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I. GENERAL INFORMATION AND POLICY STATEMENT 

A. PREFACE 

ThIS handbook has been developed as a gUIde (or your 
benefit and guidance The rules and regulations con
tained in this handbook do not cover all sItuations 
thal may arise, bul rather serves as a basic guidel ine. 
It will provide the basic informallon you WI I I need lo 
know while detained at the Bucks County Correctional 
Faci lity. These rules and regulalions are subject to 
change. When changes are made, you will be properly 
notified. If you have any questions regarding the 
c.ntents of this handbook, ask a staff person for 
assistance. 

B FROM THE DIRECTOR 

We are charged by law to be responsible for the safe
keeping. care, and custody of all inmates in the Bucks 
County Correctional Facility. Each inmate will be 
treated with fairness and respect and in return you are 
expected to obey the rules and regulations. 

"Conduct yourseif as an adui t and 
you wi I I be lrealed as an adul l." 

You are expecled to be governed by the baSIC rules of 
common sense and decency and have proper regard for 
other Inmates, personnel, and property In this Institu
t Ion. 

We hope you WI II make the most of your slay here and 
take advantage of the programs which are explaIned in 
this handbook. 

I - I 



C. HISTORY 

In 1813 the original Jail In Doylestown was com-
pleted at the approximate cost of $38,000. Prior to 
this the county prison was located In Newtown. 

The jail erected in 1813 was used for 70 years 
until the grand jury in 1882 declared the building 
unfit, suggesting construction of a new building. 

In 1885 the Bucks Counly Prison was completed with 
an adjacent stable at the cost of $85,000. The physi
cal structure has remained the same since 1885. The 
wall surrounding the prison was completed in the 
1930's as part of the WPA. 

In 1980 approval was given by the County Commis
sioners to build this new correct ional faci 1 i ty to 
replace the old outdated Bucks County Prison. 

The Bucks County Correctional Facility hs.! a 
totally new concept of Incarceration, modeled after 
successful federal correctional faci I I ties. This new 
facilily has ten modules or lIving unils direclly 
supervised by specially trained slaff. 

1-2 
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I I INMATE SERVICES 

1. RECEPTION PROCEDURES 

FIRST TWENTY-FOUR HOURS 

When you arrive at the Bucks County Correctional 
Facility you will receive this handbook and be given 
the opportun!ly to make a collect phone call 

Your personal property and money will be turned 
o v e r tot her e c e p t ion 0 f f ice r up 0 n y o.u r a r rI val. The s e 
items will be kept safely for you during your stay. 
You Bre permitted to retain the (ollowlng within rea
son: 

legal material 
reI i g i 0 u s ma t e ria I 
eyeglasses (prescription only) 
dentures 
prosthesIs devices (as approved) 
ten (10) pictures (unframed) 
letters (personal) 
cigarettes/cigars (wi I I be Inspected) 
booKs (5) 

rna g a Z I n e S (5) 

writing paper (one tablet and five envelopes) 
wedding band 
religious medal (less than half-dollar) 
chain (one attached to medal) 

The money you came I n WI th wII be entered on an 
account card from which you may purchase items as 
described later in this handbook. 

At some point you Will be fingerprinted, photo
graphed, and the reception officer Will receive general 
information from you. 

Clothing 
stored, and 
items. 

and other personal property Will be 
you Will be given a receipt listing those 

Following your admiSSion shower and search, you 
will be Issued a health and comfort Kit which consists 
of the following: 

soap 
washcloth 
toothbrush 
toothpaste 
cup 
pen 
letterhead/envelopes (3) /by a counselor 

I 1-1 
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Your clothing Issue WI I I consist of: 

socks (2 paIr) 
sneakers (1 paIr) 
underwear (2) 
undershirts (2) 
trousers (2) 
jump e r top s (2) 
jacket (1) (between sept. IS and Aprl I 30) 
gym s h 0 r t s (1) 

You will receive the following linen 
your module officer: 

sheets (2) 
towel (1) 
pillow case (I) 
blanket (I) 

issue from 

ARE GIVEN CLOTHING AND LINEN IN EXCELLENT 
YOU ARE RESPONSIBLE FOR THESE ITEMS. 

YOU 
CONDITION. 
REST I TUT! ON 
IS DAMAGED, 

WILL BE REQUIRED IF ANY CLOTHING OR LINEN 
ABUSED, DESTROYED OR UNACCOUNTED FOR. 

DurIng your Intake process you will be inter
viewed by a classlficetlon counselor. The IntervIew 
WIll try to help you solve any sIgnifIcant problems you 
may have, both in the community and In the InstItutIon. 
The counselor wi I I spend tIme receiving a short SOCIal 
history from you. The counselor wi I I make a claSSIfi
cation assessment based on your answers to these 
questions, and you wi I I be gIven a housing assignment. 

The counselor who interviews you WI I I also make a 
custody decision. You will eIther be classified medi
um, maXImum, or minimum. If you are classified maxi
mum custody, your movement through the institution WIll 
be restricted. 

After the counselor interVIew is complete, you 
will be given the opportunity to make additional phone 
calls, if necessary. 

Additionally, at the time of the interview, the 
counselor will help you to become involved in treatment 
programs, if you Wish to partiCIpate. Programs are 
explained later In this handbook. 

You will be given an envelope and an information 
pamphlet to address to a close friend or family member. 
This pamphlet WI I I contain general Information about 
the operatIons of the InstitutIon. 

I 1-2 



At some point a 
counselor will ask 
lis t . 

VIsiting list will be taken. 
you whom you would I Ike on 

The 
t hi 5 

A public defender will be available In the Intake 
housing unit during regular working hours, to Interview 
inmates temporarily assigned to the intake housing unit 
and new admissions Just entering the facility. 

Z. INMATE RIGHTS AND PRIVILEGES 

RIGHTS 

By definition a right IS a poliCY 
accord with a law and/or standard. As an 
have the right to: 

that IS in 
inmate you 

1. 
Z. 

3. 

4. 
5. 
6. 

7. 

8. 

9. 
10. 

Access to the courts; 
Uncensored communication 
authorities; 
Access to attorneys and 
representatives; 
Access to reasonable legal 
Basic medical care; 

to governmental 

t he I r authorized 

rna t e r I a Is; 

Practice religion, subject to limitations 
necessary to maintain Institutional order 
and security; 
Receive or send mall, subject to limitations 
necessary to maintain Institutional order 
and secur i ty; 
freedom from discrimination, based on race. 
religion, national origin, sex. physical 
handicap. This IS commensurate With custody 
and behavior; 
A written grievance procedure; and 
Additionally. you have the right to expect 
treatment as a human being with respect, 
impartiality. and fairness. the right to be 
informed of the rules. procedures. and sched
ules concerning the operation of the facili
ty; the right to health care Including nutri
tious meals. proper bedding and clothes. 
clean laundry. opportunity to shower regu
larly, proper venti latlon for warmth and 
fresh air, and a regular exercise program. 

I 1-3 



PRIVILEGES 

PrivI leges are defIned as a specIal advantage 
enjoyed by a person. There are many privIleges glanted 
and earned by inmates. 

