmate withdrawals with their IMA account can be cancelled due to insufficient funds, unauthorized transfers, or when
the account has been suspended (“frozen”) for fees owed by the Sheriff's Office or Access Corrections.

Inmates shall not carry money, checks, or other funds. This is contraband. All personal money, checks, or funds belonging

to an inmate upon admission shall be surrendered to staff and secured until discharge or placed into the inmate’s money
account.

Financial transactions between inmates are prohibited.

INSPECTIONS AND SEARCHES

Correctional staff shall conduct at least one inspection per shift. This can include inspections of inmates, their cells/bunks,
and property. These inspections can occur at any time. An inmate is not required to be present when their cell/bunk or
property is undergoing staff inspection. Inmates should be properly dressed during a staff inspection.
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Inmates can be pat searched or searched with an electronic scanning device at any time. Strip searches shall be
conducted according to Sheriff's Office policy.

Inmates will be disciplined for failing to cooperate during a staff search or inspection, especially towards an opposite

gender employee. Inmates shall be disciplined and may be criminally charged for any discovered contraband or rule
violation(s).

INTERPRETIVE SERVICES

The Sheriff's Office shall communicate information to inmates in languages that the majority understand. Certain posters
and other written communications will be translated into Portuguese and Spanish. Translation services for other

languages shall also be coordinated, as necessary. An inmates should contact their Classification Counselor for these
interpretive services.

LAUNDRY SERVICES

Inmates can be disciplined and charged a replacement fee for not cleaning and properly maintaining their issued
uniform, clothing, laundry bags, towels, and bedding. They can be ordered by staff to wash their dirty laundry, when
necessary. Scheduled laundry services shall be provided.

Inmates shall not wash their clothing/bedding inside a trash barrel, sink, shower, or toilet. Shoes or sneakers shall not
be washed or dried with a laundry machine. Blankets shall be laundered according to schedule. Only a correctional
supervisor can approve replacing an inmate's lost or damaged laundry bag.

LEGAL RESOURCES AND SERVICES

Inmates shall have access to legal mail. An attorney's name/title and the words "legal mail" or “privileged
correspondence” must be clearly written on an envelope to be considered legal mail. Envelopes not properly identified
in this way will be handled as regular mail and opened at the Mail Room upon arrival. All rules regarding inmate mail
must be followed. (See "Mail and Correspondence”.)

Inmates shall have access to legal visits, subject to visual monitoring by staff. Legal visits should be held according to
facility visiting schedules, but an attorney can request that a special legal visit be arranged. A reasonable amount of
legal materials can be brought into a legal visit by an inmate/visitor, subject to search. Legal visits are held in a

designated visiting room, unless so authorized by security supervisors. For security reasons, certain inmates can be put
in restraints during a legal visit.

Inmates shall have access to legal phone calls, according to facility schedules. These calls shall not be subject to staff
monitoring. Making unscheduled legal calls can be a disciplinary offense.

Inmates shall have access to legal materials. They can request that the Librarian provide them with certain legal
documents, such as motion/pleading forms. The Librarian can also make copies of original legal documents. Copies are
limited to 20 pages per request and up to 40 pages per week. There will be no charge for copies of such legal documents.

Inmates shall have access to the Inmate Legal Computer Workstation, according to facility schedule. Rules on using
these computers must be followed. Restitution can be charged for damaging or destroying such equipment.
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Inmates can use the legal law library accessible on issued tablets to conduct legal research. They shall be able to receive

and reply to legal e-messages and legal phone calls with their issued tablet. Such conversations shall not be subject to
staff monitoring.

Inmates who are not US citizens can communicate with their home nation’s consulate office. A complete list of consulate
offices is available. Visits/communications between an inmate and a consulate shall be considered “legal”, provided that
facility rules are followed by the inmate and consulate officials.

Inmates shall complete a Library Request Form for access to a Notary Public. A fee will be charged for these services.
An employee who is a Notary Public can provide this service, but can also limit or refuse the inmate request.

MAGAZINES, BOOKS, AND NEWSPAPERS

Inmates can submit a "“Book Borrowing Request Form" to borrow hardcopy library books. The Librarian shall then deliver
the books, if available, within a reasonable time. Library books can be borrowed for up to two weeks, unless the Librarian
approves an extension. An inmate can borrow up to three library books at one time. They shall verify in writing their

responsibilities before accepting a library book. Inmates can be disciplined and charged a replacement fee for any
damaged or missing books.

Inmates can borrow a daily newspaper from a Unit or Block Officer. Once issued, they shall have up to one hour to read
the newspaper. When finished, the newspaper shall be returned back to the Officer. Inmates can be disciplined and may
be charged a replacement fee for losing or damaging a newspaper. The newspaper must be read inside an approved
location, like a dayroom, not inside an inmate's cell or any other unauthorized location.

Inmates can subscribe to newspapers and magazines through their IMA account. General population inmates can also
order hardcover or paperback books by mail. (Ordered hardcover books shall be approved by staff before issuance.) All
incoming publications must be delivered by US Mail from a publisher or legitimate retailer — not by third party mail. The
inmate's full name and ID # must be specifically stated on the incoming newspaper, magazine or book.

The Mail Room shall screen incoming publications for security/safety reasons. When rejected, a written notice shall be
sent to the inmate and publication sender. The inmate shall have 30 days to arrange for the rejected publication(s) to
be picked up by a visitor. If not, the publication will be considered abandoned and can be discarded by staff. An inmate
can request that a publication be held after 30 days, which may be considered by staff for valid reasons.

Inmates can only possess an approved number of publications at one time. (Three books and five magazines per inmate.
Extra religious, programming or educational books are allowed, provided that they do not pose a fire hazard.) This shall
be based on facility rules and inmate classification.

Inmates shall have access to E-books on their issued tablets without cost. (See “"Tablet Use")

MAIL AND CORRESPONDENCE

Inmates shall have access to mail. Mailboxes are located inside each housing unit or other facility locations. Staff shall
collect and deliver inmate mail, Monday-Saturday (except for postal holidays.) Collected mail will be brought to a post
office for delivery. No employee shall place an inmate’s mail into a mail box. Proper postage is required.
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. PERSONAL MAIL/NON-PRIVILEGED CORRESPONDENCE:

a. Inmates can mail up to three personal letters a week. They must write their full name, ID number, cell/unit number,
and facility return address on the left side of the envelope for mailing. (See Page 2 for facility addresses.)

b. Inmates can receive incoming personal mail. Such mail must have the sender's return address clearly written on its
envelope. The inmate’s full name, ID number and cell/unit must also be on the envelope. Staff can search an inmate's
incoming personal mail. An inmate will be responsible for the content of their incoming mail. The Sheriff's Office
shall return an inmate’s incoming personal/non-privileged mail for failing to comply with these rules.

¢. Inmates can be disciplined and possibly prosecuted when found sending or receiving personal mail containing
contraband, written threats, extortion, other illegal acts or violations to Sheriff's Office rules.

3. LEGAL MAIL/PRIVILEGED CORRESPONDENCE:

a. Inmates can send out an unlimited amount of postage free legal mail/privileged correspondence.

b. Inmates can mail or receive privileged correspondence from the following officials: Any officer of the court from the
US or Commonwealth of MA (judges, attorneys, clerks); the US President, the Governor of MA, any member of
Congress, any member of the MA legislature, the US or MA Attorney General, the FBI Director or any FBI agent, the
MA Secretary of Public Safety, the Bristol County Sheriff or Superintendent, the MA Commissioner of Correction, a
member of the MA Parole Board, a member of the MA Governor's Advisory Committee on Corrections and any
District Attorney of the United States.

¢. Incoming inmate mail will be treated as legal /privileged correspondence when the official's name/title/office and
the inmate's name and facility address are clearly written on the envelope. The words “legal mail” or "privileged
correspondence™must also be clearly written on the envelope. Incoming legal correspondence shall be opened by
staff in the presence of the inmate. Staff shall scan (not read) the mail for contraband. Envelopes not properly
identified will be handled as regular mail and opened and searched by the Mail Room.

d. Incoming non-privileged mail containing legal documents will not be considered legal mail, unless it has been sent
from a verified law office or related legal business.

4. Incoming non-privileged/non-legal inmate mail shall be opened, searched, and photocopied by the Mail Room. Staff
shall then deliver the photocopy by hand to the appropriate inmate. The original version of the inmate’s copied mail
shall be kept inside an approved secured location. An inmate request to view the original version of their photocopied
mail shall be denied until discharge. Inmates who are expected to be discharged within 30 days from the arrival of non-
privileged/non-legal mail can coordinate with their Classification Counselor to have their original mail returned back to
them after discharge. The inmate shall have 30 days to retrieve mail on property after discharge. Collection shall be
made from the facility where the inmate was last housed (either the Dartmouth Complex or Ash Street Jail). Mail

remaining on property after 30 days will be destroyed as abandoned property, unless collection arrangements are made
ahead of time with the Sheriff's Office.

5. Inmate legal mail shall be subject to search. Incoming legal mail will only be searched in the presence of the inmate but
can be searched electronically for contraband.
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Inmates will receive written notice when contraband has been discovered inside their incoming mail. (Examples of
contraband include stamps, envelopes, blank paper, writing utensils, newspaper clippings, perfumes, drugs, tobacco,
medicine, inappropriate photographs, images, or clippings, documents printed on an ink jet printer and laminated
items.) Any cash, money orders, or checks discovered within mail shall be documented and then “returned to sender”.
Third party mail will also be “returned to sender”.

7. Inmates can obtain a reasonable number of certified mail envelopes by contacting their Classification Counselor.
Certified mail is available without cost when required by statute or court rule. Inmates cannot use Express Mail, COD
mail, or a private carrier (UPS) to send out their certified mail.

8. Inmate packages shall be searched upon arrival. If unaccepted, an inmate shall have 30 days to arrange a visitor to
retrieve the package. If not, staff can discard the package. Inmates must obtain approval from their Classification
Counselor or another staff supervisor before they can receive a package from a private carrier (such as UPS).

9. Inmate-to-inmate correspondence is permitted-but only between two immediate family members or two inmates who
are co-plaintiffs/defendants in a legal action where both are representing themselves in court. An inmate can submit a
written request to the Superintendent or designee for approval to correspond by mail with another inmate. Specifics
about the inmate relationship must be provided. Unauthorized inmate-to-inmate correspondence shall send it back to

its original sender. (An inmate should speak with their Classification Counselor on whether or not a family member is
considered “immediate” by the Sheriff's Office.)

10. Inmates can correspond by mail with the media. Media mail shall be verified by staff, such as the legitimacy of a reporter
or news organization. Staff shall search media mail as non-privileged mail. No inmate can act as a reporter, publish
under a byline, receive compensation, or obtain anything of value for corresponding with the media.

11. Inmates cannot send any purchased commissary items or facility property to another person by mail.

12. Inmate mail will be rejected if its content is a detriment to the security, good order, or disciple of a facility. Written

notification shall be provided to the inmate and sender when mail is rejected. Both parties can appeal this decision by
writing to the Superintendent.

13. Inmates should complete a “Change of Address" card before discharge or transfer to another correctional facility.

14. An e-message function shall be available to inmates on issued tablets. Non-privileged correspondence will be subjected
to staff review. Legal correspondence shall not.

MEDICAL SERVICES

1. Inmates shall have access to comprehensive medical services 24 hours a day. They cannot be denied medical care while
in custody. There shall be no fees for medical care or medical visits.

2. Inmates shall receive an initial medical screening upon arrival. Following that, a medical exam shall take place within 14

days. Periodic medical exams can also be conducted. Inmates shall be asked to name an emergency contact person
during admission.
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R, Inmate can submit a written Medical Care Request Form (also called a Medical Sick Slip) to request a visit from medical
or mental health staff. The form shall be deposited into a locked Medical Box within their unit or other location. No
other type of request will be accepted. The inmate will see a health care provider within 24 hours. To cancel a scheduled
medical appointment, an inmate must submit a Medical Refusal Form. To reschedule a cancelled appointment, another
Medical Care Request Form shall be submitted. If there is a medical emergency, the inmate should immediately notify
staff verbally. Only staff can help an inmate to help complete the Sick Slip - not another inmate

4. Inmates shall attend medical appointments in full uniform. Restraints can be worn during the visit, if necessary.

5. Medical staff shall distribute prescribed medication to inmates during daily Med Pass. An inmate can be disciplined for
not following staff direction throughout Med Pass. An inmate can bring a cup of water -only water- to Med Pass for
swallowing medication. Inmates shall completely swallow the medication before returning back to their bunks.

6. Inmates shall have 30 days to arrange for a visitor to retrieve any valid medicine they were carrying upon arrival. The
medicine will be destroyed if the inmate fails to do so. Any illegal, unknown, or falsely held medication or syringes,
inhalers, or narcotics will be destroyed by staff or kept as evidence. A new inmate who possesses certain medications

upon arrival (such as nasal spray or nitroglycerine) might be allowed to keep them, if approved by medical staff. Such
medication must be kept inside its original labeled container.

7. Inmates should remember the name of any medication prescribed by medical staff. Possession of non-prescribed
medication is a disciplinary offense. All prescribed medication must be kept inside its original labeled container.

8. Inmates can purchase certain non-prescription medications from the commissary, such as aspirin. Storing these products

outside their original package or for possessing them without proof of purchase is a disciplinary offense. Medical staff
shall not handle any inmate medication purchased from the commissary.

9. Inmates shall have 7 business days from discharge to pick-up their remaining prescribed or purchased medication. These

pickups shall be made at the Dartmouth HOC, according to schedule. A valid ID is required. No other person can pick-
up the medication.

10. Inmates can request that medical staff provide them with a limited supply of prescribed medication before discharge.
Medical staff shall review requests made by 10AM Monday-Friday and may approve them by the next business day.

11. Special needs inmates may be granted special housing accommodations following medical review. This includes extra
clothing, bottom bunk placement, assignment to a handicapped cell, use of braces, crutches, wheel chair, etc.

12. Inmates shall only wear plastic frame eyeglasses — contact lenses are not allowed. A new inmate with metal frame
eyeglasses shall continue to wear them until the Optometrist prescribes them with a pair of plastic frame eyeglasses.
The inmate shall be responsible for their prescribed eyeglasses and can pay restitution for damaged/lost eyeglasses.
Reading glasses can be purchased from the commissary.

13. New inmates wearing contact lenses on arrival shall make arrangement for a visitor to drop off an approved pair of
plastic frame glasses at the Dartmouth House of Correction. If this does not happen, the Optometrist shall prescribe
plastic frame glasses for the inmate. During drop off, the visitor shall place the glasses inside a sealed envelope and
must write the inmate’s name/ID number on the envelope. Medical staff shall approve the eyeglasses before issuance.

Rejected glasses shall be placed into the inmate’s property bag until discharge. The inmate shall then be prescribed
eyeglasses from the Sheriff's Office.
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4. Female inmates shall receive a pregnancy exam upon arrival. Pregnant inmates shall have access to health care. The

15.

16.

ADS/Family Services shall coordinate pregnancy management services.

Inmates should be proactive about their general health and wellness. They should give medical staff complete and
accurate health information. Good personal hygiene should be practiced. They shall receive health and wellness
information upon arrival, including information on hygiene, smoking cessation, family planning, self-care for chronic
conditions, and access to general health care services.

The Sheriff's Office and the Medical Provider have established a program for inmates diagnosed with an opiate use
disorder. This program, called M.O.U.D. (Medication for Opioid Use Disorder) provides a combination of counseling,
therapy, group support and medications to help treat this substance use disorder. Interested inmates shall notify their
Classification Counselor or contact medical professionals on staff. (See the Appendix for additional information.)

PROGRAMS AND SERVICES

Inmates shall have the opportunity to participate in programs and services, depending on classification and housing
status. Such services include educational, religious, vocational, and treatment programming. No inmate shall be denied
access to programming because of their race, ethnicity, religion, origin, disability, gender, gender identity or expression,
or sexual orientation. Program schedules are posted within each facility, housing area, etc.

Sentenced inmates can receive Earned Good Time (EGT) credit for attending and meeting their program requirements.

Inmates must wear their full uniforms and ID bracelets when attending programing. Inmate workers shall wear approved
work clothes and shoes while at work.

Inmates participating in facility programming are subject to search. Possessing unauthorized materials/equipment,
acting unruly or not following staff direction during programming shall be a disciplinary offense.

Inmates shall have access to religious programming and materials, such as the Bible, the Koran, rosary beads, prayer
beads, prayer mats, etc. They can schedule to meet with the Chaplain and/or other religious leaders for assistance. They
can sign up to attend religious services, as scheduled. Special visits with a religious leader can be arranged. Religious
programming is provided without discrimination. Staff will attempt to find a religious leader and materials for inmates
whose faith is not currently represented within the facilities.

Inmates can wear approved religious clothing, head coverings, and medallions outside their cells/bunks for scheduled
religious activities. Religious head coverings can also be worn inside a cell or while on bunk, but not during other
activities, unless permitted. All such religious items are subject to search.

Issued tablets shall offer a variety of spiritual, educational and treatment video programs for inmate use.

Marriage requests for sentenced inmates and pre-trial detainees shall not be approved.

PROPERTY

Property is any item stored within an inmate's property container, property room strap, or other approved locations.
Facility rules and policies regarding inmate property shall be followed.
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Authorized inmate property includes commissary items, personal property (street clothes, money, etc. collected upon
arrival), legal documents, court clothes, transferred property from other facilities, IMA money deposits, medical devices,
religious items and reading materials, publications (books, magazines, newspaper), uniforms, hygiene products, etc.
Personal items/money arriving with an inmate shall be placed inside a Property Room strap until release or transfer.

Unauthorized inmate property is contraband. This includes items not issued by the Sheriff's Office or sold from the
commissary, altered clothing or clothing used for unintended purposes, excessive amount of property items, items
depicting weapons, explosives, escape plans, or plans to injure others, gang related symbols/documents, illegal items,
pornography, sexually suggestive materials, safety hazards, and other items consider to be contraband.

Inmates are issued a plastic property containers. All issued and purchased property items shall be kept inside their
container. Facility lists on the amount of property allowed shall be followed. All property containers are subject to search.

Inmates can only wear their "street” clothing when going to/from court for a jury trial, a jury selection, or before final
release. In all other circumstances, such clothing shall not be worn, including for outside medical visits, to attend a
private showing of a deceased immediate family member or any other approved escort from the facility. Inmates can
keep one set of approved “street clothes” for court matters or discharge. These clothes shall be stored in a property
room strap until needed. Articles of street clothing can be exchanged by submitting a Property Release Form. If
approved, a visitor can deliver the replacement clothing according to schedule. (In the event that an inmate's street
clothes and/or footwear are unwearable, damaged, soiled, etc. they will be allowed to wear one pair of issued uniform
pants, one issued T shirt, and one pair of issued footwear (Bobo's) as street clothing for the purposes stated above.)

Inmates can request to exchange certain property items (uniforms, shoes, socks, underwear, bedding, towels, etc.) during
incarceration. Property exchanges shall be on a “one for one” basis. A Zone/Block Supervisor or a Classification
Counselor can usually grant such requests. If approved, the Property Room shall be notified to facilitate this exchange.

Inmates can carry certain legal and personal materials when transferred to a new location. Facility rules on how inmates
carry property containers during transfer shall be followed.

Inmates can be disciplined for possessing excessive amounts of property. They will pay restitution for damaging or
destroying certain property items. Exchanging or giving away property to another inmate is a disciplinary offense.

The Sheriff's Office is not responsible for any lost or damaged personal property belonging to a sentenced inmate or

pre-trial detainee and is exempt from liability claims arising from alleged neglect in handling or storing such property.
This includes during an emergency situation where inmate personal property may be lost or destroyed.

Discharged or transferred inmates shall have 30 days to arrange pick-up any remaining personal property items left on
the premises. The Sheriff's Office can dispose of unclaimed inmate property after 30 days.

PROTECTION FROM ENEMIES

Inmates should notify staff of any enemies/persons of concern they may have, such as another inmate who was an
enemy “on the street”. They can submit an “Enemy Identification Form” to their Classification Counselor if they believe
an enemy(s) is housed inside their unit/facility. All claims shall be investigated. Valid claims shall be monitored and acted
upon by staff, as necessary. Making false claims or attempting to abuse this process is a disciplinary offense.
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TABLET USE

Inmates in general population shall have access to electronic tablets. Daily distribution schedules can differ by facility or
housing unit and can change at any time. A Correctional Officer shall announce when tablet distribution shall commence.
Interested inmates shall form a line in front of the tablet distribution area. Inmates must wear their full uniform and ID
bracelet. Issued tablets shall be collected at night, according to schedule.

Inmates can activate a tablet by typing in their confidential PIN onto the screen. It is a disciplinary offense for one inmate
to use another inmate’s PIN to activate a tablet.

There are two type of tablet accounts available. One is the “Community” Screen which provides free content to inmates.
The other is a "Made Mine" screen, which provides an inmate access to premium content for a fee. To obtain a “Made
Mine” screen, an inmate must create an Inmate Debit Account (IDA) with Securus Technology and have sufficient IDA
funds to pay the monthly $5.00 subscripting fee (plus tax), along with any addition costs for purchasing music, games,
movie rentals, etc. These costs shall be similar with those charged to the general public.

Inmates shall sign a Statement of Understanding Form upon arrival regarding tablet use. With their signature, an inmate

shall verify that they have been notified and understands the general rules governing tablet use. Signed statements shall
be filed by the Sheriff's Office.

Inmates can carry their tablets to approved locations (cell, bunk or dayroom) during the day. They cannot carry them to
unauthorized locations (the HSU, visiting area or any unauthorized location inside or outside their housing area.)

Inmates shall be responsible for their issued tablets. They shall not place them in a location that is easy for theft, damage
or unauthorized use. To conserve battery power, tablets should be logged off when not in use. The Sheriff's Office or
Securus is not responsible for any unauthorized use or purchase from an inmate’s tablet.

Inmates shall be able to make outgoing legal or social (non-legal) phone calls on their tablets. To do so, each inmate
shall successfully enroll into the Voice Recognition System during booking. Once enrolled, they shall use this system
before each outgoing call. Social/non-legal calls shall be automatically disconnected after 30 minutes. Social calls are
subject to staff monitoring. Legal calls have no time limit and cannot be monitored by staff, absent a court order.

Inmates can receive e-messages on their tablet from an outside source (friends, family, attorneys, etc.) To do so, that
outside source must purchase a coupon from the Securus website, which would allow the inmate to reply or send
messages. Social/non-legal emails are subject to staff monitoring, but legal emails are not.

Inmates must receive permission from an outside party before they can communicate with that person(s) with a tablet.
The Sheriff's Office is not responsible for any person’s refusal to accept phone calls or emails from an inmate. Any inmate
found harassing or threatening others with their tablet shall be disciplined, up to criminal prosecution.

Inmates must use earbuds to activate a tablet's audio feature. New inmates shall be issued earbuds free of charge upon
admission. They can also purchase earbuds from the Commissary. Inmates shall be responsible for the care of their

earbuds/case. They can only possess one set of earbuds at one time and cannot share or borrow another inmate'’s
earbuds. This is a disciplinary offense.
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12.

13.

14.

15.

- Inmates on a certain status shall have their access to tablets temporarily withheld. For instance, an inmate placed on an

Eyeball Watch or who exhibits violent/ aggressive behavior will have their access to a tablet banned or suspended until
their behavior appropriately modifies.

Inmate who have their access to tablets banned or suspended can still have reasonable access to the following functions:
the Inmate Legal Resource Computer, the Inmate Handbook, the Inmate Book Borrowing Program, unit televisions,
incoming/outgoing legal correspondence and legal telephone calls, opportunities for legal visit and phone calls and the

ability to communicate or correspond with persons, organizations or government authorities, subject only to the limits
necessary to maintain order and security.

The Sheriff's Office can temporarily “freeze” one or more inmate tablets for security/safety reasons. An inmate’s access
to a tablet is a privilege, not a right.

No employee should activate or use an inmate tablet, except for legitimate purposes or servicing.
An inmate can file a grievance regarding the malfunction or inoperability of a tablet, as well as for any problems with
purchased made from their Inmate Debit Account. The matter will be forwarded to the tablet vendor (Securus

Technologies) for corrective action. The Sheriff's Office is not responsible for resolving problems with inmate tablets.

TELEPHONE USE

Inmates shall have access to telephones and/or video phones, according to schedule. Upon admission, they shall be
issued a confidential Personal Identification Number (PIN). This number should not be forgotten or shared with others.

If an inmate purposely dials another inmate's PIN, both inmates can be disciplined and may be temporarily suspended
from making non-legal calls.

Each inmate can identify up to 10 confidential PAN phone numbers (Personal Allowed Numbers) to be saved onto the
phone system for 30 days. These numbers can be used to make non-legal, outgoing calls. PAN's will be set up following
admission or soon thereafter. Inmates can update their PAN every 30 days. Dialing mistakes while entering a PAN cannot
be changed until next month, unless staff approved. One inmate should not attempt to use another inmate’s PAN.

Inmates shall have access to make outgoing legal/attorney phone calls. Such access shall not be abused. Staff shall
notify an inmate’s lawyer/legal representative when such abuse is confirmed. An inmate’s ability to speak or meet with
their lawyer/legal representative may be temporarily suspended due to such abuse.

Non-legal inmate calls are a privilege which can be suspended for disciplinary reasons. These calls are subject to staff
monitoring and can be recorded. Inmates shall verify consent to these monitoring procedures by remaining on a phone
after a warning has been played. To refuse these conditions, an inmate must hang up the phone before the warning has
finished. Legal/attorney calls are not subject to monitoring or recording.

Inmates can request to make or receive emergency calls, such as following the death of an immediate family member.
Staff shall verify the inmate's request before granting the emergency call. Staff shall monitor emergency calls.

Inmates in restrictive housing shall have access to legal calls. They shall also have access to non-legal calls after 10 days
in restrictive housing, barring no security/safety concern. (Emergency calls shall be approved for legitimate reasons.)
Inmates on Protective Custody shall have the same phone privileges as general population inmates, unless so authorized.
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10.

11.

Inmates with hearing and/or speech impairments can request staff assistance when using the telephones. They can also
receive assistance when calling a person with a verified hearing or speech impairment.

Inmates, including indigent inmates, can make outgoing legal or social (non-legal) telephone calls on their issued tablets.

Inmates can be disciplined for abusing telephone privileges. They can also have their access to making non-legal calls

suspended, be charged restitution for damaging/destroying a telephone and/or be prosecuted for just cause. Examples
of telephone abuse include the following:

Making harassing, intimidating or threatening calls;

Using profane or obscene language on the telephone;

Calling a present or former employee (who is not a relative) at work or at home:

Calling a witness, prosecutor, judge, juror or other authority involved in the inmate’s prosecution or conviction;
Making third party, conference or “call forwarding” calls;

Conducting a criminal enterprise or violating any laws or ordinances over the telephone;

Making a telephone call to a pager;

Calling a pay call service phone number or attempting to use a long distance carrier;

Making a credit card call;

Making a call to a phone number known to be blocked:

Coordinating a call to be broadcasted live on radio, TV or internet;

Attempting to commit a fraud;

Failing or refusing to end a phone call when so ordered by staff;

Using another inmate’s PIN to make a phone call;

Using an employee phone without proper authority;

Passing a telephone call off to another inmate;

Placing a telephone in use off the receiver so that another inmate can use the phone;

Tampering with, damaging or destroying phone equipment or call stations, including making graffiti;

Calling the phone number of a person clearly listed on a court order for protection and which prohibits
communication with the inmate. (A copy of the court order will be placed into the inmate's file.)

W T OoT OS> 3 T AT DGO 00T

To unblock a telephone number, an inmate shall inform a called party to contact the Inmate Telephone Service Provider.
(The number is 1-800-844-6591) Staff shall not do this - unless the number had been previously blocked. (Prior to
unblocking the number, it shall be verified that the number's owner is willing to accept calls from the inmate.)

See PREA section for inmate access to a confidential, investigator's “hot line”.

TELEVISION AND RADIO USE

Inmates cannot purchase or own an individual TV set. They can watch TV in approved housing units, according to facility
schedules. Watching TV is a privilege which can be suspended or removed at any time. Tampering with, damaging or
destroying a TV set or remote is a disciplinary offense and restitution can be charged. Inmates on Disciplinary Detention
may have their TV viewing privileges suspended.

Inmates can purchase one battery operated AM/FM radio with earplugs from the commissary. These items cannot be
dropped off by a visitor or delivered by mail. These radios can only be played during approved time periods, such as
during counts, during recreation, while inside a dayroom or cell, while on bunk, etc. They shall not be played during
meals, programs, or when so ordered by staff. Inmates in restrictive housing shall not have access to radios. Purchased
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radios shall be engraved with the inmate's ID number on it. No inmate shall give or sell their radio to another inmate or
possess another inmate's radio. Staff can confiscate a radio for legitimate reasons.

3. FM radio stations and some approved videos are available on issued tablets without cost. Movies, music, videos and
other forms of entertainment are available, but must be purchased.

RECREATION/EXERCISE

1. Inmates shall have access to at least two hours of recreation daily. This is usually outdoor exercise, weather permitting.
Recreation times can be rescheduled without notice. Staff shall determine when an inmate new to a housing unit can
share recreation time with other inmates.

2. Inmates shall wear approved clothing during recreation. This includes uniform tops/bottoms or purchased T shirts and
shorts. No inmate can go shirtless or remove other clothing during recreation. Sunbathing is prohibited. Uniform tops
can be worn without a T shirt during warm weather. Winter coats can be worn during colder weather but extra layers of
clothing are prohibited. Ponchos can be requested during inclement weather. Sneakers can be worn during recreation,
but shower sandals and boots are not allowed. Footwear cannot be removed during recreation and going barefoot is
not allowed. Towels cannot be brought into a recreation yard.

3. Inmates shall act appropriately during recreation/exercise activities. Yelling, fighting, and horseplay are not allowed.
Speaking/yelling to inmates inside another area or facility during recreation is not allowed. Carrying exercise equipment
to a cell or bunk is not allowed. Unauthorized recreational activities/games are not allowed.

Inmates must stay within approved recreation areas. Being “out of bounds" (yellow lines) is not allowed.

5. Radios/earplugs are permitted during outdoor recreation. Inmates, however, are prohibited from bringing an issued

tablet/earbuds outdoors, or to on/off unit programming, for any purpose, including during recreation. This can be a
disciplinary offense.

RELEASE/DISCHARGE

1. Sentenced inmates shall receive a Final Release Date Report 30 days before their expected release date. This report shall
specify the day that they are likely to be released from custody. The date can be changed due to behavior or if new
information is presented to staff affecting the release. Pre-trial detainees can be released by the courts.

2. Inmates are usually discharged from custody after 8:30 AM. Prior to release, an inspection of the inmate's living space

and issued property shall be conducted. The inmate can be charged for damaged, destroyed, or missing property or cell
fixtures before they are released.

3. Inmates should make travel arrangements off property prior to being released. Staff shall attempt to make such
arrangements when the inmate fails to do so or when an inmate'’s ride fails to arrive as previously expected.

4. MONEY ACCOUNT CHECKS/INMATE DEBIT ACCOUNTS:

a.  Inmates with money remaining inside their Inmate Money Account (IMA) can pick up a check after discharge. This
can only occur at the Dartmouth HOC Lobby on Monday-Friday 8AM to 3PM (excluding holidays.) A valid/current
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ID photo (Driver's License) must be presented at pickup, but staff may also use the computer system to help verify
ID. (An inmate presenting only their release papers may not be accepted.)

b. Inmates can arrange for another person to pick up their IMA check within 30 days after release, but that person
must have an original, notarized “Power of Attorney” form or other approved document on hand to do so.

c. Inmates can request staff to mail their IMA check to an approved location, such as a residential treatment center or
other facility, following release.

d. Inmates with remaining debts owed can have their IMA frozen after release. If that inmate returns back to the Bristol
County Sheriff's Office, they may not have access to commissary until this outstanding debt(s) is paid.

e. Inmates with money remaining on their Inmate Debit Account for tablet purchases at discharge shall receive a debit
card from the Sheriff's Office with any balance due.

5. REINTEGRATION PROGRAMMING:

a. Sentenced inmates shall be provided with reintegration programming to assist with their successful return back to
the community. Participating sentenced inmates shall review and finalize their Reentry Plan at least three days before
their final release. The Reentry Plan shall outline community services and resources available to them post
incarceration, such as halfway houses, shelters, treatment centers, etc. Priority shall be made for those inmates
posing the greatest risk of re-incarceration due to possible homelessness, mental illness, health issues, substance
abuse issues (s) and lack of social supports within the community.

UNIFORMS

1. Inmates shall exchange their personal clothing for uniforms and other clothing items upon arrival. All uniforms are color
coded, based on inmate classification. Inmates are responsible for the condition, laundering, and replacement of issued
clothing. Socks, underwear, white T shirts and other clothing items can be purchased from the commissary. Inmates can

be disciplined and may pay restitution for altering, damaging or destroying any issued clothing. Inmates shall always
wear their uniforms in a neat and presentable way.

VISITS

1. NON-LEGAL (SOCIAL) VISITS:

a.  Non-legal (social) visits for inmates are considered to be a privilege, which can be temporarily suspended - such as
when an inmate is on a certain disciplinary status, emergencies or due to public health concerns.

b. Facility visiting schedules are posted. Inmate visitors can also see the schedule on the Sheriff's Office website.

¢. Non-legal (social) visits are usually 60 minutes in length, which can be shortened or cancelled at any time.
Business/legal matters should not be discussed during these visits.

d. Non-legal (social) visits are typically non-contact, separated by glass or a screen barrier. Sheriff's Office officials may
allow a non-legal visit to be held in a room without separation, such as with certain social service departments.
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e. Inmates shall complete an Inmate Visiting Form, identifying up to five adults to be screened for possible visits, A
person can be denied visitation, such as when they:

* Are undergoing or have previously been criminally prosecuted;

° Have outstanding/open cases needing court validation;

* Have one or more warrants identified on the Warrant Management System;

* Have been released from a state, federal or county correctional facility in the last six months;

e Have been previously suspended or banned from inmate visits;

* Have failed to provide truthful statements/information on a Visitor Request Form;

e Areon parole and failed to provide written approval from their Parole Officer to visit the inmate:;
¢ Have a criminal history and must obtain permission from the Superintendent to visit the inmate;
° Any other reason, so authorized by the Sheriff or designee.

f.  Inmates shall have the opportunity to revise their list of five approved visitors on a quarterly basis,

g. Visitors shall complete a Request to Visit Form before each visit. This form is available on the Bristol County Sheriff's
Office website. Inmates can obtain this form from their Classification Counselor and mail it to a future visitor. Certain
visiting rules on the form must be followed. Adult and minor visitors and their possessions are subject to search.
Upon arrival, a visitor may be asked to sign additional documentation at Security Reception.

h. Inmate visits can be terminated by staff for not following the appropriate dress code. Inmates must wear full
uniforms, footwear and their ID during visits. Female inmates must wear a T shirt, thermal top, or bra under their
uniform top during visits. Uniform clothing should be neat and presentable.

i.  Inmates and visitors shall follow staff direction. Inmates who fail to do so can be disciplined. Visitors may have their
rights to visit an inmate suspended or cancelled for not following the rules.

J-~ Minors (age 17 or younger) can visit an inmate unless there is a substantial security or health care concern to
withhold these privileges. One or two adults (parents/legal guardians) can accompany one or two minors per visit.
To request a minor visit, an adult must submit to the Superintendent a notarized Minor Visit Form, available on site
or from the Sheriff's Office website. No minor shall be left unattended during a visit or on property. All minor visitors
must remain seated during their visit. Minors are subject to search while on property.

2. LEGAL VISITS:

a. Inmates shall have access to legal visits with attorney(s) and/or legal representative(s). Legal visiting hours are
between 8:00 AM and 9:00 PM daily. Special legal visits can be arranged, when approved by security supervisors.
Legal visitors shall undergo the same screening process as social visitors. Inmates can ask their Classification
Counselor to review a list of "pro bono" (without charge) attorneys, if needed.

b. Attorneys and legal representatives must provide a valid, photo ID card and Bar Card before each legal visit. They
must also comply with the Visitor's Dress Code. They and their possessions are subject to search when on property.

3. Inmates can review policy 20.01.00 (“Inmate Visits") within their unit's computer kiosk for additional information.

4. According to state law, the Sheriff's Office shall control access to the correctional facilities. Conditions under which
inmate visits can be denied, cancelled or rescheduled shali be established, such as during an emergency lasting for an
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extended period of time. Any person can be suspended or banned from visiting one or more inmates when admitting
that person would be injurious to the best interest of security and administration of the Sheriff's Office.

VOLUNTARY WORK ASSIGNMENTS

1. Inmates interested in voluntary work assignments should speak with their Classification Counselor. No inmate shall be
discriminated from a work assignment due to their disability, race, age, sexual identify, religion, or gender. Disabled
inmates who wish to volunteer for a work assignment shall be given a job compatible with their abilities. Approved
inmates shall receive worker orientation prior to assignment, including signing a job description of expected duties.
Inmate workers are subject to search at any time. They can be removed from a work assignment for valid reasons, such

as bad behavior, poor attendance or failing to meet job expectations. Only sentenced inmates assigned to work are
eligible for Earned Good Time credits.

INFORMATION ON INMATE SEXUAL MISCONDUCT/ABUSE (PREA)

1. The Sheriff's Office has established a zero tolerance policy concerning inmate sexual misconduct or abuse. All forms of
sexual activity in the Bristol County correctional facilities are prohibited. Inmates shall be free from intimidation or

pressure from staff, inmates, or others to perform or engage in sexual behavior- regardless of their current situation or
sexual orientation.

2. Sexual misconduct is defined as any behavior or act of a sexual nature directed towards an inmate by one or more
employees, inmates, or other persons. This includes acts or attempts to commit acts including, but not limited to:

a. Any form of sexual battery, assault, abuse or activities providing for the sexual gratification of another;

b. Any form of sexual harassment, sexual conduct, obscenity or an unreasonable invasion of privacy;

Any contact with an inmate’s genitals, buttocks, breasts, or inner thigh, whether clothed or unclothed, by another
inmate or employee, unless conducted by a medical professional for legitimate medical purposes or by trained
correctional professionals for reasons related to official duties.

Any display of an employee’s uncovered genitalia, buttocks, or breast(s) in the presence of an inmate;

e. Any form of voyeurism, or an invasion of inmate privacy, for reasons unrelated to official duties - such as peering at
an inmate showering or using a toilet to perform bodily functions; requiring an inmate to expose their buttocks,
genitals or breasts and taking images of all or part of an inmate's naked body or while they are performing bodily
functions.

f. Any repeated or unwelcome sexual advances, requests for sexual favors, or verbal comments, gestures, or actions
of a derogatory or offensive sexual nature, including demeaning references to gender, body, or clothing by an
inmate or staff directed at another inmate. This includes conversations or correspondence that suggests a romantic
sexual relationship between an inmate and any person referenced above.

g. Any attempt, threat, or request by an employee to perform any of the activities described above.

3. Inmates shall receive written and verbal PREA information regarding sexual misconduct/abuse on arrival. They should
also read and understand Sheriff's Office's procedures prohibiting all intentional acts of sexually abusive behavior or
intimacy between inmates or with an employee, contractor or volunteer, regardless of consensual status.

4. PREVENTION OF SEXUAL ASSUALT AND ABUSE: Inmates are the key to preventing sexual assault, abuse and
misconduct within the facilities. Reporting inmates can help prevent such actions from repeating. There are several
examples of behaviors inmates can practice to help prevent sexual misconduct, assault, and abuse:
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Avoid situations that encourage sexual misconduct, such as conversations about sexual activity;

Leave a situation (if you can) where you are uncomfortable and fear that there is sexual risk;

Be aware of your surroundings. Avoid areas where staff/inmate visibility is limited or non-existent;

Carry yourself with confidence. Avoid looking like a victim who is easy to subdue, coerce, and control;
Say NO to advances from others that seek sexual contact;

Don’t accept gifts such as commissary items or personal property. Do not get into debt to other inmates.
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REQUESTING HELP: Inmates who believe they are victims of a PREA related assault or misconduct must tell staff or
someone else who can help. Such matters shall be handled confidentially. Inmate victims shall be protected. Physical
protection shall be provided, as well as medical and mental health services. Reporting inmates allow staff to help protect
others by investigating, isolating, and prosecuting the abuser. All reports concerning the identity of an inmate victim is
classified and shall be limited only to those employees on a "need to know" basis.