The prIvileges Include: 

1. Participation in treatment programs; 
Z • Cor,'~". iss a r y ; 
3. Some recreatIonal activities; and 
4. Regular use of the telephone. 

Abuse of these privil"ges or institutIonal misbehavIor 
will result in the loss of these privileges. 

RESPONSIBILITIES 

With these rights and privileges come certain 
responsibilities of al I inmates. 

These responsibi I ities Bre: 

NO ESCAPE 
NO CONTRABAND 
NO DISORDER 

Any of the above will result In 
criminal charges. 

3. LEGAL REPRESENTAT ION 

Instltutlonai and/or 

The Bucks County Correctional FacIlity is served 
by the Public Defender's Office. ThIS oerlce is locat
ed in the County Courthouse. Attorneys from the staff 
of the Public Defender's Office VISit the prison on a 
daily basis. Attorneys of record have access to the 
prison and theIr clients twenty-four hours a day. They 
represent any man or woman who needs legal assistance 
regarding criminal matters and who cannot afford prI
vate counsel. and who meets eligibility requirements. 
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BAIL 

If you are pretrIal or 
enced, you may be seen by a 
Public Defender's Office. 

convIcted, but unsent
representat Ive of the 

TO CONTACT THE PUBLIC DEfENDER'S OffiCE, send a 
written request through the Staff Box, use the sIgn-up 
sheet provided in each module, or make your request 
through your counselor. If it is an emergency, contact 
the module officer and ask tnat an immediate request be 
forwarded. 

Normally a person who has been committed from the 
office of a District Justice has had ball set. In 
a r de r t 0 ma k e b a i I you u sua I I Y nee d ten (1 0) per c e n t a f 
the amount set plus admInIstratIve costs. If your 
family or friends obtaIn the money, they can pay the 
money directly to the office of the DIstrict JustIce 
who is responsible for your case. If it is after 
bUSIness hours or on the weekend, the ball must be paId 
to the District Justice on duty_ This Information can 
be obtained by contactIng the Bucks County RadIo Room 
at 348-3524. 

If you have had your prelImInary hearIng and you 
wish to post ball, the money must be paid at the Clerk 
of Courts Office located In the Courthouse. If It IS 
after regular bUSIness hours, the money can be paId 
directly at the prison. 

There are several possible ball alternatIves 
through the District Court and Common Pleas Court. 
Direct all inquiries regardIng bail to the PublIC 
Defender's Office or your attorney. 

NOTARY SERVICES 

There 
Cor legal 
details. 

is a notary 
documents. 

service avaIlable at the prIson 
See your counselor for more 
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4. COUNSELING SERVICES 

Correctional Counselors are available each day to 
assist you. They are in the instl tution from 6:00 a.m. 
until midnight each evening. The counselors operate 
two sections. The first is Intake interviewIng and 
classification. and the second is inmate services. All 
new inmates wi I I be seen by a classification counselor 
who will interview. classify. and give you a housing 
assignment. After that interview. the counselor as
signed to the module where you are living will be your 
counselor. They wi I I provide inmate services and 
assist you as needed. You ~hould see your counselor at 
least once per week. 

If you have an immediate need to Bee your counsel
or and he/she is not in the module at that time. con
tact your module officer for immediate referral to the 
counseling section. 

5. MEDICAL SERVICES 

During the reception procedure the officer WI I I 
ask you several medical questions. Be honest when 
answering the questions so that you can get the best 
medical care. 

While you are here you wlI I receive a physical 
examination. and your medical history Will be taken. 
The nurse wi I I do a mandatory screening which WI I I 
include: 

Medical history; 
T.B. test; 
Blood drawn for serology; 
Blood pressure and pulse! and 
Finger stick test for diabetes. 

Screening IS a mandatory State heal th requIrement. 
You cannot refuse. 

A nurse is available twenty-four hours per day. 
seven days per week. PhysiCians are scheduled several 
days per week to do phYSIcals and handle more serious 
problems. Dental service~ are also avai lable when 
needed. 

J 1- 6 



MEDICATION 

01, 
5 a I t 

Your module officer 
Maalox, cough syrup, 
for gargle as needed. 

will dispense aspirin, Tylen
throat spray, Ambesol, and 

The nurse will deliver all other medications to 
each module four limes daily .. The time is posted in 
the module. You are expected to be ready to receive 
your medication when it arrives. You will be :equired 
to physically show the officer that you are taking 
your medication. If you are caught concealing medica
tion, disciplinary action will be taken, and the physi
cian will be notified. 

SICK CALL 

A sign-up sheet IS available in each module to 
sign if you have a medical or dental problem. The 
nurse wi II see you first and refer you to ei ther the 
doctor or dentist, if necessary. The sheet wi I I be 
placed in each module once a day and picked up the next 
morning. If a medical emergency exists, see your 
module officer immediately. 

6. TELEPHONE PRIVILEGES 

Telephone calls are a privilege. Telephones are 
provided in each housing unit to permit reasonable and 
equitable access to all inmates. All calls are collect 
and are limited to ten (10) minutes each. Keeping your 
calls down to a reasonable number each day will enable 
your fellow Inmales to use the telephone. 

The phones may be used after clean-up and inspec
tion. The phones will be secured dUring meals and 
lock-downs. Inmates wi II not receive incoming phone 
c a I I 8 nor If i I I me s II age s bet a ken. 

Emergency phone calls may be made through the 
counseling staff. An emergency IS when there Is a 
serious illness, hospitalization or death of a family 
mambe r. 
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7. DRUG AND ALCOHOL TREATMENT SERVICES 

Inmales wllh a drug andlor alcohol problem are 
offered lhe opportunity to particIpate In individual 
and group counseling sessions. 

In cases where legal situations indIcate thal 
referrals to outside treatment programs are appro
priate. this will be accomplished by the Drug and 
Alcohol Supervisor andlor your counselor. 

In addition. there are Alcoholic Anonymous and 
NarcotIc Anonymous meetings held weekly. Times and 
locations will be posted in your module. 

TO CONTACT THE DRUG AND ALCOHOL TREATMENT SECTION. 
send a wri·tten request through the Staer Box. use the 
sign-up sheet provided in each module. or make your 
request through your counselor. If an emergencyex
ists. contact your module officer for immediate refer
r a I . 

8. MENTAL HEALTH SERVICES 

A mental health treatment sectIon. staffed by 
psychiatrists and psychologists is avaIlable to assIst 
inmates who may reqUire or request such treatment. The 
5 e r vic e i 5 a v a i I a b let 0 a Iii nme 1 e son apr i 0 r I t Y 
be s i 5 . 

TO CONTACT THE MENTAL HEALTH SECTION. you may send 
a writlen request through the Staff Box. or use the 
sign-up sheet provided in each module. or make your 
request through your counselor. I f an emergency ex
ists. contact your module officer and ask that your 
request be forwarded. 
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9. VISITATION 

The Bucks County Department of Corrections encour
ages you to maintain ties wtlh your family and friends 
through regular visits. All inmates except those In 
the Restricted Housing Unit and the Mental Health Unit 
are permitted visitors during the regularly scheduled 
visiting times on each weekend. You are afforded four 
(4) hours of visiting each weekend--two (2) hours on 
Saturday and two (2) hours on Sunday. The visiting 
schedule alternates 50 that each person is afforded a 
morning and an afternoon visit each weekend. 

You r vis i t i !)JI 
In which you 1 ive. 
module for visiting 

schedule will depend on the module 
See the schedule posted In your 

times. 

Vi3i~or5 must be approved by your counselor. When 
you are admitted. a viSiting list Will be requested of 
you by the classification counselor. All Visitors must 
be on your viSiting liSt. including children. There 
are no restrictions on who may visit except they cannot 
be ex-inmates and you cannot have a Wife and girlfriend 
or a husband and boyfriend on the Visiting list 

A 1 I ad u 1 t v lsi tor s MU S T s how ph 0 t 0 Ide n t I f I C a -
tlon. It is your responSibIlity to notify your VISI-
tors of the viSiting schedule. There IS no limit to 
the number of vistlors that may be on your list 
However. only THREE (3) visitors. including children. 
may VIStl you on any given vistling day. 

VISITING CHANGES 

If you wish to add or delete a person from your 
Visiting list. you should contact your counselor. 
Vis i tin g c han g e s wi I I not bema d e aft e r Z: 00 p . m. 0 n 
frIday. 

All visitors who are between the ages of 16 and 18 
years must have the permission of their parents or 
guardians to visit. If the parent or guardian is not 
present. a notarized affidavit must be presented at the 
time of the visit. All visitors under the age of 16 
years must be accompanied by their parent or guardian. 
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SEARCHES 

All Inmates are subject to search at any time 
All Inmates will be pat searched when leaving their 
module before visiting. All inmates will be strip 
searched upon completion of their vlslling. 

All visitors will be subjected to a metal detec
tor. and wil I be strip searched upon probable cause of 
carrying suspected contraband. 

SPECIAL VISITS 

If you have any special visiting requests. discuss 
them with your counselor. Your counselor will discuss 
your request with the Deputy Warden for Treatment for 
final approval or disapproval. 

ViSITING RULES 

Nothing is permitted in the VISiting room. Visi
tors are not permitted to bring anything to the in
mates, and inmates are not allowed to bring anything to 
the vlsllors. 

There Will be no smoking allowed In the vlslling 
room. 

When visi tors enter the Instl tutlon on VISI ting 
day, they Will be checked in at the lobby. All valua
bles (I.e .• purses, wallets, cigarettes, etc.l will be 
placed in a locker before entering the Visiting room. 
Visitors are encouraged to send money orders through 
the mall to speed entry to the Visiting room. 

Money will cepted at the reception desk in 
the lobby before Visiting. No money Will be accepted 
by any staff member In the visiting room. 

In order for court clothing to be exchanged on 
viSiting day, a written request must be given to the 
reception officer one (Il week In advance. The written 
request form can be obtained from your module officer 
and, when properly fIlled out. returned to your module 
officer who wi II forward it to the reception officer. 
All clothing in personal property storage will be 
exchanged with court clothing on Visiting days. In the 
case where an extended trial is taking place. weekday 
delivery of court clothing will be accepted with writ
ten approval of your counselor. 
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No cont raband i 5 permi t ted to enter the faci 11 ty. 
Contraband 15 anythIng that IS not Issued by the Bucks 
County CorrectIonal facIlity, bought In the canteen, or 
approved by the securIty department. PennsylvanIa 
Crime Code Title 18, SectIon 5123 specIfies penalties 
of up to fIve (5) years' imprisonment for bringing or 
attempting to bring in unauthorized articles Into the 
in~tl tution. 

Inmates and visitors may kiss and embrace 
meeting and departing and may sit side by side. 
necking, petting or fondling will be tolerated. 

"hen 
No 

Halter tops, tank tops, midrIffs, tube tanks or 
short shorts will NOT be permItted. Revealing garments 
which do not sufficiently cover the private areas of 
the body will be cause for the denial of a visIt. 
Visitors must wear shoes. 

If visitors leave the visitIng room for any 
reason, they cannot return. 

Breaking any of 
tutlonal rules wIll 
vis it. 

the vIsIting rules or other 
result In the terminatIon 

RESTRICTED HOUSING UNIT VISITING 
MENTAL HEALTH UNIT VISITING 

instl
oft he 

VisitIng will be held for the Restricted HOUSIng 
Untl and Mental Health UnIt durIng the week. Each 
inmate will be assigned a vistling time when they enter 
the Restricted HOUSIng Unit or Mental Health Unit. 
ViSiting will be held in the secure VISItIng area and 
WIll last for one-half hour, each week. 

Vis ito r 5 mu s t be 0 nth e a p pro v e d vis i tin 9 1 i 5 tan d 
will be limited to two (2) visitors on anyone visit. 
The same rules and regulations that apply for regular 
visiting will apply for secure visl ting. 
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10. MA I L 

INCOMING MAIL 

There are no restrictions concerning the number of 
letters an Inmate may send or receive. All Incoming 
personal letters are inspected for restricted materi
als, contraband, and money prior to delivery. Contra
band will be confiscated and held as evidence. 

Incoming mall IS 
there IS reasonable 
information which would 
facility. 

not read or censored unless 
cause to believe they contain 

jeopardize the security of the 

"PTlvileged mail" which includes mail coming in 
from your lawyer, Federal, state or local official, or 
staff members from these agencies will be opened in 
front of you and checked for contraband. 

Incoming mall Will be delivered to you during the 
morning hours Tuesday through Sunday. 

MONEY 

You ere allowed to receive certified or cashier 
checKs and money orders. Personal checKs Will not be 
accepted. The prison Will not be responsible for cash 
sent through the mail. Incoming certified or cashier 
checKs and money orders must be signed before being 
placed cn your account. In sddition, you shall receive 
a receipt for all money placed on your account. 

PACKAGES 

If a paCKage is received in the mail for you, It 
wil I be returned to the sender unless it contains 
legal material an'd is marked clearly so on the package. 
If the package has no return addresl!, you will have 
thirty (30) days to remove it from your personal prop
erty. At the end of thl~ period It will be disposed of 
to charitable organizations. 
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OUTGOING MAIL 

Stationery, stamps, and pens may be 
the Commissary. There IS a mailbox In 
unit where you may deposit your mall 

purchased at 
each housing 

If you wish to send out money, your counselor can 
assist you to obtain a check for this purpose. 

Outgoing mail may be opened if 
suspected. 

INDIGENT INMATES 

contraband is 

If you are without funds, the County will provide 
a limited amount of free postage and mail. 

If indigent. you are eligible for a maximum of 
twelve (12) free letters each month. Envelopes and 
writing paper will be given to you by your counselor. 
You wi 11 be requi red to wr i te your name on each enve
lope when you receive them. 

If you art: without funds and truly indigent. the 
County Will provide free postage to mall legal docu
ments to the courts or legal counsel. 