Inmates can report allegations of sexual abuse or harassment to appropriate staff by:

Reporting the allegation verbally to an employee, a medical/mental health professional, chaplain, etc,;
Submitting a Sick Call Slip to meet with and/or report to medical staff during sick call;

Forwarding a written emergency grievance to the Grievance Coordinator:

Forwarding a written note (marked “confidential) to a medical/ mental health professional, the PREA Coordinator,
Grievance Coordinator, chaplain or other employee;

Calling or writing someone outside the facility who can notify facility supervisors;

Mailing a letter to the Superintendent at 400 Faunce Corner Road, North Dartmouth Ma, 02747,

g. Using the STRICTLY CONFIDENTIAL hot line which goes directly to investigators. There is no charge for this call.
To access the hotline, dial PIN # 959606, then 508-995-9609.
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OUTSIDE REPORTING PROCESS: Inmates can report allegations of sexual abuse or harassment to the Bristol County
District Attorney's Office, Special Victims Unit, 218 South Main Street, Fall River MA 02720 (Confidential Toll Free
Number: 774-627-1830 or 508 -997-0711- After 4PM) ICE Detainees may also contact: Immigration and Customs
Enforcement, 10 New England Executive Park, Burlington MA, 02803 (Confidential Toll Free Number: 781-359-7500)

VICTIM ADVOCATE SERVICE: Inmates can confidentially contact an outside victim advocate regarding incidents of
sexual abuse or harassment. This service shall only be contacted for crisis intervention, information and emotion support
- not for reporting purposes. Inmates may contact this service as follows: The New Bedford Women's Center, 400 County
Street, New Bedford MA 02740, (Confidential Toll Free Number: 508—996}-6636)

ENCOUNTERS WITH STAFF OF THE OPPOSITE SEX: Male and female employees can enter an inmate housing area at
any time, as well as an inmate’s cell/living area. Inmates and staff are expected to act in an appropriate and respectful
manner at all times. Inmates are required to be properly dressed inside their housing unit- except when bathing or for

sanitation purposes. Rules on inmate encounters with staff of the opposite sex shall be announced throughout the day.
Inmates who fail to follow these rules shall be disciplined.

PROHIBITION AGAINST RETALIATION: One inmate cannot retaliate against another for reporting a complaint of
sexual misconduct or abuse, assisting in making such a report or for cooperating in a staff investigation of such a

complaint. This is regardless of the merits or disposition of the complaint. Such retaliation is regarded as a serious matter
and shall result in disciplinary action.
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© 0. INVESTIGATION: To determine the nature and extent of alleged misconduct, all inmate claims of sexual abuse or
~ misconduct shall be investigated. An inmate may be asked to give a statement and may be asked to testify if criminal
charges are brought against an assailant. As necessary, the inmate/victim will be provided appropriate housing to ensure
their safety. Inmates found violating PREA rules will be disciplined and may be criminally charged. Staff found violating
PREA rules will be disciplined, up to and including termination, and may face criminal prosecution.,

11. TREATMENT AND COUNSELING: Inmates who alleged that a sexual assault occurred will be immediately taken to the
Dartmouth HSU for an emergency medical care/mental health referral. If warranted, as based on the time and extent
of the allegations, the inmate may be transported to an outside hospital. An inmate/victim will also be referred to a

Victim Advocate. A Chaplain or a mental health professional may also be contacted to provide further counseling
assistance, as necessary.

12. EALSE COMPLAINTS: Any person (staff, inmate, etc.) who knowingly files a false complaint of sexual abuse or
harassment will be subject to disciplinary action and prosecution.

REMEMBER: Inmates are encouraged to read this handbook or speak with staff for more information on how to be

protected and how to prevent sexual abuse and sexual harassment. They can also consult policy 03.06.00 in the computer
kiosk for additional information. '

REPORT CONFIDENTIALLY. GET HELP. KEEP OUR FACILITIES SAFE.
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LIST OF DISCIPLINARY OFFENSES

The current list of MAJOR DISCIPLINARY OFFENSES shall include, but not limited to, the following: (Depending on the severity of the
offense, those underlined below may be MAJOR or MINOR offenses.);

1-01
1-02
1-03
1-04

1-05
1-06
1-07
1-08

1-09
1-10
1-11

1-12
1-13
1-14
1-15
1-16

1-19
1-20
1-21
1-22
1-23

1-24

1-25

1-26

1-27

1-28
1-29

1-32

1-33
1-34

Disobeying an order, lying, or providing false information to a staff member.

Failing to maintain acceptable cleanliness or appearance of a housing area.

Being out of place.

Unexcused absence from, willful failure to properly perform, or refusal to accept a work assignment, housing assignment or
program.

Conduct which disrupts or interferes with the security or orderly running of the institution.

Gambling or possession of gambling paraphernalia.

Misuse or waste of issued supplies, goods, services, or property.

Horseplay, including but not limited to, wrestling, scuffling, roughhousing, jostling, sexually suggestive conduct, disruptive
or loud conduct, or other conduct creating a disturbance.

Lost Inmate ID's or Tablet.

Use of obscene, insolent, abusive or threatening language, actions or gestures to any inmate, staff member or visitors.
Possession of any photographic, hand drawn material, unauthorized publication and/or image from a tablet that depicts
sexually explicit acts, and/or nudity.

Throwing objects, materials, substances or spitting at another.

Possession of items, including money or currency, not authorized for retention or receipt by the inmate.

Being tattooed while incarcerated, tattooing another, or possessing tattoo paraphernalia and/or body piercing.

Violating library procedures, including newspaper and book loan procedures.

Violating any department rule or regulation, or any other rule, requlation or condition of an institution or community based
program.

Violation any law of the Commonwealth of Massachusetts or the United States.

Attempting aiding or conspiring with another person to plan or commit any of the above offenses, in all categories of
severity, shall be considered the same as the commission of the offense itself.

Killing.

Assaulting or threatening to assault a staff member, another inmate, visitor, etc.

Fighting with or threatening another person with any offense against their person or property.

Committing sexual assault on a staff member, another inmate, visitor, etc.

Engaging in sexual acts, including indecent exposure, or subjecting another person to sexually harassing conduct, through
physical action, and/or verbal or written statements, and the other person does not express or imply consent to the accused
inmate's conduct.

Attempting to escape, escaping from custody or possessing escape tools.

Manufacturing, possessing, introducing, transferring or using any narcotic, controlled substance, illegal drug, unauthorized
drug or associated paraphernalia.

Manufacturing, possessing, introducing, transferring or using intoxicants and alcohol, or possession of ingredients,
equipment, formula, or instructions that are used in making intoxicants and alcohol.

Participating in or encouraging a riot, work stoppage, or unauthorized group demonstration.

Taking or holding any person hostage.

Making a bomb threat or possession, manufacture or introduction of an explosive device or any ammunition, or any
components of an explosive device or ammunition.

Possessing, manufacturing or introducing a gun, firearm, weapon, ammunition, sharpened instrument, knife or poison or
any component thereof.

Possessing, manufacturing, introducing, using, distributing or selling any tobacco, tobacco products, tobacco-like products,
associated paraphernalia or vaping equipment or facsimile.

Interfering with staff members, medical personnel, firefighters, or law enforcement personnel in the performance of their
duties.

Causing injury to another person by resisting orders, resisting forced movement or physical efforts to restrain.
Setting fire or making a false fire alarm.
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1-35
1-36
1-37
1-38
1-39

1-40
1-41

1-42
1-43

1-44
1-45

1-46

1-47
1-48

Vandalizing, destroying, mutilating, defacing or damaging BCSO property or the property of another person, including, but
not limited to, flooding a cell or another facility area, causing a biohazard, stealing, damaging Inmate ID, etc.

Threatening to vandalize, destroy, mutilate, deface or damage county property or the property of another person, including,
but not limited to, flooding a cell or other area of the institution, causing a biohazard, stealing or damaging Inmate ID,
Tablet, etc.

Unauthorized possession of property belonging to another person.

Stealing property or possessing stolen property, including an Inmate ID or Tablet;

Tampering with, damaging, blocking or interfering with any locking or security device, door, gate or window, or with alarms,
fire extinguishers, fire hoses, fire exits, or other firefighting equipment or devices.

Deliberate and/or unauthorized misuse or accumulation of prescribed medication.

Refusing to submit to a urinalysis, breathalyzer, or other standard sobriety test or fajlure to provide a urine sample when
ordered to do so by a staff member without medical or mental health justification.

Refusing or failing to submit to testing required by statute, or order, such as DNA blood tests, when so ordered.

Failing to comply with count procedures or causing an inaccurate count by means of unauthorized absence, hiding,
concealing oneself or other form of deception or distraction.

Possessing, manufacturing, or introducing unauthorized keys.

Counterfeiting, forging, misrepresentation on or unauthorized reproduction of any document, article or identification,
money, security or official paper.

Giving, selling, borrowing, lending or trading money or anything of value to, or receiving, accepting or purchasing money
or anything of value, either directly or indirectly, from another inmate, an inmate's friend or family, or any other person, for
any purpose, including an illegal or prohibited purpose and the rendering legal assistance.

Giving, receiving or offering any official or staff a bribe or anything of value for an unauthorized favor or service.
Receiving, accepting or obtaining goods, services, money or anything of value by fraud, embezzlement, larceny or false
pretense, including money or other negotiable instruments for deposit to an Inmate Money Account that is returned by a
financial institution as counterfeit or for insufficient funds.

Committing extortion, blackmail, or demanding/receiving money or anything of value in return for any reason including the
protection against others or under threat of informing. 3
Wearing or displaying colors or any types of emblem, insignia or logo suggesting possible membership or affiliation with a

security threat group, party or other association whenever such wearing or display may, in the opinion of the Superintendent,
pose a threat to the security, good order and safety of the institution. ‘

Abusing telephone/tablet privileges by using profanity, making threatening, obscene, unauthorized, third-party calls, calls
to 800, 900 or blocked telephone numbers, or attempting to defraud the telephone company or tablet vendor.

Using another inmate’s Personal Identification Number (PIN) to make telephone calls or use their tablet.

Defacing, altering or obscuring an inmate ID number affixed to inmate property, (radios, fans, sneakers, etc) or possession
of such an item.

Violating_law library procedures, legal computer procedures, unauthorized use of the law computers, etc.

Providing inmate legal assistance or services including preparing or assisting in the preparation of legal documents,
conducting legal research, reading or reviewing legal documents or correspondence, etc.

Possessing and/or using unauthorized property, such as property belong to the Sheriff's Office, another inmate, or another
person;

Possessing or concealing, or attempting to possess or conceal, Sheriff's Office property, property of another inmate or
property belonging to another person with the intent to steal, damage, destroy, use the property in an unauthorized manner
orin violation with state/federal law or Sheriff's Office rules or to interfere with the orderly operation of a facility, disciplinary
proceeding or investigation and/or prosecution by the Sheriff's Office investigators or outside law enforcement agencies.
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MAXIMUM AMOUNT OF PROPERTY ITEMS ALLOWED PER INMATE

BELOW IS THE MOST CURRENT LISTING OF PROPERTY ITEMS THAT AN INMATE MAY POSSESS AT ONE TIME. AN INMATE CAN BE
DISCIPLINED FOR POSSESSING EXCESSIVE AMOUNTS OF PROPERTY, WHICH WILL BE REMOVED.

1.

The following items will be issued to new inmates by the Sheriff's Office upon arrival:

vatZ?
Bedding/Towels: Two sheets, one blanket, one laundry bag, 9né' towel.

b.  Clothing: Two uniform tops/bottoms. One thermal top (seasonal). One coat (seasonal). No more than six pair of socks, six pair

of underwear, and six bras (females only, unless so authorized). One nightgown (female only, unless so authorized). One pair
of shoes or sneakers. One hygiene kit. One roll of toilet paper - issued by staff inside units.

2. The following depicts the maximum number of commissary items an inmate may possess in their cell/bunk at one time:

a.

Hygiene Products: No more than two bars of soap, two bottles of shampoo, and two bottles of conditioner. No more than two
bottles of Summer's Eve (females only). One tube of toothpaste, a toothbrush holder and one bottle of mouth wash. One soap
holder. One brush. No more than three razors and one container of shaving cream. One container of skin care lotion. One

container of foot powder. One face cloth. One container of Q-Tips. One container of Noxzema. One container of after shave. One
bottle of cocoa butter oil.

Medical Products: No more than five packets of Tylenol and/or Motrin. No more than two packets of protein powder. One
packet of Tums and/or Rolaids. One container of vitamins. One bottle of acne medication. One container of hydrocortisone
cream. One lip balm. One order of Fixodent and/or Efferdent. Approved Keep-On-Person (KOP) medication.

Food Products: Those available for purchase from the commissary (cakes, chips, coffee, cookies, candies, jelly, peanut butter,
“Slim Jims", soup, sweetener and sugar packets, pasta sauce, cheese) One plastic bowl. One plastic coffee cup.

Clothing: One pair of sweat pants. One sweat shirt. One pair of sneakers (Reeboks, unless otherwise approved by medical). One
pair of shower shoes. No more than two pair of gym shorts. No more than 6 white T-shirts (8 for kitchen workers.)

Stationary Items: An approved number of US stamps, as well as an approved number of letter and legal size envelopes. Up to

two art pads and/or writing pads. One pencil. One address book. One colored pencil set. One eraser. One dictionary. One mirror.
One photo album.

Religious Items: One Bible or Koran. (Other religious items or spiritual books can be available, if approved by the Chaplain).

Electronic Items: One approved AM/FM radio with one approved headset. One pack of batteries. One Tablet, issued daily by
staff. One set of tablet earbuds - either provided by the Sheriff's Office or purchased from the Commissary.

Games: One deck of cards.

3. Publications: An inmate may possess three soft covered books available by mail from a publisher, book club or legitimate
retailer/book store-but not by third party mail or visitor. Hardcover books must be approved by the Superintendent or designee.

Inmate subscriptions to magazines and newspapers are permitted. An inmate can possess up to five magazines at one time.
Newspapers older than one week should be discarded.

4. Towels: Towels can be issued by staff. Towels can be purchased through the commissary. Inmates who buy towel(s) from the
commissary must return those issued by staff. Inmates possessing more than two towels at one time shall be disciplined.
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MEDICATION FOR OPIATE USE DISORDER (M.0.U.D)

M.O.U.D is the use of medications, in combination with counseling and behavioral therapies, to provide a “whole patient
approach” to the treatment of substance use disorders. Research shows that a combination of medication and therapy can
successfully treat these disorders, and for some people recovering from addiction, M.O.U.D can help sustain recovery.

Inmates accepted into the M.O.U.D program will have the opportunity to meet with many members of the health care team-
all dedicated inmates and their overall wellbeing. This team-based approach will allow health care professionals to provide
inmate participants with thorough, compassionate care to support while they are in the M.O.U.D. program, all dedicated to
the inmates and their overall wellbeing. The goal is to help stabilize inmate participants and to provide continuity of care
while they are held at the Sheriff's Office.

The MOUD program offers the following services: Addiction education and screening; medication management

consultations; mental health medicine and counseling; group support and a team based interdisciplinary treatment plans
centered on substance use disorder prevention and management.

The benefits and risks of inmates participating in the MOUD treatment program include: a) stabilizes the brain functions; b)
Long term treatment can reverse some of the damage; c) allows people to function normally-they can continue to work, go
to school etc. ; d) relieves withdrawal symptoms and reduces cravings; e) may cause withdrawal if stopped abruptly; f)
medications are controlled substance with abuse potential; g) medication side effects and interactions; h) risk of overdose
or fatality especially if taking benzodiazepine's

The benefits and risks of not receiving MOUD treatment include: a) the medications used in MOUD can produce unpleasant

de effects; b) some of the medications used in MOUD are at potentially addictive themselves. Eventually, the user will have
to taper down the dosage of these to become totally drug free; ) if a person in MOUD relapses, their tolerance level to the
original drug of abuse is often lowered; d) If the person uses the original drug, their risk of overdose is increased.

M.O.U.D MEDICATION ADMINISTRATION: Medication administration will take place as scheduled. Methadone,
buprenorphine and oral naltrexone will be provided and administrated by Nurses.

MEDICATION/DISPENSING GUIDELINES

Inmates participating in the MOUD program should be prepared to show ID to the Nurse before receiving their daily
medication as well as before providing a toxicology sample. The Nurse should ask the inmate their name prior to giving the
medication. Inability to provide identification may result in the inmate not receiving their medication for that day.

Inmate refusals to take their medication will be documented, which shall be maintained in their medical record.
A nursing assessment may conclude that an inmate’s dose needs to be held due to any number of conditions, such as
intoxication, mental status changes, seizure activity, or other medical conditions.

Inmates will need to provide toxicology samples upon request. Inability to provide a toxicology screen will be considered a
positive result. Toxicology samples are obtained through collections of urine specimens. Inmate participants shall be asked

to provide toxicology samples a minimum of 15 times per year or which may be collected as many times as deemed
appropriate by the medical and clinical staff.

Inmate participants shall have the MOUD medication administration process explained by staff. Participants who fail to
omply fully can result in closer monitoring to avoid diversion.
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“* unit rules and regulations are expected to be fully complied with by all involved.

PROGRAM RULES AND GUIDELINES

Inmate participants are expected to attend program activities regularly, respect the confidentiality of others and not engage
in disruptive behavior. To comply with their treatment plan, inmate participants are expected to be compliant with their
treatment plans as well as their signed admission agreement.

FAMILY COUNSELING SERVICES

M.O.U.D is not a standalone treatment approach. In order to ensure recovery, inmate participants must address the root
causes of the substance use disorder. This can be supported by incorporating behavioral health care, group programming,
and community supports to their treatment plan.

Inmate participants will attend classes, programs in counseling as part of the recovery program.
Upon release, the Sheriff's Office will help inmates transition to an outside, long-term community- based treatment
center,

e Educational handouts and pamphlets on resources to support families will be provided as needed. Programming
based on the foundations of Al-anon, Narc-anon and Gam-anon will also be provided as a support service.

e The Sheriff's Office can assist in locating post release, family counselling for inmate participants.

DISCHARGE
mates can be discharged from the MOUD for the following four types of possibilities:

» Against medical advice (AMA) - the inmate requests a “taper” when illicit opiate use continues. Inmates are detoxed
according to protocols written by a medical provider. Orders written by the medical provider for detoxification once
an AMA detox begins, cannot be stopped for any reason.

® Administrative- The inmate is in violation of one or more of the program rules and is detoxed for administrative
reasons per medical protocol and per orders from the medical provider. '

® Self-Initiated- this is initiated by the inmate in the presence of drugs other than opiates, such as cocaine, marijuana,
stimulants, and other illicit drugs. This method is not clinically or medically recommended.

o Therapeutic Methadone Tapering- the inmate is successful in treatment and tests negative for all illicit drugs.
Medical staff agree that the inmate is ready to taper off methadone.

Sheriff's Office staff will assist health care professionals with an inmate’s discharge planning prior to release.

ADMISSION TO THE M.O.U.D. PROGRAM AT B.C.S.0

An inmate participant remains at a "guest dose status” and will be transitioned to become a patient of the MOUD program
with a full medical and clinical admission process being completed.

INMATE PATIENT RIGHTS

The Sheriff's Office shall makes every effort to safeguard the rights of each inmate participate during MOUD treatment and
discharge. These inmates are entitled to receive clinical services in the most appropriate setting available. They shall also
¢ ave the right to be fully informed of their individual rights, as specified by MA General Laws and DPH regulations. The
“-sheriff's Office ensures that the rights of the inmate served are explained in the language that they understand.
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-~ <“ONFIDENTIALITY

The Sheriff's Office treats the information in every inmate participant’s medical record as both privileged and confidential.
Information shall only be made available in conformity with all applicable laws and regulations.

Written consent of inmate participants is required to disclose information to anyone outside the Sheriff's Office. Releases
of information may be obtained for continuity of care purposes. Records are protected under the federal regulations

governing confidentiality of alcohol and drug abuse patient records, 42 capital C. F. R. Part 2, and cannot be disclosed
without written consent.

In rare circumstances, the Sheriff's Office may disclose information without inmate consent. The agency is mandated to
report such things as actual or suspected child abuse, elder abuse, intent to commit a crime, intent to harm self or somecne
else and if the Sheriff's Office is presented with a signed order from a judge.

END OF HANDBOOK
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THE COMMONWEALTH OF MASSACHUSETTS

OFFICE OF THE
BRISTOL COUNTY SHERIFF

400 Faunce Corner Road

THOMAS M. HODGSON North Dartmouth MA 02747

SHERIFF
TEL: (508) 995-1311
FAX:{508} 998-5074

To whom it may concern:

Please be advised that I have reviewed and approve the latest revision of the Inmate Handbook, which was
prepared in January 2022,

3/%’ /Mﬁ»

e Date

Steven S
Superifffendent




THE COMMONWEALTH OF MASSACHUSETTS

OFFICE OF THE
BRISTOL COUNTY SHERIFF

400 Faunce Corner Road
THOMAS M., HODGSON North Dartmouth MA 02747
SHERIFF

TEL: {508) 995-1311
FAX:(508) 998-5074

To whom it may concern:

Please be advised that I have reviewed and approve the latest revision of the Inmate Handbook, which was
prepared in January 2022,

o / g / P2
Steven S =~ Date
Superirftendent




THE COMMONWEALTH OF MASSACHUSETTS
OFFICE OF THE

BR‘STOL COU NTY SHER!FF 400 Faunce Corner Road
Dartmouth, MA 02747-1273
TEL. (508) 995-1311
PAUL HEROUX FAX.(508) 995-7835
SHERIFE mlo@beso.ma.org
www.heso.ma.us
TO: Sheriff Paul Heroux
FROM: ADS Michael F. Foley
DATE: November 30, 2023
RE: Revision to Inmate Handbook
Sir:

In accordance with policy 19.01.00 Mail and Communicartions, | am requesting that an
addendum be added to the Inmate Handbook to revise the following;

Page 20, section 3

Current language:
a. “Inmates can send out an unlimited amount of postage-free legal mail/privileged
correspondence. ”

Revision:

a. “Indigent inmates can send out an unlimited amouni of postage-fiee letters each
week for privileged confidential correspondence as specified in subsection b, as well as
(o their attorney of record on pending criminal matters.”

b. An inmate can mail or receive privileged correspondence from the following
officials: Any officer of the court from the US or Commonwealth of MA (judges,
attorneys, clerks); the US President, the Governor of MA, any member of Congress, any
member of the MA legislature, the US or MA Attorney General, the FBI Director or any
FBI agent, the MA Secretary of Public Safety, the Bristol County Sheriff or
Superintendent, the MA Commissioner of Corrections, a member of the MA Parole
Board, a member of the MA Governor’s Advisory Committee on Corrections and any
District Attorney of the United States.

Approved:

@/\\w e 1 /2o a2

Paul Heroux, Sheriff Date




THE COMMONWEALTH OF MASSACHUSETTS
OFFICE OF THE

BRISTOL COU NTY SHERIFF 400 Faunce Corner Road

Dartmouth. MA 02747-1275

TEL. (508) 995-1311
PAUL HEROUX FAX. (508) 995-7835
SHERIFF infol@bcso.ma.org

www.bcso.ma.us

TO: Sheriff Paul Heroux

FROM: Michael F. Foley, Director of Policy and Compliance
DATE: February 7, 2024

RE: Revision to Inmate Handbook

Sir,

I am requesting an addendum to the Inmate Handbook to revise the following:

Page 4 - Mission Statement

Current:

The Bristol County Sheriff's Office is an organization of public safety professionals committed to serve and protect the people
of Bristol County.

Recommended Revision:

The Bristol County Sheriff's Office is a public safety organization committed to care, custody, control, and rehabilitation of
inmates. The Bristol County Sheriff’s Office strives to promote a work environment where employees feel valued and have a
sense of purpose in their daily work, and will assist other public organizations when needed.

Page 12 — Dress Code Rules

Current:

2. Inmates shall wear their complete uniform (tops, bottoms, shoes, undergarments) when outside their cells or off
bunk. T-shirts, shorts, or sweatpants purchased from the commissary can also be worn inside a housing unit or during
outdoor recreation, but at no other facility location. An inmate must visibly wear their issued ID Bracelet.

Recommended Revision:

2. Inmates housed in the Dartmouth HOC or Women’s Center shall be required to wear their “full uniform” (e.g. scrub
tops, scrub bottoms, undergarments, proper shoes/socks, and inmate ID properly displayed) when outside their
housing unit, when attending programming, when meeting with staff within their unit and during the serving of
breakfast, lunch, and dinner at any central feeding location. For any other out-of-cell activity within a housing unit,
a T-shirt/sweat top, shorts/sweat pants, sneakers, undergarments and visible ID shall be worn.

3. With the exception of outdoor recreation, all inmates at the Ash Street Jail shall wear their “full uniform” (as
established above) when outside their cell.

Approved:

Phe I 3 /2 (3y

Paul Heroux, Sheriff Date




THE COMMONWEALTH OF MASSACHUSETTS
OFFICE OF THE

BRI STOL COU NTY SH ER' FF 400 Faunce Corner Road

Dartmouth, MA 02747-1275

TEL. (508) 995-1311
PAUL HEROUX FAX. (508) 995-7835
SHERIFF

info@bcso.ma.org
www.bcso.ma.us

TO: Sheriff Paul Heroux

FROM: Michael F. Foley, Director of Policy and Compliance
DATE: April 17, 2024

RE: Addendum to BCSO Inmate Handbook

Sir,

In order to reflect our current procedures, the following addendum to page 37 of the Inmate Handbook
is recommended:

MAXIMUM AMOUNT OF PROPERTY ITEMS ALLOWED PER INMATE

CURRENT:

1. The following items will be issued to new inmates by the Sheriff's Office upon arrival:

a. Bedding/Towels: Two sheets, one blanket, one laundry bag, one towel.

b. Clothing: Two uniform tops/bottoms. One thermal top (seasonal). One coat (seasonal). No more
than six pair of socks, six pair of underwear and six bras (females only, unless so authorized). One

nightgown (females only, unless so authorized), one pair of shoes or sneakers. One hygiene Kkit.
One roll of toilet paper —issued by staff in the unit.

RECOMMENDED REVISION:

1. The following items will be issued to new inmates by the Sheriff’s Office upon arrival. Limits to
the number that an inmate may possess at one time are indicated in parentheses.

a. Bedding/Towels: Two sheets, one blanket, one laundry bag, two towels (such items can be
replaced with a one-for-one exchange).

b. Clothing: Two uniform tops/bottoms (limit —two sets); two pair of socks (limit - six pair); two pair
of underwear (limit - six); One pair of shoes or sneakers (limit — one pair); One hygiene kit (limit —
one). Females and those so authorized will also receive two bras (limit — six) and one nightgown
(limit —one). One roll of toilet paper will be issued to each inmate by in-unit staff.

Approved:

Dyl G )2y

Paul Heroux, Sheriff Date




PAUL HEROUX
SHERIFF

TO:
FROM:
DATE:
RE:

Sir,

THE COMMONWEALTH OF MASSACHUSETTS
OFFICE OF THE

BRISTOL COUNTY SHERIFF

400 Faunce Corner Road
Dartmouth, MA 02747-1273
L (508) 995-1311

FAX. (508)993-78335
info ¢ beso.ma.org
www. beso.ma.us

Sheriff Paul Heroux

Michael F. Foley, Director of Policy and Compliance
July 26, 2024
Addendum to Inmate Handbook

| am requesting the following addition to the Inmate Handbook relative to voting rights:

YOUR VOTING RIGHTS

In Massachusetts, you can vote as long as:

You are a U.S. Citizen;

You are at least 18 years old;

You are a resident of Massachusetts;

You are not incarcerated for a felony conviction; and

Your right to vote is not temporarily or permanently revoked by a court because of corrupt
practices in respect to elections.

Even if you have a past felony conviction, you are eligible to register to vote in Massachusetts as
soon as you leave incarceration for that conviction. You can register to vote even if you are still
on probation or parole for that conviction.

Inmates who are not Massachusetts residents who wish to vote in their home state’s elections

may request information from their inmate advisor or the Librarian regarding voting rules in that
state.

Inmates who are eligible to register to vote are encouraged to do so, as this may allow them to
vote at their local voting location after they are released.

When registering to vote, you should list your residence as the address you plan to return to after
your incarceration, and not the BCSO facility address.
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Approved

When requesting an absentee ballot for voting during your incarceration, you should list the
mailing address as:

Bristol County Sheriff’s Office
400 Faunce Corner Road
Dartmouth, MA 02747

[Inmates rhay also vote without registering by requesting an absentee ballot as a “specially
qualified voter” who is confined in a correctional facility or jail for a reason other than a felony
conviction. Voting after release is limited to registered voters.

Any postage that may be needed to mail your registration, ballot application, or ballot shall be
paid for by the BCSO.

CONTACT YOUR INMATE ADVISOR TO LEARN HOW TO EXERCISE YOUR VOTING RIGHTS

@Ww“za/ 7/&6/9“11

aul Heroux, Sheriff Date
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INTRODUCTION

This booklet is prepared to introduce you to the Dukes County Jail and House of
Correction (DCJHOC) in Edgartown. The rules in this booklet are to be used for your
benefit. All areas mentioned in this booklet will be discussed at an Inmate Orientation
within 72 hours of your commitment.

Information in this booklet is meant to be a guide and a reference for you, but it is not
possible to cover every situation. You are expected to use common sense and good
judgment. When questions arise, you should speak with a correctional staff member.

ORIENTATION

All inmates entering DCJHOC will be housed in the quarantine unit pursuant to the
current COVID 19 guidelines. This unit contains single bunked cells. Within 72 hours
you will attend an orientation meeting with the Assistant Deputy Superintendent for
Human Services. The purpose of this meeting is to orientate you to the facility rules and
regulations. You will also be advised of work and program opportunities and directed in
getting involved in them.

After this meeting you will be assigned permanent housing, program involvement, and
given pertinent dates. Your behavior and attitude will set the pace of your stay. If you at
any time have any problems understanding this manual, you can ask any of the staff to
help you.

III. TOBACCO FREE FACILITY

This facility is a tobacco free facility. There will not be any tobacco products within the
building, on the premises, inside or out, or in any of the vehicles. This rule will be
strictly enforced.

IV. WHAT YOU NEED TO KNOW ABOUT THE PRISON RAPE ELIMINATION

ACT(PREA)

a. What is PREA?



i. The Prison Rape Elimination Act (PREA) was signed into law in 2003.
PREA is a national law that addresses sexual abuse. PREA also calls for
“Zero Tolerance” of all forms of sexual abuse and sexual harassment.
PREA applies to all correctional settings.

b. What does “Zero Tolerance” mean?

i. At the Dukes County Sheriff’s Office (DCSO), we do not allow any forms
of sexual abuse or sexual harassment. We investigate all reports of sexual
abuse and sexual harassment. The DCSO refers all substantiated cases of
sexual assault against inmates/detainees for discipline, and when
appropriate, for prosecution. The DCSO also takes disciplinary action
when an investigation reveals that an inmate detainee knowingly mad a
false allegation. The DCSO views all sexual contact between
inmates/detainees and staff as coercive and NEVER consensual.

c. What is Sexual Abuse?
1. Any attempt or, threat to engage ins sexual acts
ii. Any touching between the genitals, anus, or mouth
1ii. Penetration or insertion by a finger, object, or another method
iv. Any other intentional touching of the genitals, anus, groin “crotch”, breast,
inner thigh, or butt, unless it is part of official duties
v. Indecent exposure (showing genitals of purpose), invasion of privacy, or
staff voyeurism (spying or watching) for sexual pleasure
d. What is Sexual Harassment?
1. Repeated attempts or pressure to have sexual activity
ii. Requests for sexual favors
1ii. Repeated negative sexual talk
iv. Sexual actions or gestures (acting out sexual acts)
v. Negative comments about gender
vi. Negative comments about body or clothing
e. What should I do if; [ am sexually assaulted by an inmate or a staff person?

i. Immediately report the incident. You can report to any staff person you

feel comfortable telling. You can also leave a voice message for the PREA

Manager by using the blue securus phones to:
1. Dial 1 for English / 2 for Spanish
2. Press8
3. Dial the number 508.555.1234

4. Leave message
il. You can also report externally in writing to:
Massachusetts Department of Corrections
50 Maple Street, Suite 2
Milford, MA 01757
Attention: PREA Coordinator
iii. Do not shower, brush your teeth, use the bathroom, or change your
clothes, as this may destroy important evidence.
iv. Request immediate medical attention. You may have serious injuries or
been exposed to sexually transmitted diseases.
f. What kind of help can I get?
1. You can speak with professional mental health staff to help you recover
from the emotional impact of the violence you suffered.



g. You can also speak confidentially to an outside advocate by calling CONNECT to
End Violence (508)696-7233 or by mail at 111 Edgartown Road, Vineyard
Haven, MA 02568

h. Staff and agency report duties

1. All staff (to include medical and mental health practitioners) are required
to report immediately and according to agency policy any knowledge,
suspicion, or information regarding an incident of sexual abuse or sexual
harassment that occurred in a facility.

GENERAL INFORMATION
A. HOUSING UNIT RULES
Housing unit rules and regulations have been established in order to provide for
the health, safety, and wellbeing of both inmates and staff. Notices of
administrative inmate information shall be posted on the inmate information

monitor located in the facility general population dayroom. It shall be the
responsibility of each inmate to read all notices that are posted.

1. DAILY ROUTINE

a. Inmates shall be subject to search at any time.

b. All cells are to be clean and in complete compliance by 8:30 A.M. and are
to remain in compliance 24 hours a day (This includes the cleaning of
toilet facilities every day).

C. Beds shall be made up at all times between the hours of 8:30 A.M. and
8:00P.M. Inmates are not allowed under the covers after the bed is made
until after the evening meal.

d. All inmates must be out of bed, with their beds made by 8:30 AM.

e. Night curfew is 11:00 PM; inmates must be in their cells for lockdown and
count.

f. All inmates are to report to work, school, or other assignments as
scheduled.

g. No inmate may enter a cell other than his own cell.

h. Inmates are not allowed in any housing unit except for their own unit.

Housing units start at the outside of the unit door.

1. The Lieutenant of Operations shall make housing unit and cell
assignments.



2. CELL DECORUM

a. Cells must be kept neat and clean at all times.

b. No more than (7) books, (2) newspapers, and (3) magazines allowed in
each cell at one time.

C. All glass, metal cans, and plastic milk crates are contraband
d. Toilets are to be flushed after each use and cleaned daily.
e. No obstructions on cell doors or windows are allowed. Blankets and

towels will not be used as rugs on cell floors.

f. No shades will be placed on cell lighting.

g. Tampering with, or altering, electrical, plumbing, or locking mechanisms
is prohibited.

h. Floors and wastebaskets are to be kept clean.

1. All furniture will be kept away from cell doors, windows and entrances.

] No cleaning supplies may be stored in rooms or living areas.

k. Rope, wiring, string and clotheslines cannot be strung in any fashion or
location.

L. Pictures may be affixed to cell walls only in approved 3’x3’ area.

m. Family and religious photographs, institutional calendars and schedules

may be affixed to walls only in designated areas. No other photographs or
items of any kind will be permitted to be attached to walls. Nude pictures
of any kind are not permitted. No magazine clippings will be hung on cell
walls.

n. Posted material, which demonstrates negativity to race, national orgin,
religion, sex (gender), sexual orientation, color, age, gender identity,
ancestry, disability, genetics, veteran, or military status, or any other
legally protected status, shall not be permitted.

0. Vents in cells or units will not be covered at any time.
p. Cell walls, floors, and ceilings shall be kept free of clutter.
q. Do not hang any article from a bed, vent, window, cell door, wiring

conduit, or light.



r. No curtains, window covering, or rugs are allowed.

S. Televisions will be turned off when cells are unoccupied.

3. PROPERTY ISSUES

a. Inmates must not have in their possession any property that does not
belong to them. All property is to be clearly marked in a legible manner.

b. Extra clothing is not allowed unless approved.

c. Extra bedding is not allowed unless approved.

d. No county food is allowed in living areas (day rooms or cells), including
milk.

e. Damaging, tampering with room furnishings, accessories or issued

clothing may result in disciplinary action and possible deduction of
monetary assessments.

f. Stockpiling of canteen is strictly prohibited.

g. Inmates are not allowed any property that is not recorded on their property
list.

h. Clothing issued shall not be altered in any way. Cutting of sleeves, legs or

other alterations are not allowed.

1. Electrical appliances cannot be altered from manufacture’s intentions.
Altered items will be considered contraband.

J- Earrings, wrist watches and other jewelry items are not permitted with the
exception of a wedding band, one religious medal and medic alert
bracelet.

k. One cup, one bowl, and one Tupperware storage container, purchased

from canteen are permitted. All empty packaging containers from canteen
items must be thrown away.

1. You are prohibited from having in your possession certain items not
issued to you by this facility. The following contraband guide applies.
You cannot possess anything not issued or purchased by you in the
canteen unless authorized for you by the administration.

4. CONDUCT

a. Smoking or use of tobacco products is prohibited in this facility



b. No shouting, running, or loud noises will be tolerated.

c. Inmates shall not yell or talk out of any window of the facility.
Loitering near windows or doors shall not be permitted.

d. Sitting and or loitering on the stairs is prohibited.

e. No wrestling or horseplay.

f. There will be no alterations to cellblock, cell, or dayroom lighting.
g. Do not tamper with or block locking devices, doors or windows.

h. Proper footwear must be worn when leaving a housing unit. Shower

shoes will not be worn out of a housing unit (cellblock).

1. No cardboard boxes, paper bags, plastic milk crates or containers of any
type are allowed unless purchased through canteen.

] Security and fire equipment shall not be tampered with.

k. Inmates shall not have cleaning supplies stored in their cells.

1. Trash is to be stored in the proper receptacles in cellblock hallways, not
in cells.

m. Inmates shall not sit on tables or lay on floors. Furniture shall not be

moved without permission from staff.

n. Common areas shall be kept clean at all times.

0. Inmates shall not tamper with security screens on windows.

P. Inmgtes shall not tamper with sinks or faucets to create constant water
running.

q. Inmates shall not be permitted to possess money or currency.

r. Hats or other types of headgear as well as sunglasses shall not be worn

inside of the facility.

»

Proper Uniform must be worn outside of a housing unit.

CONTRABAND ITEMS

Any items not issued to you by the facility or approved by the Property Officer
are contraband and will be disposed of. The following items are a few of the items
considered contraband and possession will result in disciplinary actions:



Money

Unauthorized medication
Cigarettes, or tobacco products
Cigarette lighters

Matches

Glass containers

Glass Mirrors

NN R =

Saw blades
0. Metal cans or containers
10. Nails, screws, tacks
11.  Pry bars and other tools
12. Glue, tape or any other adhesive material
13. Postage Stamps
14. Pornographic literature
15. Nose inhalers

16. Shoe Polish

17.  Unregistered TV / radio
18. Fermented Liquids

19. Chewing gum

20. County food

DAILY SCHEDULE FOR INMATES

6:00 AM - UNLOCK
6:45 AM - WAKE UP CALL
7:00 AM - 8:00 AM - BREAKFAST
8:30 AM - BEDS MUST BE MADE BY THIS TIME
8:30 AM - 9:30 AM CELL CLEANING
9:30 AM - 11:30 AM - RECREATION, PROGRAMS, WORK ASSIGNMENTS
12:00 PM - 1:00 PM - LUNCH
1:00 PM - 4:00 PM - RECREATION, PROGRAMS, VISITS
5:30 PM - 6:15 PM - DINNER
6:00 PM - 7:00 PM - EVENING RECREATION; PROGRAMS
7:00 PM - 9:00 PM - VISITS, RECREATION, PROGRAMS
9:00 PM - LIGHTS OUT (OPTIONAL)
11:00 PM - EVENING LOCKDOWN
11:30 PM - LIGHTS OUT (MANDITORY)
12:00 AM - TVS OFF

VISITING RULES AND REGULATIONS

Visits must be made by the person wishing to visit you, by scheduling the visit at
least twenty-four hours in advance. Visiting Hours for the Facility are Monday
through Sunday from:

1:00 PM - 5:00 PM

6:00 PM - 9:00 PM
Length of visits may be limited due to overcrowding.



The following rules apply to visitors:

1. Appropriate dress is required. No shorts, halter-tops or bare midriffs are
allowed. Shoes must be worn.

2. Positive identification of visitors is required (picture ID).
3. Two persons may be admitted at one time.
4. Visitors will leave all their personal property in the foyer area for the duration

of the visit.

5. Visiting period is one (1) hour. Special visits will be considered on an
inmate’s individual needs. Consideration will be given based on the
visitor’s length of travel and other special circumstances. Special visits
are two, depending on situation.