Indlgency is defined as any inmate who presently 
has no money on his account. has had no money on hiS 
account within the last seven (7) days, and has no 
prospects o( receiving any money Within the next sever
al days. 

11. COMMISSARY 

The Commissary will be available for inmate pur
chases two days per week for each module. The Intake 
Housing Unit will be afforded commissary daily. A list 
of commissary items and their cost is available in your 
housing unit. To purchase commissary items. you will 
submit a list of desired items to your module officer. 
Providing you have sufficient funds in your account. 
your commissary order will be issued to you during 
regular commissary hours. SHOULD YOU HAVE INSUFFICIENT 
FUNDS TO FILL THE ENTIRE ORDER. THE ENTIRE ORDER WILL 
BE REJECTED. Should an item you order be out of stocK. 
your account WI I 1 not be charged for that 1 tern and the 
remainder of your order shall be filled. You will be 
permitted two (2) commissary order requests per week 
and each request will be limited to sao.oo per order. 
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Your comrolssary will be delivered to your module 
In a cisar sealed bag. Make sure that you have al I the 
items beforu leaving the officer who delivers the Items 
to you. At the time you receive your commissary you 
will be given a receipt for the amount spent. 

SPECIAL PURCHASES 

Items such as televisions and radios can be pur
chased through the commissary. A special request form 
is necessary. See your module officer for more de
t a i Is. 

RESTRICTED HOUSING UNIT COMMISSARY 

COmmiS5l'ry in 
I iml ted to heal th 
Health and comfort 

the Restricted Housing Unit wil I be 
and comfort items and cigarettes. 

Toothpaste 
Toothbrush 
Deodorant 
Soap 
Comb 
Shampoo 

I terns WI II Include: 

StatlonelY [or correspondence 
Swe at s hi r t 
Shower shot:s 
Sweatpants 

You Will only ue permit ted 
e a c h 0 f the 5 e I t em sat a I I mn . 

to purchase one (1) 

Cigarettes will 
commissary order. 

be limited to one 

I I - 14 

(1) carton per 



Ill. INMATE HYGIENE 

Rooms must bt: kept clean. orderly, and the bed 
made up when not In use. CleanIng supplIes are avaIla
ble from the module officer. Nothing may be placed on 
the walls, ceIling, or door. WritIng or defaCIng lhe 
room or its conlents will result in disciplinary action 
and/or new criminal charges, and you will ~e required 
to pay for the damage. Windows or doors are never lo 
be covered or obstructed in any way. Officers will 
inspect rooms dai Iy and II thorough check of the room 
wil I be made whenever you are moved from one room to 
another. 

L 

SHOWERS 

It is suggested that Inmates use the showers daily 
for personal hygiene. Showers wll I be secured fifteen 
(15) minutes before lock-up. You must use the shower 
on the floor on which you live. Pants, shirt, and 
shoes must be worn to and from the shower. 

HAIRCUTS 

The barbershop is located belween Modules A and B. 
ApproprIate hair lengths are recommended. HaIrcuts are 
I irulled to one (I) every two (2) weeks. 

IN ORDER TO OBTAIN A HAIRCUT you must receIve a 
pass from your module officer. See posted schedule for 
day san d t I me 5 • 

LINEN AND CLOTHING EXCHANGE 

The exchange of linen and clothing will take place 
in the module by the module offIcer. Exchanges will 
lake place on a one for one baSIS. All inmates MUSt 
make exchanges at the prescribed tImes, NO EXCEPTIONS. 
See posted schedule for days and times. 

SMOKING 

Smoking is not permitted In the following areas: 

a. Multi-purpose Room 
b. food and Preparation Room 
c. food Warehouse 
d. Property Storage Room 
e. Main Warehouse Room 
f. Library and Reading Room 
g. Dispensary 
h. EducatIon Room 
I. Inmate Dining Room 
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13. RECREATION 

Recreational programs are provided as a positive 
means to expend energy in an acceptable manner. 

A recreation schedule is posted In your module 
which contains a listing of Multi-Purpose Room (gym). 
and outdoor recreation. weather permitting. If in
clement weather eXists. the Recr~ation Yard may. under 
Pennsylvania and federal standards. be closed. 

The care of sports equipment is the responsl
bi I ity of each inmate. At the completion of each 
recreation period. al I sports equipment will be re
turned to the proper location. Misuse or abuse of 
sports equipment will result in disciplinary action. 
and will result in having to pay restitution for de
stroyed equipment. 

RESTITUTION WILL BE REQUIRED If YOU ARE fOUND 
GUILTY Of DESTROYING COUNTY PROPERTY IN ANY WAY. 
RESTITUTION WILL BE DEDUCTED fROM YOUR ACCOUNT. If YOU 
HAVE NO MONEY ON YOUR ACCOUNT. YOUR NAME AND AMOUNT 
OWED WILL BE ENTERED IN THE COUNTY COMPUTER fOR SUB
TRACTION fROM ANY fUTURE ACCOUNTS. 

Participation In the recreation program may be 
restricted for misconduct or security reasons. 

Proper attire must be worn 
Proper attire wi I I include: 

sneakers 
socks 

to the yard and gym. 

gym short~/sweatpants (recommended) 
t-shirt or sweatshirt 
no other items of any kind may be taken to recres

t ion. 

DAYROOM ACTIVITIES 

Table games are available from the module officer 
for use in the dayroom. 
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14. LIBRARY SERVICES 

With the assistance of the Ducks County rree 
Library, a collection of books, newspapers, and maga
zines 15 maintained In the faci I Ity. The Library IS 
open on a scheduled basIs and profeSSional library 
advice and service are available during these times. 
Library services wi I I be available to al I inmates 
except those temporarily prohibited due to disciplin
ary action. 

While in the Library you must abide by all posted 
rules and regUlations. Failure to do 50 will result in 
removal from the Library, and disciplinary action will 
be taken. 

A book return bin is located at the Library area 
to return books when the Library is not open. 

See posted schedule 
hours. 

l,AW LIBRARY 

In your module for Library 

A law I ibrary I s maintained at the faCI I I ty. 
Anyone may utilize the services of the law library 
which Includes the volumes in the law library. See the 
staff librarian for the correct proced~re to obtain 
legal items that are not currently in the law library. 

Legal materials, such as legal writing 
typewriters. are available through the staff 
for use in the Library only. 

pape rand 
librarian 

TO USE THE LAW LIBRARY, send a written request 
through the the Staff Box. use the sign-up sheet pro
vided in each module, or make your request through 
your counse I or. I fit IS an emergency. contact the 
module officer and ask tha( an Immediate request be 
forwarded. 
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RESTRICTED HOUSING UNIT LIBRARY SERVICES 

Law I ibrary servIces are avaIlable to Inmates In 
the RestrIcted HousIng UnIt Inmates must put a wrll
len reque~t In to the lIbrarIan, through the module 
offIcer, statIng the specl flc legal mater lals that are 
needed pertainIng to theIr case. 

RESTITUTION WILL BE REQUIRED IF YOU ARE FOUND 
GUILTY OF DESTROYING LIBRARY BOOKS IN ANY WAY. RESTI
TUTION WILL BE DEDUCTED FROM YOUR ACCOUNT. IF YOU HAVE 
NO MONEY IN YOUR ACCOUNT, YOUR NAME AND AMOUNT OWED 
WILL BE ENTERED IN THE COUNTY COMPUTER FOR SUBTRACTION 
FROM ANY FUTURE ACCOUNTS. 

15. RELIGIOUS ACTIVITIES 

A Chaplain is on staff and in the institution at 
regularly scheduled times. The offIce of the chaplain 
IS located In the Educational Program Room. 

The following programs are offered: 

a. Every Sunday .ellglous serVices WIll be 
conducted by members of dIfferent churches In 
the communIty These servIces are Interde
nomlnatlonal and therefore open to all In
mates. At the sam" tIme, relIgiOUS servIces 
will be made avaIlable for every group and/or 
reI i g IOU S fa i t hat the r e que s t 0 f the i nma t e s 
and at the aV811abllllyof clergy of that 
faIth to conduct these servIces. Such re
quests should be made to the Chaplain. 

b. Chflstlan group counselIng WIll lake place at 
deSIgnated times. At these meetings there 
are dIscussions by church groups or IndiVIdu
als on religIOUS and bIblical topics or 
presentatIons of dIfferent relIgIOUS pro
grams. 
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The Chaplain 
serVices lo every 
IndivIdual basis: 

IS avaIlable to offer lhe followIng 
Inmate who requests assIstance on an 

a SplrlLual gUIdance and bIblIcal Instrucllon; 
b. family counsel ing; 
c . Ma r r I age co u n s eli n g ; 
d. Referrals to InstitutIons and programs for 

drug and alcohol rehabilItation; 
e. Assistance for re-entry Into the communIty 

upon release from the facility; 
f. Make contacts with clergymen to visit Inmates 

from their parishes. 

1'0 CONTACT THE CHAPLAIN, send a written request 
through the StaCf Box, use lhe sign-up sheet provided 
in each module, or make your request through your 
counselor. If there 15 an emergency, contact the 
module officer and ask that an Immediate request be 
forwarded. 

16. EDUCATIONAL PROGRAMS 

An EducatIonal Program IS available for all those 
who have not completed a hIgh school educatIon. for 
those who particIpate, the General EqUIvalency Diploma 
examination is available to earn a hIgh school diploma 
(G.E.D.). We encourage all Inmates who have not gradu
ated from high school to parLlclpate. Referrals Lo the 
Education Department wII I be made through the module 
counselor. 

Anyone in general population who wishes to attend 
school at the specified posted times WI II be permitted 
to leave their module and go to lhe Educalion Program 
Room Cor class. 

TUTORS 

If you wanl or need a personal tutor from the 
treatment staff and/or educational slaff, you should 
contact the Community Services Secllon for assistance. 

A tutor WIll 
tional problems, 
cy. 

help you with any SIgnificant educa
such as a reading or writing deflclen-
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17. COMMUNITY SERVICES 

L. ___ _ 

The faci I I ty has an active volunteer program which 
provides programs and aSsistance to Inmates. 

Working through a program called the Bucks County 
Association for Corrections and Rehabilitation, local 
citizens are In the facility five days a week to help 
you in many ways. Some of their services are: 

a. arranging at your request for tutors, I.E., 
and rei igious counselors and also volunteer 
visitors; 

b. picking up and delivering authorized special 
purchases; 

c. offering classes in subjects such as arts and 
crafts when po~~ible; 

d. arranging for special projects including 
entertainment and Christmas parties. 

e. assisting where possible with individual 
problems involving pre-release plans, family, 
etc. 

f. as a general rule, If there IS some form of 
non-legal help you require which IS not 
formally provided through anoth!.'r channel, 
contact the Community Service Section for 
assistance. 

TO CONTACT 
request through 
provided in each 
your counselor. 
module off icer 
forwarded. 

COMMUNITY SERVICES, send a written 
the Staff Box, use the Sign-up sheet 
module, and make your request through 
If there is an emergency, contact your 

and ask that an Immediate request be 
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18. GRIEVANCE PROCEDURE 
GENERA~ GUIDE~INES 

The purpose of these gUidelines IS to describe the 
grievance procedure which permits Inmates to have 
available to them a fair method of resolVing griev-
ances. It is an addition to, not a replacement for, 
existing informal channels of grievance resolutions 
such as the JPC (Joint Participation Counci I). 

A grievance is a complaint about the SUbstance or 
application of any IIITitten or unwritten policy, regula
tion, or rule of the Department of Corrections or lack 
of a policy, regulation, or rule, or a complaint about 
any behavior or action directed toward an inmate by 
staff or another inmate. 

Existing informal channels must be exhausted 
before submitting a formal grieVance. 

The gr ievance procedure I s not an appea I process 
for areas which currently have eXisting appeal mecha-
nisms, e.g., dlscipllnarles, property claims, pretrial 
releases, deciSions, and eXisting appeals to the Direc
tor. 

There Will be no replIsals against any Inmate who 
fi les a gr levance, however, abuse of the gr levance 
mechanism will be cause for disciplinary action. Abuse 
will include deliberate falsification of information 
included in a grievance. 

The grieVance mechanism Will consist of the Direc-
tor or his designee. An inmate JPC (Joint PartiCipa-
tion Council) member Will partiCipate In all grievance 
functions, except the final del iberation. 

FIRST STEP 

1. '1'0 file a formal grievance, an Inmate must com-
plete a grievance complaint form within six (6) 
days of the alleged occurrence. A complaint form 
can be obtained from your module counselor. 

2. The Director or hiS designee wi I I conduct a hear
ing within five (5) working days. The inmate, hiS 
adVisor, and any other direct party to the griev
ance may present relevant Information on their 
respective position. The Director or his deSignee 
will be the judge of the relevance of the eVidence 
and materials offered. 
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3. The decision of the Director or hiS deSignee WI I I 
be communicated to the grievant and any direct 
party in writing Within seven (7) working days, 
With reasons stated. 

SECOND STEP 

1. Within forty-eight (48) hours after receipt of the 
written response to the grievant, the inmate or 
any direct party to the grievance may appeal the 
action of the grievance decision to the Director 
or his designee by filing an appeal form. The 
person who heard the original grievance will not 
hear the appeal. In addition, if the Director or 
his deSignee is a direct party to the grievance, 
another person wi II be selected by the Director to 
hear the grievance. 

2. The person hearing the appeal will respond within 
five (5) working days from the time the appeal was 
received. 

19. INMATE JOINT PARTICIPATION COUNCIL 

This facility has a committee known as the JOint 
Participation Council (J.P.C.). It IS made up of an 
inmate from each module recommended by the inmates to 
represent the entire body of the population. Also on 
this council are representatives from the Treatment, 
Security, and Community Services sections. ThiS group 
meets on a regular ba5is to discuss problems concerning 
the Institution; needed changes; ways to establish 
better communications between inmates and staff mem
bers; and to discuss and propose suggestions to the 
Director on how to make this a better and more comfort
able place. 