6. Money orders will be left with the officer for deposit in inmate accounts.

7. Former inmates need special permission from the administration for a
visit.

8. Unruly conduct will end a visit.

0. Attorneys and Clergy visits are not counted and are permitted at

reasonable hours.

10.  Evidence of disrespect or inappropriate behavior concerning any staff
member toward a visitor or inmate towards a staff member or vice-versa
should be reported to the Shift Commander immediately.

11.  Talking to inmates through the outside security fence or windows is
prohibited.
12. Visitors will be searched prior to entering the visit room.
VISITING ROOM RULES
1. Visitors and inmates shall sit across from each other.
2. Visitors shall be in control of children at all times.

3. Inmates and visitors must place jackets or any other outer wear on coat
hook provided in the foyer.

4. Visitors shall be expected to dress and conduct themselves in an orderly

manner and are not to engage in physical contact that is excessive or

inappropriate.

Visits will be conducted in seats only. No standing.

. No smoking in the visiting room.

o »n
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7. You will be searched at the conclusion of your visit.
VIOLATION OF ANY OF THESE RULES COULD LEAD TO
DISCIPLINARY ACTION, TERMINATION OF VISIT, AND MAY BE
CAUSE FOR THEIR REMOVAL FROM THE APPROVED VISITOR LIST.

ALL OF THE ABOVE RULES WILL BE STRICTLY ENFORCED BY
VISITING ROOM STAFF.

ATTORNEY VISITS

Daily attorney or paralegal visits are allowed until 9:30 PM circumstances
permitting. Attorneys and/or paralegals must show proof of identification to
officer before admittance. Any misrepresentation will result in termination of
visiting privileges.

RADIO AND TELEVISION POLICY

Portable radios are allowed in this facility. The following policy applies to all
inmates.

1. Appliances will be subject to search, and will be recorded in the central
inmate file with serial numbers inscribed on sets.

2. Observance of sound levels will be enforced and any violation can result
in the loss of privilege.

3. The facility is not responsible for personal loss of radios stolen or
damaged or in need of repair. Headphones must be used with all audio
equipment.

PERSONAL HYGIENE

Personal hygiene is important to yourself and others you may live and work with.
While at this facility, you are expected to be neat and use the shower facilities that
are available daily.

Barber services/tools are available for use each week on Sunday and Thursday
upon request.

DINING HALL SCHEDULE

Meals are served cafeteria style three times each day. You must be properly
dressed at all times to enter the dining hall. Shoes, pants, shirts or shorts. Shower
shoes and tank tops are not acceptable footwear or clothing. Please use common
courtesy by not jumping lines, and only accept the amount of food you are able to
eat. No kitchen utensils or food should be taken out from this area. Once the meal
is eaten you must secure the permission of the officer before leaving the dining
hall. An alternative meal will be posted weekly.

Breakfast 7:00 AM - 8:00 AM
Lunch 12:00 PM - 1:00 PM
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Dinner 5:30 PM - 6:15 PM

INMATE FUNDS ACCOUNT

An inmate who possesses sufficient funds may release money from his account to
support his family, pay fines, or other fees.

Inmates may not transfer funds without the permission of the ADS of Human
Services or his designee. Any fund transfers must be in writing.

Family and friends may only deposit money orders into the inmates account by
depositing them upon leaving a visit, mail or dropping it off at the Jail and House
of Correction. Money orders will be made payable to the “Dukes County Sheriff’s
Office” and your name should be written on the “memo” line.

STORE ORDERS / CANTEEN

If you have sufficient funds in your personal account you are allowed up to fifteen
(15) items from canteen two (2) times a week

INMATE WORK ASSIGNMENTS

Sentenced Inmates are eligible for work assignments within the facility as kitchen
crew, etc. The use of “earned good time” work credits as a deduction from a
sentence may be used by the administration. Inmates seeking job assignments
should contact the ADS for Human Services who will use an assignment list for
work details. Decisions are made based on the classification levels and
experience. All kitchen personnel must be cleared by the medical staff and the
Food Services Coordinator prior to starting any work assignment. When assigned
a work assignment it does not eliminate you from being asked to perform other
work details.

Inmates classified level red are responsible for keeping their cells and cellblock
clean. Other work assignment is voluntary.

FREEDOM OF EXPRESSION

You may discuss your issues or register any complaints with the Shift
Commanders who will refer you to the proper people to address your issues or
complaints.

GIFTS AND PACKAGES

Each inmate must fill out a Property Request Form and submit it to the Property
Officer for approval before any property will be allowed in. The Property Officer
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will inspect, inventory and stencil all items coming in to the facility. Only the
items listed on the property slip will be allowed, any extra property must be
returned to the visitor or mailed out. All incoming packages through the mail must
have a DARE Sticker on the outside of the package to be accepted by the property
officer. Packages must arrive during the day shift.

LIBRARY SERVICE AND LAW LIBRARY

A library is available for inmates to use. Each inmate is responsible for the
maintenance and return of library materials.

A law collection of legal materials is also available for inmates to use via Lexis
Nexis on the inmate computer in the dayroom. If inmates need a particular law
book that is not in the library, they should submit a request in writing to the ADS
of Human Services.

The facility has an inter-library loan program though the Edgartown Public
Library. Requests should be made directly to the Director of Education.

RECREATION

Participation in recreation is encouraged. Leisure time activities are also available
which includes board games, cards etc. Hours are as follows:

Daily: 9:30 - 11:00 AM; 12:45 - 3:30 PM; 6:00 - 9:30 PM;
The outside yard is available for inmate exercise, dependent upon weather
conditions, seasons and booking situations. Hours for the yard MAY take place as

follows:

Daily 9:30 - 11:00 AM; 1:00 - 4:00 PM; 6:00 - 7:00 PM;

TELEPHONE CALLS

All inmates will be assigned a Personal Identification Number (PIN) by the
administration. All phone calls are free of charge. Three way calls and allowing
another inmate to use your PIN are not permitted. Anyone caught making three
way calls or providing/using another inmates assigned PIN will have their phone
privileges curtailed. Incoming phone calls and messages unless of an emergency
nature are not allowed. Family emergencies should be brought to the attention of
the administration as soon as possible. Inmate personal phone and attorney
numbers will be updated at the end of every month when necessary. Inmates may
not use the telephone system to facilitate any criminal activity which includes
contacting any witnesses, anyone with an active restraining order or any other
potentially criminal conduct.
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Legal Contacts:
Prisoners Legal Services —

50 Federal Street, 4" Floor
Boston, MA 02110
(617)482-4124

Disability Law Center —

11 Beacon Street
Suite 925

Boston, MA 02108
(617)723-8455
(800)872-9992

Q. MAIL POLICY

1. For receipt of mail, your address at the facility is:

149 Main Street
P.O. Box 252
Edgartown, Ma. 02539

2. AMOUNT OF MAIL:

No maximum limit on mail correspondence is placed on an inmate. Mail will
be picked up and delivered six (6) days a week.

3. COLLECTION AND DISTRIBUTION:

A.

Outgoing mail shall be deposited, unsealed, directly by inmates in a
locked letter box for collection every day, except Sundays and postal
holidays. At no time will outgoing mail be collected or otherwise handled
by an inmate.

. Incoming mail will be distributed to the receiving inmates by an employee

at least once every day except Sundays and postal holidays. At no time
will any incoming mail be distributed or otherwise handled by an inmate,
nor will mail be left by the distributing employee on a table or other
commonly accessible place.

Outgoing mail will be delivered to the US Post Office, and incoming mail
will be delivered to the inmates, within twenty-four hours of collection
from the inmates, or delivery from the Post Office (Sundays and postal
holidays excluded), except where an article of mail is held pursuant to
Sections 948.08 and 948.11. Nothing in this section limits the right of the
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Sheriff or Deputy Superintendent to withhold delivery of publications
from inmates serving disciplinary time until the completion of said time.

4. Confidential Correspondence

A. Outgoing mail shall not be opened for inspection or impeded in its
transaction if it is addressed to:

(1) The President of the United States or any member of the
Congress of United States or The Director or any agent of the Federal
Bureau of Investigation or any officer of a court of the United States

(2) The Governor of the Commonwealth or the Attorney General of
the Commonwealth or the Commissioner of Public Safety or any
officer of the Commonwealth of Massachusetts (justice, attorney,
clerk) or the Commissioner of the Massachusetts Department of
Corrections

(3) Any County Commissioner in Dukes County.

5. Non - Confidential Correspondence

A. Outgoing mail must be deposited into the secure
mailbox unsealed.

B. Incoming mail will be opened and inspected for the sole
purpose of ascertaining whether the contents are free of
any contraband. A photocopy of all incoming mail will
be provided to the inmate. Original documents will be
secured and returned at the time of release.

C. The Sheriff’s Office reserves the right to read outgoing
and incoming non - confidential correspondence for
security reasons.

Those inmates who are indigent* will be permitted unlimited postage free
letters each week for the purpose of corresponding with courts, attorneys,
and will receive (3) three postage free letters each week to correspond
with friends and relatives. (The cost of postage shall be charged to the
inmates account whenever the inmate is no longer indigent.)

* Indigent inmates are those with less than $10.00 in their account for
more than 30 days.
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R. RELIGIOUS SERVICES

Inmates have the right to exercise their religious beliefs. The facility holds a non —
denominational religious service at least once every week.

Any inmate may receive visits from outside clergymen of any faith by having the
clergymen call for appointment, circumstances and daily schedule permitting.

S. LAUNDRY

A washer and dryer are provided for the laundering of inmate clothing, linens and
towels. The laundry will be available on a daily basis. Inmates housed in the Pre-
release unit will use the washer and dryer located in their unit, inmates housed in
Units 1, 2, 3 and 4 will use the washer and dryer located in Unit 2 according to the
posted laundry schedule.

VI. FACILITY SECURITY

To ensure your safe custody, a number of security measures are continuously in
effect. Cooperation is required to allow the correctional staff to perform its tasks
without interferences.

A. INMATE COUNTS

Scheduled and unscheduled counts of the population to verify the presence
of inmates is conducted daily. Talking to officers or distracting an officer
during the count is an infraction of the facility rules.

Major counts are conducted daily. All inmates must be physically in their
cells before the count is done. Being out of place for a major count is an
infraction of the rules and regulations of the Dukes County Jail and House
of Correction.

Daily: 06:00 am 12:00 pm 5:00 pm 11:00 pm

B. ROOM INSPECTIONS

Periodic and unannounced room inspections of the housing units will be
made to search for unauthorized items and contraband. These inspections
are conducted for your safety and it is expected that you cooperate fully
with the correctional staff conducting the inspections.

C. SEARCHES

You may be frisked upon departing and entering many areas within the
facility. You are subject to search at any time.
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VII.

D. INTERNAL MOVEMENT

Access to areas may require the escort of a correctional officer to open
locked doors leading to these areas.

Inmates are required to be properly attired with a shirt, pants, shoes, etc.,
when leaving housing units.

DISCIPLINARY POLICY

Whenever groups of people congregate in a confined area, there is a need to maintain order. In a
facility, there must be a system of penalties and corrective measures that deal with detrimental
conduct that may compromise the safety of the facility. The following is the disciplinary policy
of the Sheriff’s Office.

A. DISCIPLINARY CODE OF OFFENSES

Major and minor discipline offenses at the Dukes County Jail and house of Correction consist
of, but are not limited to, the following:

1.

3.

*

10.
11.

12.
13.

14.

15.

16.

Disobeying an order of, lying to, disrespect, or insolence toward a staff member.
Failure to keep one’s person or one’s quarters in accordance with institutional rules.
Being out of place, or leaving a cell or place assignment without permission from an
officer.

Unexcused absence from, willful failure to properly perform or refusal to accept a work
assignment.

Counterfeiting, forging, or unauthorized reproduction of any document, article or
identification, money, security, or official paper.

Tampering with or blocking any locking device, door, gate or window.

Conduct which disrupts or interferes with the security or orderly running of the
institution.

Escape, attempted escape, or possession of escape tools.

Manufacture, possession, introduction or use of any unauthorized controlled substance,
alcohol or fermented juice, tobacco products, or their associated paraphernalia, including
syringes and needles.

Misuse of authorized medication, for example the unauthorized accumulation of
prescribed medication, or its unlawful distribution.

Refusal to take a breath test or to provide a urine specimen.

Gambling.

Participating in or committing any mutinous act, inciting or encouraging a riot, work
stoppage, hostage taking, unauthorized group demonstration, or general disturbance in
any part of the facility or on a work assignment.

Being under the influence of alcohol, fermented juice, any tobacco product, any kind of
drug or controlled substance not prescribed by the facility medical staff whether ingested
or inhaled (includes purchased and homemade intoxicants).

Possession, manufacture, or introduction of a gun, firearm, explosive, ammunition,
weapon, sharpened instrument, knife, or tool.

Homicide.
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17.
18.

19.

20.
21.
22.

23.
24.

25.

26.
27.
28.
29.

30.
31.
32.
33.
34.

35.
36.

37.

Self —mutilation.

Battery, assaulting, or threatening another person, (inmate, officer, or visitor), with any
offense against his person or property.

Use of obscene, abusive, or threatening language, action, or gesture to any inmate, staff
member, or visitor.

Engaging in sexual acts with others.

Setting a fire.

Willfully destroying or damaging institutional property, (any part of the facility, its tools,
materials, or machinery), and/or the property of another person.

Unauthorized possession of property belonging to another person.

Possession of items, including money or currency (coin or paper), not authorized for
retention or receipt by the inmate.

Giving money or items of value to, or accepting money or anything of value from
another inmate, a member of his family, or his friend, without authorization.

Stealing.

Giving or offering any official or staff member a bribe.

Giving or offering any official or staff member any item or service of value.

Extortion, blackmail, protection; demanding or receiving money or anything of value in
return for protection against others.

Missing count.

Rendering false information to any officer.

Passing or receiving any item of contraband from another inmate, visitor, or staff
member regardless of the place of occurrence (cell, visiting area or workplace).
Fraudulent requests of any type to circumvent established rules of the facility.

Making unauthorized means of communication either inside or outside of the institution
(including but not limited to, phone calls, social media browsing, mail, or electronic
mail, verbal communication with members of the public etc.).

Violating any law of the Commonwealth of Massachusetts or the United States.
Wearing or displaying colors or any type of emblem, insignia or logo, either
manufactured or hand-made, suggesting possible membership or affiliation with a gang,
group, party, or other association, whenever such wearing or display may, in the opinion
of the Sheriff or his designee, pose a threat to the safety and security of the facility or any
programs.

Attempting to commit any of the above offenses, aiding another person to commit any of
the above offenses, shall be considered the same as commission of the offense itself.

B. DISCIPLINARY PROCEDURES

The Assistant Deputy Superintendent of Operations and the Captain of Operations shall be
responsible for all disciplinary issues and serve as the Disciplinary and Hearings Officer for
the facility.

1.

For violating the rules and regulations of the Dukes County Jail and House of Correction,
the following sanctions may apply.

a. Informal handling of a minor disciplinary infraction by having an officer and inmate
agree to a discretionary form of room confinement, loss of privileges, or work detail.
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Violation notices will be used as a record of any infractions and inmate should keep
the pink receipt for his records.

Waiver to the ADS for Operations for a disposition of the allegations in the
disciplinary report. The ADS may then decide on any punishment sanctions without
a full disciplinary hearing.

Disciplinary hearing before the Hearings Officer, who will decide the weight of
evidence, adjudicate a finding, and decide on an impartial basis, the guilt or
innocence of an allegation.

If you violate the offense code of the facility, an officer may write an incident report that
may result in disciplinary action against you. You have certain rights that apply should
this circumstance happen to you.

a.

C.

A copy of the officer’s report attachments must be delivered to the inmate within
forty-eight (48) hours of rules infraction. This will include a Narrative and a Notice
of Charges.

The Disciplinary Hearings Officer will schedule a hearing within seventy two (72)
hours of the end of the investigation into the incident, excluding weekends and
holidays, to decide innocence or guilt. The inmate involved will be notified in
writing at least twenty-four (24) in advance as to the date and time of the hearing.

Before the Disciplinary Hearings Officer reads the charges to the inmate which may
be referred to the District Attorney for prosecution, he or she shall advise the inmate
that he has the right to remain silent, and that anything he says during the hearing
may be used against him in any subsequent criminal proceeding.

The inmate shall be allowed to appear at the hearing and hear evidence against him,
except that credible information from a reliable informant may be heard by the
Disciplinary Hearings Officer without the inmate present to protect the informant.
The inmate shall be allowed to make a statement, and to present documentary
evidence or witnesses in his defense if permitting him to do so will not jeopardize
the safety of the individual, the security of the facility or correctional goals.

The decision of the Disciplinary Hearings Officer shall be based upon a
preponderance of evidence. The Disciplinary Hearings Officer shall advise the
inmate of the decision in writing. If found guilty, the writing will include:

(1) Dispositions of charges and;
(2) Sanctions

DISCIPLINARY SANCTIONS

l. Any of the following sanctions are acceptable by the Sheriff of Dukes
County as reasonable depending upon the severity of the rules violation:
Acceptable forms of discipline shall consist of, but not be limited to the
following:
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a. Minor Sanctions

Informal Minor sanctions include, but are not limited to, the following
sanctions:

e Verbal warning- Violation notice (“pink slip”). Any three
violation notices for a minor infraction received by an inmate
within one calendar month will result in an automatic 22-hour
room confinement with loss of privileges for a specific period of
time.

Written warning-Violation notice second offense

Work detail- agreed upon by violator and Officer in Charge.

22 hour room restriction

Restitution

Loss of privileges for a specific period of time. Privileges include
but are not limited to, visits, programs, telephone calls, canteen
orders, and televisions.

e A Combination of any of the above sanctions.

b. Formal Minor sanctions include, but are not limited to, the following:

Written Reprimand

Loss of privileges for a specific period of time
Removal from work detail

Restitution

Extra-work duty for a specified period of time
48 hour room restriction

Recommend reclassification

C. Major sanctions include:

e Room confinement, for a specified period of time not to exceed ten (10)
days for one offense, and no more than thirty (30) days for all violations
arising out of one incident.

e Recommended good time forfeiture.

e Disciplinary isolation for a specific period of time not to exceed thirty (30)
days for all offenses arising out of one (1) incident. No more than ten (10)
days for any one (1) offense; and,

e Loss of any or all privileges for a specific period of time

¢ Any or all minor sanctions.

1. Minor sanctions may be suspended for a specified period of time not to exceed (3)
months
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VIII.

Major sanctions may be suspended for a period of time not to exceed six (6) months.
Inmates in room confinement will receive three (3) meals per day and shall receive all
necessary medical attention that would be required if they were not.

If an inmate is in room confinement in disciplinary detention for more than (3) days, the
facility administrator shall be informed thereof and the reasons therefore.

In the event of a situation declaring the facility be placed in a state of emergency, the
rights forward within this section may be temporarily suspended to the extent necessary
for up to twenty four (24) hours after the emergency has been terminated.

Food will not be withheld nor the standard menu varied or an individual inmate as either
a disciplinary sanction or reward.

Corporal punishment is prohibited

Grievances

A. Grievance forms may be requested from Line Officers or generated and printed on the
inmate computer.

B. Once completed, a Grievance can be delivered to the Grievance Coordinator or other
correctional line staff

C. Confidential Grievances can be made on the same inmate form, and given to any
Officer or placed in the Outgoing Mail Slot addressed to the ADS of Human Services
and marked “Confidential”

D. Emergency Grievances: In the event an inmate wishes to file an emergency
grievance, they will complete the Inmate grievance Form, and check “Emergency” on
question 7 of the “Instructions for Completion.” Emergency grievances can be hand
delivered to the Officer in Charge of the shift at the time.

IX. HEALTH AND HUMAN SERVICES

A. INMATE HEALTH SERVICES

SICK CALL - Sick call is conducted three times per week on Mondays,
Wednesdays and Fridays by filling out a sick call form and hand delivering to the
facility healthcare provider immediately after 9:00 AM med pass.

NURSING ASSESSMENT - All newly admitted inmates are automatically seen
by the registered nurse for a complete medical assessment.

PRESCRIBED MEDICATION - Only prescribed medication by the staff
practitioner is allowed within the correctional facility. All medication is
distributed at scheduled times and is documented. All inmates receiving
medication will immediately swallow all medication in the presence of the officer
dispensing it with a clear liquid and will submit to a thorough mouth check.
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DENTAL CARE - Dental care at the Dukes County House of Correction is
limited to emergency dental care. Restorations and extractions may be arranged
after consulting with the dentist about the specific dental work needed. All
sentenced inmates, with a sentence of more than six (6) months, receive a dental
screening shortly after their admission to the facility.

HOSPITALIZATION - Depending on the nature of the consultation required or
medical problem, when specialized expertise is indicated, the ADS or Captain of
Operations and the HSA will coordinate consultation services with the facility
practitioners.

MENTAL HEALTH — Mental health services are available through Correctional
Psychiatric Services. The facility medical staff, administration or an authorized
staff member, will make referrals to psychologists, psychiatrists or other mental
health professional when it is appropriate.

STI, HEPITITIS C, and HIV TESTING: - Health Imperatives offers confidential

testing every 6-8 weeks. This can be arranged through the facility Nurse or the
ADS of Human Services.

HUMAN SERVICES

Upon your arrival, the ADS for Human Services shall make referrals for services
for you and help answer any questions and concerns. With this assistance, you
may choose to participate in a variety of programs and services available, which
will help you, improve yourself while at the facility. The ADS for Human
Services will make referrals to the services that you have an interest in active
participation.

1. PROGRAM SERVICES

a. Adult Education Programs

0} HI Set is offered to inmates who wish to receive their high
school equivalency diploma while in the facility. Materials
are available to allow you to work at your own level and
speed.

2) Computer Literacy SKills are available to inmates who
wish to learn computer literacy or improve their skills. A
tutor is available to assist inmates wanting to develop their
computer skills. We require inmates to respect the
equipment while using it.
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College Courses are offered via the EDOVO tablets.

Literacy Development is the group study of a book
facilitated through reading, discussion and audio visual
aids.

Vocational skills are offer through the EDOVO tablets

Counseling Programs

)

@)

Psychological Counseling

We enjoy an association with Correctional Psychiatric
Services, which provides us with an on call psychologist to
assist you in major crises or other personal problems.

Recovery Coaching

Recovery Coaches are available through Island Health
Care’s i2PHC. “A recovery coach is anyone interested in
promoting recovery by removing barriers and obstacles to
recovery, and by serving as a personal guide and mentor for
people seeking or in recovery.”

Additional Programs

0y
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Alcoholics Anonymous

Alcoholics Anonymous is a twelve step self-help program
for inmates with alcohol issues. Meetings are held Monday
and Wednesday’s at 7:00 PM.

Narcotics Anonymous

Narcotics Anonymous is a twelve step self-help program
for inmates with substance abuse issues. Meetings are held
on Fridays at 10:30 AM.

Al-Anon

Al-Anon is a “worldwide fellowship that offers a program
of recovery for the families and friends of alcoholics,
whether or not the alcoholic recognizes the existence of a
drinking problem. Meetings are held on Tuesdays at 7:00
PM.

The Path of Freedom

A mindfulness-based emotional intelligence model for
inmates. The curriculum includes training in: mindfulness
meditation, emotional intelligence, communication, conflict
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resolution, and various resourcing and resiliency building
skills.

(5) EDOVO
Numerous educational and self-help programs are offered
by EDOVO. Please see the education director for access
and guidance.

2. RELEASE PROGRAMS

a. Community Work Program

The Community Work Program provides inmates with the
opportunity to perform supervised work details in the community for
non-profit organizations and provide a public service to the citizens
and taxpayers of the county and reintegrate into the community. The
Anti-Litter Program helps keep the roadways clear and preserve our
environment and takes place from March through November.
Inmates must be a minimum security level to participate.

b. Work Release Program

The primary objectives of the Dukes County Work Release Program
are:

(1) Provision of a bona fide employment opportunity for a
semi-skilled inmate;

(2) Provision of a valuable vocational reintegration service for
training in a new career.

3) Assumption of fiscal responsibility for court fines, restitution
and child support. As per Massachusetts General Law Chapter
127:86F, twenty percent of net wages earned are also
deducted and reimbursed to the county.

The Sheriff will make all final decisions concerning work release.
He may approve, defer, or deny any application. All
recommendations are based on individual need, suitability for
community work and inmates classified at pre-release level.

C. Furlough Program

All sentenced inmates may be considered for furloughs based on
facility adjustment and classification status under the provisions of
M.G.L. Chapter 127, s. 90A. Furloughs will be escorted by Dukes
County Sherift’s Office.

3. CLASSIFICATION LEVELS AND CRITERIA
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JAIL: (Maximum Security) All Pre-trial detainees shall remain in
the classification level JAIL throughout their detention.

(1) Program services - as needed.

(2) Job assignment - volunteer

3) Preferred housing assignment - Unit 1 or Unit 2
4) Criteria - pre-trial detainee.

NEW LINE: (Maximum Security) All newly sentenced inmates
shall remain in the classification level of NEW LINE until they are
classified within 30 days.

(1) Program services--an inmate serving 60 days or more to
discharge will be seen by his counselor to jointly develop a
program plan; any inmate serving less than 60 days may
request to see a counselor.

(2) Job assignment—will be assigned an institutional job.

3) Preferred housing assignment - Unit 3 and Unit 4

(4) Criteria—newly sentenced inmates

LEVEL I: (Maximum Security) All inmates requiring
administrative segregation or protective custody shall be placed in
classification LEVEL I, such placement to be reviewed at least
every seven days by the classification board.

(1) Program services--inmates may participate in all programs
except work release, furlough, recreational arts, and
volunteer programs.

(2) Job assignment--none.

3) Preferred housing assignment- Unit 1 or Segregation for
Administrative Segregation, and for Protective Custody.

(4) Criteria--

* Administrative Housing:

- Serious violent offense and record of prior serious
violent offenses, or

- Frequent aggressive and assaultive disciplinary
infractions during this or prior incarcerations, or

- Prior escapes or attempted escapes, or

- Warrants or other detainer's involving serious
felony offenses or additional incarceration.

*Protective Custody:
- Serious risk or harm,;

- Number of inmates involved who pose a threat
- Lack of alternative placements; or
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- Documented request with specific reasons from the
inmate.

- Assessment of needs i.e. sex, mental health, age,
medical etc.

LEVEL II: (Medium Security) All general population inmates shall
be placed in classification LEVEL II, such placement to be
reviewed at least every 60 days by the classification board.

(1) Program services--inmates may participate in all programs
except work and education release and non-emergency
furloughs.

(2) Job assignment--inmates with approval may work on the
following details: recreation hall, blocks, guardroom and
library.

3) Preferred housing assignment - Units 3 and 4

(4) Criteria--

-Responsible adjustment to facility living;
-Progress in meeting the individual program plan, and,
-Satisfactory work and housing reports.

(%) State inmates are classified as medium security and are

housed in - Unit 4

LEVEL III: (Minimum Security) Inmates may be placed in
classification LEVEL III no earlier than six months prior to the
parole eligibility date, or having completed 6 months incarceration,
not including time spent awaiting trial. Such placement to be
reviewed at least every 60 days by the classification board.

(1) Program services--inmates may participate in all programs
except work and education release.

(2) Job assignment-inmates may work on the following details:
outside maintenance crew, Kitchen, road crew.

3) Preferred housing assignment — Unit 4 or Pre-release

(4) Criteria--
-strong performance report from detail officer-in-charge,
officers and counselors,
-progress in meeting individual program plan,
-free of major or repetitive disciplinary infractions,
-free of serious warrants or other detainers, and
-within 6 months of parole eligibility date.

LEVEL IV: (Pre-Release Security) Inmates may be placed in
classification LEVEL IV, indicating suitability for work or
education release, no earlier than four months prior to the parole
eligibility date, such placement to be reviewed every 60 days by
the classification board.
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(1) Program services--may participate in all program services
with particular attention to work or education release.
(2) Job assignment--outside maintenance crew, road crew.
3) Preferred housing assignment--Modular unit,
4) Criteria--
-at least 60 days of positive adjustment to level I11
responsibilities,
-present offense is not a crime prohibited by statute from
release program participation
-free of warrants or other detainers
-strong performance report from detail officer-in-charge,
officers and counselors,
-progress in meeting individual program plan, including
satisfactory completion of the Community Corrections
Program
-free of major, minor or repetitive disciplinary infractions,
and
-within four months of parole eligibility.

CLASSIFICATION BOARD

The Classification Board at DCJHOC operates on a management system.
The board is comprised of the ADS for Human Services (who will also act
as the Chairperson). Dependent on the current classification status other
members may include a Captain, a Sergeant, and a Correctional
Officers(s). The Board meets monthly.

The Board is responsible for monitoring your work and program
involvement as well as your adjustment within the facility. The Board
will periodically review your classification status. Members of the Board
have daily contact with you and, as initiators of recommendations, it is
important to you that they are aware of your work, program, and other
activities.

EARNED GOOD TIME

An inmate currently serving a sentence who has not been classified as a
threat to the orderly operations of the facility or has been secured in
disciplinary detention during any portion of the month may be eligible to
earn and receive good time credits, unless the law under which an inmate
is committed specifically prohibits the awarding of deductions.

An individual can earn up to a maximum of 10 days of earned good time
each month. A total of five (5) days good time can be earned in each of
the three following categories, based upon satisfactory attendance and
performance.
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a. Employment programs: Deductions totaling not more than 5 days a
month may be granted to an inmate who is involved in an approved
program(s)

b. Educational and Vocation Training Programs: Deductions totaling not
more than 5 days a month may be granted to an inmate who is
involved in one or more approved education program or vocational
training program.

c. Activities: Deductions totaling not more than 5 days a month may be
granted to an inmate who is involved in one or more approved
activities.

***Regardless of the number of programs that you are involved in, only a
maximum of 10 days can be earned in any month and shall be credited at a
rate of one half day per hour for time spent in educational, vocational, and
activity programs

**One full month of participation in the program or activity shall be
satisfactorily completed in order to receive earned good time credits for
the month. and will be credited on the last day of each month.

*The denial of earned good time credit may result from poor attendance or
formal/informal disciplinary sanctions.

X. PAROLE POLICIES

A.

Eligibility

Any inmate sentenced to or serving a term of 60 days or more is eligible for
parole at the half time of their sentence unless a mandatory sentence prevents this
(gun law, OUI). To be eligible, the inmate must be properly classified,
interviewed by the Institutional Parole Officer, and be interviewed by a parole
board member who visits the correctional facility. The ADS for Human Services
can answer any questions you may have regarding parole eligibility. If you are
free of outstanding warrants or pending cases and serving a non-mandatory
sentence of at least 60 days, you are eligible.

County Inmates

Anyone serving a sentence of sixty (60) days or more is eligible for parole under
the following circumstances:

1. You must be committed from any court in the Commonwealth except the
Probate Court.
2. You are eligible for release upon parole at one-half of your sentence or at

any other time the Parole Board may direct. Except in cases where early
consideration merits, or is presented in writing, the parole board will meet
with you only once during your sentence.

3. You may appeal or ask for reconsideration from the parole board after
consulting with the Institutional Parole Officer who will give you a copy
of the parole board decision in writing.
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XI.

XII.

4. It is advisable that you are free of impending court cases or warrants
lodged against you.

5. You must have a home to live in and employment upon parole release, or
a substitute program approved by the Parole Officer.

C. State Inmates

1. Anyone serving a state sentence is eligible to appear before a meeting of
the State Parole Board.

2. The ADS for Human Services shall contact the Department of Correction
(DOC) two months prior to the parole hearing date.

3. The DOC schedules the location and date of the hearing and contacts the
ADS for Human Services, who notifies the inmate.

4. On the day of the hearing, the DOC picks up inmates and transports them
to the hearing and returns them.

WARRANTS AND DETAINER'S

You will receive notification by the ADS for Operations of any warrants or detainer's that
have been lodged against you while incarcerated.

Speedy trial forms to request a court appearance for the disposition of a pending case or
warrant are available from the ADS for Human Services. Any questions can be directed
to him/her regarding earned good time, fines, or other deductions from sentences.

Bail review forms are available from the officer in charge.

FIRE AND OTHER EMERGENCIES

In the event of a major fire or other facility emergency, complete evacuation of the
correctional facility may be necessary. In the case of a fire, the smoke alarms will sound!
Don't panic. Several fire evacuation exits may be used. Follow the orders of the
correctional officers.

A. Fire Exits

#1 Control Room Lobby

#2 Multi-Purpose Room - interior
#3 A Block Corridor

#4 Modular Unit Hall

#5 Modular Unit Day room - interior
#6 Kitchen - interior

#7 Second Floor Day room

#8 Old Library

#9 Conference Room - interior
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#10  Conference Room - exterior
#11  Corridor A

#12  Multi-Purpose Room - exterior
#13  Front Door

#14  Control Room - interior

#15  Control Room - exterior
#16  Waiting Room

#17  Guard Station - exterior

#18 1D Room

#19  Holding Cell Door

#20  Kitchen - exterior

Evacuation Procedures

In the event of an emergency evacuation of the facility, correctional officers will
man specific post positions to escort inmates through emergency exits.

Segregation Unit:

Primary - All inmates and staff in Segregation will evacuate through the ID
room, through exit #18, to control room lobby, out exit #1, and into the recreation
yard.

Secondary - Through exit #3, to corridor M, out exit #4 and into the recreation
yard.

Primary - All inmates and staff in Unit #1 will evacuate through corridor B,
through gate A, through ID room, through exit #18, to control room lobby, out
exit #1 and into the recreation yard.

Secondary - Through corridor B, through exit #2, into multi-purpose room,
through exit #12 to parking lot.

Unit #3:

Primary - All inmates and staff in Unit #3 will evacuate through corridor C,
through Gate B, down main stairwell, through corridor B, through gate A, through
the ID room, through exit #18, to control room lobby, out exit #1 and into the
recreation yard.

Secondary - Down corridor C, through old library (exit #8), through conference
room, (exit #9) through exit #10, down front/administration stairwell, to corridor
A, through exit #11, through gate A, through the ID room, through exit #18, to
control room lobby, out exit #1 and into the recreation yard.
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Kitchen:

Primary - All inmates and staff in the kitchen will evacuate through exit #6 to
corridor B, through Gate A, through the ID room, through exit #18, to control
room lobby, out exit #1 and into the recreation yard.

Secondary - Out exit #20, through exit #17 to outside perimeter.

Multi-purpose Room:

Primary - All inmates and staff in the multi-purpose room will evacuate
through exit #2 to corridor B, through Gate A, through the ID room, through
exit #18, to control room lobby, out exit #1 and into the recreation yard.
Secondary - Out exit #12 (back of multi-purpose room), to parking lot.

Modular Unit:

Primary - All inmates and staff in the modular unit will evacuate down
corridor M, through exit #4 and into the recreation yard.

Secondary - Through the Day room and out exit#5, to fenced area behind the
modular unit.

2nd Floor Hall:

Primary - All inmates and staff in the 2nd Floor Hall will evacuate through
exit #7, down front stairwell to corridor A, to exit #11, gate A, through ID
Room, through exit #18, to control room lobby, out exit #1 and into the
recreation yard.

Secondary - Through corridor C, Through Gate B, down main stairwell,
through corridor B, through gate A, through the ID room, through exit #18, to
control room lobby, out exit #1 and into the recreation yard.

Holding Cell:

Primary - All inmates and staff in the holding cell will evacuate through exit
#19, to control room lobby, out exit #1 and into the recreation yard.

Secondary - Through exit #19 to exit #18, through the ID room, down A Block
corridor, through exit #3 to exit #4 and into the recreation yard.

Administration — 1st Floor:

Primary - All staff on the 1st. floor of the administration area will evacuate out
the Front Door (exit #13)

Secondary - Through corridor A to exit #11, through corridor B, to exit #2, to
Multi-purpose Room, to exit #12 and out to parking lot.

Administration — 2nd Floor:

Primary - All staff on the 2nd floor of the administration area will evacuate
down the administration stairway and out the Front Door (exit #13)



Secondary - Out conference room (exit #9), through library (exit #8) to Gate B,
down main stairwell, through corridor B, to exit 2, through Multi-purpose
Room, to exit #12 and out to the parking lot.

Administration - 3rd Floor:

Primary - All staff on the 3rd floor of the administration area will evacuate
down to the 2nd floor landing, down administration stairway, out Front Door
(exit #13)

Secondary - Down to 2nd floor landing, to exit #7, through Gate B, down main
stairwell, through corridor B, to exit #2, through Multi-purpose Room and out
to parking lot.

XIII. Votes Act

An Incarcerated Voter’s Bill of Rights —
Any individual with the right to vote is encouraged to speak with their caseworker for
assistance.

1.

10.

You have the right to vote if:
* You’re a U.S. Citizen; and
* You’re at least 18 years old; and
* You live in Massachusetts; and
* You’re NOT currently incarcerated for a felony conviction
You STILL have the right to vote, even if:
* You’re incarcerated for a misdemeanor
* You’re awaiting trial
* You’re convicted of a felony, but not yet sentenced
You have the right to vote while incarcerated, even if you’re not currently
registered to vote. You may vote from your last residential address before
incarceration, even if you no longer live there.
You have the right to request an absentee ballot. Your absentee ballot application
must reach your local election office five business days before Election Day.
You have the right to a secret ballot, and the right to fill out that ballot in private,
without anyone else looking at your ballot.
You have the right to have access to a writing implement to mark your ballot.
You have the right to vote without intimidation, pressure, or influence. No one can
force you to vote for or against a candidate, party, or ballot question.
You have the right to receive unbiased, nonpartisan educational materials to assist
with your decisions.
You have the right to ask for help completing your ballot, from anyone you
choose, if you can’t fill it out yourself because of disability or language
difficulties.
You have the right to return your ballot without interference. Your ballot comes
with a pre-addressed, postage pre-paid envelope for returns. Make sure to return
your ballot as quickly as possible, so it reaches your local election office by
Election Day.

Elections Division Secretary of the Commonwealth
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ESSEX COUNTY SHERIFF'S DEPARTMENT
ESSEX COUNTY CORRECTIONAL FACILITY
MIDDLETON, MASSACHUSETTS

INMATE ORIENTATION

HANDBOOK

A Message from the Sheriff of Essex County

Our staff has prepared this handbook so that you will know what is expected during your stay at the
Essex County Correctional Facility. You will find opportunity for growth and change here through the
utilization of the programs and services that are offered.

Correctional Officers are stationed inside of each housing area. The housing area features all the
necessities for day-to-day living. The Officers who work in these areas have been given full authority to
do whatever is necessary, within our applicable policies and procedures, to meet your legitimate needs.
In turn, 1 ask that you respect and treat these Officers as you would like to be treated.

We look forward to serving the needs of all inmates, no matter your race, color, creed, sexual
orientation, religion, physical handicap, or national origin. | ask that your behavior conforms to
established rules and regulations, and that while you are here, you respect both the facility staff and the
rights of the other inmates.

To ensure the safety and security of the facility, which means providing for your safety, inmates unable
to abide by the established rules and regulations will be immediately reclassified to a Restrictive
Housing Unit where their status will be further reviewed in accordance with policy.

This Handbook is a guide to assist you in understanding the rules and regulations. While the Handbook
provides information and may answer some questions, not all issues can be fully covered in these pages.
Please become familiar with this handbook as it contains valuable information about this correctional
facility and what is expected of you while you are here.

Kevin F. Coppinger, Sheriff

10/2024
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ESCAPE CLAUSE

An inmate will be considered attempting to escape at the point when an inmate enters the "No Man’s
Zone" without proper notification and authorization by the Superintendent or designee. The "No Man’s
Zone" shall be the area between two (2) security barriers which separates the inner perimeter from the
outer perimeter. The two (2) security barriers may be a combination of fences, wall and/or other
permanent structures intended as security barriers. Upon entering the "No Man’s Zone", the inmate shall
be considered a threat to public safety.

SEXUAL ABUSE/ASSAULT/PREA (PRISON RAPE ELIMINATION ACT)

Prison Rape Elimination Act supports prevention, detection and response of sexual abuse and sexual
harassment in confinement facilities.

It is the policy of the Essex County Sheriff’s Department to be in compliance with the Prison Rape
Elimination Act (PREA). The department is committed to a zero-tolerance policy regarding sexual
assaults to include sexual harassment, whether inmate/resident on inmate/resident or staff on
inmate/resident. All intentional acts of a sexually abusive behavior (to include sexual harassment) or
intimacy between an inmate/resident and a department employee, vendor, volunteer, or between an
inmate/ resident and another inmate/resident regardless of consent, are prohibited and the perpetrator
shall be subject to administrative, criminal and/or disciplinary sanctions. The department is committed
to investigating, disciplining, and referring for prosecution department employees, vendors/contractors,
volunteers, and inmate/residents who engage in sexually abusive behavior.