THIS COUNCIL REPRESENTS YOUR OPINIONS AND SUGGES
TIONS TO THE INSTITUTION. HOWEVER, THE J.P.C. IS NOT A 
POLICY-MAKING GROUP, but it does discuss both the 
problems of the inmates and administration. 

IF YOU WISH TO JOIN THE J.P.C., ask one of the 
current members to nominate you for this assignment. 
Your partiCipation and input is important. 
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20. REHABILITATION CENTER 

The Rehablilial ion Cenler IS a ml nlmum secur Ity 
community correctIonal work release center operated by 
the County of Bucks and tne residents who pay approxI
mately 10% of the costs to run the Institution lhrough 
their room and board payments. This instItution is 
operated in accordance with the Work Release Laws of 
the Commonwealth of PennsylvanIa and lhe Bucks County 
Prison Board. 

The overall purposes of the Rehabi 1 i tat Ion Center 
can be summarized as follows: 

a. This structured community work release center IS a 
major correctional alternative In the Bucks County 
criminal justice system for appropriate offenders: 

b. The institl\tion affords various "opportunities" to 
the Individual that would nol otherwise be availa
ble in confinemenl. for example. work release. 
education release. furloughs. IndiVidual and group 
counseling. recreational acllvltles. and less 
restricted VIsiting privi leges; 

c. The Rehabilitation Cenler also prOVides the Indi
Vidual with a slable foundation from which he may 
leave the system better prepared 10 handle lhe 
responsibilities In the community. for example. 
he can oblain and work al a good Job. locale 
appropriate hOUSIng. build savings, and more fully 
develop hiS SOCial problem-solVing 51<1115. 

d. The Work Release Program enables lhe resldenl 10 
pay restitution, court cosls and fines, supporl 
payments, and other arrears. The resident Will 
also be allotted suffiCient funds for travel and 
canteen expenses during the week. Each reSident 
who is employed on a full-lime baSIS IS reqUired 
to pay a specified amount per week for room and 
board. The return into lhe employment sector 
indicates the resident's wil I Ingness 10 become a 
responsible, lax-paYing member of lhe communily. 
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ZI. CLASSIFICATION COMMITTEE 

The Classification Committee IS designed to Inter
view Inmates who are legally eligible for pre-release 
status or court ordered placement Into a treatment 
program. The con~ittee meets weekly and is composed of 
staff from the Treatment Section, Drug and Alcohol 
Section, Mental Health Services. Security Section, and 
a Work Release Program representative from the Reha
bi Ii tation Center. 

If you are eligible to appear before the Classifi
cation Committee. you may be recommended for placement 
at our Rehabilitation Center (on w.<>rk release if ap
proved by your Judge) or placement into an inpatient 
drug/alcohol program (again, if your Judge approves). 

Generally to be eligible to appear before the 
Classification Committee. you must be sentenced in 
Bucks County and have no outstanding detainers. Con
sideration is given If the detainer is a pa
role/probation violation. 

HOW TO REQUEST REVIEW 

If you feel you are eligible to appear before the 
Committee and have not yet appeared, you shoUld see 
your module counselor. You may also write the Deputy 
Warden for Treatment to request lhal a review of your 
legal status be made for eligibility. Your written 
request should be placed In the STAFF BOX located at 
the entrance to the Inmate Dining Room. 

ELIGIBILITY REQUIREMENTS 

You must be sentenced to a county facility and be 
classified "minimum secur i ty" by the Department Classi
fication Committee. Open detainers must be disposed of 
before you appear before the ClaSSification Committee. 
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22 RELEASE Of INfORMATION 

A consenl form IS aV81lablt: which cumplles WI th 
federal and slale regulallons This "Release of In
formation Consent form" is required by statute or 
regulation and a copy of this form IS maintained In 
your case record. 

This form is generally used to allow the Treatment 
Section to release certain information about you 10 
outside agencies to aid in placement in outside pro
grams. 

Statutes govern the confidential ity and protection 
of information on inmates and these statutes also apply 
to persons who have been discharged. When statutorily 
required, judicial and correctional authorities In
volved with the case should be supplied informalion 
wi thoul a consent form. 

23. RELEASE PROCEDURES 

is notified through various offiCial Th e fa c iii t Y 
methods regarding 
charge is official 
or bail document has 
the Records Office. 
pending on where the 

the discharge of inmates. No dls-
until the actual discharge document 
arrived and been processed through 
This may take several hours de

release document is generated. 

In the case of the sentenced inmate who is serving 
a sentence at this faCility, release may be predicted 
upon parole or expiration of maximum sentence. Actual 
parole release takes place after the person has offi
cially been instructed by the Adult Probation Depart
ment and the order to release upon parole has been 
received by the Records Office. The minimum date of 
release is not an automatic release date, but can be 
extended by the court to allow the completion and 
investigation of an appropriate parole plan. 

When your release documents have been received and 
pro;:essed, your name will be called by lhe module 
officer. You will collect all your personal property 
and clothing and place it In the yellow bin. Your 
linen will be turned in to your module officer. All 
library books will be returned and a room check wi I I 
take place by your module officer 10 ensure your room 
IS in order. 
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After everything 15 In order In your module, you 
will be escor ted to the recept Ion area where you wi II 
turn In all of your county Issued property lind yellow 
storage bin. At this time you WI II receive you own 
personal clolhing and you may be placed in the holding 
ce I I . 

When your papers are ready for final processing, 
you wi II be called to the Records Office. You wi II 
receive your personal property and money from you 
account. If it is during regular working hours, you 
will receive all of your money in cash up to $25.00. 
Any other balance you have will be in a check. If it 
is after regular hours and you have more than $25.00 on 
your account. you wi II be given S25.00 in cash and the 
remainder wi II ei ther be mai led to you at the address 
of your choice or the check can be picked up at the 
Business Office the next business day. These regula
tions represent the official County policy of the Bucks 
County Controller's Office. NO EXCEPTIONS ARE PERMIT
TED. 

RESTITUTION WILL BE REQUIRED If YOU ARE fOUND 
GUILTY Of DESTROYING COUNTY PROPERTY. RESTITUTION WILL 
BE DEDUCTED fROM YOUR ACCOUNT. If YOU HAVE NO MONEY, 
YOUR NAME AND AMOUNT OWED WILL BE ENTERED IN THE COUNTY 
COMPUTER fOR SUBTRACTION fROM ANY fUTURE ACCOUNTS 

RELEASE ASSISTANCE 

Assistance is available if you are without funds 
to return home or if you need assistanco In securing 
transportation or other discharge information. See 
your module counselor for assistance. 

Additionally, if you have been incarcerated for a 
specific pertod of time and are due to be released from 
the facility to the communlly, you may be entitled to 
receive financial assistance. To be eligible for this 
assistance, you must meet ALL of the following criteri
a: 

a. be eligible for regular DPA fundingl 
b. must have notified your counselor at least 

two (2) weeks prior to your release: and 
c. be institutionalized for at least thirty (30) 

days. 

If you meet the above criteria and wish 
for this pre-release assistance, you should 
your module counselor 
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24. RECORDS OffiCE 

The Records Office IS where all official Inmate 
records are kept. AI I official requests for records 
information, whether directed to your counselor or 
elsewhere. are verified through the Records Office. 

The Records Office is able to provide the follow
ing services! 

a. Charge and bail information; 
b. Hearing dales; 
c. Notification of detainers; 
d. Notification of bail reduction; 
e. Parole applications; and 
f. Computation of "time". 

Contact your counselor through the appropriate 
procedure. If the counselor cannot resolve the plob-
lem. they will refer it to the Records Office. 

COUNTY PAROLE 

If you are a sentenced inmate serving a cQunty 
sentence, six (6) weeks prior to your minimum release 
date you should complete a parole application. See 
your counselor beforehand to make sure this IS accom
pi i shed. 

STATE PAROLE 

If you are a sentenced inmate serving a state 
sentence at the Bucks County Correct ional faci I i ty, you 
will be interviewed by the state parole authorities. 
This will be approximately two (2) months prior to your 
minimum date. After these interviews, you should 
receive the determination from the Slate Board of 
Probation and Parole. It may lake 6-8 weeks for re
sui tll to be known. 

If you have any problems 
parole, see your counsolor. 
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III SLCUI< ITY P[i(JCCCdllir.:i AN[, REGlll.ATIONS 

COUNT PROCEDURES 

Exact counts of the Inmate population are made 
several times dally. Scheduled counts will be an-
nounced over the public address system. except during 
sleeping hours. Unscheduled counts are also made. 
Inmates will return to their assigned room. or remain 
in their work assignment area until the count IS com-
pleted. Rooms will remain locked until the completion 
of the count. 

Special counts 
Regular counts are 
events. 

may be 
subject 

called from time 
to change during 

Delaying or 
offense and Will 

Interfering WI th a count is 
result in disciplinary action. 

10 I i me. 
special 

a major 

When a general lOCK-UP is announced. ALL INMATES--
NO EXCEPTIONS--wIII go directly to their rooms and 
remain there untl I the count IS cleared. 

2. DISCIPLINARY REGULATIONS 

In order 10 regulate behaVior and prOVide adequote 
protection to staff. the publiC and the Inmate 
population. diSCiplinary procedures Will be implemented 
In a manner consistent With applicable legal require
ments and Institutional rules and regulations 

Staff WI I I report al I Violations of Institutional 
rules. Al I violations wi II be reported by completing a 
misconduct report. Class 2 (Minor) infractions can be 
handled by Informal diSCiplinary action and are less 
serious Violations which generally do not endanger 
I I fe. health. securl ty and/or property. Class 1 
(Major) infractions WI I I be handled by the Conduct 
Evalualion Board and are more serious Violations which 
generally endanger life. health, security and/or 
property. 

Inmates who refuse to conform to lnstllutional 
rules and regulatIons will be disciplined. 
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The purpostl oC dlsclpllnalY acllon IS 
one or more oC the Col lowIng goals: 

1. Make certaIn al I insll lullonal rules and 
regulations are being adhered to. 

2. MaIntain order. 
3. Make inmates accountable for lhelr behavior. 

Each inmate will receive a copy of the Inmate 
Handbook. This handbook will contain all institutional 
rules. These rules will be posted in each module and 
revised wh~n necessary. 

Inmates will nol be subjected to any form of 
punishment whIch would be deemed to be: 

1. Cruel, corporal or unusual. 
2. A lack of care whIch may Injure or Impair the 

health of the inmate. 
3. A deprivation of clothin~, bedding, normal 

hygiene implements, except when these items 
must be withheld to ensure the SAFETY AND 
SECURITY OF THE INMATE AND THE INSTITUTION. 

The inmate's behavIor wi 1 1 be controlled In an 
Impartial and consistent manner by all staff. 

DIscIplinary actions Will be taken at such times 
and in such measures and degrees as IS necessary to 
regulale an Inmate's behavior Within acceptable limits. 

Staff will complete all misconduct reports com
pletely and accurately, before the end of the shift. 

PROCEDURES 

I. INFORMAL ACTIONS 

Class 2 misconducts can 
disciplinary process. 
will be followed: 

be handled by the informal 
The following procedure 

A. Staff will initiate informal actions by 
completing a misconduct report and forwarding 
it to the Shift Supervisor. The Shift Super
visor will review the report and forward it 
to the Shift Commander. ThiS action should 
be taken as soon as possible after the viola
tion occurs, and must be completed befote the 
end of the shift. 
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IlIfurO/cli cI,;tlull~ can "Illy lJ" 1I11tl~ted If the 
Inmate's Infraclion IS a Class Z misconduct, 
and the Shift Commander feels the misconduct 
IS of a minor nature and call be handled 
I nforma Ii Y 

1ft he i nma tea g r e est 0 pIe a d g u I I t Y , the 
misconduct will be handled Informally 

D. If B or C above cannot be agreed upon, the 
misconduct will be heard by the Conduct Eval
uation Board. 

E. When the misconduct IS handled Informally, 

f. 

the inmate Will be advised of the disciplin-
ary action imposed. 

Disciplinary actions that could be taken 
informally will include: 

1. Reprimand or warning 
Z. Extra work assignment (8 hours maximum) 
3. Room detention up to 24 hours 
4. Loss of privilege violated (not to exceed 

3 days). 

G. When informal disciplinary action has been 
imposed, all copies of the misconduct report 

WI I I be forwarded to the Captain for reView. 

H. The Captain Wi I I forward al I disciplinary 
report copies to their respective areas. 

I. When review of the action is completed, the 
Deputy Warden for Security will maintain the 
misconduct report records. 

J. No record or other information regarding thiS 
action will be placed in the inmate's folder. 

The Shift Supervisor will review all misconduct 
reports to make certain they are filled out properly. 
Violations Will be lIsted on the misconduct report 
correctly. If the misconduct report is not filled out 
correctly, it will be returned to the staff member 
initialing the reporl so lhat corrections can be made. 
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2. fORMAL ACTIONS 

Class misconducts and Clo5s 2 misconducts not 
handled Informally will be heard by the Conduct evalua
tion Board (Crn). This Board Will consist of: 

1. Chairman (Captain or his designee) 
2. Member of t h.e treatment s t a [f 
3. Member of the security s t a ff (I. e. , support 

staff, correctional officers, etc. ) 
4. Representative of the Joint Participation 

Counc i I (inmate) 

The following procedure Will be followed: 

A. All misconduct reports Will be forwarded to 
lhe Shift Supervisor before the end of the 
shift on which the specific violation occurr
ed. 

B. A copy oC the mIsconduct reporl WIll be given 
to the inmate within 24 hours of the reported 
violation or at the completIon of the Inves
tigation. 