As an inmate within the Essex County Correctional Facility, you have the right to serve your sentence
without fear of being sexually exploited or sexually harassed. Any sexual contact with any person is
expressly prohibited and all such incidents should be immediately reported. Any allegation or incident
of sexual contact will be taken seriously and investigated fully.

A telephone "hotline™ has been set up through the inmate telephone system that will allow you to report
any contact of a sexual nature with other inmates, staff and volunteers or outside contractors. All
inmates can universally access this number. To access, at no charge, the crime tip hotline, you need to
follow the telephone prompts. When asked, enter prompt #8. Enter your pin number. After entering your
pin number, dial 321 to leave a message.

In addition to the crime tip hotline, you may also confidentially and at no charge, report any contact of a
sexual nature with other inmates, staff and volunteers or outside contractors to Essex District Attorney's
Office. All inmates can universally access their number. To access the Essex District Attorney's Tip
Line, you need to immediately dial *599 as it will immediately connect you. Do not select a language
when asked, just press *599.

As an inmate, you may also contact the Essex District Attorney's Office by writing to the following
address: Essex District Attorney's Office, Family Crimes and Sexual Assault Unit, 10 Federal Street,
Salem, MA 01970.

Inmates also have universal access to Rape Counseling Services provided by YWCA Northeastern
Massachusetts in Lawrence MA. To access this 24/7 confidential counseling and support services for



sexual assault victims/survivors and anyone else affected by it, you need to dial *333 as it will
immediately connect you. Do not select a language when asked, just press *333. This service can also
be accessed on a non-inmate authorized telephones by calling (877) 509-9922.

Please be aware that this service is for counseling and support services only. To report, via telephone,
any contact of a sexual nature with other inmates, staff and volunteers or outside contractors please use
the department's crime tip line or the Essex District Attorney’s Tip Line.

As an inmate, you may also contact the YWCA Northeastern Massachusetts by writing to the following
address:

YWCA Northeastern Massachusetts
38 Lawrence Street
Lawrence, MA 01840

You do not need to place any of the above numbers on your PIN list. Any allegation that you make that
is found to be false will result in disciplinary action. Inmates will not be subjected to personal abuse or
harassment.

Inmates are expected to respect staff authority, duties and restrict their interaction with staff to a
professional capacity. Any inappropriate communication or conduct by inmates towards staff will be
subject to investigation and possible disciplinary action.

Inmates need to be aware that they will always encounter staff of the opposite gender during their
incarceration at this facility. Please always conduct yourself accordingly, as the opposite gender staff
work in all aspects of the daily operations of this facility.

Inmates are encouraged to self-report acts prohibited by M.GL. ¢.268 s.21A. This may include use of
grievance forms or personal communication with appropriate staff. Inmates may also report an observed
violation upon another inmate by these same means.

AMERICANS WITH DISABILITIES ACT (ADA)

Americans with Disabilities Act (ADA) is a federal law that prohibits discrimination based on disability.
It is the Essex County Sheriff’s Department’s policy not to discriminate against any person protected by
the ADA.

If you have a disability that warrants an accommodation, you may initiate a request for a reasonable
accommaodation in one of three (3) ways:
1. By verbal or written request to any facility staff member
2. By verbal or written request to a medical/mental health staff for a medically prescribed
accommodation; or
3. By completion of the Request for Reasonable Accommodation Form. The form is available
during the intake process, on your unit upon request and in the Inmate Library. The form shall
be addressed to the facility Health Services Administrator (HSA) and sent via inmate mail
system.



SUICIDE AWARENESS

The Essex County Sheriff’s Department takes suicide prevention seriously. All staff members who
work with inmates are trained to recognize verbal and behavioral cues that indicate potential suicide
concerns and how to respond appropriately. Inmates who need to report feeling suicidal shall feel safe
and comfortable in doing so to any staff member. The ECCF inmates will be able to access the Suicide
and Crisis Lifeline for emotional support. The Suicide and Crisis Lifeline is not an avenue to report
current suicidal thoughts. If you are feeling suicidal, please immediately tell a staff member. The
Suicide and Crisis Lifeline provides free and confidential emotional support to people in suicidal crisis
or emotional distress twenty-four (24) hours a day, seven (7) days a week. In order to reach the Suicide
and Crisis Lifeline, please follow these directions:

On any inmate authorized telephone, the inmate/resident must dial *988, as it will directly connect them,
at no charge, to the Suicide and Crisis Lifeline.

Inmates should also report any suicidal concern for fellow inmates to ECSD staff immediately.

ORIENTATION

Within a reasonable timeframe of admission, each new inmate will receive a verbal Orientation. All
Orientation will be held in the Programs Building except for inmates who are housed in the Restrictive
Housing Unit. The following information shall be included, but not limited to:

a. Visiting procedure

b. Mail procedures to include inmate-to-inmate correspondence limitations
c. Disciplinary/Grievance procedures

d. Program services

e. Medical attention/sick call

f. Facility rules and regulations

g. Housing regulations

h. Sexual abuse/assault/PREA

i. ADA and how to access special accommodations if approved

Attendance is mandatory for every new inmate admitted to the facility, even if you have been here
before. Refusal to participate in Orientation is considered a refusal to accept rules and regulations and
you may be subject to the inmate disciplinary process.

UNIT TEAM SYSTEM

At ECCF, the department utilizes the Unit Team (UT) Management System. Each housing unit is
broken down into UT. Each UT is comprised of Correction Officers, a Sergeant, and a Lieutenant
whom inmates will be interacting with throughout their stay at ECCF. UT members will provide
consistency with staff/inmate interaction and living situations. While Sergeants and Lieutenants are
readily accessible to answer any questions or concerns, it is highly encouraged that inmates follow the
chain of command and initiate all inquiries with the unit officers.



Reintegration Coordinators will conduct regularly scheduled interviews and meetings
and will answer questions related to your incarceration. Reintegration Coordinators
will arrange classification hearings. Any problems encountered with money accounts,
property, canteen, classification, etc., should first be addressed through the UT line
staff chain of command.

The first avenue to the resolution of any problem should be the Unit Officer, then the
Unit Sergeant. The Unit Team members shall be available throughout the housing
units to address any concerns or questions.

STAFF ACCESS

You are encouraged to communicate with staff. You may speak with the Floor
Officers at any time except during counts, shift change or when the Officer is
preoccupied.

Inmate "Request to Speak To" forms are available from Unit Staff. You must complete
one of these forms to request a meeting with staff other than your UT. Completed
forms may be placed in the mailbox located in each unit.

CLASSIFICATION

The inmate classification process determines your housing assignment based on your
security level. Your security level is determined by the Classification Decision Tree
which will be performed on you at intake by a Classification Officer. The Decision
Tree is a tool that measures your security level and is heavily weighted on your
current charges, prior felony charges and institutional behavior history (d-boards).
The Decision Tree tool will be performed on every inmate upon intake and then every
60 days after. A classification review using the Aggravating Decision Tree will also
be done on you if you receive a disciplinary report or new charges/WMS/detainer, etc.
A classification review using the Mitigating Decision Tree will also be done on you if
you close an open case and continue program and/or work participation, etc. You will
have the ability to move to a higher or lower security level based on the
Aggravating/Mitigating Tree results. The ability to change your security/housing

level is based on your actions and/or inactions.

A sentenced inmate’s initial classification hearing will take place shortly after
sentencing by a Classification Officer who has been assigned to you. Your
engagement in treatment, programming and reentry planning will be reviewed every
60 days with your assigned Classification Officer. Your assigned Classification
Officer will work with you to make recommendations and referrals for educational,
vocational, and clinical programming on your behalf. The initial Classification Board
will consist of no less than three members.



The purpose of the periodic classification reviews is to address all areas of concern
regarding the inmate’s security level, facility placement, work, and program
assignments and participation. An inmate may request programming and consideration
for lower security at their scheduled classification hearings. Inmates may request to
speak to their assigned Classification Officer at any time by submitting an “Inmate
Request” form and sending it through the inmate system. You cannot request specific
housing units through request forms, as your housing is determined by the
Decision Tree outcome.

Program plans and any new issues (i.e. health, family, legal issues resolved,
programming or educational participation, enemies, etc.) and changes can be made at
periodic reviews.

All Classification Board recommendations are subject to review and approval by the
Assistant Superintendent of Classification or designee. An inmate may, on the
appropriate forms, appeal a Classification Board recommendation to the Assistant
Superintendent of Classification or designee within five (5) working days of receipt of
the classification decision.

The following are some guidelines the Classification Board may use in reviewing an
inmate's classification status:
e Inmate's adjustment based on disciplinary and incident reports.
Compliance with Program Referrals and engagement in programming.
Length of time served by the inmate.
Escape history, if any.
Degree of responsibility an inmate takes for his own actions.
Nature of the offense and criminal history.

INMATE BEHAVIOR MANAGEMENT (IBM)

Your security level that was determined by the Classification Decision Tree will be used to
determine your housing assignment as well as unit-based incentives based on positive behavior.
These incentives are not an exhaustive list of opportunities that you may be eligible for based on
demonstrating positive behavior.

Level 6- 9 (Low Security 80 Upper, 80 Lower, 60 Bed)
Inmates are eligible for the following incentives:
e Rec time: Full tier rec scheduled by unit staff.
Visits per week: (2) 45 minute visits per week.
Video visits: As scheduled by the inmate’s family.
Canteen: $125 total in addition to iCare packages.
Worker status: Ability to fill any inmate job opening at the discretion of staff.
Tablet time: Unlimited 24-hour on unit access. Subject to inventory by the unit Officer.
Uniforms: Minimum per inmate handbook (2).
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e Programming: Access to available of unit programming.
o ECPRC eligibility: Would be eligible to be seen by the ECPRC Boards at the discretion of
staff.

Level 3 -5 (Medium Security 240 A, 240 B, 240 C, 240 D) inmates are eligible for the following
incentives:
e Rectime: % tier with no in’s and out’s. 4 hours of rec a day.
Visits per week: (2) 30 minute visits per week.
Video visits: As scheduled by the inmate’s family.
Canteen: $125 total in addition to iCare packages.
Worker status: Unit workers allowed. Level 5 and higher can work in the kitchen at the
discretion of the staff.
Tablet time: 8:00am — 10:00pm.
e Uniforms: Minimum per inmate handbook (2).
e Programming: Access to available of unit programming.

Level 1 and 2 (High Security 120 B) inmates are eligible for the following incentives:
e Rec time: Y4 tier rec/scheduled in’s and out’s.

Visits per week: Once a week for 30 minutes.

Video visits: As scheduled by the inmate’s family during tiered rec time.

Canteen: $125 total (No iCare).

Worker status: No unit workers.

Tablet time: 6 hours.

Uniforms: Minimum per inmate handbook (2).

Programming: Limited opportunities on a case-by-case basis.

PAROLE BOARD

At the ECCF, the Parole Office is located in the Programs building and is staffed
Monday through Friday from 8:00 am to 5:00 pm.

If you are serving a sentence of 60 days or more, you are eligible for parole after
completing one-half of the sentence or after two years, whichever is less.

The facility Parole Officer will prepare an inmate’s case prior to his eligibility and will
answer any questions the inmate may have.

You may submit a "Inmate Request "' form through the inmate mail system to make
appointments with the Parole Staff. If for any reason you do not wish to have a parole
hearing, you may waive your right to the hearing by signing a waiver form. If you
have any outstanding cases, warrants or detainers, you may wish to postpone your
parole hearing until such time as these matters are resolved.



SPECIAL REQUESTS

Notary Public Services- Several of our department staff members are certified Notary Publics. . A
notary public is responsible for performing notarial acts such as witnessing the signing of important
documents. If you need to have a document notarized, submit an “Inmate Request form” to the Notary
Public and someone will assist you. The facility law librarian may also assist with notarizing items
during your library time.

Interpreter Services- It is the policy of the Essex County Sheriff’s Department to provide assistance to
non-English speaking offenders. These services include, but are not limited to, the translation of critical
documents and forms into languages common to significant groups of offenders, the use of bi-lingual
staff in locations or assignments when necessary for communication and the availability of telephonic
interpretation services. In the event a bi-lingual ECSD staff member is not available, and you need
interpretation services, translation services are available through Language Line Solutions. You should
notify your housing officer you are in need of interpretation services. ECSD staff must receive approval
from the Unit Manager prior to using the interpretation services.

Family Funerals-Private viewings of the immediate family member of an inmate (mother, father,
brother, sister, spouse, and children) under security escort and with applied restraints may be approved
by the Classification Department in conjunction with the Superintendent and the Director of Security.
Attendance to a viewing is subject to safety and security considerations, provided the services will be
held in the Commonwealth of Massachusetts. You can make this request through your Classification
Officer or completing an “Inmate Request Form” to the Director of Classification and your request will
be considered on a case-by-case basis.

RULES AND REGULATIONS

All inmates housed at the ECCF will be required to adhere to general rules and regulations specifically
defined for this facility.

Counts: Counts are very important to the proper running of the facility; infractions pertaining to counts
are very serious. Counts are held at approximately 12:30 a.m., 3:30a.m., 5:30 a.m., 7:10a.m., 11:45 a.m.,
5:45 p.m. and 9:45 p.m. Once "five (5) minute warning to the freeze" is announced, inmates are to move
back to their cells/bunks. It will be the responsibility of each inmate to be in their cell/bunk, and clearly
visible to the officers. The 7:10am, 11:45am, 5:45pm, and 9:45pm counts are “standing” counts, which
means inmates will be standing next to their bunk while the count is being conducted.

Making unnecessary movements, attempting to distract the counting officer by conversation, will result
in disciplinary action. When an emergency count is announced, inmates will report to their cells and
remain there until the count is cleared.

Movement from the units will commence for a ten (10) minute period once each hour. Controlled
movement will be implemented seven (7) days a week. Special exemptions may require movement at an
earlier time. Inmates will always walk on the paved walkways.

The start and end of each movement will be announced.
10



UNIT RULES AND REGULATIONS

Emergency Unit Lock-Down: In the event a lock down is announced, inmates are required to return to
their cells/bunks. If at any time, you are unable to access your cell/bunk, you will lay flat down on the
ground, remain still, and await further instructions from staff.

Cell Decorum: All cells are expected to always be kept clean, tidy and in compliance with cell decorum
regulations. Beds/bunks will be made by the time that your tier comes out for its first recreation period.
At no point in time will any inmate be permitted to obstruct the officer’s view of their bunk, nor will
they be permitted to cover their cell window, cell door or light fixture. Clothes lines, homemade shelves
and Homemade rugs are prohibited. Trash must be emptied daily.

Unit Officers will determine the time for daily cleanup. During this time, cleaning supplies will be made
available. Inmates are responsible for the cleanliness of their cells. All cleaning materials shall be
controlled and used in a safe manner. Inmates are not allowed to pass off cleaning materials to other
inmates; and must return the items to the officer’s podium after use. Inmates who violate this procedure
are subject to disciplinary action. Officers are always required to know the whereabouts of cleaning
materials.

If an inmate refuses to comply with the cell decorum, disciplinary action may be taken.
Rules:

1. No inmate may enter a unit or cell other than their own. Inmates housed on the bottom tier will

not be allowed on the top tier. Inmates may not loiter in front of another inmate's cell, on the

stairways, or on the tiers.

Inmate interaction takes place within the common area of the unit.

3. No inmate will be allowed access to the closets, office areas, or any other unauthorized area as
designated without approval of a staff member.

4. Smoking, use of or possession of tobacco products or narcotics is prohibited in this facility.

Items are prohibited from being hung on walls, beds, railings, appliances, vents, windows, or

cell doors.

6. Pornographic or sexually explicit photographs of any kind are not allowed. No items that are

derogatory towards race, religion, nationality/origin, or sexual orientation is allowed.

Inmates must make their bed each morning. Time is designated by unit.

8. Fixtures (sink, toilet, etc.) and furnishings (bed, desk, wall hooks, etc.) will not be painted or
altered in any way.

9. Inmates are required to use a headset or earbuds while using a radio or tablet. Homemade
speakers are not allowed.

10. Mesh storage bags or plastic containers will remain in the cell.

11. Nothing is to be placed in front of the cell door.

12. Inmates must not have in their possession any property that does not belong to them. An inmate
found in possession of another inmate's property shall be subject to a disciplinary hearing.

13. Excessive or stockpiling of canteen items is prohibited.

14. Excessive stockpiling of food line items such as fruit or bread is prohibited.

15. Only authorized recreational activities will take place in the units. (i.e.: cards, board games,
etc.) “Horseplay” will not be tolerated.

16. Cell windows will not be blocked. Homemade curtains, window coverings, or rugs are not

ro
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allowed.

There will be no alterations to the tier, cell, or stairwell lighting.

Maintenance deficiencies must be reported to the Unit Officer.

Inmates will not tamper with or block locking devices, vents, doors, windows or food ports.
Personal items are to be stored in the issued mesh bag, storage container or on the cell’s shelf.
Two-piece uniforms, footwear, and inmate identification bracelet must always be worn while in
the common area of the housing units or when leaving the housing units. When going to and
from the shower area, adequate clothing (t-shirt and shorts) must be worn.

No headgear shall be worn inside of the units or in any facility building. Exceptions may be
made for authorized religious headgear.

Only authorized and issued linens are allowed.

All trash must be removed from cells. Utilize the trash barrels that are in the cells and on the
units. All empty containers from the canteen must be disposed of. Boxes or paper bags are
allowed.

Cell lights will be turned off at 10:00 p.m., 7 days a week.

Inmates are prohibited from being designated custodians of the Unit TV remote controls.
Inmates may be permitted to have supervised use of the TV remotes, but must return to the unit
by the end of their recreation period. — Failure to do so will result in disciplinary action.
Tampering with, or unauthorized use of the unit TV’s will result of disciplinary action.
Laundering clothing or linens in cells is prohibited.

Homemade water weights are prohibited.

Stockpiling excess linen or department issued uniforms is prohibited.

Inmates are prohibited from altering their department issued uniform or linens in any way.
Upon announcement of med pass, all inmates must line up promptly and be prepared to verify
their identity, using their ID’s.

Reporting to Medline late will result in unit discipline.

Any inmate scheduled for any type of movement (programs, medical appointments etc...) must
be lined up at least (5) minutes prior to the start of hourly movement.

Any inmate enrolled in programs will be responsible for familiarizing themselves with their
class schedule and prepare for movement accordingly.

No Inmate will be permitted to leave the unit without first signing out with the unit officer.
Upon returning from any external location, all inmates must check in with the unit officer. -
Failure to do so will result in disciplinary action.

Do not approach, touch, or walk in proximity of any K-9 team.

Only those items required for either an assigned work detail or program will be allowed to
leave the housing unit. During routine movement, no unnecessary items shall leave the housing
units. If these item(s) are found in one's possession other than in their intended area, the item(s)
will be considered contraband. Example, leaving unit with tablet.

Any inmate issued a tablet must adhere to the tablet policy.

All Tablets must be collected by 10PM, failure to do so will result in disciplinary action.

All Inmates are prohibited from taking tablets off the unit.

Altering, tampering with, or obstructing the view of the tablet device with pictures or coverings
in any way is prohibited.

Inmates are prohibited from being in possession of another inmate’s tablet.

Inmates are not permitted to reassign tablets. Upon notification of a scheduled court trip or
release, the tablet must be turned into Intake Staff .

Any unauthorized access, sitting on, or tampering with, or any of the unit tablet charging cords
or carts is strictly prohibited.

12



Contraband: is defined as any item that is not issued by the facility, sold in the inmate canteen, or
obtained through an approved source. Approved items may also be considered contraband when found
to be altered or in excessive quantities which would adversely affect sanitation and/or safety conditions.

Searches: At any given time or location, inmates are subject to a search of their person, living quarters,
or place of work. Searches are routine in nature to control contraband. The fact that you are asked to
submit to a search does not mean that you are under suspicion. Refusal to submit to a search will result
in disciplinary action.

Urinalysis: At any given time, inmates may be requested to provide a urine sample. A refusal will result
in disciplinary action.

Inmate Identification Bracelet: Inmate identification bracelets must always be worn. Intentional
damage to the identification bracelet in any way will result in disciplinary action. Replacement cost is
$20.00.

Failure to abide by any of the above rules will result in disciplinary action.

Unit Recreation: Inmates are allowed out of their cells at timed intervals each day. Recreations times
vary and are specific to each housing unit. Activities such as card and board games are to be played on
the tables in the common area. Gambling is strictly prohibited. Each housing unit is supplied with
various pieces of exercise equipment.

Showers: Shower facilities are available in all units. Inmates are expected to maintain proper hygiene
and to collect all personal items and debris at the end of each use. Use of showers may be restricted at
the discretion of the ECSD.

Unit Telephones: Inmates in general population have access to the telephones in the common areas. All
phone calls are recorded except for phone calls made to an attorney. Attorney phone numbers may only
be added by a member of the Information Technology (IT) staff and only after verification with the
requested attorney. Attorney numbers are added to a master list for use by all inmates. There is no limit
on phone numbers for attorneys. Inmates are allowed a total of ten (10) active telephone numbers
authorized for use in conjunction with your PIN. All inmate calls are subject to telephone monitoring
and recording, except pre-authorized numbers for an attorney. Inmate telephones will be activated
between the hours of 8:00 am and 11:30 pm seven days a week. 3-way calls are prohibited. Inmates
placing or attempting to place 3-way calls will be subject to disciplinary action.

Information on international calls is available through the Reintegration Coordinator. There is a phone
located in Upper Programs specifically for calls to arrange bail. Phone calls on this designated phone are
limited to 10 minutes. Access to this phone is made via request to a member of the Classification
Department. Use of this phone for purposes other than bail is prohibited and will be subject to
disciplinary action.

Use of another inmate’s Personal Identification Number (PIN) or phone account is not allowed and is a
disciplinary offense.

Inmate Tablets: Each housing unit is supplied with tablets except the 120A. The tablets are connected
through Securus and may be used for education and recreational purposes to include programming,
mail, games, movies, etc. The tablets also have telephone capabilities which will allow for inmates to
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make telephone calls in their cells. Each inmate may have access to a tablet unless a disciplinary
sanction prohibits it.

Inmate access to these tablets are a privilege not a right and may be revoked when necessary.
Destroying or damaging an inmate tablet will result in $150.00 restitution fee. In addition inmates will
be banned from the use of a tablet for 6 months. Each incident is reviewed and depending to the
severity, inmates may be banned permanently.

See the Inmate Behavior Management (IBM) on page 8 for tablet times.

FOOD SERVICES

Nutritionally balanced meals are served three times a day. If you miss a meal or oversleep, you will not
be served.

Food line items are not allowed in cells, without proper authorization. All meals will be consumed in the
common area of the unit.

After finishing your meal, you are expected to clean your area and return your tray to the designated
area.

Dining Hall Rules: The following rules are in effect and must be adhered to by all inmates.

1. All inmates must wear their issued two-piece uniform, facility issued identification bracelet,
and shoes to the dining hall.

Inmates coming to the dining hall will go through the serving line only once. Second helpings
are not permitted.

Inmates are subject to search upon entering or exiting the dining hall.

Only staff is permitted to open and close windows.

Loitering is not permitted. Inmates will leave as soon as instructed to do so.

Nothing is to be carried in or out of the dining hall unless authorized.

Moving from table to table is prohibited.

After eating, inmates must return to their units, go directly into their cell and close the cell door.

no

©No gk w

Inmates will be released to the dining hall by unit. Meals will be served according to the following
schedule:

Breakfast: 7:15a.m. -8:00 a.m. BSU starts at 6:00 a.m.
Lunch: 11:00 a.m. -11:40 p.m.
Dinner: 5:00p.m. - 5:30 p.m.

Any inmate who becomes disruptive or assaultive by either throwing of food, food trays, containers or by utilizing any

food or drink containers to assault staff with food or any substances, i.e., urine, feces, etc., disciplinary action will be
taken.
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LAUNDRY

All inmate laundry will be done according to the following schedule:

Unit Monday
240 A Personal/Uniform
240 B Personal/Uniform
240C

240D

80 Upper  Personal/Uniform
80 Lower  Personal/Uniform
60 Bed

120 A Personal/Uniform
120B Personal/Uniform
Voke 1

Voke 2

Voke 3

Voke 4

Infirmary  Personal/Uniform

Tuesday

Personal/Uniform

Wednesday
Sheets/Blankets

Thursday
Personal/Uniform

Sheets/Blankets

Personal/Uniform

Sheets/Blankets

Personal/Uniform

Sheets/Blankets

Personal/Uniform

Sheets/Blankets

Personal/Uniform

Friday

Personal/Uniform

Personal/Uniform

Sheets/Blankets

Personal/Uniform

Sheets/Blankets

Personal/Uniform

Sheets/Blankets

Personal/Uniform

Personal/Uniform

Sheets/Blankets

Personal/Uniform

Sheets/Blankets

Personal/Uniform

Sheets/Blankets

Personal/Uniform

Sheets/Blankets

Personal/Uniform

Sheets/Blankets

Sheets/Blankets

Personal/Uniform

Personal/Uniform

Personal/Uniform

Personal/Uniform

Personal/Uniform

Sheets and blankets are done on Wednesdays for all units and must be dropped off at Laundry before

1200.

Scheduled days are the days in which the items are cleaned.

Personals and uniforms will be collected the night before their scheduled day and dropped off in the
Voke hall, at the Laundry door.

Sheets and Blankets will be offered to be cleaned and collected on Wednesdays, the
Unit Officers will call Laundry with a total number of sheets and blankets collected to be swapped out.
Must be dropped off before 1PM.

Note:

When leaving a unit, you must take all facility issued items with you.

Court clothes are washed on a first come first serve basis. Slips must include your name, ID# and your
court/release date. This must be submitted on an Inmate Request Form. This request must be submitted
at least one (1) week prior to scheduled date to the property officer.
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INMATE WORK ASSIGNMENTS

Pretrial inmates are not required to work except to do personal housekeeping and clean their
housing area. Pretrial Inmates may volunteer for work assignments but are not eligible for
earned good time. Sentenced inmates are expected to work if they are eligible and not assigned
to a program.

Inmates eligible to work will be classified to the workers unit.

Work assignments are available in the following areas: food services, library, janitors (in
various buildings), and maintenance (painting, plumbing, electrical, welding). Positions are
available in the unit for unit workers. Unit Officers assign unit workers. All facility positions are
filled based on availability.

In some instances, an inmate may be hired to fill a position for which they are
certified/apprenticed, such as electrician, plumber, or welder. These inmates are hired to fill
special facility needs.

Once assigned to a work area, inmates are not permitted to "quit" the job. If terminated for
cause, disciplinary action can be taken. All inmates who are terminated from a work assignment
may be considered for future work assignments. Those inmates who need reassignment due to
health/medical reasons will be able to do so without penalty.

Inmates, who are classified to the Behavioral Standardization Unit (BSU), will be
automatically terminated from the work force. They must reapply for entry into a work
assignment after release from BSU. Allowances are made for those who are found not guilty of
disciplinary reports or investigations.

Inmates, who receive major or minor disciplinary reports and are found guilty by the
Disciplinary Hearing Sergeant, are subject to work termination. Determinations are made on a
case-by-case basis.

Some work areas require medical clearance. An inmate who is denied clearance by the medical
staff (MHU) may apply for another work area without penalty.

Several work areas require special clothing. The appropriate clothing is provided to the
individual by the facility. Inmates are responsible for the clothing and must return the same to
the work area supervisor upon transfer or termination.

Food Service Compensation: Inmates assigned to work in Food Services shall also receive, in
addition to EGT, sentenced inmates only $0.25 per hour for all hours worked. The contracted
food provider will calculate the time owed and deposit the monies earned into the inmate
worker’s canteen account.

Inmate workers also receive two (2) special meals a week, over and above the double portions
they receive.

Earned Good Time for Work: Earned Good Time (EGT) is granted to those workers whose
work performance, post conviction merits it. Inmate work evaluations are submitted monthly by
the work area supervisor. Questions relating to good time should be addressed to the work area
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supervisor for resolution. Inmates can review, with the work area supervisor, the submitted
monthly evaluations.

A maximum of ten (10) days per month for a minimum work time of more than half the month
can be earned, post conviction. Volunteers will not receive good time. Inmates terminated prior
to the completion of more than half the month will not receive good time for that

month. Inmates completing more than half the month and then terminated, will receive good
time. Inmate will be notified when he is to begin work. Notice will also be sent to the inmate's
housing unit.

Earned Good Time Rates for Institutional Programs: A maximum of ten (10) days per month
for a satisfactory participation in programs for a minimum time of more than half the month
can be earned post conviction. Inmates terminated prior to the completion of more than half
the month will not receive good time for that month. Questions related to EGT can be directed
to your assigned Classification Officer.

Inmate Haircuts:

Mobile Barbershop: Inmates in need of barbering services will have opportunities scheduled to
sign up and be scheduled in their respective housing units. The facility will charge $3/per
haircut and indigent inmates can receive haircuts for no fee. The Mobile Barbershop will arrive
on the scheduled unit of the day and the barbering service will take place in the designated
haircut location on the unit.

Each housing units Officer in Charge will be responsible for identifying the housing unit barber.
Barbering services are not a licensed program, but interested inmates can practice barbering
skills while providing barbering services to the facility. Unit barbers are not eligible for earned
good time.

INMATE ACCOUNTS
Setting up Inmate Accounts

Funds may be deposited into your account once an inmate account has been established at the
time of your initial intake. Any monies you are in possession of during the booking process
will be deposited into your inmate account in the Intake area. You will receive a receipt for
your records.

To access your inmate account, see a canteen kiosk which is positioned in all housing units.
Enter your MSA number and your four-digit default PIN number (the year you were born).
Update your PIN number to a unique number to ensure security of your account. To do this, log
into your account then click the “Change Pin” button in the upper right-hand corner of the kiosk
screen.

Receiving Money into Inmate Accounts/Deposits

Deposits into inmate accounts will be made via ConnectNetwork GTL and can be made as
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follows: Online: www.ConnectNetwork.com

Toll-Free Telephone: 888-988-

4768 Lobby Kiosks: Located at

each facility

Mobile App: Search for ConnectNetwork on Apple & Android

This information is also available by visiting the Friends and Visitor section of the
department’s website: www.essexsheriffma.org

Family and friends should have the following information prepared to make online, telephone and
lobby deposits: Inmate’s first and last name, inmate’s date of birth (month/day/year), inmate 1D#
(MSA#), site ID# 262.

Deposits online are the quickest and most efficient way to make a deposit. However, other
modes of deposit such as telephone, kiosks and the mobile app are acceptable options as well.
Family and friends may visit the Middleton House of Correction lobby kiosk 24 hours per day,
seven (7) days per week.

The kiosk accepts cash and credit cards.

Money orders and cashier checks are accepted by this facility through the US mail or drop box
located in the lobby of ECCF. Money orders should be made payable to: Aramark Commissary.
The inmate’s first name, last name and MSA# should appear in the memo line or on the money
order as well.

Personal checks and cash are not accepted by this facility and will be returned to the sender.
Money may not come back with court returns; if so, it will be placed into property, not canteen.

Release of Money from Inmate Accounts

You may release funds from your account only to an attorney, family member, or friend. You
must authorize a release by requesting and completing the designated money release form. The
release form must be notarized by a notary public. Approval of this request is at the discretion
of the Superintendent or Director of Security.

Restitution

Any missing or destroyed facility items for which you are responsible will be charged against
your inmate account. Inmates who are sanctioned restitution and have funds available to do so
will be charged the amount in full. Inmates who do not have these funds available will incur a
negative balance and will pay the restitution over time. Upon deposit of funds into your inmate
account, 50% will be applied to restitution and 50% will be available to order canteen. This
system will repeat until the restitution is paid in full.

Canteen

Canteen items are ordered according to the schedule posted in your housing area. Canteen
kiosks are positioned in all housing units.
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No single order of canteen items may exceed $125.00; excess may be confiscated as contraband.
If you do not have sufficient funds available, part of your order will be rejected.

Please order carefully; orders may be placed weekly, and once the order is placed; you cannot
access the order for alterations. Indicate the quantity of items desired and price to be charged.
Confirming your

order allows Aramark Commissary to remove the total cost from your account. The total amount
of the order will appear as a transaction in your inmate account. Most units may purchase
hygiene items, food/snacks, general merchandise, and clothing as they appear from the
commissary menu. The menu may vary depending on the unit in which you are housed.

Canteen orders will be delivered to inmates in their housing unit. When your order is
delivered, you must sign for your order using Aramark’s digital signature pad. If your order is
missing an item(s), you should make Aramark staff aware of the incomplete order and the staff
person will credit your account on Saturday’s when the order is delivered. This refund will take
approximately 3-4 days to appear in your account.

Any other discrepancy or error with your canteen account (deliveries or transactions) or claims
for defective or damaged items must be resolved with Aramark Commissary staff within two
weeks after the scheduled delivery date or transaction date of that canteen order.

Disciplinary or released inmates’ orders who arrive on Saturday will be credited on Monday.

No canteen item will be bartered or gambled for. Restrictions may be placed on access to
canteen items as a disciplinary sanction. Also, your canteen order may be regulated or restricted
by the facility physician for reasons of health.

iCare Packages

Friends and family can may purchase iCare packages for inmates housed at the facility. These
are gift bags containing food, hygiene, and other items. This is limited to one (1) iCare package
per inmate per week.

iCare packages may be purchased by visiting shop.icaregifts.com. This information is also
available by visiting the Friends and Visitor section of the department’s website:
essexsheriffma.org.

Inmates housed in the 120A and 120B are not eligible for iCare packages.

Indigent Inmates

An inmate whose inmate account balance does not exceed ten dollars ($10.00) for sixty (60)
days or more shall be eligible to receive without charge the following:

1. Hygiene items

2. Up to 3 pieces of stationery, envelopes, and postage

3. Unlimited legal mailing
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Indigent inmates may request these items through their housing unit by speaking with unit staff.

Released Inmates’ Funds

One to two days prior to your release date (whether it be a sentence expiration or parole
release), Aramark Commissary will prepare a release debit card which will be preloaded with all
funds remaining on your inmate account. This will be given to you upon release; you will sign a
form acknowledging your receipt of the card.

Any additional funds added to our inmate account, such as a money order or remaining Work
Release check, will be loaded to your release card within a few days of the department
receiving the money.

Release cards will come with instructions on your pin number, how to set up an account with
the card service, open a bank account through the card service or remove funds from the card,
and many other options.

MAIL PROCDEDURES

Inmates are granted the right to communicate or correspond with persons or organizations,
subject only to the limitations necessary to maintain order and security.

Incoming:

Non-privileged mail must be sent to the following
address: Inmate Name and MSA

Number

Securus Digital Mail Center-Essex County
P.O. Box 20527

Tampa, FL 33622

Each day, the mail officer will only print non-privileged mail directly from the Securus
application for the 120A and inmates who have had their tablets taken away. All other non-
privileged mail is sent electronically to the tablets. The printed mail will be sorted by unit and
prepared for delivery by unit officers. Unit officers will distribute mail to each inmate.

All publications (e.g., magazines, newspapers, books, etc.) received through the mail must be
from a publisher or an approved vendor. No COD letters or packages will be sent or accepted
for an inmate.

All incoming funds for inmates will be received by the mailroom officers, receipted, and turned
over to Canteen for processing.
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Privileged Mail:

All Privileged Mail (except for the Voke Units, Restrictive Housing Unit and Medical Housing
Unit) will be distributed by the Intake Pod officer. Legal mail for inmates residing in the Voke
Units, Medical Housing Unit, Restrictive Housing Unit will be delivered to the unit and the unit
officer is responsible for distributing the legal mail.

All legal mail will be opened and inspected (not read) for contraband and only in the presence
of the inmate and signed for, unless waived in writing, or in circumstances which may indicate
contamination.

Outgoing: There shall be no limitations on the number of persons with whom an inmate
corresponds, or the number of letters he sends or receives. Staff, in the presence of the inmate,
may be allowed to inspect outgoing privileged mail for contraband before it is sealed.

Outgoing mail may be opened and inspected with authorization from the Superintendent. Such
authorization may be granted when the Superintendent has received specific information that
mail contains information which may jeopardize security, order, rehabilitation, or public safety.
It shall be the inmate's responsibility to place their return address on the outside of all outgoing
letters or packages. The return address should include the inmate’s name and read as such:

Inmate Name,

MSA number

Essex County Sheriff’s Department
PO. Box 807

Housing Unit

20 Manning Ave

Middleton, MA 01949-2807

Letters without the inmate's name and return address will not be forwarded to the post office.

All outgoing mail should be placed in the appropriate marked mailbox in each housing unit.
Mail is collected six days a week from the box except Sundays.

Privileged Correspondence: Inmates may correspond with the following individuals, under the
conditions of privileged correspondence:

1. Any officer of a court of the United States or the Commonwealth of
Massachusetts (judge, attorney, clerk, parole board members, probation, or parole
officer).

2. The President or Vice President of the United States or Governor of the
Commonwealth of Massachusetts.

3. Any member of the Congress of the United States or any member of the General
Counsel of the Commonwealth of Massachusetts.

4. The Attorney General of the United States or the Attorney General of the
Commonwealth of Massachusetts.

5. The Director or any agent of the Federal Bureau of Investigations or the
Commissioner of the Massachusetts Department of Public Safety,

6. The Sheriff and Superintendent of the county correctional facility in which the
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inmate is confined, an Associate or Deputy Commissioner of Correction or the
Commissioner of the Massachusetts Department of Correction.

Inmates may not use or permit others to use authorized privileged mail for personal non-legal or
non- official correspondence. The transmission of contraband or the transmittal of
communications to be given or forwarded to persons not specified above is prohibited.

Postage for Indigent Inmates: An inmate may be declared indigent if at the time of the request,
the inmate has in all accounts, to which he has access, a total amount less than or equal to ten
dollars ($10.00). The inmate has had such an amount in said account(s) for a period of sixty
days or more.

Indigent inmates shall be permitted to mail three letters first class, weighing one ounce or less,
each week at the expense of the facility. In addition, an indigent inmate shall be permitted,
where necessary, to send an unlimited number of letters of any weight to any court official or
attorney at the facility's expense. Stamps may be requested through canteen.

Prohibited Correspondence: Inmates may be permitted to correspond with an inmate confined to
another correctional institution providing the other inmate is either an immediate family
member or party in legal litigation. Permission from the Superintendent of both facilities is
required.

An inmate may be prohibited by the Superintendent from corresponding with a particular
person if that person, or the person’s parent or legal guardian in the case of a minor, has
requested in writing that such correspondence from the inmate be terminated.

Inmates wishing to correspond with other inmates housed at the ECCF shall adhere to the
inmate-to- inmate correspondence procedure. The letter must be in an envelope and have both
inmates full name, housing unit and cell number to be forwarded. No Stamp is required.

When any correspondence/publication, or portion thereof addressed to an inmate, but is not
delivered to the inmate for any reason set forth in 103 ECSD 948, the inmate shall be notified in
writing by the mailroom officer.

Certified/Registered Mail information is available through your Reintegration Coordinator.

GRIEVANCE PROCEDURES

A grievance is a formal complaint concerning an incident, which may include an incident of
sexual abuse and/or sexual harassment by another inmate or staff member, policy, or condition
within the facility. For incidents regarding sexual behavior between inmates and/or staff, please
refer to the PREA portion of this handbook.

Medical grievances should be submitted to Medical as they have their own grievance process.

A grievance does not cover formal disciplinary or classification decisions. There is an appeal
process that handles those decisions.

Informal Remedy: Inmates are encouraged to resolve complaints by direct contact with staff
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who are responsible in the particular area of the problem, such as Unit Officer, Reintegration
Coordinator, Unit Captain, appropriate Department Head, or other facility staff.

If, in the opinion of the inmate, the issue is not resolved, the inmate should file a "Request to
Staff Member Form" with the unit officer. The inmate is encouraged to use this informal remedy
procedure prior to initiating a formal grievance.

Formal Remedy: The Superintendent has designated a "Facility Grievance Officer" who has
been delegated the authority to receive, review and investigate any grievance of facility nature,
and to grant and implement relief as approved by the Assistant Superintendent. An inmate may
obtain a copy of the Inmate Grievance Form from any Unit Officer. This form is also available
on the inmate tablets. All facts should be listed accurately.

Upon completion of the investigation and review, inmates are notified of the findings.
Inmates may appeal the decision to the Assistant Superintendent, using the Inmate Grievance
Appeal Form. The inmate must state their reason for appeal and attach the original grievance.

No action will be taken against an inmate for submission of a grievance form unless he
knowingly and intentionally makes a statement, which is proven false beyond a reasonable
doubt pursuant to disciplinary procedures.

More information regarding the grievance policy is available for your review in the Library.

PROPERTY

Upon arrival at the Essex County Correctional Facility all property is thoroughly searched for
contraband. The inmate signs a property form that lists all property taken from them by the
intake officer, including valuables. All inmate property is secured. You will not be allowed to
keep any personal clothing with the rare exception of some footwear with facility approval.
Any money in your possession is registered on an inmate account card that you will be asked
to sign, acknowledging that the amount is correct.

You will be responsible for maintaining all receipts, copies, and/or legal papers while
incarcerated in this facility. You must take any legal paperwork at the time of booking;
personal property will not be reopened once it is sealed. You will also receive an ID wristband.
You must not tamper with your wristband, or you will be charged for a replacement wristband.

All property entering the facility must be purchased through the canteen or designated property vendor.
Release of Personal Property

Personal property pickup (extra clothing, wallets, rings, jewelry, etc.) may be done Monday

through Friday between the hours of 9 a.m.- 9 p.m. Upon your request, you will be provided

with a Property Release Form. Staff must witness you sign the Property Release form. The

Property Release form will be forwarded to the property officer for approval.

When approved by the Property Officer, your personal property may be released to a properly
identified and authorized individual who must sign a receipt for that property.
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The Essex County Sheriff's Department will not be responsible for any personal property or
excess clothing remaining at the facility 30 days from time of release. No complaint of lost
property or money will be accepted unless made at the time of release. Once you sign the
inmate property form at the time of your release, you have taken legal possession of all
property listed.

You may not transfer, sell, barter, or exchange personal property, footwear, clothing, or money
with other inmates, including at the time of release from this facility.

Issued Items

Each inmate will be issued items that are facility property and should be treated as such.
Inmates are responsible for all items issued to them. Damage, destruction, or alteration of these
items is a punishable offense and restitution may be imposed.

The following items are issued:

(2) Uniforms (2) One mesh laundry bag

(1) One pair of shoes (1) One jacket (Seasonal)

(1) One mattress/pillow (1) Once Hat (Seasonal)

(1) One-inmate handbook (2) Two Bed Sheets

(1) One pillowcase (1) One blanket

(2) Two towels (1) Large Mesh Personal Property Bag

When leaving a housing unit, each inmate will take the issued items to their next location within the facility.

Inmate Uniforms
Uniforms are of a two-piece style. Inmate uniforms are color specific and represent various
classifications:

Pretrial Orange
Sentenced Tan
Male Safe-keep Red
Female Safe-keep Pink striped
Inmate Worker Blue
Kitchen Worker White

Each inmate is responsible for the aforementioned items. If the any of the items are lost,
damaged, or destroyed, the inmate may receive a disciplinary hearing. Sanctions may include
a financial charge to the inmate’s commissary account.

Personal Property allowed in Cell (for each inmate in General Population)

A maximum of five (5) books, magazines and no more than one current newspaper.
One (1) Inmate Handbook

Prescription glasses (not sunglasses), dentures and hearing aid

Legal documents

poODE
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Inmate Mail

Address Book (wireless)

Family pictures (not to exceed five (5)-unframed, no nudity or pornographic)

One (1) pen and one (1) pencil (purchased from canteen)

One (1) pad of paper

0. Religious material

1. Canteen items exceeding $125.00 shall be considered contraband (receipts should

be kept showing proof of purchase)

12. Shower shoes (worn in unit only)

13. One (1) pair of sneakers (Either purchased from canteen or facility issued)

14. One (1) cup

15. One (1) hairbrush or comb

16. One (1) container of non-aerosol deodorant and shaving cream

17. One (1) container of shampoo, two bars of soap

18. One (1) tube of toothpaste, one toothbrush

19. One (1) medical Alert Bracelet or medallion Non-precious metal, unaltered and
approved by a member of the Health Services Unit)

20. One (1) religious necklace (Non-precious metal, unaltered and approved by
the ECSD Interfaith Coordinator.)

21. One (1) wedding ring

22. One (1) Walkman radio (Purchased from ECSD canteen)

23. Ten (10) US. Postage stamps

24. One (1) roll of toilet paper per inmate stored in cell
25. Five (5) T-shirts, five (5) pairs of socks and five (5) pairs of briefs

RB©o~NOoO

NOTE: If you possess anything other than the above listed, it shall be considered contraband
and you may be subject to disciplinary action.

Under no circumstances shall an inmate be permitted to accumulate property to the point where
it becomes a fire, sanitation, security, or housekeeping hazard.
Court Clothing Exchange

Clothing will be accepted Monday through Friday, except holidays, and only during scheduled
hours (9AM-9 PM) unless arrangements are pre-approved by the Property Officer, (socks, T-
shirts, underwear, ties, belts and footwear are not accepted). Court clothing will be the only
property accepted in the facility. You will be allowed to keep one set of clothing in the
property room at any time. Court clothing will be exchanged for the clothing you were
wearing on the day of admission to the facility.

Court clothing will be accepted in advance of scheduled court date. No clothing will be
accepted through the mail or at court. If clothing or footwear is exchanged at court, it will be
considered contraband and disposed of per Essex County Correctional Facility policy.

When clothing exchanges are conducted, the person making the exchange must present a picture
identification that includes name, address, and city or town.

The only items that will be accepted are: 1-shirt, 1-pair of pants and/or 1-suit jacket.

The following items will not be accepted for exchange: jewelry; belt with large, heavy, or sharp
buckle; hat; topcoat or raincoat; undergarments or shoes.
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Before a clothing exchange takes place, the inmate must fill out the proper paperwork and have
it filed with the property officer. The inmate needs to identify the person conducting the clothing
exchange and list the clothes that will be exchanged. If the proper paperwork is not on file, the
clothing exchange will NOT be conducted.

VISITING INFORMATION

Inmates are allowed and encouraged to have family and friends visit. All inmates and detainees,
except those who have lost visiting privileges through the disciplinary process, are entitled to
have visitors.

The following visiting schedule shall be applicable to all visitors at ECCF. Visits are held daily
at approximately 12, 1, 2, and 3 PM. Evening visits are held Monday through Thursday at
approximately 6, 7, 8 and 9 PM. There are no night visits on Saturdays and Sundays.

All non-privileged visits are done on a call ahead basis. Calls should be made from 24 to 48
hours in advance of the scheduled visit and calls are accepted between the hours of 12:00pm to
3:00pm to extension 3472.

The monthly visiting schedule is maintained in the visit registration area and a copy is
forwarded to each housing unit, central control, lobby receptionist and registration area. The
schedule is also posted on the inmate tablets. To accommodate the number of inmates at this
facility visit schedules are

established for each housing unit.

Refer to the Inmate Behavior Management section on page 8 for the number of visits per week.
Visiting times may be extended depending on the number of visits. Visitors at no time will have
contact with inmates.

An inmate can deny access to a visitor by leaving a written notice in advance with the Visits Officer.
Visit schedules can be found online at www.essexsheriffma.org, posted on each housing unit or

in the Inmate Library
Facility Information

The following address is the mailing address of Essex County Sheriff's
Department: Essex County Correctional Facility
P. O Box 807
Middleton, MA 01949

The physical address of the Essex County Correctional
Facility: Essex County Sheriff’s Department &
Sheriff’s Headquarters 20 Manning Avenue
Middleton, MA 01949

The main telephone number for the facility is (978) 750-1900.
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Public transportation to the ECCF is available via the MBTA with a bus stop located
approximately one mile from the facility.

Visiting Limitations

Visits shall normally be allowed, at a maximum, the entire length of a visiting period. Visits
may be terminated sooner if conditions such as inappropriate behavior, etc. or overcrowding
exist.

A maximum of two (2) adults and two (2) minors shall be permitted to visit an inmate at the
same time during a visiting period.

Their parent and/or legal guardian must accompany minors or children under the age of
eighteen (18). Parents are required to provide birth certificates for each child and legal
guardians shall provide court documents as proof of custody.

If an adult who is not the parent of an accompanying minor wishes to have the minor visit an
inmate, they must have a notarized letter, signed by both parents agreeing to allow the child to
visit the inmate.

A minor may only visit their father, stepfather, grandfather, brother, or legal guardian.
Once a visitor leaves the facility after a visit, he/she will not be allowed to return that same day.

All visitors are expected to abide by facility rules and regulations and conduct themselves in a
manner appropriate to a public place. Visitors are responsible for supervising minors in their
custody at all times. Excessive profanity, or serious deviations from appropriate standards of
behavior will result in

administrative action, such as warning, terminations of visit, loss of visiting privileges, etc.

The only items authorized to enter the facility are any medic alert charms, a wedding band
and/or engagement ring and vehicle keys. All other items are considered contraband.

The Shift Commander must specifically authorize any special items brought into the facility by a visitor.

All visitors are subject to search and shall be required to pass a metal detector and fluoroscope
to enter the facility. Any visitor that does not pass the metal detector shall be subject to further
search, such as a hand-held scanner, pat (personal) search. The method used shall be that which
satisfies the correctional staff member conducting the search that the visitor is free of
contraband. All searches of visitors shall be conducted in accordance with 103 ECSD 950.11.

Special Extended Visit Requests
Inmates whose visitors may have physical limitations due to age or handicaps may apply to the
Assistant Superintendent of Security for a waiver on some aspects of this entrance procedure.

Medical verification may be required to validate any special arrangements that may have to be
made.
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Extended visits may also be granted for inmate families traveling long distances or for
additional visitors. All requests shall be made to the Assistant Superintendent of Security or
designee.

Visitor Dress Code

All visitors are expected to conduct themselves and dress in a manner that is appropriate for a
public place. Any visitor (adults or children over the age of five) clad in the following items or
any item deemed inappropriate by correctional staff shall be denied entrance into the facility:

1. Any adornments or accouterments that cannot be removed to be examined and could
constitute a security problem will not be allowed.

2. Any articles of clothing, worn by the visitor with holes, rips or tears will not be
allowed, i.e. fashion jeans

3. At the discretion of the Superintendent or his/her designee, any article of clothing,
worn by the visitor, displaying obscene, racial, sexual, caricatures, symbols or gang
affiliation will not be allowed.

The Shift Commander will make final determination for entrance.
Entrance Procedures

Visitors shall register at the visitor-processing window, located in the main lobby of the facility,
by signing the daily visitor log and completing the provided “"Request to Visit Inmate™ form
along with a current, valid photographic I.D. card. The visitor must verify their name, address,
phone number, age, date of birth, driver's license number (if available), type of vehicle he or she
owns, and his or her relationship to the inmate. The visitor must also provide their signature
indicating their information is accurate. A driver's license, a passport with a current utility bill,
military ID, permanent resident card (green card) or a Massachusetts non-drivers registry ID is
acceptable identification. A temporary paper license will not be accepted. Failure to produce a
valid photographic I.D. may result in denial of visit.

Visiting Room Rules and Regulations

All Visitors and Inmates are expected to abide by facility rules and regulations and conduct
themselves in a manner appropriate to a public place. Excessive profanity or serious deviations
from appropriate standards of behavior may result in administrative action, such as a warning,
termination of a visit or loss of visiting privileges.

Neither inmates nor visitors are allowed to move chairs after their assigned seating. Inmates
and visitors cannot change their seats once the visit begins.

Inmates and visitors will follow the orders of the officers assigned to the visiting room and
lobby areas. Parents or Guardians of children are responsible for the children's behavior at all
times.

No Smoking
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Behavior, which may be offensive to another visitor or inappropriate in the presence of
children, will not be tolerated.

No food or drinks are allowed in the visiting area.

Violations of any of these rules could lead to disciplinary action and termination of the visit.
The visiting room staff will strictly enforce all the above rules.

Friends and Family Video Visit

Securus Video Visit (VV) phones installed in all housing units. The VV phones are available
for use by all inmates to remain in regular communication with their friends and family. The
VV phones on the housing units are recorded and monitored by Essex County Sheriff’s
Department staff unless a call is with an approved “privileged” individual. Friends and family
can sign up, via the Essex County Sheriff’s Department website, to be approved for a VV.

Video visits are available from 8:15am-8:45pm. These visits are scheduled for twenty (20)
minutes. All VV must be scheduled twenty-four (24) hours in advance. Video visits can be
scheduled seven (7) days in advance. Inmates are allowed one video visit with friend and family
per day.

Facility terms and conditions for ALL video visit REMOTE sessions must be agreed to prior
to all videos connect and video visits.

Both visitor and inmate are expected to always conduct themselves in an appropriate fashion
during a video visit it is subject to termination:

No nudity

No provocative (revealing) or tight clothing
No see-through clothing

No visible undergarments

No blatant sexual actions

No displaying of gang signs

No profanity - excessive and disruptive

No displaying of weapons of any type

No displaying of drugs of any type

No gang, obscene, profane, drug or alcohol messages on clothing

No display of being under the influence of illegal drugs or intoxicants
No use of cell phone cameras or recording devices

No visits alone with individuals under the age of 18

No driving while using a device to visit remotely

All non-privileged video visits will be recorded and monitored. The visitor’s use of the video
visitation system constitutes consent to this recording and monitoring.

The Essex County Sheriff’s Department reserves the right to deny, cancel or terminate a video
visit prior to or during a video session based upon visitor or inmate misconduct. The Essex
County Sheriff’s Department also reserves the right to restrict visitor from participating in all
future use of the video visit system for any violation of the above rules or any other department
rules violation.
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All parties are responsible to abide by restraining orders, “no contact” court orders and similar
restrictions.

In-Person Attorney Visits

Attorneys shall be permitted to visit inmates between 8:00am and 10:00pm.

Law students and paralegals shall be permitted to visit inmates during posted visiting hours for
those inmates only after the attorney of record requests the visit and a clearance is done and

approved. Law students and paralegals must be accompanied by an attorney.

An attorney, law student or paralegal that intends to visit more than one inmate simultaneously
shall not be unreasonably withheld.

Where a delay occurs, the attorney, law student, or paralegal affected shall be promptly
informed of the cause of the delay and the expected duration of the delay.

In emergency situations and upon twenty-four (24) hour notice, the Superintendent may grant
extended visitation hours.

Attorney/Professional Video Connect Visit

There are two (2) Securus Video Connect Visit (VCV) phones installed in two of the attorney
rooms in the Inmate Services Building. The VCV phones are for attorney/client, “privileged”
use only. Attorneys can sign up, via the Essex County Sheriff’s Department website,
www.essexsheriffma.org, to be approved for a VCV.

Attorney VCV are available from 8:00am-9:00pm. These visits can be scheduled for thirty (30)
minutes or sixty (60) minutes. All VCV must be scheduled twenty-four (24) hours in advance.
VCV can be scheduled seven (7) days in advance.

Inmates will be called down to the VCV area according to their VSV scheduled time.

DISCIPLINARY VIOLATIONS AND PROCEDURES

The Essex County Sheriff’s Department utilizes a three-level progressive disciplinary Code of
Offense system. The Code of Offenses are categorized into Level 1, Level 2, and Level 3
offenses.

Code of Offenses

Level 1 Disciplinary Code of Offenses

1-12 Escape, escape attempt or possession of escape tools. 1-20 Murder

1-52 Assault and Battery on an employee.
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1-53 Assault and Battery on an employee with bodily fluids. 1-59 Hostage Taking

1-60 Riot

Level 2 Disciplinary Code of Offenses

2-01 Disobeying an Order. 2-02 Lying.

2-03 Insolence.

2-04 Violating any department rule or regulation. 2-05 Refusal to accept a housing assignment.
2-07 Counterfeiting, Forging or Misrepresentation.

2-08 Tampering with any inmate ID bracelet, swapping ID bracelets with another inmate, or failing to properly
display inmate 1D bracelet.

2-09 Tampering with any locking device.
2-10 Possession, Manufacture, or Introduction of any key(s) or items used to gain entry to secure area. 2-11

Conduct which disrupts the orderly running of the facility.

2-13 Misuse of Authorized Medication in large quantities.

2-14 (MAT) Diversion or attempted diversion of any medication related to the Medication Assisted Treatment
Program

2-15 Unauthorized controlled substance

2-16 Refusal to take or tampering with a breathalyzer or urine test. 2-17 Gambling

2-18 Work Stoppage, Group Demonstration or inciting a riot. 2-19 Possession, manufacturing, or introduction of a
weapon. 2-21 Fighting with or assaulting another person.

2-23 Threatening Language

2-24 Engaging in unauthorized sexual acts.

2-25 Possession of sexually explicit materials or pictures. 2-26 Setting Fire
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2-27 Destroying or damaging state property above $100.

2-28 Misuse, waste, or alteration of state supplies or utilities.

2-29 Unauthorized possession of property belonging to another person. 2-30 Possession of items not authorized.
2-31 Giving or accepting an item of value. 2-32 Stealing

2-33 Giving or offering a bribe, extortion, or blackmail.

2-34 Displaying an item suggesting gang activity or involvement.

2-35 Violating any contractual agreement relating to classification placement or community work-based programs.

2-36 Failure to stand, hiding, distracting, or interfering with any inmate count in anyway.

2-37 Making unauthorized telephone calls.

2-38 Passing or receiving contraband from another inmate, visitor, or employee.

2-39 Attempting, contributing, or participating in the introduction of contraband into a correctional facility.

2-40 Smoking, or possession of tobacco products.

2-42 Consumption or possession of an intoxicating beverage in large quantities.

2-43 Being tattooed while incarcerated, tattooing another, or possessing any tattoo paraphernalia. 2-44 Tampering
with any fire safety device.

2-45 Tampering with, or the destruction of, or interference with any closed-circuit video camera, lens, or other
safety system.

2-46 Tampering with any telephone or other means of official communication.

2-48 Unauthorized, misuse, or tampering of any incoming, outgoing, or in-house mail. 2-49 Resisting a correctional
officers attempt to restrain or escort an inmate.

2-50 Violating any law.

2-53 Failure to comply with staff’s verbal orders during any facility emergency. 2-58 3 or more level 2 violations

within a 45-day period.
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2-59 Being out of place.

Level 3 Disciplinary Code of Offenses

3-01 Disobeying an Order 3-02 Lying
3-03 Insolence
3-04 Violating any Department rule or regulation.

3-06 Failure to perform or accept a work assignment.

3-08 Tampering with any inmate ID bracelet, swapping ID bracelets with another inmate, or failing to properly
display inmate ID bracelet.

3-11 Conduct which disrupts.

3-13 Misuse of Authorized Medication 3-17 Gambling

3-22 Obscene or Abusive Language. 3-23 Threatening Language

3-25 Possession of sexually explicit materials or pictures. 3-27 Destroying or damaging state property.

3-28 Misuse, waste, or alterations of state supplies or utilities.

3-29 Unauthorized possession of property belonging to another person. 3-30 Possession of items not authorized.
3-31 Giving or accepting an item of value. 3-32 Stealing

3-34 Displaying an item suggesting gang activity or involvement.

3-35 Violating any contractual agreement relating to classification placement or community work-based programs.
3-36 Failure to stand for the count, or hiding, distracting, or interfering with any inmate count in anyway.

3-37 Making unauthorized telephone calls.

3-38 Passing or receiving contraband from another inmate, visitor, or employee. 3-40 Smoking, or possession of
tobacco products.

3-41 Consumption or possession of an intoxicating beverage. 3-47 Tampering with or interfering with any
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plumbing.

3-48 Unauthorized, misuse, or tampering of any incoming, outgoing, or in-house mail.
3-53 Failure to comply with staff’s verbal orders during any facility emergency. 3-54 Failure to maintain proper

cell decorum.

3-55 Failure to maintain proper or acceptable hygiene.

3-56 Writing, drawing, or defacing any surface within the facility. 3-57 Filing frivolous, unreasonable, or
groundless grievances.

3-59 Being out of place.

Level 3 offense violations are less serious and are not considered an immediate threat to the
security of the facility, staff, inmates, or visitors. Level 1 and Level 2 offense violations are
offenses that are considered an immediate threat to the security and safety of the facility or its
staff, inmates, visitors, or any act, which violates statutory law.

Informal/Formal Minor Proceedings

Upon becoming aware of the rule violation(s), the staff member may interview the inmate and
give the option of proceeding informally or formally. If the inmate opts to proceed informally,
the staff member may immediately impose a sanction involving, a room confinement up to, but
not exceeding one 24- hour period. Additional sanctions a Correctional Officer could impose
informally are 72-hour work details, loss of job and/or written warning. All Level 3 Formal
Hearings will be handled by a Sergeant. This staff member will interview the inmate, review the
evidence, and speak with any witnesses deemed necessary. Upon conclusion of the hearing the
staff member will decide guilty or not guilty and if guilty, impose a sanction. Sanctions for all
Formal Level 3 hearing can include loss of privileges for no more than 30 days, a 48-hour room
restriction, loss of work detail, restitution, and/or written

reprimand.

The incident and informal/formal resolution shall be documented in a report submitted by the
staff person to the Shift Commander or other designated staff on the day it occurs. Such report
shall include the name of the inmate involved, the housing unit, the rule infraction and
sanction, including starting and ending times, and shall be signed by the inmate and the
reporting staff person. A copy of the report shall be placed in the inmate’s case file.

Appeal on Level 3 Violations

The OIC will advise the inmate of their right to appeal the sanction. The inmate will have up to seven
(7) days from the decision by the OIC to submit an appeal in writing to the Disciplinary Officer.

The appeal shall be decided within five (5) days of its receipt by the reviewing authority. The
inmate will be notified within 24 hours of the results.
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Formal Level 1 and Level 2 Proceedings

1. The staff member will submit a Disciplinary Report to his/her supervisor as soon as
possible after the incident but no later than the end of his/her tour of duty.

2. The Disciplinary Officer will give the inmate a copy of the Disciplinary Report and
Notice of Disciplinary Hearing, Request for Evidence, and Request for Staff Assistance
and/or Witnesses forms.

3. The Disciplinary Officer will schedule hearings on all major violations.

In most instances, the Disciplinary Officer will render the hearing and decision within seven (7) days of
receipt of the report, not including weekends and holidays.

The inmate will receive notice of the hearing at least twenty-four (24) hours in advance but may consent
in writing to a hearing within less than twenty-four (24) hours.

Holidays falling within the scheduled hearing date range may cause the hearing to be rescheduled to the
following business day.

Appeals on Level 1 and 2 Violations

The Hearing Officer will advise the inmate of the right to appeal the sanction. The inmate will have up
to seven (7) days from the decision by the Hearing Officer to submit an appeal in writing to the
Superintendent or designee.

The Superintendent or designee shall decide the appeal within five days of its receipt. The inmate will
be notified within 24 hours of the results.

Disciplinary Sanctions
Violations of the above rules may result in the following sanctions:

1. Level 3 informal sanctions include, but are not limited to, the following:
a. Verbal Warning

b. Written Warning
c. Work detail

d. 24-hour Room restriction
e. Lossof job
2. Level 3 formal sanctions include, but are not limited to, the following:

a. Written Reprimand
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b. Loss of privileges for a specified period.
c. Removal from work detail.

d. Restitution

e. Extra-work duty for a specified period.

f.  48-hour room restriction.
Level 3 sanctions may be suspended for a specified period not to exceed three months.
3. Level 1 and 2 sanctions include:

a. Disciplinary Detention, for a specified period not to exceed 10 days for one offense,
and no more than 30 days for all violations arising out of one incident.

b. Recommended good time forfeiture.

c. All formal Level 3 sanctions.

Level 1 and 2 sanctions may be suspended for a specified period not to exceed six months.

SECURITY INVESTIGATIONS UNIT (SIU)

The ECSD Security Investigations Unit (SIU) is comprised of a team of investigators that conduct
criminal and non-criminal investigations related to all ECSD facilities and interests. The purpose of the
SIU is to ensure a safe environment for staff and inmates at ECSD facilities. SIU attempts to accomplish
this by conducting investigations to disrupt various types of criminal and/or disruptive activity to
include but not limited to escape, narcotic introduction and distribution, assaults, theft/fraud, security
threat groups.

You are encouraged to communicate with a member of the SIU to report any information which may
threaten the safety and security of another inmate, staff member, or the facility. You may contact a
member of the SIU on the ECSD Crime Tip Line. To access the ECSD Crime Tip Line at no charge you
will need to enter prompt #8, enter your PIN, and then dial 321 to leave a message. All information
received by SIU is confidential.

HEALTH CARE SERVICES / MEDICAL HOUSING UNIT (MHU):

Health Care Services / Medical Housing Unit (MHU) is staffed 24 hours a day. Inmates are seen by
appointment for routine non-emergency conditions.

Sick Call:
Sick call is held in Health Services/MHU seven (7) days a week. To be seen at sick call:
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o If you have a medical emergency, immediately notify your housing unit officer. Inmates will be
seen as soon as possible. At times, emergency cases and other more severe medical problems
may take priority. If you feel ill (i.e. pain, etc.), you should tell an officer or a nurse as soon as
possible.

e  Obtain asick call slip from a nurse and fill out slip completely. Sick slips must be given to a
nurse at the medication pass line.

Medication:

1. All medication must be approved by the facility physician and will be dispensed by a nurse.
Inmates must take and consume the medication in the nurse’s presence. An officer will visually
inspect the inmate’s mouth to ensure the administered medication has been consumed. Refusal
to follow procedure may result in disciplinary action. Hoarding of medication will result in
disciplinary action.

2. Medication deliveries to the housing units are scheduled for approximately: 9:00 a.m., 5:00
p.m., and 9:00 p.m.

a. The unit officer will announce med call. At that announcement, inmates shall appear to
receive "meds" as called. The inmate must appear on time, in place. There will be no
excuses. Inmates must present their inmate identification bracelet to the nurse.

b. The nurse will depart at the conclusion of the distribution line.

c. No inmate will be served after this conclusion. An inmate who feels they have been
deprived may choose to file a grievance with the officer in charge, but the inmate must also
explain why they did not appear for med call when called.

3. Inmates missing med call without a valid reason will NOT be sent to the MHU to receive
medication.

Mental Health Services:
Mental health clinicians are on duty 7 days a week and on call twenty- four (24) hours a day to provide
services. To request Mental Health Services, you must:

1. Obtain asick slip from a nurse.
2. Fill it out completely.
3. Give the completed sick slip to a nurse at the medication pass line.

Mental health staff will review the slips and inmates will be seen as soon as possible. If you have a
mental health emergency, immediately notify your housing unit officer. A member of the mental health
staff is on call 24 hours a day.

If you are feeling lonely, helpless, and are thinking of suicide, you should contact a staff member and
request to see a mental health worker in the medical unit. Your safety and emotional comfort are of
concern to us, and services are in place to respond to your needs.

Mental Health statute, MGL, c. 123 sec. 18 (a ¥2), allows an offender, an offender’s legal representative
or a staff member at the Essex County Sheriff’s Department (ECSD), at the offender’s request to
petition a court for transfer to a Department of Mental Health (DMH) facility or Bridgewater State
Hospital. There is no requirement that an offender have a clinical evaluation as part of an 18 (a %)
petition.
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The court in which a petition may be filed depends on whether the offender is sentenced or pretrial. If
sentenced, a petition can be filed at the District Court with jurisdiction over the place of detention. The
ECCEF falls under the jurisdiction of the Salem District Court. If pretrial, the petition will be filed at the
court with jurisdiction over the open criminal matter. An 18 (a %) Petition for Transfer packet can be
requested from a Mental Health Clinician via an Inmate Request Form.

Medical Diets:

Medical diets are served to inmates only with the approval of the facility's physician/provider. Before
receiving a medical diet tray, you must give the officer your name and show your ID wristband. The
food service unit provides only the food permitted by the physician to inmates on medical diets.

Eye Examinations:
To see an eye doctor, inmates should submit a sick slip and request this. If glasses are needed, they will
be ordered.

Dental Care:
Emergency dental care, extractions, and temporary fillings are available. To receive dental service,
submit a sick call slip to request an appointment with a dentist.

Medical Grievance Procedures:

Inmates may request a medical grievance form from any medical staff member or officer. Inmates may
address medical complaints with the Health Care Services/MHU representative. The Health Care
ServicessMHU staff member will note the complaint in the medical grievance log. The complaint will
be investigated, and the inmate is notified by Health Care ServicessMHU representative of the results.

INSTITUTIONAL TREATMENT AND PROGRAMMING

On behalf of the Essex County Sheriff’s Department, we are pleased to introduce a comprehensive
collection of all programs, education, clinical, and religious/spiritual programming accessible across our
locations.

We believe the philosophy that, “Reintegration begins day one,” focusing on inmates’ needs and how
we can help you be better citizens once released. Programming opportunities are available for eligible
sentenced and pretrial inmates. We encourage you to participate in opportunities to keep positively
engaged in activities that will assist in your successful return to life outside this facility.

You can sign up for Programs during New Inmate Orientation, with your assigned Caseworker, or
Counselor, or by writing an Inmate Request at any time. Even if you have previously declined
programs, we encourage you to reconsider and meet with staff to explore good options for you. Good
attendance is critical for success in all our programs. When you make a commitment to programs, we
expect you will show up and give your best effort.

3R: Recovery, Reentry, Rehabilitation

3R is a 90-day program aimed towards justice-involved populations at risk of alcohol and/or drug
related problems. This program recognizes that substance use is an illness that affects the lives of many
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individuals and often influences their criminal behaviors. Substance use is multi-dimensional, meaning
that all areas of the individuals’ life: physical, psychological, social, legal, occupational, and quality of
life, must all be considered when working toward recovery. Through the 3R program, participants will
have the opportunity to learn and practice core skills, pro-social attitudes, behaviors, and values, and a
healthy lifestyle that will support them in all stages of their recovery.

The 3R program is available to sentenced inmates and limited availability for pretrial diversion eligible
inmates receiving support through CASE/CARE case management.

Clinical Groups

The following groups are offered by Spectrum and are available to both sentences and pretrial inmates.
Our clinical psychoeducational offerings are designed to help support you no matter where you are on
your journey. All of our programs are evidenced-based (which mean they work!) and will assist you in
developing new skills for success in your life.

Victim Empathy-This course will focus on the participants understanding the impact of crime on
victims, reintegration, and understanding the importance of responsibility and accountability for
actions.

Conflict Resolution - The Conflict Resolution Class will focus on how to prevent, mediate and resolve
conflict. The class will see examples of conflict and reflect on the best ways to prevent or respond to
these events.

Parenting - Participants learn ways to be a more positive role model in their child’s life. Patience, goal
setting, values, positive discipline, expectations, and boundaries are some of the many topics discussed
in the class.

Anger Management - Anger management classes involve controlling the escalation of anger by learning
assertiveness skills, changing negative and hostile thoughts or “self-talk,” challenging irrational beliefs,
and employing a variety of behavioral strategies.

Health and Wellness - Program is designed to educate participants on issues centered on transmission of
hepatitis, AIDS/ HIV and STI’s. Program addresses other issues involving hygiene and behaviors that
reduce risk to individual health.

Criminal Addictive Thinking- Understand different patterns of thinking that lead to unwanted decisions,
behaviors, or complicated relationships with the community and others.

Healthy Relationships- Classes include understanding the definitions of maltreatment or abuses,
exploring the impact of verbal, non-verbal communication, aggression. Improve understanding of how
people impact one another in friendships and other intimate relationships.

Life Skills- This class will cover all aspects of wellbeing; physical, psychological, emotional, and
spiritual. Respect for others and the rehabilitation process, personal hygiene and accountability are
expected from all participants.

Mindfulness- Participants will learn ways of being present and relating to experiences such as
performing body scans, meditating, doing yoga, or writing in journals. This can have a profound impact
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on painful or negative experiences we encounter.

Recovery Maintenance and Enhancement- Designed for participants who remain interested in
maintaining a connection with recovery and treatment resources. In this program the participants will
engage in topics related to recovery, relapse prevention, and aftercare.

BSU Programming

This program focuses on building life skills, interpersonal skills, and developing re-entry plans upon
release for eligible inmates in the Behavioral Stabilization Unit.

Education/Classes

ECSD education providers, Northern Essex Community College (NECC) and Merrimack College
provide a variety of programs to inmates while in custody and upon release.

NECC offers ESOL (English for Speakers of Other Languages) and HiSET/GED (available in English
and Spanish) classes to help build, reading and writing and math and language skills. NECC also has
enrichment programs, for example, computers, Microsoft Certification, Accounting & Bookkeeping,
Small Business & Entrepreneurship, and more. Both NECC and MC have college credit classes that can
count toward a degree.

Education programs are meant to give inmates useful skills and knowledge to succeed after they're
released. There's also support available to help inmates throughout their education. ECSD and the
education providers believe strongly in the power of education to change lives, even for people in jail.
Learning in jail not only makes you smarter but also gives you a sense of purpose, confidence, and a
better chance at success when you are released.

Young Adult Re-Entry Services

We are fortunate to have partnerships with well-established community-based organizations that are
committed to engaging young adults and assisting us in providing much-needed supports, transition
planning, and prosocial community involvement as they transition to their communities. These young
adult services are available to eligible inmates ages 18-24. Staff from UTEC and ROCA work closely
with our reentry staff, providing small group instruction and individual support “behind the w
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ROCA

Roca’s mission it to be relentless force in disrupting incarceration, poverty, and racism by engaging the
young people, police, and systems at the center of urban violence to address trauma, find hope, and
drive change. ROCA works with the young people from the North Shore cities/towns (Lynn, Salem,
Peabody) as well as other parts of the state (Boston and Springfield).

UTEC

UTEC’s mission and promise is to ignite and nurture the ambition of the most disconnected young
people to trade violence and poverty for social and economic success. UTEC serves Lawrence,
Haverhill, and Lowell and is nationally recognized as a model agency serving justice- involved young
adults.

Library Services

Our facility library is accessible to all inmates through a rotating unit access schedule. Our library holds
a large collection that includes legal books, reference materials, books in multiple languages, audio
books, and periodicals designed for a wide range of reading levels. Additionally, Braille and large print
books available upon request.

The inmate library is designed to assist inmates in the preparation and filing of legal papers. If you need
assistance contacting the lawyer assistance program, please complete an “Inmate Request Form” to the
Librarian and they can assist you with contacting appropriate agencies.

If you need assistance contacting the diplomatic representative from your country of origin, please
complete an Inmate Request to the Librarian and they can assist you with making contact with
appropriate person(s) in your country of citizenship.

Religious/Spiritual Services

This facility is staffed with an interfaith chaplain who coordinates all religious services within the
institutions. The Chaplaincy staff makes every attempt to create a diverse religious & spiritual schedule
to support all faiths. The Chaplain will make every attempt to accommodate those individuals who may
require access or support to those faiths that are not readily available. Chapel schedules are posted in
every housing unit. Chaplain representatives are available for spiritual support. You may contact the
Chaplain through your unit officer, caseworker, or an Inmate Request.

Pretrial Diversion Opportunities

Correctional Alternatives and Reentry C.A.R.E.

Pretrial Diversion CASE gives qualifying pretrial inmates the opportunity to participate in SUD
(Substance Use disorder) programming and opportunities to work with reentry case management staff to

develop a supportive plan upon release. If you qualify, you will be contacted by our staff to begin
programming.
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Clean and Sober Existence C.A.S.E.

The CASE program is a 28-day addiction-based treatment program that provides addiction education
and develops community-based treatment plans. All participants are court referred for acceptance and
screened for eligibility by ECSD staff. The program foundational goals are to provide early recovery
education and develop individualized treatment plans that allow for client diversion from incarceration,
access to community-based treatment supported by non-custodial forms of supervision. Program
involves regular communication and coordination with Essex County staff, trial courts, probation, and
legal counsel. All participants are required to actively participate in group and individual counseling.

Correctional Opportunity for Personal Enrichment C.O.P.E.
Mental Health Diversion

The Justice and Mental Health Collaboration program funded through the Bureau of Justice Assistance
assesses pretrial inmates through a process to ensure that appropriate supportive services are
implemented. This program can address ongoing mental health and co-occurring disorders through a
series of comprehensive assessments that allow us to identify offender need and access necessary
community-based interventions. Individuals are identified for diversion through court referrals and
clinician screening. Eligibility is determined by the ECSD.

All participants are required to actively participate in group and individual counseling. This program, as
required by the 2018 Act for the Prevention and Access to Appropriate Care and Treatment of
Addiction, will support Medication Assisted Treatment (buprenorphine, methadone, naloxone/Vivitrol).

Medications for Opioid Use Disorders

The Essex County Sheriff’s Department operates an opioid treatment program (OTP) within the
Middleton facility. OTP is licensed by the Massachusetts Bureau of Substance Abuse Services. Services
are available to individuals who meet both clinical and medical requirements.

Essex Medication Re-Entry Grant Expansion (EMRGE)

The EMRGE program is a voluntary 6-month long program for incarcerated individuals with a history
of opioid use. Both pretrial and sentenced inmate are eligible for this program. The program is initiated
with a minimum of 3 weeks prior to release and extends into the community residence or treatment
program that the individual is released to. The program will provide education on addiction and
behavior modification that support recovery. Other assistance will include linkages to necessary
community resources, support during periods of crisis while in the community.

Community Support after release

STAR (Supporting Transitions and Reentry)- STAR is a support center providing free services and
programming for justice-involved individuals living in the community. Opportunities include
improvement in educational goals, connection to vocational training programs, career planning and
employment connections, clinical groups and services and case management services.

Each participant is assigned a STAR Navigator who serves as the point person for participants and the
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“go to” for resource connection in the community. Through community partnership, we can help
people with almost any need identified.

This could include but is not limited to:

basic needs such as food, shelter, and clothing

assistance with employment and job training

connections to substance use treatment and supports

assistance with education

finding recreational or volunteer opportunities

connections to mental health organizations

researching spiritual organizations

obtaining ID’s and other important documentation

connection and application completion for resources such as MA Health, DTA, SNAP,
Veterans services, Mass Rehab, and disability, just to name a few

Staff from Spectrum Health Systems providing groups and additional support as needed. Group topics
include but are not limited to:

Anger Management
Getting it Right
Co-Occurring Disorders
Relapse Prevention
Drugs and Alcohol
MRT

Staff from Northern Essex Community College (NECC) provide education and career planning services.
Participants can engage in adult education with the goal of obtaining a HiSet. Education and career
planning services are also offered to assist with finding a job, planning a career, transitioning to college,
or finding a vocational training program. Classes offered by NECC include but are not limited to:

Job Development

Adult Education

Bridge to Work, Bridge to College
Tech Goes Home / Computer Literacy
ESOL

STAR aims to provide safe environment to best support participants working towards recovery and to
support those already in recovery and requires drug testing. Unless identified as a stipulation this
information is not reported out but may result in additional support being offered.

If you are interested in learning more about STAR during your incarceration, complete an Inmate

Request to Deputy Oljey/STAR and someone will be in touch with you.

BAIL REVIEW

Any inmate committed out of District Court on bail is entitled to one bail review hearing at Superior
Court. If denied, unless without prejudice, you are not entitled to another hearing. The only exception to
this rule is if your case has a change of status. Inmates who want to apply for bail review, should speak
with their attorney or have a unit officer leave a message on the bail review line.
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COURT APPEARANCES AND COURT VIDEO CONFERENCES

During your incarceration, you will have to attend court hearings. You_cannot refuse to go to court,
except for bail review hearings. You are asked to cooperate with the staff when called for to attend court
hearings. Officers will escort all inmates to and from court.

The ECSD has designated video conference rooms to accommodate court video conference hearings.
Criminal Records staff coordinate video conference hearings daily with the MA Trial Courts
throughout the State, Monday-Friday from 9:00am-4:30pm.

Certain court appearances may require appropriate dress. Court personnel will determine your court
dates and required appearances. The ECSD will ensure that you will appear for court on time.

1. District Court Commitments
Any inmate held on bail out of District Court will automatically be transported to his next court
appearance.

2. Superior Court Commitments
The ECSD Records Department is notified 24 hours prior to each Superior Court session.
Once notification is received the inmate's name shall be added to the court list for the specified
session.

3. Habeas Corpus
Writs of Habeas Corpus are sent directly to the Records Department. The inmate's name is then
added to the court list for the day requested on the habeas corpus.

RELEASE OF INMATES

All sentenced inmates held for (30) or more days that will be released to the community are provided
with information for release that includes community resource information.

All sentenced inmates will participate and complete an exit interview within thirty (30) days of their
release. The necessary referrals to programs and services offered in the community will be determined
based on this interview. Each inmate will be given information about community resources and services
that will assist them as they transition into the community.

Pre-trial inmates with a referral to a substance abuse program made by an attorney, Probation Officer or
ECSD staff will be given information about each program. This information will include program
components, rules and regulations and eligibility requirements.

You are entitled to (30) days of your prescribed medications upon release from custody. If you are
released from Essex County Correctional Facility, they will be provided to you at the time of
discharge. If you are released directly from court, you must return to Essex County during business
hours, within 7 days of your release to pick up your prescription medication or a written order from the
provider.

When scheduled to be released the Essex County Sheriff's Department encourages you, to solicit
transportation from friends or family. If this is not possible, you will be detained until such time that a
transportation team is available to transport you to the court you were sentenced from or if pretrial the
court where your case originated.

Bails take place at the ECCF promptly at 8:00pm, Sunday-Saturday. The surety posting the bail must be
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at the facility no later than 6:30pm in order for the bail to be processed.

Please note that inmates being released to probation supervision will be transported to their Probation
Officer prior to their release from custody.
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An Incarcerated Voter's Bill of Rights

1. You have the right to vote if:
+ You’re a U.S. Citizen; and
+ You're at least 18 years old; and
+ You live in Massachusetts; and
+ You’re NOT currently incarcerated for a felony conviction

2. You STILL have the right to vote, even if:
+ You’re incarcerated for a misdemeanor
+ You’re awaiting trial
+ You’re convicted of a felony, but not yet sentenced

3. You have the right to vote while incarcerated, even if you’re not currently
registered to vote. You may vote from your last residential address before
incarceration, even if you no longer live there.

4, You have the right to request an absentee ballot. Your absentee ballot application must
reach your local election office five business days before Election Day.

5. You have the right to a secret ballot, and the right to fill out that ballot in private,
without anyone else looking at your ballot.

6. You have the right to have access to a writing implement to mark your ballot.

7. You have the right to vote without intimidation, pressure, or influence. No one can
force you to vote for or against a candidate, party, or ballot question.

8. You have the right to receive unbiased, nonpartisan educational materials to assist
with your decisions.

9. You have the right to ask for help completing your ballot, from anyone you choose, if
you can’t fill it out yourself because of disability or language difficulties.

10. You have the right to return your ballot without interference. Your ballot comes with a
pre-addressed, postage pre-paid envelope for returns. Make sure to return your ballot
as quickly as possible, so it reaches your local election office by Election Day

Elections Divisign Secretary of the Commonwealth
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What is@ PREA In

A Violation of PREA (Prison Rape Elimination Act) is an incident of
SEXUAL ASSAULT, SEXUAL ABUSE or SEXUAL HARASSMENT
of an inmate by either a staff person or another inmate.

It is your duty to report incidents of PREA
when you are made aware of them.

Report the incident IMMEDIATELY to the Shift Commander or another Staff Member.

» HOTLINE # 138 ¢

SEXUAL ASSAULT, SEXUAL ABUSE is

Contact with an inmate's genitals, buttocks, breasts, or inner thigh, whether while clothed or
unclothed by another inmate or staff member.

Any display of a staff member of his/her uncovered genitalia, buttocks or breast in the presence of an
inmate.

Any attempt, threat, or request by a staff member to perform any of the activities described above.
Voyeurism, or an invasion of privacy of an inmate for reasons unrelated to official duties such as
peering at an inmate who is using the toilet to perform bodily functions or showering, requiring an
inmate to expose his/her buttocks, genitals or breasts, or taking images of all or part of an inmate's
naked body or while performing bodily functions.

Sexual Harassment includes repeated or unwelcome sexual advances,
requests for sexual favors, or verbal comments, gestures, or actions of a
derogatory or offensive sexual nature, induding demeaning references to gender,
body, or dothing by an inmate or staff member directed at another inmate.

The Franklin County Sheriff's Office supports the National Prison Rape
Elimination Act of 2003 (PREA) By supporting a ZERO Tolerance Policy for
Sexual Abuse and Harassment in its facilities.

NO MEANS NO ... AND YES IS NOT ALLOWED
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Franklin County Sheriff's Office Inmate/Detainee Handbook

PURPOSE:

The purpose of this handbook is to provide you with a general overview
of facility procedures and specific rules and regulations that must be
followed while you are detained at the Franklin County Sheriff's Office
(FCSO0). You will be held accountable for your actions and it is your
responsibility to familiarize yourself with this handbook. You will be
responsible for understanding and complying with its contents.

HANDBOOK ACCESS:

This handbook is the property of the FCSO and is provided to you for
your review during your stay here. Certain sections of this handbook
may be posted on bulletin boards within the housing units and other
facility locations. Inmates will acknowledge receipt of this handbook by
signing an acknowledgement form during the admission process.

Questions About Handbook:

Any questions you may have about the rules, regulations or procedures
established in this handbook should be directed to your housing unit
officer or correctional caseworker. A Spanish handbook is also available
for Spanish speaking inmates.

MISSION STATEMENT:

The FCSO is an organization of public safety professionals committed to
protect the people of Franklin County. The FCSO holds itself
accountable to the principles of Pride, Integrity and Commitment.

MAILING ADDRESSES & TELEPHONE NUMBERS:
Franklin County Sheriff's Office

160 Elm Street
Greenfield, MA, 01301
Telephone: (413) 774-4014
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DIRECTIONS:
FROM THE EAST ON ROUTE 2

From Route 2 East, take the Routes 5 & 10 - Greenfield exit

At end of exit ramp, take left onto Routes 5 & 10 (Federal Street)
At first set of lights, take right onto Silver Street

Follow Silver Street to end

Take left at end of Silver Street (Leyden Road)

1/10 of a mile take a right at fork onto Elm Street

The Franklin County Jail and House of Correction is 1/2 mile on
right.

FROM THE SOUTH ON ROUTE 91

Take the first Greenfield exit - Exit #43
At end of exit ramp, merge into rotary
Take first exit off the rotary onto Route 2A East

Pass through two sets of traffic lights, and take next left onto Solon
Street

Continue straight on Solon Street which turns into Elm Street

The Franklin County Jail and House of Correction is 1/2 mile on left

FROM THE NORTH ON ROUTE 91

Take the second Greenfield exit - Exit #43
At end of exit ramp, merge into rotary
Take third exit off the rotary onto Route 2A East

Pass through two sets of traffic lights, and take next left onto Solon
Street

Continue straight on Solon Street which turns into Elm Street
The Franklin County Jail and House of Correction is 1/2 mile on left

FROM THE WEST ON ROUTE 2

Follow Route 2 and enter rotary at Route 91 Interchange
Take second exit off the rotary onto Route 2A East

Pass through two sets of traffic lights, and take next left onto Solon
Street

Continue straight on Solon Street which turns into EIm Street

The Franklin County Jail and House of Correction is 1/2 mile on left
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INMATE RIGHTS & RESPONSIBILITIES:

1.

10.

You have the right to be informed of the rules, procedures, and
schedules concerning the operation of the facility. You have the
responsibility to know and abide by them.

You have the right to freedom of discrimination based on religion,
national origin, gender, sexual orientation, handicap or political
belief. You have the responsibility to recognize and respect the
rights of others in this regard.

You have the right to protection from personal abuse, corporal
punishment, unnecessary or excessive use of force, personal injury,
property damage and harassment.

You have the right to health care which includes nutritious meals,
proper bedding and clothing, a laundry schedule for cleanliness of
the same, an opportunity to shower regularly, proper ventilation for
warmth and fresh air, a regular exercise period, toilet articles and
medical treatment. It is your responsibility not to waste food, to
follow the laundry and shower schedule, to maintain neat and clean
living quarters, and to seek medical care as needed.

You have the opportunity to have family members and friends visit
with you in keeping with the facility rules and regulations. It is your
responsibility to conduct yourself properly during visits, and not
accept or pass contraband.

You have the right to unrestricted and confidential access to the
courts by correspondence. You have the responsibility to present
honestly and fairly your petitions, questions, and problems to the
court.

You have the right to legal counsel from an attorney of your choice
by means of interviews and correspondence at no cost to the
United States Government. It is your responsibility to obtain the
services of an attorney honestly and fairly.

You have the right to participate in the use of law library reference
materials to assist you in resolving legal problems. You also have
the right to receive help when it is available through a legal
assistance program. It is your responsibility to use those resources
in keeping with the procedures and schedule prescribed and to
respect the rights of other inmates to the use of the material.

You have the right to a wide range of reading material for
educational purposes and for your own enjoyment. These materials
may include magazines and newspapers sent from the publishers.
It is your responsibility to seek and utilize such material for
personal benefit without depriving others of their equal rights to
use this material.

You have privilege to participate in a work program, as far as
resources are available, and in keeping with your interests, needs
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and abilities. You have the responsibility to take advantage of
activities which may help you live a successful and abiding life
within the facility and in the community. You will be expected to
abide by the regulations governing the use of such activities.

GENERAL RULES & REGULATIONS:
Basic Inmate Responsibilities:

You are expected to do the following:

1. Obey all verbal orders as given by staff;

2. Follow and obey all FCSO written rules, laws, policies and
procedures, including those within this handbook;

Respect staff and other inmates at all times;
4. Respect FCSO property and the property of others;

Keep yourself, your clothing and living space clean and orderly at
all times;

6. Obey all safety, security and sanitation rules and regulations; and,

7. Never refer to FCSO staff by first name or nickname. Refer to
uniformed staff by their rank and last name (i.e. Officer Johnson,
Sgt. Smith). Refer to non-uniformed staff by their title and last
name (i.e. Dr. Jones, Mr. Smith, Nurse Allen).

FACILITY DESCRIPTION:

The FCSO is an 288-bed facility that houses male and female inmates
convicted of crimes with a sentence of 22 years or less and higher
security male pre-trial inmates. The facility is comprised of several
decentralized housing units with varying levels of security, 28-bed
Minimum Security Housing Unit and a 12-bed Pre-Release Unit.

HOUSING UNITS/BUNKS/CELLS:

Housing Units A, B, C, D are located in the Medium Security Building
and are direct supervision style units with upper and lower beds, a
dayroom with television, an attached recreation deck, recreation tables,
and shower areas.

The Minimum Security Housing Unit is in the Minimum Security Building
and is a indirect supervision style unit with single beds, a dayroom with
television(s), a gym and recreation tables, and common shower areas.
The Pre-Release Unit is located within the Minimum Security Building
and is a dormitory style unit with a dayroom with television, recreation
area, kitchen and common restroom/shower areas.

4
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Depending on your classification, you will be assigned a housing unit
and a bunk/cell. You shall only sit or lay on your assigned bunk. You
will remain in your bunk/cell during count time or "lockdown" counts.
You shall make your bunk every day before leaving your cell and shall
keep it made while it is unoccupied. Bunks/cells are to be clean and
orderly at all times. Clotheslines are not permitted. No live plants or
animals are permitted in any living area, unless approved by the
Sheriff. You may not hang any item from your bunk, walls, vents,
window, etc. No item is allowed to cover light fixtures or intercom
speakers. Windows, air vents, intercom speakers, smoke detectors and
sprinkler heads will be uncovered at all times.

MOVEMENT:

You will not walk in the red zone of the Unit Officer's desk without
permission. You will not touch or remove anything from that location.
During movement time you will walk in single file, on the right hand
side of a hallway, at all times, without talking. Noise levels are to be
kept at a minimum at all times. You will not loiter in hallways or in any
staff area. Whenever outside of a housing area you shall not enter into
any facility restricted or limited access area without prior authorization
from a FCSO staff member.

OFFICIAL COUNTS:

At least 4 major headcounts are conducted daily. Routinely, daily
counts will be conducted at 3:00 a.m., 7:00 a.m., 3:00 p.m. and 11:00
p.m. Headcounts at 7:00 a.m. and 3:00 p.m. will be standing
headcounts. Inmates will be required to stand on the floor during these
headcounts. Staff may also conduct unannounced, informal
headcounts. There will be no movement or talking during counts. You
will remain in your assigned cell during all counts unless otherwise
instructed by a FCSO staff member.

LIGHTS OUT:

The lights will be out inside your housing unit at 12:00 a.m. unless
deemed otherwise by a Supervisor.

MEDICAL VISITS:

Medical staff will visit your housing unit each day. At medication pass
you will line up in a single line and wait to be called. You will not touch
or remove any items from medical carts.

RECREATION TIME:

Dayroom games and leisure activities are available for use during
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scheduled recreation time. Inmates may check out the items with the
officer by signing out the game.

TELEPHONE/VIDEO TELEPHONE USE:

Inmate telephones and video phones are available within your housing
unit. You may only use inmate telephones for up to 30 minutes at one
time. Staff may limit the usage of telephones based on high demand.
You will not use or attempt to use staff telephones, radios, etc. ALL
CALLS MADE ON THE TELEPHONES EXCEPT ATTORNEY AND
CONSULATE CALLS ARE RECORDED AND SUBJECT TO
MONITORING.

Only the Sheriff or his designee can authorize direct free and
emergency calls. All incoming and outgoing emergency calls are to be
routed through the Shift Commander and Correctional Caseworker.

All outgoing telephone calls from the facility are free. The use of inmate
telephones is a privilege, and as such inmates are expected to respect
all regulations pertaining to their use. You may be prosecuted, may
receive formal disciplinary action and may have vyour telephone
privileges suspended or revoked (except Attorney or Consulate Calls) if
you are considered to be using telephones to harass, make
unauthorized calls, attempt 3™ party calls, make calls to 800, 900 or
blocked telephone numbers or attempt to defraud the telephone
company. You will select and call up to 10 pre-approved telephone
numbers not including attorneys or consulates with the Personal
Allowed Numbers (PAN) Program. (Telephone calls to attorneys,
consulates and the FCSO Investigations Hotline are in addition to the
10 PAN numbers.) The toll free number for the telephone company
(SECURUS) for customer support is (800) 844-6591.

e Dialing Instructions:

To dial outgoing calls, you shall dial the telephone number you are
calling, then dial your assigned telephone PIN number, which is an
assigned ID number.

¢ Changing/Adding Telephone Numbers:

On the 1 day of each month, your pre-approved Personal Allowed
Numbers will be purged automatically from the telephone system.
At that time, you can keep, add or make changes to the 10
telephone numbers on your PAN list. Should you make a mistake
made in programming your new PAN numbers, the numbers may
not be changed until the 1** day of the next month. These incorrect
numbers will be a part of your PAN numbers until the next month.
No exceptions will be made to correct the error(s) unless it is an

6
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emergency.

You can request emergency corrections to your PAN list by
submitting a “Green Request Form” to your Housing Unit Officer or
Correctional Caseworker. Requests shall be reviewed and verified.
Only verified emergencies shall be considered for corrective action.

Incomplete forms will not be processed and will be returned.

¢ Blocked Numbers:

You may discover that a number of your PAN list has become
blocked. Only the person who owns the telephone may remove the
block, not the FCSO. To correct this situation, you must inform the
telephone owner to contact the FCSO Telephone Service Provider
(Securus Technologies) at (800) 844-6591 to remove the block
from their telephone.

e Staff Telephones:

Inmates found to have used a FCSO telephone or other staff
communication devices will be disciplined. See your Correctional
Caseworker if you have any questions regarding the use of the
telephone system. All outgoing calls are subject to recording and
monitoring, except attorney calls.

INMATE TABLETS:

Tablets are available to inmates in their housing unit to access a wide
variety of material such as e-books, law library, podcasts, e-messaging
and more. Also available is premium content such as purchased
movies, music and games. Refer to the complete list of tablet rules on
page 58. (Attachment E)

TELEVISION:

All housing areas will be permitted access to televisions. TV programs
and times will be left to the discretion of inmates. All television controls
will be operated by the Housing Unit Officers.

NOISE LEVELS:

Noise levels are to be kept at a minimum. Shouting or creating
unnecessary noises is prohibited.

EMERGENCIES/EVACUATION DRILLS:

Per local, state, and federal laws, this facility is required to perform
evacuation drills each month. In your housing unit is a diagram
showing you the location of all fire exits and which exits to use. Study
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this diagram and be familiar with these evacuation plans located in your
housing unit. You will participate in all emergency drills. Should the
order be given to evacuate, you will follow staff directions and the
posted emergency plans in an orderly manner.

FIGHTS/DISTURBANCES:

If a fight or inmate disturbance occurs in your unit, you are to go
immediately to your bunk/cell. If you cannot immediately return to your
bunk/cell, you will move away from the fight, sit down and await staff
instructions.

ID WRISTBANDS & UNIFORM:

You are expected to wear your issued uniform as detailed within this
handbook. You are to display your ID wristband on your right wrist.

Inmates will be sent back to their bunk or cell for not displaying their
ID wristband and may be disciplined for abusing this procedure. You
will report lost or damaged wristbands to your unit officer or
Correctional Caseworker.

LEGAL COMPUTER ACCESS:

You shall have access to a Legal Computer Access via the inmate video
phones as well as through the inmate tablets. Inmates in disciplinary
lock-up will be granted use to Legal Computer Access via the same
methods. Any tampering with video phones or inmate tablets will result
in disciplinary sanctions.

HYGIENE:

You are expected to maintain proper hygiene at all times. Showers are
available at least daily.

SEARCH/CELL INSPECTION:

You will be required to submit to a search of your person, quarters or
work area at any time. Inmates shall cooperate during these searches
and shakedowns.

SMOKING POLICY:

The FCSO is a non-smoking facility. Tobacco products are NOT
ALLOWED and anyone found in possession of tobacco products may
face disciplinary action.
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ADMISSIONS/BOOKING PROCESS:

The admission/booking process shall initiate in the FCSO Booking Area.
The following should occur:

1.

An inventory of any identity documents, such as passports, birth
certificates, etc.

A Preliminary Medical and Mental Health Screening and Housing
Risk Factor Screening will occur, followed by a complete medical
examination conducted by a member of the Health Service Unit
(HSU), within 14 days of your arrival;

Booking interview and PREA questionnaire;

Exchange of personal property and the issuing of FCSO property
and personal hygiene items, which will be replaced as needed;

Issuing of your FCSO ID Wristband. It is your responsibility to have
your ID wristband on you at all times. Lost, stolen or damaged ID
wristbands may result in formal disciplinary action.

Your temporary housing placement will be addressed with you by
staff. You will be required to sign a form acknowledging that you
received an Inmate Handbook, and be allowed to make a telephone
call.

Upon admission, you will be placed in orientation lock up for a
period of 72 hours. During this time, a Correctional Caseworker will
conduct a facility and PREA orientation with you to discuss the
conditions of your confinement including programs and services
offered.

FCSO ISSUED PROPERTY:

Upon admission, your personal property will be collected, inventoried,
and stored by the FCSO. At that time, you will be issued FCSO clothing,
bedding and property, including 1 hygiene kit. Inmates are to forward
all personal property issues (excluding clothing) including claims for lost
or damaged property in writing to the Property Officer.

This property includes:

Inmate

Uniforms (shirts, pants)
Mattress

Footwear

pairs of Socks

pairs of Underwear

WWEREREW
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T-shirts
Toothbrush
Bath Towels
Toothpaste
Sheets

Soap
Pillowcase
Blanket
Footlocker
Spork

Cup

Laundry bag
ID Wristband
Pillow

Bras (Females/Transgender Only)

You will be responsible for all FCSO issued clothing, bedding and other
items issued as well as, the overall condition and replacement of these
items. You will be responsible for exchanging linens and turning in your
clothes for laundering as well as upkeep of your FCSO issued clothing,
bedding and personal items including canteen items. You may not alter
any FCSO issued property. You may not exchange or give FCSO issued
property (beddings, linen, uniform) to another inmate.

PROPERTY FOOTLOCKER:

All of your issued property must fit inside your property footlocker. Staff
may remove property not inside your bin as contraband. The Sheriff or
his designee may authorize certain excess items to be stored outside
your footlocker, if necessary.

PROPERTY EXCHANGE:

Inmates will be able to exchange their personal clothes in the FCSO
property room for court clothes. The exchange schedule may change at
any time. To release /receive clothes, you will be required to fill out a
request slip to the Property Officer indicating which items are to be
dropped off. A person (family or friend) may deliver your new personal
clothes, and other approved items.

FCSO PROPERTY EXCHANGE SCHEDULE:
Monday through Friday 7:00 a.m. to 8:00 p.m.

Mailing Property

An inmate has the option of mailing property stored at the facility to a
friend or family member at the inmate’ expense.

The inmate must provide the property officer with an address that the
property is to be sent to. In the event that the property is returned to
the facility as undeliverable, the Office will first attempt to notify the
addressee, and then the inmate at the new facility. If the Property
Officer is unable to obtain a suitable address to send the property, the
property will be disposed of by the facility after a thirty (30) day grace
period by either donation to a charitable organization or discarded if

O b b b b b b N b e N = N = W
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determined to be of no value.
FACILITY TRANSFERS:

Inmates returning or being transferred from another facility or other
county/state correctional facility may only transfer legal mail with them
to the new facility. Additional personal property will be held for 30
days. Inmates are responsible for coordinating the pickup or removal of
ti;(fe_ir personal property by scheduling an appointment with the property
officer.

COURT CLOTHES:

You may keep one set of personal clothing in the facility Property Room
for court appearances and or discharge. NOTE: The FCSO is not
responsible for any lost or stolen inmate property.

LAUNDRY & CLOTHING EXCHANGE:

The FCSO has implemented a laundering schedule, which allows for
clean and sanitary sheets, pillowcases, uniforms, socks and
undergarments at all times. The laundering schedule is posted in your
housing unit. On admission, your clothing and bedding will be clean and
in good condition. You are expected to keep them that way. Intentional
damage to FCSO property including drawing or writing on uniforms,
altering the uniform, or removing the sleeves, may result in disciplinary
action.

CLOTHING:

Your basic uniform shall be distinctive according to your housing
classification level. Pod A inmates wear yellow uniforms, Pod B inmates
wear light blue uniforms, Pod C inmates wear red or maroon uniforms
and Pod D inmates wear green uniforms. Winter coats will be available
from the officer station on or about October 15" and collected on or
about April 15th depending on the seasonal climate.

LAUNDRY:

Housing Units have a central laundry system. Only approved workers
will be allowed to work in the laundry. You should prepare your clothes/
bedding to be laundered according to schedule. Blankets are laundered
once a month.

MANDATORY LINEN EXCHANGE:

Mandatory linen exchange will be made on a one-for-one basis
according to the schedule posted in your housing unit.

Worn or damaged issued clothing exchange:

1. You will inform the housing unit officer as to what clothing you
need exchanged and the reason for the request.

2. The housing unit officer will confirm that the items requested need
to be replaced.

3. The housing unit officer will arrange to have the items changed.

11
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4. Food service inmate workers are permitted to exchange outer
garments daily in the Food Service area.

INMATES DRESS CODE (Male & Female)

New ingnates shall receive the following clothing (see matrices on pages
51—53):

Inmates will only be allowed to wear FCSO issued clothing or clothing
purchased from the FCSO Commissary (see matrices). Any other
clothing will be confiscated as contraband with disciplinary action to
follow.

Tampering, shortening, or altering inmate clothing is prohibited. Gang
signs or insignias on clothing are prohibited. Possession of such
clothing will be confiscated as contraband with disciplinary action to
follow. You shall always wear your uniforms properly and in accordance
with FCSO rules which include: tops and bottoms worn right side out,
undergarments tucked into bottoms and not hanging loose below tops,
bottoms worn at the waistline and not in such a manner to show
undergarments (worn at all times when out of your cell), sleeves and
pants shall not be rolled up, undershirt properly tucked inside pants,
etc. Failure to comply with these rules shall result in disciplinary action.

You will wear a complete uniform (shirt, pants, shoes) when outside of
your housing unit. Shirts must be tucked in and pants worn properly
around waist. ID wristband is to be worn on your right wrist. Any other
item worn outside the shirt may be subject to confiscation. Pant legs
must hang freely. Exception: while in a recreation area, you may wear
gym shorts purchased from the Commissary.

You may wear shower shoes to and from the shower only. Shoes must
be worn outside of cell or housing unit.

Headwear of any kind, with the exception of approved religious
headwear, is prohibited. Individuals approved to wear religious
headwear will be required to remove headwear in the event of a
search.

You cannot walk about the inside or outside of the facility with your
hands inside the waistband of your pants or gym shorts, regardless of
weather conditions. Blankets cannot be worn or wrapped around
yourself while away from your bunk or when outside of your cell.

Religious items, including prayer beads and medallions of any approved
religion shall be worn only during religious ceremonies, or while in your
cell or at your bunk. Religious headgear, if approved, can be worn at
religious ceremonies.

Personal clothing can be worn when going to court. Double layering of
clothing for court or medical runs is prohibited.

Upon release, you are expected to return the minimum standard of
clothing issued to you upon admission.

You will be held responsible for misplaced, lost, stolen, or deliberately
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damaged clothing, and shall be held accountable through payment to
the FCSO.

Female inmates must have undergarments worn at all times, as well as
the issued nightgowns covering their undergarments, NO EXCEPTIONS!

CLASSIFICATION:

Inmates confined at the FCSO are classified/assigned to Security
Housing Levels consistent with the interest of public safety, the safety
of staff and inmates and the orderly running of the facility. Given the
availability of resources, and consistent with security interests of the
institution, programs and services may be offered or mandate within
the security levels.

e Security Housing Levels-Jail/House of Correction
e Special Management

e Medium Security

e  Minimum Security

e Pre-Release

e GPS
Management Classification:

Includes housing for inmates assigned or classified as Administrative
Segregation, Protective Custody, inmates serving a Disciplinary
detention sanction, and Inmates that are deemed non- compliant within
a treatment unit. All Special Management housing is contained within
the housing units of the new facility.

Medium Security Classification:

Includes housing for: inmates classified as Medium Security and new
commitments to the Jail and House of Correction. Housing for Medium
Security shall be in the new facility (Pods A,B,C,D and E ).

Minimum Security Classification:

Includes housing for inmates classified as Minimum Security. Housing
for Male Minimum Security inmates shall be contained in the old facility.
Housing for the Female Minimum Security inmates shall be in B-Pod.
Minimum Security inmates may be cleared for supervised work
assignments outside of the unit on the grounds of the facility, or
outside of the facility perimeter.

Pre-Release

Includes housing for inmates classified as Pre-Release (Re-Entry).
Housing for Male Pre-Release inmates shall be in the Kimball House.
Housing for Female Pre-Release inmates shall be in B-Pod. Pre-Release
Classification affords an inmate the maximum degree of personal
responsibility and autonomy while housed at F.C.S.0.
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GPS

Includes inmates classified to live in the community while on electronic
monitoring supervision. Inmates may live and work within Franklin
County.

RECLASSIFICATION-Jail/House of Correction

A Reclassification Hearing is initiated by the Director of Classification
typically as a result of one of the following:

e A warrant or habe for an open case is received concerning the
inmate;

e The inmate has failed to substantially comply with his ISP;

e The Inmate was assigned to Administrative Segregation or served a
Disciplinary Detention sanction;

e Redlassification was recommended through the Inmate
Discipline process

Reclassification Hearings shall be conducted within twenty (20)
business days of an inmate's change of status. The specific reasons for
reclassification may be withheld from the inmate if knowledge of this
information by the inmate could present a threat to the safety of an
individual or the security or order of the facility.

CLASSIFICATION APPEAL-Jail/House of Correction

An inmate may appeal to the Superintendent/Special Sheriff or
Designee any decision of the Classification Committee within five (5)
working days of the inmate's notification of a Classification decision.
Appeal forms are available from your Correctional Case Worker.

Appeal decisions shall be conveyed to the inmate in writing within ten
(10) working days of receipt of the appeal by the Superintendent/
Special Sheriff or Designee.

A sentenced inmate who has no warrants, detainers, or outstanding
criminal cases may request to meet with the Classification Board to
consider lower security by discussing his/her suitability with their
Correctional Case Worker. If the inmate meets the criteria for lower
security, taking into account sentence structure, criminal history, overall
adjustment, and compliance with their treatment plan, he/she may
submit an application via the Correctional Case Worker to the Director
of Classification. The Inmate will be scheduled for a formal
Classification Hearing at the next available Board and will sign a Notice
of Classification Hearing form containing the date and time of the
hearing. The Correctional Case Worker will conduct a written review of
each inmate every 60 days. This review will include the inmate's overall
adjustment, compliance with ISP, housing placement and classification
flow. The 60-day review will be documented in iCIM and a copy placed
in the inmate's treatment file.

DEDUCTION FROM SENTENCE
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Each sentenced inmate whose remaining sentence is in excess of sixty
(60) days remaining, after jail credits, may receive a deduction from
his/her sentence unless the law under which the inmate is committed
specifically prohibits the awarding of such deductions. Deduction from
sentence credits will be awarded on a monthly basis to eligible Inmates
housed in a Treatment Unit for their satisfactory performance in work,
education, and/or treatment programs approved by the
Superintendent. Satisfactory performance shall mean the fulfillment of
requirements, duties and responsibilities that are part of a program.
(An inmate whose performance in a program is not satisfactory or
found to be non-compliant during a month shall not receive credit for
the month.)

INMATE MONEY ACCOUNT:

Upon scheduled discharge, any remaining funds from your account will
be returned to you. You will sign the FCSO issued release form which is
proof that you have received your funds. If you are released at court,
you will have to return to the facility to request funds from your
account.

e Purchase a money order or bank check made out to the
inmate. Please fill out all parts on the money order: purchaser,
address, etc. Please print legibly and include the inmate's birth
date on the check or money order - this ensures that the funds
are credited to the correct inmate. These transactions will be
processed on the next business day following receipt. Checks &
money orders can be mailed to:

Inmate's Full Name

Franklin County Jail & House of Correction
160 EIm Street

Greenfield, MA, 01301

e To deposit funds directly into an inmate's canteen fund over
the Internet, go to www.inmatedeposits.com and follow the
instructions on the site.

e Additionally, deposits may be made over the phone, by calling
Access Corrections at: 866-345-1884

e There is a banking kiosk in the reception lobby of our facility.
This machine will accept cash or credit/debit cards (no $1 bills
or change).

e There are limits to the amount that can be deposited via the
kiosk, phone or Internet:

e Up to $300 in one day for one inmate.

e Up to $325 over a 12-day period from a single credit card.

There are service fees on all deposits made via the kiosk or over the
Internet or phone. The amount depends on the type of deposit, and is
displayed on the kiosk screen or webpage when you deposit funds on
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the Internet.

The Franklin County Sheriff's Office does not operate the lobby banking
kiosk. Any questions or problems with its use (or with phone or
Ilrétsegnet deposits) should be directed to Aaess Coredions at 866-345-

Inmate Release Procedures:

Upon scheduled discharge, any remaining funds from your account will
be returned to you. You will sign the FCSO issued check release form,
which is proof that you received your funds upon release from the
FCSO. When released, you may authorize another individual to pick up
a check for the balance of their funds.

Once discharged, information pertaining to a Inmate's Money Account
shall be maintained only by the Finance Department. This information
shall not be available to unauthorized staff members.

Should an inmate with outstanding debits to his/her account be
scheduled for release from a correctional facility, the Finance
Department shall freeze the inmate's account. All outstanding debts,
including those associated with the Detainee Financial Responsibility
Program, shall remain active. Should the inmate be incarcerated again,
all outstanding debits shall become active. The inmate shall be required
to pay off these existing debts prior to being allowed to purchase any
items.

INDIGENT INMATES & SUPPLIES:

An indigent inmate is any inmate who has $10.00 or less within his/her
detainee Money Account within the past 60 days. Indigent inmates
shall be removed from indigent status when their Inmate Money
Account has a balance of over $10.00. Should funds be sent to an
indigent inmate, whatever money the inmate owes the FCSO shall be
deducted from the inmate's Money Account before the account is
reactivated for use. Indigent inmates, at the expense of the FCSO shall
be provided with the following:

¢ Clothing:

Indigents shall receive a basic quantity of clothing upon intake from
FCSO Property. They shall wear these items while incarcerated.

e Hygiene Items:

Male and female inmates will be issued personal hygiene items
appropriate for their gender identity upon arrival. The distribution
of hygiene items shall not be used as reward or punishment.
Articles of feminine hygiene shall be provided to female inmates.
Additional hygiene items can be purchased from the commissary
for indigent and non-indigent inmates.

¢ Pen & Paper:
Indigents shall receive 1 flexible blue pen per month, no
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exceptions. It will be the responsibility of the inmate to ensure that
his/her pen is not lost or stolen. The Commissary shall distribute
pens to indigent inmates on the first week of every month.
Indigents shall obtain reasonable amounts of paper from the
Commissary without cost. Inmate must fill out indigent request slip
to receive items.

Privileged Correspondence:

Indigent inmates shall, when necessary and at the expense of the
FCSO, be able to send an unlimited number of privileged
correspondence to the authorized individuals who qualify as special
correspondence. A complete list of authorized individuals can be
located in the PRIVILEGED CORRESPONDENCE SECTION.

General Correspondence:

Inmates shall, at the expense of the FCSO, be able to receive three
free stamps each week. To receive the stamps, the inmate must
submit the sealed correspondence into the inmate outgoing mail
and write "FS" in the upper right hand corner of the envelope
where the stamp is placed. The mail will then be forwarded to the
commissary officer who will verify that the inmate is eligible for a
free stamp. Once verified, a stamp will be placed on the envelope
and sent with the outgoing mail. This will allow the inmate to send
three free letters each week (first class weighing one ounce or less)
to family and friends.

Special Correspondence:

Special handling mail, such as Certified Mail, to forward privileged
correspondence, shall be permitted, at the expense of the
institution, when such special handling is required by statute or rule
of court. It shall be the inmate's responsibility to attach or provide
verification of such statutory or court rule service requirement.
Your caseworker, as needed, shall provide envelopes. An indigent
inmate shall be removed from indigent status whenever the
inmate's Money Account has a balance on account of over $10.00.
If you have a freeze or outstanding balance on your account and
funds are sent in to you, the amount you owe to the FCSO will be
deducted from the funds sent to you.

INCOMING & OUTGOING MAIL:

The FCSO provides a mail service to inmates. Mail is delivered and
picked up once a day, except on Sundays and postal holidays. For
security reasons, all incoming mail will be opened and checked for
contraband by staff. Mail will then be photo copied and photocopies
will be delivered to the inmate. All original mail will be placed in
property. Legal mail will be opened in front of the inmate and scanned
for contraband in front of the inmate by a staff member. You will need
to have a complete return address on all incoming and outgoing mail;
first and last name and facility address.

Incoming Mail:
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All incoming inmate mail must be mailed to the following address:

Inmate's Full Name
Franklin County House of Correction
160 EIlm Street Greenfield, MA 01301

Letters, magazines, newspapers will be accepted via mail. Soft
covered books, newspapers, and magazines must be in their
original package and sent directly from the publisher/printer.
Photos will be accepted from a printing company. Soft covered
books received directly from a publisher are allowed only after the
book(s) has been approved for possession by the FCSO Property
Officer. Used books of any kind will not be allowed.

Contraband Mail:

The following are contraband items, which you will not be
permitted to have with incoming mail: stamps, envelopes, blank
paper, pencils, pens, markers, painted pictures, cards/paper with
glitter, excessive newspaper or magazine clippings and cutouts,
inappropriate material printed off of the internet, perfume, anything
laminated and any other items deemed appropriate by the facility.
Sexually suggestive or partially nude photographs sent to inmates
in the facility are not allowed. Partially nude shall be defined as
females/males in underwear, bathing suits, bras, or revealing
neg(ljgees. Such photographs shall be discarded or returned to the
sender.

Incoming legal mail (from courts, attorneys, probation/parole
officers) shall be opened only in front of you. FCSO staff will inspect
the mail only for contraband.

Prohibited Mail:

For security purposes, certain magazines shall not be permitted. If
the FCSO deems a magazine or book not permissible, the inmate
will receive a FCSO Notification of Disapproval of Non- Privileged
Mail Form, which will explain the reason why it was not allowed
into the facility. Disapproved mail will be held for the 5 day appeal
period and then be returned to sender. Should you receive any
unacceptable packages, they will be held in the FCSO Property
Room for no longer than 30 days. You will be responsible for
having a person pickup the package or it will be disposed of if not
picked up by a civilian. If you need to mail something out that
requires money being taken out of your account, such as sending
out certified mail, express, priority or to take money out of your
account to pay for you will need to see your caseworker.

Incoming Inmate-to-Inmate Correspondence:

All Inmate to Inmate mail will only be allowed with approval from
the Assistant Superintendent of Security or designee.

Outgoing Mail:
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Inmates must have the proper postage placed on the top right-
hand corner and include a return address as follows:

Inmate's Full Name
Franklin County House of Correction
160 EIm Street Greenfield, MA 01301

All outgoing inmate mail shall be placed in each unit's marked
mailbox, no later than 11:00 p.m., except for the legal mail of
indigent inmate. Prior to mailing, all outgoing mail will be stamped
by the FCSO with a statement identifying that the correspondence
is from a correctional facility.

Any mail being sent out of the facility with any drawing on the front
or back of the envelope will not be accepted by the post office; as
well as any homemade box-type packages.

MONEY ISSUES:

If you receive money orders, bank checks, payroll checks or cashier's
checks in the mail, they will be sent to the FCSO Finance Department
and you will be sent a receipt. Personal checks and cash will not be
accepted and will be returned to sender. Your name must be on the
money order or cashier's check.

PRIVILEDGED CORRESPONDENCE:

Mail sent to or received from any of the following individuals shall be
considered Privileged Correspondence:

1.

10.

Any officer of a court of the United States or the Commonwealth of
Massachusetts (judge, attorney, clerk, probation or parole officers);

The President of the United States or the Governor of the
Commonwealth of Massachusetts;

Any member of Congress of the United States or any member of
the Legislature of the Commonwealth of Massachusetts;

The Attorney General of the United States or the Attorney General
of the Commonwealth of Massachusetts;

The Director or any agent of the Federal Bureau of Investigation or
the Commissioner of the Massachusetts Department of Public
Safety;

The Sheriff of Franklin County;

The Commissioner of the Massachusetts Department of Correction,
and, if applicable, the Superintendent of any State correctional
institution in which the inmate was confined;

Any member of the Massachusetts Parole Board;
The Secretary of Public Safety;

An(;j/ member of the Governor's Advisory Committee on Corrections:
and,
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11. Any District Attorney of the United States.

12. Any representative of the news media.

13. Any state or local politician.

AUTHORIZED & UNAUTHORIZED (CONTRABAND) ITEMS:

Authorized Property Items:

The following authorized personal items may be allowed for you to
keep on your person.

e Plain Wedding Band without sculptured markings, diamonds or
other precious stones;

e Prescribed medical devices such as artificial limbs, hearing
aides, prescription eyewear, etc.;

e Legal materials for active cases;
e Approved Religious head gear and,

e Other approved FCSO issued property items or Commissary
items.

Unauthorized Property (Contraband):

Items that are not inherently illegal are considered contraband,
when, possessed by an inmate or visitor including, but not limited
to any approved item, which is approved but in excess of the
quantity allowed.

The possession of contraband is a serious offense. Should you be
found in possession of contraband, you will be disciplined, up to
and including criminal charges. The following items are
CONTRABAND. They shall be removed from you, collected as
evidence and or destroyed.

e Any item or article that is not issued or sold to you by the FCSO
or is found to be altered or used for a purpose other than what
it was intended;

e Any item or article in the possession of an inmate that exceeds
the quantity allowed for that item (see Cell Decorum).;

e Any item that details weapons or explosive manufacturing, or
gives information which could aid in planning or making an
escape attempt or produce injury to another.;

e Any symbols or related items (drawings, literature, etc.) that is
related to STG (Security Threat Group) activity;

e Any items declared illegal by state or federal law; and,

e Any sexually suggestive or pornographic photos, magazines,
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centerfolds, etc.

THE FCSO MAY DECLARE ITEMS THAT POSE A SAFETY HAZARD OR A
SECURITY CONCERN AS CONTRABAND A TANY TIME.

CELL INSPECTION & SEARCH PROCEDURES:

You are subject to a search upon each admission into the FCSO and
when there is reasonable suspicion to believe you may have contraband
concealed on your person.

Pat searches are routine requirements when entering the housing units
or when leaving the visiting area after a visit.

Routine unscheduled searches of the facility, inmate's person and
property will be conducted as deemed necessary.

There are occasions when random searches will be conducted as an
inmate enters or leaves a building, area or recreation.

Your bunk and personal property may be searched without you being
present.

All searches are used as a means of interdicting contraband and
ensuring safe and sanitary conditions exist within the facility.

Searches are not punitive in nature.
SANITATION & PERSONAL HYGIENE ISSUES:

You are required to keep your assigned living area clean at all times.
You shall make your bunk every day before leaving your cell and shall
keep it made while it is unoccupied. All of your property, either issued
or personal must be stored in your locker when not in use.

No clothing, paper, or any other material will be hung on the bed,
overhead lighting, or on the wall. No pictures or posters will be placed
on your bunks, cell walls, ceilings and/or lights. No items will be placed
in the windows of your assigned dorm/cell. If you do not have a towel
hanger in your assigned cell wet towels may be hung on the corner
frame closest to the wall of the bed only until dry and it can't block the
direct view of the officer. No items will be hung under the bed.
Covering the air vent or sprinkler head is not allowed.

You will be living in a facility with other individuals, so personal hygiene
is essential. You are expected to bathe regularly and to keep your hair
clean. Personal hygiene items, soap, toothpaste, toothbrush, will be
issued to you upon admission and will be available through the
Commissary thereafter. Inmates shall be permitted to use an issued
razor during authorized time periods which encompasses open day
room hours and excludes count times, and meal periods. At that time,
the inmate will present his/her ID wristband to the housing unit officer.
The officer will review the ID wristband and hand the inmate a razor
from the storage container. Once the inmate is finished shaving, he/she
shall return his/her razor back to the officer for disposal. Inmates
attending court will be afforded the opportunity to shave before being
transported to court.
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BARBERING SERVICE:

Free barbering services will be located in a designated area of your
assigned housing unit. For sanitary reasons, the cutting of hair any
place else other than the designated area is strictly prohibited. Proper
sanitation methods must be used between each haircut and directions
of how to sanitize are posted in the designated barbering area. The
FCSO provides sanitation supplies. It is also prohibited to possess cut
hair or clippings, either your own or others.

No barber or beautician will serve any inmate when the skin of the
inmate's face, neck, or scalp is inflamed, scaling, contains pus, or is
erupted, unless service of such inmate is performed in accordance with
the specific authorization of the Health Services Director.

No person will be served when infested with head lice.

Hair care services shall occur daily from 6:00 PM - 9:00 PM unless
doing so effects the orderly management of the housing unit.

COMMISSARY:

You must complete commissary orders by Wednesday evening no later
than 10:00 p.m. at which time ALL SALES WILL BE FINAL. Any
changes to this schedule will be posted in advance.

You are permitted to spend up to $100.00 per week. Inmates may only
purchase commissary for their own use or consumption.

The unit's delivery schedule is posted on your unit bulletin board.

All items purchased at the Commissary must be stored in your
property bin or neatly under your bunk. You must present your
identification wristband to receive your order.

When commissary is being passed out, you are required to remain in
your cell and wait for the direction of the housing unit officer to
approach the delivery line. Commissary will not add items to the list
after it has been delivered. Some items will be limited to quantity on
hand. All sales are final after the inmate has submitted the order. NO
RETURNS OR EXCHANGES.

You are not allowed to accept commissary items on behalf of another
inmate that is not present during commissary distribution.

MEALS:

All meals are nutritionally balanced and approved by a registered
dietician. The FCSO cannot withhold or deviate from the standard meal
menu as a disciplinary measure or to reward inmates.

According to schedule, you will be provided 3 meals per day. At least 2
of these meals will be served hot.

e Meal Schedules:
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Breakfast: 7:20 a.m.

Lunch: 11:15 a.m.

Dinner: 5:20 p.m.

Meal schedules may be subject to change.

¢ Expected Behavior:

Your meals will be served and eaten at a designated dining area in
your housing unit. No food, utensils, dishes, etc. shall leave the
dining area or kitchen. You cannot store any of these items for
future consumption. All food or condiments shall be eaten during
mealtime ONLY.

You are expected to conduct yourself in an orderly manner during
mealtime. You shall walk through the serving line ONCE per meal.
You shall walk to a table in your dining area directly upon receiving
a meal. Once seated, you shall begin to eat. You shall not roam
during mealtime. If you need to obtain a drink, you shall go to that
area and directly return to your seat. When finished, you shall clean
your eating area and return your tray, cup, and other utensils as
directed. Trash will go into the garbage.

You will be subject to search before, during, and after mealtime.

You shall wear sneakers in dining areas. Hats are not permitted
during mealtime. You shall also properly wear your ID wristband
during mealtime or face disciplinary action.

¢ Maedical Diets:

If you believe that you require a special medical diet, you must
complete a FCSO Dietary Request Form, which shall be forwarded
for review and signed by a Department Physician or Nurse
Practitioner. Inmates must be evaluated by the medical department
before a medical diet will be issued. The FCSO does NOT serve any
pork products.

¢ Religious Diets:

Religious diets will be provided to inmates whose religion requires
one. You must submit a request form to Religious Services for
review and approval. The form must state the diet and the specific
foods required.

VISITATION:

You have the opportunity to have family members and friends visit with
you in keeping with the facility rules and regulations. It is your
responsibility to conduct yourself properly during visits and not accept
or pass contraband.

¢ Visitation Rules:
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You will be allowed a one hour visit, twice per week to visit with
family and friends. You will also be allowed an unlimited number of
visits from legal representation. Visiting schedules are posted within
the housing units and other areas. You will be allowed a maximum
of 5 friends and unlimited family members on your visiting list. You
shall supply these names to the visiting officer upon admission by
means of an Inmate Visiting Request Form. All visitors shall be
prescreened and preapproved prior to being allowed to visit. You
will be able to change these names by submitting an additional
Inmate Visiting Request Form. You shall be allowed no more than 2
adults and 2 minor children during each visit.

Rules for Visitors:

A visitor must complete a Request to Visit Form upon arrival. In
order for a child to visit, he/she must complete a Parent/Legal
Guardian Certification for each child before a child visit. A copy of
the child's birth certificate must be submitted the first time a child
visits. This copy will be kept on file for future visits. Visitors shall
only be allowed to visit one inmate at one time. Visitors that act
inappropriately will be escorted off FCSO property and barred from
visiting. Facility visitor regulations are posted in the Lobby
Reception Area. Visitors shall be subject to search.

Procedure for Visitor Approval:

All visitors must pass a background check before receiving approval
to visit. Visitors with a previous criminal history will be required to
obtain approval. Any visitor 17 years of age or younger must be
accompanied by a parent or legal guardian.

Visiting Schedule
¢ Appendix D (see page 57)
Visitation Rules & Attire for Inmates:

You are expected to wear your issued jump suit top and bottom,
sneakers or work boots for visits. No hoods, hats or sweat pants
shall be allowed during visits. Clothing must be worn in a neat,
presentable way. Bottoms and tops must be properly tucked. No
ripped or excessively worn clothing shall be permitted.

A visit may be denied or terminated under the following
circumstances: The visitor(s) appears to be under the influence of
drugs or alcohol. The visitor fails to produce sufficient identification
or falsifies the identifying information. Reasonable suspicion exists
that the visitor may endanger the security and order of the facility.
You or the visitor attempts to pass items to one another. The visitor
refuses to submit to a scanning or pat search. The visitor is in
violation of facility rules or regulations. There is insufficient space in
the facility. There are unforeseen emergencies within the facility.
The visitor attempts to bring any item that is considered a security
threat onto the facility grounds. Inappropriate contact or conduct
by either you or the visitor is prohibited and may be cause for
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termination of the visit.

ATTORNEY VISITATION:

Legal visits are encouraged and will not be considered a regular visit
session.

INMATE DISCIPLINE PROCEDURES, RULES & SANCTIONS:

The FCSO shall promote a safe and orderly living environment for
inmates by establishing fair and equitable disciplinary procedures.
Inmate disciplinary action shall not be capricious or retaliatory.

2.

General Disciplinary Procedures:

You shall be responsible for following all FCSO policies, rules and
regulations, as well as federal, state, and local laws.

Informal disciplinary matters shall be addressed by the reporting
staff member. Formal disciplinary matters shall be addressed by the
Disciplinary Hearing Officer.

Low Level Disciplinary Infractions:

Low level disciplinary infractions may be enforced, up to 24, 48 or
72 hour confinement.

Awaiting Action (AA) Status:

You may be placed AA Status detention for your safety and/or the
safety of the facility pending the following:

A transfer or reclassification of the inmate to a higher custody
status; or

An investigation of a possible offense.

Your placement onto AA Status shall be reviewed within 72 hours.

Informal & Formal Disciplinary Procedures:
1. Informal Discipline:

When a staff member reasonably believes that formal
disciplinary action is not necessary, either a verbal warning or a
loss of privileges of up to 24, 48 or 72 hour confinement may
be issued by an Officer without formal disciplinary action. Loss
of privileges status will only be allotted for a 24, 48 or 72 hour
period. Where permitted by facility policy, staff shall informally
settle minor transgressions through mutual consent whenever
possible. The Shift Commander will determine if the sanction is
warranted and sign off accordingly on all minor charges.

Inmates will be required to sign the informal discipline
documentation as an acknowledgement of receiving the
sanction, not as an admission of guilt.

2. Formal Discipline:
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Where informal handling is not appropriate and a staff member
reasonably believes that a disciplinary offense has been
committed by an inmate, that staff member shall write a
Disciplinary Report. A Disciplinary Hearing Officer will then
address the matter formally.

Major Offenses:

Major offenses shall include, but not be limited to, the following:
(Depending on the severity of the offense, those listed below may
be MAJOR or MINOR offenses).

Inmate Disciplinary Procedures:

It is expected that inmates will follow the rules of the facility. Some
of the rules will be explained during the orientation program and
others that are specific to the various housing units, work
assignments, or programs will be explained to you by supervisors
or officers in those areas. The following are the charges that my be
brought against you (Code of Offenses) for rules violations:

1.

10.

11.

12.

Disobeying an order, lying to or insolence towards a staff
member.

Violating any institutional rule or regulation, or any other rule,
regulation, or condition of the facility or community-based
program.

Failure to keep one's person or quarters in acceptance with
institutional rule.

Being out-of-place.

Unexcused absence from, or failure to accept or properly
perform a work assignment

Counterfeiting, forgery, or the unauthorized reproduction of
any document, article or identification, money, security, or
official paper.

Tampering with or blocking any locking device, door, grate, or
window.

Conduct which disrupts or interferes with the security or orderly
running of the facility.

Escape or possession of escape tools.

Manufacture, possession, introduction, distribution, or use of
any unauthorized controlled substance, alcoholic beverages or
associated paraphernalia.

Misuse of authorized medication, for example: the unauthorized
accumulation of prescribed medication, or the distribution of
prescribed medication to others.

Refusal or failure to submit a valid urine specimen or take a
breathalyzer test.
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13.
14.

15.

16.

17.
18.

19.

20.
21,
22,

23.

24,

25.

26.

27.
28.

29.

30.

31.

32.

33.
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Gambling.

Participating in or encouraging a riot, work stoppage, hostage
taking, or unauthorized group demonstration.

Possession, manufacture, introduction, or use of a gun, firearm,
explosive, ammunition, chemical agent, weapon, sharpened
instrument, knife, or tool.

Murder
Self mutilation or attempted suicide.

Fighting with, assaulting, or threatening another person with
any offense against his person or property.

Use of obscene, abusive, or threatening language, action, or
gesture to any inmate, staff member, or any other individual.

Engaging in sexual acts.
Setting a Fire.

Destroying, damaging or misuse of institutional property, or the
property of another person.

Unauthorized possession of property belonging to another
person.

Possession of anything, including money or currency, not
authorized for retention or receipt by the inmate.

Giving money or any item of value to, or accepting money or
any item of value from another inmate, family member or
visitor without authorization.

Stealing.
Giving or offering any official or staff member a bribe.

Giving or offering any official or staff member any item of
services or value.

Extortion, blackmail, or demanding money, receiving money, or
anything of value in return for protection against others.

Charging or receiving money or anything of value either directly
or indirectly from another inmate, a family member, or any
other person for rendering any service.

Wearing or displaying colors or any type of emblem, insignia,
or logo suggesting membership or affiliation with a gang,
group, party, or other association whenever such wearing or
displaying may pose a threat to the security, order and safety
of the facility.

Violating any law of the Commonwealth of Massachusetts, or
the United States of America.

Attempting to commit any of the above offenses, making plans
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to commit any of the above offenses, or aiding another person
in committing any of the above offenses, shall be considered
the same as committing the offenses itself.

34. Assault and Battery on an employee.

35. Violation of any contractual agreement relating to classification
placement or community based programs.

36. Unauthorized or Improper Use of Recreational Equipment.

37. Inmate or inmate groups exercising authority over another
inmate(s).

¢ Sanctions for Rule Violations (Minor and Major):
1. Minor sanctions include, but are not limited to, the following:
a. Reprimand and warning.
b. Extra work detail.

c. Loss of privileges for specified period of time (Example:
visiting, canteen, telephone, gym or recreation yard).

d. Cell/room restriction for a specified period of time.

e. Removal from work assignment.

f. Recommended reclassification.

g. Restitution.

h. Loss of Canteen

2. Major sanctions include, but are not limited to, the following:

a. Disciplinary detention for a specified period of time, not to
exceed 10 days for any one offense or 30 days for all
violations arising out of one incident.

b. Recommended loss of statutory Good Time credits, if
applicable.

c. All minor sanctions.

3. Disciplinary sanctions may be suspended for a specified period
of time not to exceed 90 days, and may be imposed during that
time by action of the Assistant Superintendent or

4. Continuous confinement in disciplinary detention for more than
30 days requires the review and approval of the
Superintendent.

5. When an inmate is found guilty of a major disciplinary offense,
he will automatically lose his work assignment.

e Appeal Process:
1. Inmates may appeal decisions of the Hearing Officer within 7
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business days following receipt of the written decision. Appeals
shall be submitted in writing to the Superintendent or designee
and shall be decided upon within 5 business days of its receipt.
An inrr|1ate shall be notified within 24 hours of the results of an
appeal.

2. The Assistant Superintendent or designee, acting as the
appellate authority, may sustain the finding and sanction of the
Hearing Officer, order a rehearing of the case, reduce the
designation from a "major" to "minor" infraction, reduce or
suspend the sanction, reverse the decision and dismiss the
charge, or take whatever remedial action he/she deems
appropriate. In no event shall an appellate authority increase
any sanction on an appeal.

SUBSTANCE ABUSE TESTING:

You may be instructed by staff to provide a valid specimen sample for
substance abuse screenings. Failure to provide this sample as directed
will result in disciplinary action.

SPECIAL MANAGEMENT UNITS

¢ Administrative Segregation:

Intended for inmates with special housing requirements, such as
those pending investigation/hearing of prohibited acts, medical
observation, mental health, pending transfer or release within 24
hours, security risk or protective custody.

e Disciplinary Lock-up:

Intended for inmates that require special housing because they are
a serious disruption in general population, they require additional
physical confines or they have received a sanction by the
Disciplinary Officer.

Inmates confined to segregation housing will be afforded two hours
and fifteen minutes for recreation, hygiene and telephone use
seven days a week. Inmates on Administrative Detention will
receive law library access via inmate tablets.

INFORMATION ON SEXUAL ABUSE/ASSAULT:

The FCSO supports the Prison Rape Elimination Act (PREA) by having a
zero tolerance policy towards sexual abuse and sexual harassment.
Sexual abuse and or sexual harassment of an inmate by another inmate
and sexual abuse and or sexual harassment between an inmate by a
staff member, contractor or volunteer will not be tolerated.

Sexual abuse by an inmate on another inmate includes any of the
following acts, if the victim does not consent, is coerced into such an
act by overt or implied threats of violence or is unable to consent or
refuse:

1. Contact between the penis and the vulva or the penis and
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anus,
Contact between the mouth and the penis, vulva or anus,

3. Penetration of the anal or genital opening of another person by
a hand, finger or other instrument,

4. Any other intentional touching, either directly or through the
clothing, of the genitalia, anus, groin, breast, inner thigh or the
buttocks of another person, excluding contact incidental to a
physical altercation.

Sexual abuse of an inmate by a staff member, contractor or volunteer
includes any of the following acts, with or without consent of the
inmate:

1. Contact between the penis and vulva or the penis and the
anus,

2. Contact between the mouth and the penis, vulva or anus.
Contact between any body part where the staff member,
contractor or volunteer has the intent to abuse, arouse or
gratify sexual desire,

3. Penetration of the anal or genital opening by hand, finger,
object or other instrument that is unrelated to official duties,

4. Any intentional contact either directly, or through the clothing
of or with the genitalia, anus, groin, breast, inner thigh or
buttocks that is unrelated to official duties,

5. Any attempt, threat or request by a staff member, contractor to
engage in any of the above mentioned activities,

6. Any display by a staff member, contractor or volunteer of his or
her uncovered genitalia, buttocks or breasts in the presence of
an inmate,

7. Any voyeurism by a staff member, contractor or volunteer that
is not part of their official duties is prohibited.

Sexual harassment includes repeated and unwelcome sexual
advances, requests for sexual favors or verbal comments, gestures
or actions of a derogatory or offensive sexual nature by an inmate
directed towards another inmate.

Repeated verbal comments or gestures of a sexual nature to an
inmate by a staff member, contractor or volunteer, including
demeaning references to gender, sexual suggestive or derogatory
comments about body or clothing, or obscene languages or
gestures will also constitute sexual harassment.

If you have been a victim of a sexual assault, help is available
through a Rape Crisis Center. A confidential phone line has been
set up so you can contact a victim advocate for emotional support.
Massachusetts mandatory reporting laws apply if you have a
physical or mental health disability and/or are 17 or under, 60 or
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over. To contact a victim advocate free of charge, use your phone
pin # and dial 139. You may also contact them in writing at;

Rape Crisis 4
79 Main Street
Greenfield, MA 01301

Third party reporting of sexual assaults and or sexual harassment is

available by having a family member, friend or another inmate

report it on your behalf to a staff member. You or someone else on

y(/)c#Jr behalf can also contact the Northwestern District Attorney's
ice at;

Northwestern DA
56 Bank Row
Greenfield, MA 01301

For your immediate protection and safety, please inform an
officer or staff member.

Reporting Sexual Abuse or Assault & the Investigation
Process:

You may report alleged staff or inmate sexual misconduct with
inmates by one of the following options:

1. Filing a complaint;

2. Forward information regarding staff sexual misconduct with an
inmate via a request form or a letter;

3. Speaking directly to a staff member; or,
4. Using the established "hotline".

It is the responsibility of the FCSO to review and assess each report
of allegations and incidents of staff sexual misconduct with
inmates. The Superintendent will determine what course of action
shall be taken (i.e. further inquiry, immediate District Attorney
referrals, etc.).

Treatment & Counseling:

If an inmate has alleged that a sexual assault occurred, the inmate
must be immediately taken to the Health Services Unit of the
facility for an emergency medical care/mental health referral. If
warranted, as based on the time and extent of the allegations, the
inmate may be transported to an outside hospital.

Inmate Hotline - Investigation Division:

You are provided a STRICTLY CONFIDENTIAL HOTLINE directly to
the FCSO Investigations Division. This is a TOLL FREE number,
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which may be called from any inmate telephone inside the facility.

e To Reach the Hotline - Dial PIN # then 138:

Staff sexual misconduct with inmates and inmate-on-inmate sexual
misconduct is prohibited. You should report such matters promptly
by calling the Hotline Number.

MEDICAL CARE FOR INMATES:

The FCSO provides medical service for all inmates by qualified medical
staff. The following services are available: Initial medical, mental
health, and dental screening, primary medical and dental care,
emergency care, specialty health care, timely medical responses,
mental health care, and hospitalization as needed within the local
community. Inmates shall receive a medical examination within 14 days
of their admission.

If you refuse a scheduled medical appointment to HSU or an outside
facility, you shall be required to sign a Medical Refusal Form. You will
be required to submit another Request Slip for future medical
appointments.

e Sick Call Requests:

Inmate Sick Call is seven days a week. Sick call requests must be
written on a Health Services Request Form. The form must be
completed with name, date, housing unit, the reason you want to
be seen and your signature. To be seen for any reason, a Health
Services Request Form MUST be completed. You should place the
Health Services Request Form in the locked box located in your
housing unit on the wall labeled MEDICAL. You should be
scheduled for medical appointments within 48 hours (72 hours on
weekends). You SHALL NOT mail Health Services Request Forms or
ask staff to deliver these slips. You shall not give a Health Services
Request Form to any other staff. If you feel that the issue is an
emergency, notify a unit officer or other staff member immediately.
On the Health Services Request Form, be sure to describe the
problem, not "I need to see the nurse or doctor". If you need
assistance completing the slip, ask for help from the officer or your
caseworker. Health Services Request Forms are provided to you in
English and Spanish.

e Medication:

Prescription/Medication that is carried on your person during
admission/intake will be held in your property until release. Illegal,
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unidentifiable, falsely held or unable to confirm prescriptions/
medications will be destroyed immediately. Syringes will be safely
disposed of immediately. You will only receive medications that are
prescribed to you. You will be provided with 30 days of a
prescribed medication if you are released on bail or released by the
Federal Court. You can purchase Ibuprofen, Tylenol, Cough, Cold
and Flu Pack, Alka-Seltzer, Chlorphen, and antacids through the
Commissary. Keep on Person Medication (KOP) will be kept to a
minimum. A provider will determine which medications are suitable
for KOP use. The KOP medications must be kept in the labeled
package provided by the Medical Department.

Any medication found on an inmate not prescribed for
them, or medications found outside of the original
container, will be considered contraband and disciplinary
action may be taken.

Medical Grievance:

You must use an Inmate Medical Grievance Form if you have health
care concerns/complaints that cannot be resolved during Sick Call.
The forms shall be sent to the Health Services Director, who will
respond in 21 working days. Appeals shall be sent in writing to the
Superintendent, who will respond in 5 working days. Your inquiries
and the responses shall be addressed and returned to you.

Medication Cart:

You are required to present your ID wristband to the nurse at the
medication cart to receive medications. Medications must be taken
at the medication cart. The Unit Officer will perform a visual mouth
check to assure that you did swallow your medication. Any
medication taken away from the cart will be considered contraband
and confiscated. The medication cart is for medication only! If you
have symptoms or issues that should be addressed, then a Health
Services Request Form shall be filled out and placed in the
designated Medical Box in your unit.

Any inmate reporting to the medication cart after last call has been
completed shall be notified his/her non-compliance of not reporting
to the medical cart on time will result in a 24 hour lockup.

Dental Treatment:

Routine and emergency dental care is provided to each inmate
under the direction and supervision of a licensed dentist. There is a
defined scope of available dental services, including emergency
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dental care.

PROGRAMS & SERVICES:

Individual Service Plan:

Sentenced inmates will meet with a Case Manager within (1) one
week of admission to the facility to complete and Intake
Assessment. Through this intake, an individual service plan will be
generated that will include core clinical treatment groups as well as
other treatment and education groups and courses based on the
intake assessment. Sentenced inmates who follow their individual
service plan will be eligible to receive earned good time.

Clinical Treatment/Substance Abuse Groups:

The facility offers a range of treatment groups for inmates
sentenced to the facility. These groups help participants develop
awareness of areas of their life that need to change and introduce
skills to help with that process. Clinical groups cover topics such as
trauma, substance misuse, and emotional and mental health.
Treatment groups are assigned to participants based on an
assessments from clinicians and case workers.

12 Step Groups:

Alcoholics Anonymous, Narcotics Anonymous, and other self-help
and Recovery Supports will be offered to sentenced and pre-
sentenced inmates according to the availability of community based
volunteers.

Education and Vocational Training:

The facility provides academic courses including Adult Basic
Education, High School Equivalency preparation and testing, and
Transitions to College. Additionally, through a partnership with
Greenfield Community College, college credit courses are offered
periodically throughout the year. Education courses are available to
both pre-sentenced and sentenced inmates.

A number of vocational training and inmate jobs are offered
throughout the facility including: kitchen, grounds maintenance and
food service, print shop, auto-detailing, and the oil change
program.

Special Education:

Under Chapter 766 of the Massachusetts Laws, certain individuals
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can be assessed and may be eligible to receive Special Education
services. They must be under the age of 22. You may be eligible
for Special Education even if you already have a GED.

Library:

The facility has a general library located in the inmate program
area adjacent to the classrooms. Book carts will be routinely
brought to housing units with various reading materials for inmate
use within their housing unit.

A satellite library is located in the Minimum Security Unit which
contains books, magazines, newspapers, and reference books, etc.

Minimum Security Library hours are Sunday through Saturday from
7:00 am - 11:00 pm. Library may be closed intermittently based on
program schedules.

Unit Newspapers:

A selection of local newspapers are provided to each housing unit.

Religious Services:

Inmates shall have opportunities to engage in practices of their
religious faith that are deemed essential by that faith consistent
with safety, security and the orderly operation of the facility.
Attendance at all religious activities is voluntary. Religious activities
shall be open to the entire inmate population, without
discrimination based on an inmate's/ race, ethnicity, religion,
national origin, gender, sexual orientation, or disability. All special
requests relative to religious services are to be forwarded to the
FCSO Religious Services Coordinator. Inmates in SMU unit will also
have access to religious programs and services.

Marriage Requests:

It is the policy of the Franklin County Sheriff's Office to allow
inmates to apply for and receive permission to marry unless the
marriage is found to be unlawful or presents a security risk to the
Jail and House of Correction.

Procedures for Requesting a Marriage Ceremony

1. An inmate may request to be married while incarcerated at the
Jail and House of Correction by submitting a written request to
the Superintendent/Special Sheriff at least 30 days prior to the
intended wedding date. The inmate shall provide the name and
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address of the intended spouse in the request.

After reviewing the inmate's status at the facility and legal
issues, the Superintendent/Special Sheriff promptly approve or
disapprove the request, giving reasons for any denial in writing.
If the inmate is being housed at the facility from another
jurisdiction, the Superintendent/ Special Sheriff or designee will
consult with that jurisdiction prior to responding to the request.

If the request is approved, the inmate shall proceed pursuant
to the requirements of M.G.L. Chapter 207, by seeking a
license to marry in an office of the clerk or registrar of any city
or town in the Commonwealth.

Upon issuance of a marriage license by a clerk or registrar of
any city or town in the Commonwealth, pursuant to M.G.L.
Chapter 207, section 20, the inmate who intends to marry
within the facility shall contact the Assistant Superintendent of
Programs, who shall assist in making the necessary
arrangements for the marriage ceremony. The ceremony shall
be scheduled consistent with the security needs of the facility,
as well as space and personnel availability.

Inmates shall not be required to undergo any religious,
psychological or other counseling/evaluation as a condition for
approval of a marriage request.

Weddings and/or prenuptial arrangements shall not be allowed
for Franklin County pre-trial detainees.

In no case shall the Commonwealth of Massachusetts or
Franklin County Sheriff's Office accept the responsibility for any
of the expenses related to an inmate marriage.

RECREATION & LEISURE ACTIVITIES:

1. Inside Recreation:

a.

Televisions: Designated housing units will have television
access. Televisions will be turned off during official counts or
when it will interfere with other facility operations. Volume of
televisions, without radio transmitters, shall be kept at a
reasonable level so as to not disturb other inmates or other
facility operations.

Board Games: Board games are available upon request from
your housing unit officer.

Special Requests for Scheduling: Any requests for special
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scheduling of indoor recreation activities shall be forwarded to
the Assistant Superintendent of Security for consideration.

2. Recreation:
You will be afforded at least 1 hour of recreation daily.
Schedules are posted in the units and are subject to change.

Dayroom/Recreation Deck will be available between the hours of
8:00 a.m. and 10:00 p.m. with the exception of facility
headcounts, meal periods, emergency situations and any other
time deemed necessary as not to interfere with the orderly
running of the facility.

VOLUNTARY WORK PROGRAM:

You are eligible to apply for work assignments unless they fall under
one of the following criteria: currently on Awaiting Action, Disciplinary
Detention, Administrative Segregation Order, or Awaiting Action upon
Investigation Status. No history of possession or manufacture of
weapons during incarceration.

Inmates with disabilities who wish to work will be assisted in obtaining
suitable employment compatible with his/her abilities.

The Correctional Caseworkers will screen all inmates to ensure that job
criteria established for each work assignment is met.

Every effort will be made to provide you an opportunity to participate in
the voluntary work program. You shall be required to sign and receive
necessary training.

You must have both medical and security department clearances to
participate in the work program. You are required to work according to
an assigned work schedule and unexcused absences from work or
unsatisfactory work performance could result in removal from the
voluntary work program. You will be assigned jobs and may have your
job changed or taken at any time as a result of a disciplinary action.
You may not hold more than 1 full-time position. The FCSO will not
discriminate based on disability, race, age, gender or sexual orientation.

LEGAL RESOURCES/LAW LIBRARY ACCESS:
e Law Library:

You will have access to self-help material & legal software, via
Inmate video phones and Inmate Tablets, for research use or for
preparation of your defense. Any missing material shall be reported
to the Asst. Superintendent of Programs using an "Inmate Request
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Slip".
¢ Notary Public Services:

Inmate legal documents that require notarization can be notarized.
The notary public shall retain the right to limit or refuse to perform
notary services, as deemed appropriate. You will not be charged for
Notary Public services.

e Legal Assistance Program:

Inmates will have access to outside legal counsel to assist in their
case and answer any questions. The attorney is typically at the
facility 1-2 times per week, based on inmate need. If you would
like to speak with the attorney, complete an Inmate Request Slip to
Legal Services and the attorney will meet with you on his next visit.

GRIEVANCE PROCEDURES:

Inmates are allowed to submit an Inmate Grievance Form to address
legitimate complaints. Inmates may address complaints through
Informal Complaint or Grievance Procedures, as further outlined in the
Grievance Policy. An inmate is free to bypass or terminate the informal
grievance process, and proceed directly to the formal grievance stage.

¢ Types of Complaints:

1. Informal Complaint: A complaint filed by an inmate on his/
her own behalf concerning an incident, condition of
confinement, or application of a facility policy, rule or regulation
for which redress is sought, which the inmate wishes to
address informally and for which the submission of a written
grievance is not required.

2. Grievance: A complaint filed by an inmate on his/ her own
behalf concerning an incident, a condition of confinement, or
application of a facility policy, rule or regulation for which
redress is sought, and for which 1.) the submission of a written
grievance is required, or 2.) an Informal Complaint is not
appropriate, or 3.) an inmate chooses to bypass Informal
Complaint Procedures to address an Informal Complaint, or 4.)
an inmate is dissatisfied with the resolution of his/her Informal
Complaint.

e Informal Complaint Procedures:

1. An inmate on his/her own behalf, may verbally address an
Informal Complaint with his/her assigned caseworker and/or
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FCSO Staff Security Supervisor. Unless the submission of a
written grievance is required, inmates should attempt to
resolve complaints informally before filing a form. Inmates shall
have up to 5 days from the date of an incident to bring their
concerns to a FCSO staff member.

Informal Complaints may be addressed verbally. However, if an
inmate chooses to bypass Informal Complaint Procedures, the
inmate must submit a written grievance by filing an Inmate
Grievance Form. By filing an Inmate Grievance Form, the
inmate's complaint shall be considered a Grievance, not an
Informal Complaint. A Grievance must be addressed in writing
by submitting an Inmate Grievance Form, which is filed by the
inmate by placing the form into the locked GRIEVANCE box
located inside his/her housing unit or designated area.

Generally, assigned caseworkers and/or FCSO Staff Security
Supervisors will be responsible for resolving general inmate
complaints. They shall be available to inmates during the
regular working day to resolve these problems as quickly as
possible.

Grievance Procedures:

If an inmate chooses to utilize Grievance Procedures to address a
legitimate complaint or a complaint which requires the submission
of an Inmate Grievance Form, the inmate must:

1.

Inmates must initiate the grievance process by obtaining and
completing an Inmate Grievance Form. Inmates must properly
and legibly complete the form and complete Section I, "Inmate
Use" of the Inmate Grievance Form, providing the following
information:

a. The inmate's name, identification number and housing
location;

b. The date the incident, problem or complaint occurred;

c. A brief statement of facts by the inmate including efforts/
attempts made to resolve the incident, problem or
complaint;

d. The remedy being requested by the inmate or;
e. The signature of the inmate; and,

The date the grievance was signed.
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Inmate Grievance Forms must be submitted within 10 working
days of 1.) the occurrence of the actual incident, problem or
complaint, or 2.) after the unsuccessful resolution of an
informal complaint.

Filing Procedure: Upon completing an Inmate Grievance
Form, an inmate must place his/her form into the locked
GRIEVANCE box located inside his/her housing unit or
designated area. Inmate Grievance Forms shall be placed in the
box located in your housing unit on the wall. Appeals must also
be filed by placing the Grievance Appeal into the locked
GRIEVANCE box located inside his/her housing unit or
designated area. NO PERSON SHALL HANDLE OR PLACE
AN INMATE GRIEVANCE FORM OR APPEAL INSIDE A
GRIEVANCE BOX OTHER THAN THE INMATE
SUBMITTING THE FORM. Locked grievance boxes will be
situated in all housing units and living areas, including
segregated housing areas.

Assistance: You may obtain assistance from another inmate,
unit officer or other FCSO staff in preparing a grievance. Staff
will not accept your need to obtain assistance as justification
for exceeding the time limit on submissions unless staff caused
the delay.

Facility Grievance Officer shall approve, deny or propose a
resolution to the grievance within 15 business days from the
receipt of the Inmate Grievance Form.

Inmates may appeal denied grievances to the Superintendent,
or their designee within 10 business days from receipt of a
decision.

The Superintendent or their designee shall render an appeal
decision to the inmate in writing within 30 business days from
the receipt of the appeal.

Filing Limitations:

Inmate Grievance Forms that are deemed unacceptable shall be
returned to the inmate with a written explanation and without
further review or action taken. Inmate Grievance Forms shall be
deemed unacceptable for any of the following reasons:

The form is illegible;

2. The form is incomplete and does not contain required

information;
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The form is repetitive in nature;
The inmate uses inappropriate language on the form;
The form addresses non-grievable matters

o u & W

Inmate Grievance Forms submitted by one inmate on behalf of
another inmate shall be rejected without review;

7. Inmate Grievance Forms that address more than one subject
shall be rejected without review;

8. Inmate Grievance Forms that are submitted by more than 1
inmate shall be rejected without review; or,

9. Inmate shall not use Inmate Grievance Forms for any other
correspondence or purpose other than a legitimate complaint
or problem regarding a condition of confinement, or application
of a facility policy, rule or regulation. Misused forms will not be
processed or forwarded.

Abuse of Grievance Process:

You shall not knowingly submit a grievance form(s) that
demonstrates a pattern of abuse to the process. Such abuses
include 1.) the filing, or pattern of filing, of repetitive grievances
addressing the same issues where sufficient time for response has
not elapsed or where a valid response has been provided, 2.) the
filing of excessive, frivolous grievances, 3.) the filing of knowingly
false or misleading information or documents, 4.) the grievances
threaten the secure and orderly operation of the facility, 5.) the
appeal of a grievance settled in the inmate's favor, or 6.) the
intentional filing of emergencies or grievances concerning issues
not grievable hereunder. Upon a demonstration of abuse,
limitations on your ability of filing grievances may be imposed,
including suspension of grievance privileges for a time and/or
disciplinary actions.

Grievance Withdrawals:

1. An inmate may withdraw a grievance and/or appeal by
notifying the Superintendent of his/her desire to withdraw his/
her grievance or appeal, as follows:

a. Grievances: The inmate must notify the Facility Grievance
Officer, in writing, within 10 business days from the time
the Inmate Grievance Form was filed of his/her desire to
withdraw his/her Grievance.
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b. Appeals: The inmate must notify the Facility Grievance
Officer, in writing, within 30 business days from the time
the Appeal was filed of his/her desire to withdraw his/her
Appeal.

¢. In order to withdraw a Grievance or Appeal, you will be
required to acknowledge the withdrawal of your Grievance
or Appeal by signing and dating the "WITHDRAWAL OF
GRIEVANCE" section, located in Section I of his/her Inmate
Grievance Form.

d. When a Grievance is withdrawn, the Grievance will be
deemed terminated.

WHEN AN APPEAL OF A DENIED GRIEVANCE IS
WITHDRAWN, THE INMATE WILL BE DEEMED TO HAVE
EXHAUSTED HIS/HER ADMINISTRATIVE REMEDIES WITH
REGARD TO HIS/HER GRIEVANCE.

Emergency Grievances:

If a complaint(s) is presented by an inmate to any staff member,
and the complaint(s) is of an emergency nature (i.e., medical
emergency, threat of bodily harm, etc.), the staff member shall
immediately notify the Shift Commander.

The Shift Commander shall use his/her discretion in taking
immediate action to rectify or mitigate the situation. In such a case,
the Shift Commander shall ensure that such actions are
documented and that the documentation is forward to the
Grievance Officer for inclusion in a permanent file.

The Shift Commander shall use his/her discretion in notifying,
through the chain of command, the Superintendent/Special Sheriff
of any emergency issue or complaint.

SHOULD SUCH A CONFINED OR DETAINED INMATE FAIL
TO FILE A GRIEVANCE, THE INMATE SHALL BE DEEMED TO
HAVE EXHAUSTED HIS/HER ADMINISTRATIVE REMEDIES.

Retaliation:

Staff will not harass, discipline, punish, or otherwise retaliate
against an inmate lodging a complaint. However, if an inmate
establishes a pattern of filing nuisance complaints or otherwise
abusing the grievance system, staff may refuse to process
subsequent complaints.
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ALLEGATIONS OF STAFF MISCONDUCT:

1.

5.

Staff misconduct allegations can be reported directly to a
supervisor or higher-ranking staff member or by filling out a
grievance form and placing it in the grievance box located in your
housing unit. An inmate may also report an allegation of staff
misconduct directly to the OIG (Office of Inspector General) by
either using the formal grievance procedure or by contacting the
OIG at 1-800-323-8603, or e- mail them at dhsoighotline@dhs.gov.
The number for the OIG is posted on the unit bulletin board and
the call is toll free.

Staff shall not harass, discipline, punish, or otherwise retaliate
against an inmate who files a complaint or grievance or who
contacts the Inspector General or the Office for Civil Rights and
Civil Liberties.

No harassment, punishment, or disciplinary action will result to an
inmate who seeks resolution of legitimate complaints in good faith.
However, if you demonstrate a pattern of abuse of the grievance
system resulting in unnecessary burdens at the expense of
legitimate complaints, such grievances may be returned
unprocessed. Each grievance will be processed on a case-by-case
basis.

Inmates also have the opportunity to file a complaint about officer
misconduct including allegations of physical or sexual abuse and
violations of civil rights directly to the Department of Justice at 800-
869-4499 or by writing to:

Department of Justice
950 Pennsylvania Avenue, NW
Washington DC, 20530-0001

or
Department of Homeland Security
Attention Office of Inspector General
Washington, DC, 20528.

A copy of your grievance will be maintained in your file.
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ACCEPTABLE APPEARANCE

T-SHIRT TUCKED IN
LA CAMISETA METIDA

1D BRACELET WORN ATALL
TIMES

USAR SU BRASALETETODO

PANTS UNTUCKED

NO SHOWER SHOES
OUTSIDE OF THE SHOWER

NO PERMITE SAPATOS DE
BANO AFUERA DE LA

SHOES FREE OF GRAFFITI
NO ESCRIBA EN SUS
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DOORS REMAIN CLOSED AT ALL TIMES

WINDOWS FREE OF OBSTRUCTIONS

BED MADE WITH BLANKETS PULLED UP

2ND BLANKET IS FOLDED
NEATLY AT FOOT OF BED

2ND SABANA DOBLADA AL

CANTEEN, FOOTLOCKER, LAUNDRY BAGS &
FOOTWEAR STORED UNDER BUNK

ARMARIO Y COMISARIO Y ZAPATOS YBOLSA

46



Franklin County Sheriff's Office Inmate/Detainee Handbook

WALLS FREE OF WRITING AND PICTURES

NO ESCRIBAS EN LA PARENDAS NO B

I
DESK FREE OF CLUTTER, CLEAN

\4

SHELF CLEAN AND ORGANIZED, TOWEL HANGING ON HOOK
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VENTS CLEAR OF
OBSTRUCTIONS

RESPIRADEROS LIMPIOS
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Inmate Request Form — Used to submit a request to staff at the
Franklin County Sheriffs Office.

INMATE/DETAINEE
REQUEST FORM

Pericion De L os ConFinapos

INMATE NAME: DATE: / /_
NOMBRE DEL CONFINADO FECHA
HOUSING UNIT:

OPODA QPODB QPODC OQPODD QPODE

O Minimum [ Kimball House
i | NOTARY PUBLIC AVAILABLE |
INMATE/ DETAINEE SERVICES

O Caseworker (7rabajadora de casos)

O Legal Services (Servicios Legales)
O Commissary (Combkario)

O Notary Public (Servicio Notario Piiblico)
QO ICE (Immigracion) O Property (Propledad)
O Inmate Mail/Phones O Records (Archivos)
(Servico de correo/teléfono) [ Other (Otros):
0O Inmate Accounts (Cuenta de confinado)
STA;I"EqI,'Ae;,I'rp RE OF REQUEST:

REPLY TO REQUEST:

REPUESTA A LA PETICK

STAFF SIGNATURE:
FIRMA DEL EVPLEADO

CusTopiaL ServICES - 10 CORRECTION'S CORY

Revised: 10/30/2013

49



Franklin County Sheriff's Office Inmate/Detainee Handbook

" COMMONWEALTH OF |
§rinkl'n County Shenffs O

60 Elm Street
- Greenfield, MA 01301

Inmate Name:

INMATE GRIEVANCE
FORM

(Nomre dal Confirado)

Grievance filed regarding:

Housing Unit Date

(Unichad) (Fecha)

(Quoja sometida respecto a)

Explain incident/issue in detail:

INAME OF PERSON, DEPARTMENT, ETC /NOMBRE DE LA PERSONA, DEPARTAMENTO, ETC)

(Expliqué &l inadante,tema an databe)

Were there attempts made to resolve this issue formally? O Yes (Si) O No (No)

(Hubo algun esfusrzo hechas en resover este asunto formalmsants)

If yes, document the attempts made in detail

Si hubieron algin eefusrzo hachos expiqué en detale)

Action requested:

(Accidn requarnda)

Signature of grievant:)

Date:

(Firma def querstante)

Signature of staff:

(Fecha)

Date:

(Firma det personal) (Fecha)

Supervisor of reviewing grievance:
{Supenisor revisando la quersia)

Supervisor's recommendation

Date:

Fechal

(Recomendacian del Supenasor)

CusToOIAL SERVICES - 11

Date Recieved:

Revistion Date: 03/29/22
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Attachment A: Maximum Allowable Clothing (Male & Female)

g
k7
=
£ S
o e |E|2
213 E|8
E|Z|E|®
item 22|85\ Comments
Facility issued, collapsable, retained by inmate upon
classification change. Minimum footlocker is a hard, facility
Footlocker 1 111141 issued plastic.
Hygiene kit 1 0 0 O Facility issued admission
Plastic cup 1 0 0 0 Facility issued, orange, retained by inmate
Underwear 3 6 6 6 Facility issued and/or canteen purchased
Socks 3 6 6 6 Facility issued and/or canteen purchased, solid white
Facility issued, subject to color change with classification
Jumpsuits 3/13[(3]|3 change
Pillow case 1 11111 Facility issued, white
Sheets 2 |2:]2]|:2 Facility issued, white
Pillow 1 11214 Facility issued, fire retardant only
Laundry bag 1 11114 Facility issued, to remain with cell
Handbook 1 11111 Facility issued
Orange spork 1 11111 Facility issued
T shirts 3 6 6 6 Facility issued and/or canteen purchased, white only
Footwear (bobo's) 1 1.1111 Facility issued
Sneakers 0 11111 White only, velcro only, canteen purchased
Shower shoes 1 11111 Facility issued and/or canteen purchased
Facility issued, gray, retained by inmate upon classification
Blanket 2 |'2]12]2 change
Towels 2 1331313 Two facility issued, white, one canteen purchased
Walkman 1 11111 Canteen purchased or facility transfer, must be etched
Batteries 0 4 4 4 Canteen purchased
Bracelet 1 11111 Medical alert only
Paper, stamps, pencils, pens Expendable
Letters photos,newspaper Reasonable
Headphones 1 1 1 Canteen purchased or facility transfer, must be etched
Religious medal with chain 0 1 1 No larger than 1 inch, no stone or gem
Legal documents Expendable
Board games 0 ]12]2]2 Canteen purchased
Plastic bowd 0 11114 Canteen purchased
Faceclothes 0 |2]|2]:2 Canteen purchased
Boots 0101210 Facility issued, non steel toe
Sweatpants 0 1:2121.2 Canteen purchased, gray
Sweatshirts 0121212 Canteen purchased, gray
Work clothes 0 0 0 O Facility issued, reasonable
Thermal tops 0 3/3|3 Canteen purchased, white only
Thermal bottoms 0/3[3]3 Canteen purchaed, white only
Prescription eyewear 1 11111 Medically approved
Hygiene products Expendable, reasonable quantity
T shirts Gray 0131313 Canteen purchased, gray only
Gym shorts Gray 0131313 Canteen purchased, gray only
Mattress 1 12 19 Facility issued, flame retardant
Coats 0101110 Facility issued, job/task specific
Gloves 0i0j|1(0 Facility issued, job/task specific
Photo Album 0 11111 Canteen purchased
Ring 1 11111 Plain wedding band only, no gem stone
Offender I.D. 1 11114 Facility issued
Sleepwear (Females) 1 11114 Facility issued
Bras (Females) 3 |]6|]6|6 Facility issued and/or canteen purchased, white only
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Attachment B: (Maximum Allowable Male Clothing Pre-Release )

Page 1
Item Pre-Rel! C: e
Work clothes: All work clothing is issued by facility and must be returned upon release
Work Jeans 2
Work T-shirts Blue 2
Work Long/short sleeve button 2
Work Boots 1
Work Coat 1
Work hats 2 Cap style or winter
Work socks 1 Thermal outdoor sock
Thermal top & Bottom 2
Laundry basket 1 Facility issued, to remain in room when released
Pre-Release ID 1 Facility Issues, return upon release
Blanket/sheets 2 Pre-Release has access to linen closet in hallway for these items/one set for each inmate
Mattress 1 Facility issued, flame retardant
Towels 2
Fan, alarm clock & lamp 1 each
All property listed below is inmate acquired via family, friends, and/or donations
Fitted Sheet 1 Personal item brought from outside
Flat Sheet 1 Personal item brought from outside
Pillow Case 1 Personal item brought from outside
Blanket/Comforter 1 Personal item brought from outside
Pants 3 Jeans, Khakis, etc.
Shorts 2 Various colors and designs
Underwear 7 White and/or colored
Socks 7 White and/or colored
T shirts 7 Various colors and designs, NO tank top style
Shirts (long sleeve button/dress) 2 Various colors and designs, for job interviews/church, etc..
Short sleeve shirts (dress) 2 Various colors/designs
Neck Ties 2 Various colors for job interviews, court, church, etc
Sweatpants 2 Various colors
Sweatshirts 2 Various colors
Sneakers/sandals 1 White or varied colors
Shower shoes 1 Facility issued, or store purchased
Boots (other than work issued) 1
Gloves 1 Winter
Coats (other than work issued) 1 Winter coat, denim jacket, etc.
Belts 2 Various colors
Hats 2 Winter—NQ baseball caps
Walkman or MP3 Player 1 1 walkman, or MP3 Player (Music capable only)
Headphones 1 Canteen purchased or store purchased
Batteries 4 Canteen purchased or store purchased
Bracelet 1 Medical alert only
Paper, stamps, pencils, pens Expendable
Letters, photos, newspaper Reasonable

Books

Books ordered from the outside may be exchanged with Property, not to exceed 10.

Religious medal with chain

-

No larger than 1 inch

Legal documents Expendable
Board games 2
Facecloths 2
Wiristwatch 1
Prescription & r 2 Medically approved
Wallet 1 Can contain |D, documents, etc.
Hygiene productsitoiletries Expendable, reasonable quantity
*Additional items not allowed (i.e. cell
phone, credit cards, etc) will be kept *List tems placed in safe here
in Kimball House safe and secured
until release.)
Razor 1
Nail Clippers 1
Photo Album 1
Ring 1 Plain wedding band only, no gem stone
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Attachment C: Maximum Allowable Female Clothing Pre-Release

Resident:

Date:

Item

Pre-Release|

Inmate Inventory & Description

Work Clothes

All work clothing issued by facility and must be returned upon release

Work Pants

Work Shirts (Issued by employer)

Work boots

Work Coat

Work Hats

Work Socks

Work Sweatshirt

e o o

Personal Property

Aquired by family, friends, purchase, etc.

Facility Issued Uniforms

Laundry Bag

Pre-Release ID

Blankets/Sheets

Mattress

Towels

Pants

oo e

Gym Shorts/Shorts

5 total

Underwear/Bras/Socks

7 each

Shirts (various)

4

Sweatpants

Sweatshirts/Sweater

Thermal Top & Bottom

Sneakers/Sandals

Shower Shoes

Boots (other than issued)

Gloves (winter)

Dress/Skirt

Coats (other than work issued)

Hats (baseball or other)

Radio w/ headphones

Batteries

Bracelst (medical alert only)

Religious Medal With Chain

Board Games

Wash Cloths

Prescription Eyewear

Wallet/Purse

To be stored in Unit Manager's Office

Photo Album

Ring (plain wedding band-no stones)

b i s o oo s ol o] = oo ]

Misc.

Paper, Stamps, Pencils/Pens,
Letters, Photos, Newspaper, Legal
Documents, Hygiene Products

Expendable / Reasonable Quantity of Each
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Commontvealth of Massachusetts
Office of the Sheriff

FRANKLIN COUNTY

Effective Monday April 22, 2019 the mail policy at the Franklin
Courtljty dSheriff’s Office will be changed. The following will be the new
standard.

All inmate correspondence, including drawings, must be written/
typed in black ink or non-colored pencil.

Correspondence must be written on plain white paper, free of
stains, spills or discoloration. This includes white-out, lipstick
and perfume/cologne.

Greeting cards must be non-layered, no pop-ups, or music
devices and nothing adhered to card. No home-made cards.

All envelopes must be PURE WHITE.

Soft cover authorized books and magazines will be accepted
only if mailed directly from the publisher. Any hard cover books
will be secured with the inmate’s personal property in the facility
property room. Used books of any kind are not allowed.

Any tattoo related material, books and magazines are not
allowed.

No catalogs with the exception of Edward Hamilton Booksellers.
No stamps, envelopes, blank paper, pencils/pens.

No items with crayon, marker, colored pencil, paint, glitter, glue,
stickers etc.

Photographs must be in the original form. Any alterations, to
include glue like substances and stains will not be allowed.
Photographs must not be larger than 5” x 8”. No Polaroid
photos.

No laminated items such as prayer cards, ID cards, credit cards,
bookmarks, etc.

Any acceptable material printed from the internet must be
printed in black ink.

In Order to ensure a safe and secure facility, the Franklin
County Sheriff's Office reserves the right to deny any and all
items sent to a FCSO inmate deemed inappropriate and/or non
-compliant with FCSO policies.

The Franklin County Sheriff's Office policies are subject to
change without notice.
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Commontvealth of Massachusetts
Office of the Sheriff

FRANKLIN COUNTY

Efectivo el lunes 22 de abril, 2019 se cambiara la politica de correo
en la Oficina del Sheriff del Condado de Franklin. Lo siguiente sera el
nuevo estandar:

Toda la correspondencia del recluso, incluidos los dibujos, debe
ser escrito/impreso en tinta negra o Iaplz no coloreado.

La correspondencia debe escribirse en papel blanco liso, libre de
manchas, derrames o decoloracion.  Esto incluye liquido
corrector, lapiz labial y perfume/Colonia.

TarJetas de felicitacion deben ser sin capas, no se permitira “pop
-ups”, o dispositivos de musica y nada adherido a la tarjeta. No
se permltlra tarjetas caseras.

Todos los sobres deben ser BLANCO PURO.

Los libros y las revistas autorizadas de cobertura blanda solo se
aceptaran si se envian por correo directamente desde el editor.
Cualquier libro de tapa dura sera asegurado con la propiedad
personal del recluso en la sala de propiedades de la instalacion.
No se se permitira libros usados de ningun tipo.

Cualquier material relacionado con tatuajes, libros y revistas no
estan permitidos.

No se permitira catalogos con la excepcion de Edward Hamilton
Booksellers.

No se permitira sellos, sobres, papel en blanco, lapices/
boligrafos.

No se permitira articulos con marcador, lapiz de color, pintura,
brillo, pegamento, pegatinas, etc.

Las fotografias deben estar en la forma original. ~Cualquier
alteracion, para incluir pegamento como sustancias y manchas
no se permltlra Las fotografias no deben ser superiores a 5 "
8". No se permitira fotos polaroid.

No se permitird laminados tales como tarjetas de oracion,
tarjetas de identificacion, tarjetas de crédito, marcadores, etc.

Cualquier material aceptable impreso desde Internet debe
imprimirse en tinta negra.

Con el fin de garantizar una instalacion segura, la Oficina del
Sheriff del Condado de Franklin se reserva el derecho de negar
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cualquier y todos los articulos enviados a un recluso del FCSO
considerados inapropiados y/o no conformes con las politicas
de FCSO.politicas de la Oficina del Sheriff del Condado de
Franklin estan sujetas a cambios sin previo aviso.
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APPENDIX D: VISTING SCHEDULE

Pod A: Tuesday: 6:00pm-8:30pm

Thursday: 1:30pm-4:00pm

PodB: Tuesday: 1:30pm-4:00pm
Friday: 7:00pm-8:30pm

Pre-Release /Minimum (Females): Tuesday: 1:30pm-4:00pm
Saturday: 4:30pm-5:30pm

Protective Custody (Females): \Wednesday: 6:00pm-7:00pm

Friday: 1:00pm-2:30pm

PodC: Thursday: 6:00pm-8:30pm
Saturday: 1:30pm-4:00pm
Protective Custody(Males):  Wednesday: 4:30pm-5:30pm

Friday: 2:30pm- 4:00pm

PodD: Wednesday: 1:30pm-4.00pm

Saturday: 6:00pm-8:30pm

Kimball House & Minimum: Wednesday: 6:00pm-8:00pm

Friday: 5:30pm-7:00pm

Revised:5/30/2023
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Franklin County Sheriff's Office TABLET RULES

S48, 160 Elm Street
Greenfield, MA 01301

The rental of an electronic tablet is set up by a third party vendor. Any and
all issues regarding improperly working tablets and any fees associated with
will be the responsibility of the vendor.

—

. Inmates will be allowed to be removed from the tablet cart during the housing unit
unlock (recreation) time.

(3]

. Inmates that have an Assigned Tablet (limited use) or have paid to enter into a 30 day
subscription (Make it Mine) will be allowed to retain the tablet at all times, including
the overnight hours.

3.1t is the inmate’s responsibility to charge their tablet during the times they are out of
their cell. Housing unit officers will not be responsible for charging inmate tablet.

4. Headphones are required for sound. replacement headphones can be purchased through
commissary.

5. DO NOT loan or borrow a tablet. If you do you, may be subject to disciplinary action.

6. Tablets are to be used by inmates in the dayroom areas of their housing unit and in their
cells. Tablets shall not be taken out of the housing unit, to work assignments. on to the
recreation deck or to the recreation yard.

7. Any misuse of the tablet will result in a loss of privilege with no refund.

8. Inmates will have their tablet privileges permanently suspended for violations resulting
in the intentional damage or destruction of any tablet device.

9. Any alteration of the tablet or its programming will result in the permanent loss of tablet
access.

10. Tablets may also be used as a telephone, rules for the use of the telephone still apply.
Inmates using the tablet to make a phone call must do so inside of their cell.

11. If you commit a disciplinary offense you will have your tablet access suspended and no
refund will be applied.

The use of a tablet is a privilege and not a right, nor is it grievable.
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ACCOMMODATIONS POLICY

It is the policy of the Franklin County Sheriff’s Office to
afford people with disabilities the access to programs and
services provided to all citizens. This will be done in the
most integrated setting appropriate to the needs of the
individual with a disability.

The Sheriff's Office will not use standards, criteria or
methods of administration in our operation that screen out,
exclude or discriminate based on disability. Individuals who
need auxiliary aids for effective = communication with
respect to programs and services of the Franklin County
Sheriffs Office are invited to make their needs and
preferences known to the ADA Compliance Coordinator.

Address: Franklin County House of Correction & Jail
c/o Ed Hayes - ADA Compliance Officer
160 Elm Street
Greenfield, MA 01301




Hampden County
Sheriff's Department

Firmness and Faitness
Jail & House of Correction
627 Randall Road Ludlow, MA 01056
(413) 547-8000

Chapter 3 Section 3 Number 3
Inmate Operations Rules and Discipline
3.3.3 Inmate Handbook
Current Effective Dates Previous Review Dates: Staff Responsible For
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POLICY STATEMENT:

The Hampden County Jail and House of Correction maintains
an Inmate Handbook that is presented to inmates during
their orientation process, prior to being placed in general
population. The topics covered include but are not limited
to:

Facility rules and sanctions;

Mail and visiting procedures;

Explanation of the grievance procedure;

Explanation of all fees, charges, or co-payments that
may apply:;

e Description of services, programs, and eligibility
requirements; and,

e Information on how to access medical care.

Inmates in Special Management or Restrictive Housing are
provided the information in written format so their access
to the information is not impeded by their custody status.
Staff is always available to answer questions concerning
the Inmate Handbook.

Information is also provided to inmates about sexual
abuse/assault including:

. Prevention/intervention.

° Self-protection.

. Reporting sexual abuse/assault.

. Treatment and counseling.

. The information is communicated orally and in

writing, in a language clearly understood by the
inmate, upon arrival at the facility.



If an inmate cannot read, orientation materials are read to
the inmate by a staff member, or are provided through the
use of an audio or video tape. For inmates who do not speak
English, interpretive services are provided. All inmates
verify, by signature, the receipt of their initial
orientation and of the inmate handbook and written
orientation materials. Signed acknowledgement of receipt of
the handbook is maintained in the inmate's file.

BACKGROUND :
None

DEFINITIONS:
None

FORMS :
None

PROTOCOLS :

PROTOCOL 1: Inmate Handbook ... ittt ittt et e e e e e e eeeenn

PROTOCOL 1: Inmate Handbook

A. The Inmate Handbook is supported by the utilization of
Policy and Protocol 3.3.1 Inmate Disciplinary Plan,
Personnel, Appeals, Sanctions, and Limitations of
Disciplinary Action and Handbook

Print From

Herg






Hampden County Sheriff’s Office
Stonybrook Main Institution

Sheriff Nicholas Cocchi

Inmate Handbook

Revised 2024

Your operational guidebook to the
facility and our regulations

Hampden County Sheriff’s Office
627 Randall Road
Ludlow, MA 01056
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SECTION 1: INTRODUCTION

1.01 SHERIFF’'S MESSAGE

A Message from Sheriff Nicholas Cocchi:

Hello and welcome to the Hampden County Jail and House of
Correction (HCJHOC). This facility is more than a place of
safekeeping and custody for those accused and convicted of
crimes. It is a place where you can take stock of your
life, make a new beginning, learn and grow. At this
facility we encourage you to take on greater
responsibility, and to participate in the many programs
available to you. We believe that everyone has the ability
to grow and change and, ample opportunities for doing so
are available here at our facility.

The HCJHOC is a facility with open living areas,
recreational services, educational, treatment, and
vocational programs. We use a classification system to
divide inmates into relatively quiet living areas that
allow for a positive atmosphere.

The HCJHOC is mandated by law to be responsible for the
safekeeping, care and custody of all its inmates. Our goal
extends beyond safekeeping and custody to providing
opportunities for learning and growth.

This Handbook is a guideline to the operation of the
facility. It explains what is expected of you while you are
held in our custody. The rules and regulations are listed,
as well as practical information for daily living.

Read this book thoroughly. You are expected to comply with
these regulations. If you do not understand what is
described here, ask for assistance from the staff, who are
available in all living areas. Copies of this handbook are
also available in all living areas. If you are unsure or
have any questions, feel free to ask staff. We want an
environment of harmony and cooperation. Each staff and each
inmate must put forth an effort to create a level of



accord. It begins with understanding this Handbook and
agreeing to live by its terms and conditions.

1.02 The Mission of the Hampden County Jail and House
of Correction

The Hampden County Sheriff’s Office (HCSO) is a leader in
the evolving field of corrections and reform. The HCSO
provides a continuum of care designed to empower offenders
to reclaim their liberty through informed and responsible
choices and promote successful re-entry into the community
as law abiding socially and civically responsible citizens.

The HCSO enhances public safety through the corrections
process by providing offenders proper classification,
security, treatment and programs to accomplish positive
life style changes and minimize and/or eradicate negative
social traits and criminogenic behaviors.

The HCSO is committed to community based programs via the
wellness of mind, body and spirit of those in our trust and
is dedicated to always carry out our responsibilities with
professional excellence and the highest standards of
integrity.

The HCSO provides services and opportunities that
encourages inmates to take responsibility for their
actions. Opportunities are based upon victim and community
input and are fashioned in a way that seeks to improve the
harm done. The safety of the public is at the core of all
we do.

Our motto is “Committed to community, dedicated to
professionalism.”



1.03 Map of Hampden County Jail and House of
Correction (Main Institution-M.I.)
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1.04 Inmate Rights

Hampden County Sheriff’s Office (HCSO) employees are aware
of and protect inmate rights, both civil and legal. These
rights include, but are not limited to:

. Access to Health Services to include medical
care, mental health and dental care
° Freedom from discrimination
° Protection from abuse
° The right to a clean environment
o Access to courts and attorneys
. Freedom of religious belief and practice
. Right to send and receive mail
. Right to be informed of rules
1.05 Responsibilities & Behavioral Expectations

You can’t choose where you came from. You can only choose
where you go from here.

The HCSO staff is committed to protecting your rights and
treating you with dignity. We expect no less of you.



As an inmate at the HCSO, you must:

° Treat all staff and other inmates with respect,
dignity, courtesy and fairness

Follow the rules and regulations of the facility

Follow the directions and orders of staff

° Cooperate fully to maintain both a clean, healthy
environment, and a clean, neat personal
appearance

° Respect the facility’s property and the personal
property of others

° Do not use loud or abusive language

° Respect the privacy of others

° Appropriately communicate your needs

° Do not gossip or judge others

. Participate in programs and activities for your
own growth and well-being

° Be honest

. Take responsibility for your own behavior and
actions

° Do not harass staff or other inmates

SECTION 2: ADMISSION, BOOKING & ORIENTATION
2.01 Admission

Admission is the process of entry. When you first arrive,
staff gathers information about you, which includes taking
your photograph, conducting searches for contraband,
removing your personal property and offering you the chance
to take a shower. Subject to limitations, your clothing and
property are placed in the Property Room and you are given
a receipt, which you must keep. You can store one (1) set
of clothes and small items. You must make arrangement for
family or a friend to pick up your excess items. Your
stored personal property and clothing are returned when you
are released from custody (thirty (30) days after your
discharge, unclaimed personal property will be destroyed.)

Institutional uniforms, linen and a hygiene kit are issued
to you along with a box to carry them to your cell.

You can make an attorney telephone call when you reach the
Orientation Unit.



You must inform staff of any medical problems that exist.
Emergencies are treated immediately. You are free to sit in
the open waiting area as long as you remain calm and
cooperative. Officers place combative, abusive or
uncooperative individuals in the holding cells.

2.01.01 Prison Rape Elimination Act (PREA) Screening for
Risk of Victimization and Abusiveness

The Prison Rape Elimination Act (PREA) is a federal law
dealing with the sexual assault and rape of prisoners by
inmates and correctional staff.

The HCSO maintains a zero tolerance toward all forms of
sexual abuse and sexual harassment.

All inmates shall be assessed during the intake screening
and upon transfer to another facility for their risk of
being sexually abused by other inmates or sexually abusive
toward other inmates. The screening shall ordinarily take
place within seventy-two (72) hours of arrival at the
facility and shall be conducted using an objective
screening instrument.

Within a set time period, not to exceed thirty (30) days
from the inmate’s arrival at the facility, the facility
will reassess the inmate’s risk of victimization or
abusiveness, based upon any additional relevant information
received by the facility since the intake screening.

An inmate’s risk level shall be reassessed when warranted
due to a referral, request, incident of sexual abuse, or
receipt of additional information that bears on the
inmate’s risk of sexual victimization or abusiveness.

The HCSO shall use information from the risk screening to
inform housing, bed, work, education, and program
assignments with the goal of keeping separate those inmates
at high risk of being sexually victimized from those at
high risk of being sexually abusive.

Placement and programming assignments for each transgender
or intersex inmate shall be reassessed at least twice each



year to review any threats to safety experienced by the
inmate.

2.01.02 Medical and Mental Health Screening; History of
Sexual Abuse

If the screening indicates that an inmate has experienced
prior sexual victimization, whether it occurred in an
institutional setting or in the community, staff shall
ensure that the inmate is offered a follow-up meeting with
a medical or mental health practitioner within fourteen
(14) days of the intake screening.

If the screening indicates that an inmate has previously
perpetrated sexual abuse, whether it occurred in an
institutional setting or in the community, staff shall
ensure that the inmate is offered a follow-up meeting with
a mental health practitioner within fourteen (14) days of
the screening.

2.02 Booking/Identification Wristband

Booking is the process of verifying your legal status and
giving you an individual person number and an
identification wristband. The band must be worn on your
left wrist and visible at all times. Destruction or
tampering with the wristband will not be tolerated.
Violators may be subject to the disciplinary process and
can be charged a $25.00 replacement fee. If problems occur
with your I.D., report this to staff immediately. Inmates
will not be allowed to leave their living unit without
their proper identification and wearing it properly at all
times.

During your stay at the HCSO, your I.D. will be
electronically scanned many times; such as during internal
movement, counts, when utilizing items in the Pod (razors,
spray bottles, etc.), and as a form of electronic
signature, such as during an inmate’s disciplinary process.
By scanning the I.D. you are agreeing to the necessary
materials proposed or indicating receipt of materials.

During booking a staff member collects information about
your current charges, outstanding warrants and court dates.
You must attend your court dates, as scheduled.



DNA Sample- According to Massachusetts General Law C. 22E,
most sentenced inmates are required to submit to a
fingerprint and deoxyribonucleic acid (DNA) sample, which
consists of a saliva swab procedure. Failure to comply can
result in criminal prosecution, disciplinary sanctions
and/or classification review.

2.03 Orientation

You will remain in the “New Inmate Orientation Unit” for
several days. Within this time period, there are
opportunities to learn about the facility’s rules and
operations. Privileges are limited during this time. You
will receive an Inmate Handbook, which is available in both
English and Spanish; you will view an orientation film and
staff members will interview you. These interviews gather
information and assist in classification and the
development of your Individual Service Plan.

If you are 111, injured or have any medical/dental or
mental health related questions or concerns, you should

contact the Health Services Department using Sick Call.

Interviews are performed by:

° Medical staff, who will do a medical examination
° The Pod staff will collect information for
classification

During the orientation, Pod staff will meet with you to
review the inmate handbook.

Following the orientation period you are classified and
assigned to a living unit called a “pod”. Depending upon
classification criteria, as well as safety and security
considerations, mandatory programming may be required (Non-
Compliance may result in restricted privileges and/or
affect housing assignment classification as well as
goodtime, and could result in a move to the Accountability
Pod) .

After you are transferred there, and within the next
several days, staff will meet with you to review pod
information and expectations, such as: casework,
counseling, programs and pod activities.



There is a lot to learn. Ask questions!

SECTION 3: CLASSIFICATION

3.01 Definition

Classification is a process of evaluating, separating and
housing inmates in terms of custody level, behavior, safety
and security risk, work assignments, and program
participation.

3.02 Rules

You are classified with the same rules regardless of race,
color, religious creed, national origin, genetic
information, gender identity, ancestry, sex, sexual
orientation, age, disability, or other grounds prohibited
by applicable law.

The Classification Board evaluates you based on:

° Attitude and Motivation

° Behavior (positive conduct or improper conduct)
° Inmate Needs

. Level of security risk/safety considerations

o Sentence constraints

. Program and work interests

° Available HCSO resources

° Pretrial and Sentenced individuals may be

combined for all programming and treatment
activities. If there is a concern, notify staff.

Acts of assault or fighting can result in a Disciplinary
Sanction and/or referral to an Inmate Classification status
which can result in the inmate being placed on/in:

1. Restrictive Housing

2. Referral to the District Attorney’s Office for
prosecution

3. An inmate’s ability to remain in general population
to the.

4. Inmates may also be required to complete designated
educational programming.




3.03.01 Levels

All pre-trial detainees remain in “jail status” throughout
detention.

Jail-Maximum: maximum security detainee

Jail-Medium: medium security detainee

3.03.02 House of Correction

Sentenced inmates are classified at medium and maximum
security status. As a sentence progresses, inmates may
become eligible for a lower security status.

3.04 Movement

Inmates, as directed, must move to their assigned living
areas and/or cells. Some examples of this may be for
safety, security, classification or programming needs.

3.05 Restrictive Housing

You may be classified to a Restrictive Housing Unit for
discipline or if you being in general population pose too
much danger: to the safety of others; to damage or
destruction of property; or to the operation of the
facility.

Inmates, who threaten the secure and orderly management of
the facility, or for their own well-being, may be removed
voluntarily or otherwise from general population and placed
in special units and/or have certain limitations placed on
their privileges and/or activities. Examples may be for
Administrative, Disciplinary, Protective Custody, Medical
or Mental Health reasons.

Privileges may be granted over a period of time according
to the inmate’s behavior pending investigation and/or risk
to the security and orderly management of the facility as
governed by the Classification Board decisions based upon
the individual case and reports reviewed as indicated.



3.06 Classification Boards

There are two types of classification: Unit and Central
Classification. Normally, the Unit Board conducts reviews
on Tuesday (Restrictive Housing normally on Wednesday) and
the Central Classification conducts reviews on Friday. Your
assigned Counselor or Correctional Caseworker (CCW) is
responsible for planning your activities and programs with
you. The Unit Classification Board, which consists of
security and human services staff will review and make
recommendations for your housing assignment, work
assignments, behavior and discipline, and programs.

The Central Classification board also has security and
human services staff. This Board reviews moves to general
population, transfers to lower security status, and
transfers to higher security status, review inmates who
pose a risk to safety or security of the facility and work
assignments.

The Classification Boards can also review inmate privileges
requests, concerns and complaints if deemed appropriate.

3.07 Security Risk Group

If you participate in gang or unauthorized activities
including verbiage, hand signals, attire, written
statements or symbols, meeting, planning or recruitment,
you may face disciplinary charges.

3.08 No Possession, No Smoking, Use, Ingestion of
Drugs/Tobacco Safety and Security Risks - Drug
Screens

The smoking of any substance or the possession/use of any
drug and/or smoking paraphernalia or remnants to include
smoke is considered a serious violation of the facility’s
policies/rules.

Inmates are subject to random and targeted drug-screening
testing. The Classification Board may review privileges and
conditions of inmate activity. Examples include inmates who
exhibit dangerous, violent and disruptive behavior and/or



are found guilty of Possession of Drugs, Possession of
Intoxicating Substances, Positive Drug Screening Testing
Result, or Failure to Submit to Drug Screening Testing.
Violations of this nature may result in disciplinary
detention, and/or loss of privileges for a specified period
of time. Inmates may be referred to a Restrictive Housing
status and may be disqualified for a referral to a minimum
status. You may also be referred to Programming and/or
specialized housing.

Inmates may also be referred to the Criminal Investigation

Unit (CIU), and/or to appropriate law enforcement officials
for possible prosecution

3.09 Protective Custody

If you are in need to be separated from the general
population due to fear of your own safety, you may be
placed in protective custody by submitting to staff an
Inmate Request Form. To be removed from Protective Custody
status, you will need to submit an Inmate Request Form to
staff. Staff will make a determination whether this request
is approved based on the best interest for your safety.

3.10 Transfers to Higher Custody

You are considered for transfer to a higher custody level
for the following reasons:

° Disciplinary offenses

° Safety, security, or classification issues

° Failure to meet conditions of current placement
° Your own request

A classification and/or disciplinary hearing will be
conducted. You can be transferred to higher custody before
your hearing if safety or security needs so dictate.

3.11 State Classification Information

Good time may be earned in three (3) areas: work, education
and treatment. The DOC has the final decision with all
approved goodtime. You will be notified of the DOC’s
decision by Classification



Inmates are responsible for sending their own property home
from the state. A letter may be written to the facility
indicating where they want it sent. Inmates are responsible
for paying this expense. If an inmate states they do not
have anywhere to send the property, they must then write
the facility that has the property stating they have
nowhere to send it. In this letter the inmate should
request in writing how/when their property will be disposed
of so they may have time to find someone to pick it up.
HCSO will not accept any property until you transfer to
lower security.

The HCSO has a lower security facility. You may be referred

to lower security according to the HCSO classification
criteria.

3.12 Special Requests

Special requests are submitted in writing to the
Classification Department. Requests are usually submitted
through your assigned Counselor/CCW. Special Requests fall
into the following categories:

3.12.01 Family Funerals (Private Viewing)

Private viewings of the immediate family of an inmate
(mother, father, brother, sister, spouse and children) may
be approved by the Classification Department, subject to
verification, safety, and security considerations as long
as the services will be held in Massachusetts. A private
viewing is under security escort and with restraints
applied.

3.12.02 Inmate Marriage

The HCSO does not allow an inmate to marry while in
custody, except under very extraordinary circumstances,
which are approved by the Classification Board with final
review/approval of the Administration.

3.12.03 Transfers




It is not the practice of this facility to get involved in
inmate transfers.

You may request to be transferred from this facility by
mailing a request to the receiving facilities’
Classification Department. You may also contact your lawyer
about being transferred to another facility.

3.12.04 Classification Merit Override

You may earn earlier access to lower security or you may
access to the next lower security level from the lowest
security level for which they are classified by fulfilling
the Inmate Classification Merit Override criteria. To
qualify, you must:

. Maintain a record of good behavior and compliance
with your Individual Service Plan (ISP);

. Admit that your crime was wrong;

° Show genuine remorse for the victim;

° Be aware of the forces that drive your criminal
behavior;

. Actively participated in and completed programs
that address these issues;

° Be trustworthy and mature enough to live
compliantly in lower security;

. Be recognized by the unit Staff as highly
motivated and dedicated to positive change, and,

° Show through your attitude and behavior that you

are in the Action stage of change.

Stage of Change-Defined

° Pre-contemplation-person is not aware that they
have a problem.

. Contemplation-person is aware that they have a
problem.

. Planning-person is aware of their problem and is

cooperating to establish a plan of action.

° Action-person is aware that they have a problem
and participated in activities to address it.

. Maintenance- person has been active in recovery
for at least six (6) months.



Those that are approved for the Inmate Classification Merit
Override are eligible for transfer according to the
following schedule:

The lowest
security level
the inmate is

classified for:

The next lower

security level:

When an inmate
who meets the
Inmate
Classification
Merit Override
criteria is

eligible to move
to the next lower
security level:

2 mos. from
projected

Medium CRU-Minimum
release/parole
reserve

CRU-Minimum Six Months

Minimum

6 mos. from
projected
release/parole
reserve

Six Months

Minimum

Minimum 10 mos. from

(regular) projected
release/parole
reserve

16 mos. from
projected

release/parole

Same, but 6 mos.
early

Minimum (regular)

reserve

Minimum/WMRWC Pre-Release 4 mos. from
projected
release/parole
reserve
Pre-Release/WMRWC 4 mos. from
projected

release/parole

Day Reporting

reserve

Note: Inmates serving a minimum mandatory sentence are not
eligible for PRC or DRP unless they completed the mandatory
term and have time remaining to serve on their sentence.



SECTION 4: UNIT TEAMS

The Unit Team is comprised of the Unit Superintendent, Unit
Supervisor, Pod Correctional Officers, Correctional
Caseworkers, Counselors, Program Staff and others. The team
is responsible for the housing unit’s operation.

4.01 Unit Superintendent

The Unit Superintendent oversees the management and
operation of the unit, which includes several living areas,
called Pods. The Unit Superintendent or designee chairs the
Unit Classification Board and appoints members to the Unit
Disciplinary Board. The Unit Superintendent communicates
regularly with other administrative staff in the facility.

4.02 Unit Supervisor

These Housing Supervisors manage the correctional staff and
oversee the security and safety of the entire unit.

4.03 Correctional Officers in Pods

Uniformed staff is assigned as Pod Officers, who are
stationed in the dayroom areas and, observe activities and
are responsible for the operation of the Unit. They control
security, custody, and cleanliness. They make all immediate
decisions if a situation disrupts the area. They control
the television, the doors to let you in and out of your
cell. They can issue verbal warnings or informal sanctions
at any time to maintain order.

The Officer’s Control Station is off limits to inmates. The
station is surrounded by a red floor barrier that is not to
be entered/crossed, unless directed to do so by the staff.

With direct supervision, these Officers are available to
talk regularly with you, to assist with problem solving,
and guide you to resources.



You are expected to treat them with respect; address them
as “Officer” and use their last name or simply “Officer”
and follow their instructions.

The HCSO employs authorized male and female personnel who

will be entering your housing unit to provide care and
custody.

4.04 Correctional Caseworkers (CCWs)

These are uniformed staff that assists both the Pod
Officers and the Counselors.

Uniformed staff that bridge security and human services
functions.

4.05 Counselors

Counselors help you plan your progress through the system.
After orientation and upon entering a Unit, a Counselor/CCW
is assigned to you.

Counselor/CCWs are assigned to each individual upon
entering the facility. They asses and assist you with
treatment, programming and re-entry planning based on your
individual needs.

4.06 Communication Process

You are encouraged to communicate with staff in person or
by submitting an Inmate Request Form. Staff are assigned to
units are available throughout the day.

Inmate Request Forms are available at the Unit Officer's
Workstation. You must complete this form to request
meetings with counseling, program, or other appropriate
staff.

SECTION 5: HOUSING

5.01 Pod Structure




An enclosed housing area is called a Pod. A Pod consists of
cells surrounding a central dayroom area. Showers are
located along one side of the dayroom. Most Pods have an
attached outdoor recreation deck.

5.02 Daily Routine

Normally, cells doors are unlocked each morning at
approximately 8:15 a.m., at the Officer’s discretion. They
remain unlocked until approximately 10:15 p.m. (or
otherwise directed by the Officer). The facility reserves
the right to lock cells at any time for safety or security
purposes. Also, you may choose to have your cell locked
during the day. If so, you can ask the Pod Officer.

Approximate Itinerary for General Housing Units

Under normal circumstances, inmates will be allowed out of

their cells according to the following itinerary. All times
are approximate and schedules may vary by area. Please talk
to staff if you have any questions.

6:15-7:30 am Breakfast meal

8:15-11:40 am Out-of-cell time

11:30 am Lock-in for lunch meal

12:00-1:00 pm Lunch Meal

1:15-3:45 pm Out-of-cell time

3:30 pm Lock-in

4:15-5:50 pm Out-of-cell time

5:50 pm Lock-in for supper meal
6:00-7:00 pm Supper meal

7:00-10:10 pm Out-of-cell time

10:10 pm

Lock-1n



In general population you may normally use the central
dayroom area, showers, and telephones at any time during
the day, except during counts or when you are scheduled to
be in programs or otherwise directed by staff.

NO INMATE IS ALLOWED TO ENTER ANOTHER INMATE’S CELL!

You may bring beverages into your cell in an approved
container.

There are inmate phones which may be used at times when you
are allowed in the dayroom, pending your phone privileges
and subject to the Pod schedule.

In most pods the dayroom and recreational decks are common
areas. You must be fully clothed in these areas. Gym wear
may be worn in the recreation area, but you must change
into your uniform to remain in the dayroom area. Be
considerate of others. Loud noises, shouting, abusive,
lewd, obscene, sexually suggestive behaviors, horseplay or
littering are not allowed. Also, practicing shadow boxing,
boxing, kicking, self-defense/offensive movements, and
teaching one another how to fight is strictly prohibited.

5.03 Television

There are televisions mounted in most dayroom areas. You
are given the privilege of watching TV as a result of your
positive behavior. Different areas of the facility may have
different viewing schedules.

This privilege can be amended or suspended by staff for

negative behavior, programming issues. The Pod staff
control the TV and volume.

5.04 Housekeeping & Inspection

All housing cells and common areas are cleaned often, and
inspected regularly to ensure that a high standard of
cleanliness and order is maintained. Daily inspections are
made of cells and common areas by the Pod Officer.
Inspections and/or searches of cells or property do not
require your presence.

CLEANING



When working with cleaning supplies, general precautions
need to be utilized.

Ask staff before use on how to use the item.

Sign chemical cleaning supplies in and out.

° In some instances, protective gear will be
utilized, staff will instruct on usage.

° Avoid contact with skin, eyes or clothing.

. Do not inhale or ingest cleaning chemicals.

° Do not mix one cleaner with another.

° Do not contaminate drinking/food/food storage or

processing areas or other areas/surfaces with any
cleaning supplies.

o Do not cross contaminate clean areas/items with
dirty/unsanitary items.

° Wash hands thoroughly after handling.

° See staff immediately if First Aid measures are

needed for cleaning materials that come in
contact with eyes, skin, inhalation or ingestion.