C. The Shift Command!:r may Inillate 
tlgatlon of any Incident 

an Inves-

D. If /I sertous Infraction of Institutional 
rules occurs. the Shift Commander may 
restrict the Inmate to his/her room or may 
reassign to the Restricted Housing Unit for 
no more than 5 days. The Deputy Warden for 
SecurIty WIll review each Investigation every 
5 days to determine If further restriction 
for investigative purposes is required. The 
Shift Commander WI I I make every effort to 
complete his Investigation during the first 5 
days. 

E. If the Shift Commander feels an Inve~tigatlon 

is necessary, he will notIfy the Captain by 
forwarding a brief InCident report. After 
the Shift Commander has completed his inves
tigation. all reports (including the miscon
duct report) will be sent to the Captain. 

F. The inmate must have a copy of the misconduct 
report in his/her possession [or 24 hours 
before any CEB can convene, unless the inmate 
chooses to waive this specific right. If 
this right is waived, the inmate will sign 
the appropriate area of the disciplinary 
hearing sheet. 
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------------

<J Tilt! <..:apldlll will "nSUI" thaI a hearing IS 
conducled Within 120 hours of the violation 
or upon completion of the Investigation of 
the VIolatIon 

H. The Chalrmdn of 
WII I ensure that 
me t : 

the Conduct Evaluation Board 
the following provisions are 

I. The Inmate has the right to be present at 
the hearing, unless he/she waives that 
right in wrItIng or through their 
behavior. 

2. The Inmate may be excluded durIng the 
testimony of another Inmate whose testi
mony must be gIven In confidence. 

3. The reasons for the inmate's absence or 
exclusion wi I I be documented on the dis
cipli-nary hearing sheet by the Chairman 
of the Conduct Evaluation Board. 

1. The Inmate may consult WIth a member of 
the JOint Participation Council prlol to 
the hearing. Staff assistance IS also 
available 

5. At the hearIng, If the Violation Involves 
possible criminal charges, the Inmate 
wIll be adVised of his/her legal rights 
(MIRANDA WARNINGS). 

6. The misconduct report wIll be read and 
the Inmate will plead to the charge(s). 

7. Si lence will 
not gUilty. 

be considered an a plea of 

8. The inmate '11111 be given an opportuntty 
to make a statement. 

9. The Inmate may present documentary eVI
dence and call any person to the hearing 
who has relevant, but not redundant, in
for ma t Ion. 
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10 The Cha I rman of the Board Will not a I low 
a witness to be ca I led I { It severely 
Jeopardizes the I I f e or safety of persons 
or the ,ecur Ity and order of the 
facility. Such reasons for denial Will 
be staled In writing on the disciplinary 
hearing sheet by the Cha I rman. 

11. The accused Inmate will be 
opportunity to make any final 
He/she will then be excused 
room. 

given an 
comments. 
from the 

12. The Joint Participation Council member 
wi I I then be given an opportunity to make 
a statement and then be excused from the 
room. 

13. The Board inll deliberate In private and 
determine the guil t or Innocence of the 
Inmate based solely on the eVidence and 
testimony presented at the hearing. 

14. If the Board finds the Inmate gUilty of 
the Violation, punishment appropriate for 
the Violation Will be Imposed. 

I 5. 1ft he Boa r d fin d 5 the I nma ten 0 t g U I I t Y , 
the case WII I be dismissed. 

16. If a not gUilty verdict IS reached, no 
permanent record of the misconduct Will 
be placed In his/her master record. 

17. The Challman of the Board will recal the 
inmate and JPC representative and 
announce the deciSion of the Board to the 
inmate. 

18. A W r itt e n r e cor d W I I I bema de 0 f the 
hearing and the inmate WI I I receive a 
copy after It has been approved by the 
Director. 

19. Before leaVing the hearing, the inmate 
wi I I be Informed of his/her right to 
appeal the deciSion of the Board. The 
inmate will have two (2) days to file an 
appeal wllh the Direct'Jf. 
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I. When writing his/her 
the Inmate must meet 
lin e s : 

appeal to the Director, 
the following guide-

The appeal must be In wrlling and 
speci fic statements as to why It 
that the decision was incorrect 
punishment inappropriate. 

contain 
I S f e I t 

or 1 he 

2. After reviewing the case, the Director 
may: (a) order a re-hearing; (b) reverse 
the deCision; (c) reduce the punishment 
imposed; or (d) affirm the deCision of 
the Board. 

3. The appeal decIsion Will be 
within five (5) working days. 

rendered 

If the slaff member(s) Initiating the misconduct 
report desires to be Informed of the disposition of the 
misconduct, he/she should request thiS information from 
the Caplaln. 

The Shift Supervisor will review all misconduct 
reports to make certain they are filled out properly. 
Violations Will be listed on lhe misconduct report 
correctly. If the misconduct report IS not filled out 
cor rectly, It Will be returned to the staff member 
initiating the report so that correctIons can be made. 

3. CRIMINAL PROSECUTION 

When a possible criminal act IS committed by an 
Inmate, referral for pOSSible criminal prosecution wII I 
be made to the Bucks County District Attorney's Office. 
The Captain or hiS deSIgnee WIll function as the 
liaison person With the District Attorney's Office in 
these matters. 

Procedures for handling pOSSIble criminal acts are 
as follows: 

A. When reports are completed, they will be for
warded by the Shift Commander to the Captain. 
If the inCident occurs during the evening 
shIft and the Shift Commander has a question 
on how to proceed, the Staff Duty Officer 
WI I I be cal led for further instructions. 

B. AI I pOSSible eVidence WIll be placed In eVI
dence bags and Signed for by ANY staff member 
handling It. 
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C. Where an alleged assault occurs and I twas 
not observed by staff, the complaining inmate 
must be afforded the opportunity to prefer 
charges I ( he/she wishes to do 50. 

D. Medical treatment wi 11 be afforded to the 
complaining inmate. All medical decisions 
wi II be made by the nurse or doctor on duty. 

E. Color photographs will be taken of any marks, 
bruises, etc. if the Shift Commander deems it 
netcessary. 

f. Where room damage occurs, the room will be 
left as is, the Inmate Will be reassigned to 
a different room, and the room that he/she 
was removed from will be locked until all 
investigations are completed. The same pro
cedure would apply when a crime is commited 
in a room. This is done to preserve the 
crime scene and to ensure al I evidence is not 
tampered WI tho 

4. MISCONDUCTS 

Institutional misconducts are separated into Class 
and Class 2 misconducts. Class I misconducts are 

more seriOUS violations which generally endanger life, 
health, security and/or property. Class I misconducts 
are automatically rowarded for the formal disciplinary 
process. 

The following acts constitute violations of the 
Bucks County Correctional facility Code of Conduct: 

CLASS 1 MISCONDUCTS 

1. HOMICIDE - The ki I lIng of a person by another. 
2. ARSON - Purposely setting a fire. 
3. ASSAULT - When one physically attacks or strikes 

another or takes an action to propel any 
object or substance at another. 

4. SEXUAL MISCONDUCT - All unlaw(ul sexual inter-
course, unlawful sexual contact, and other 
unlawful behaVior inlended to result In 
sexual gratification or profit from sexual 
activity. 

S. BRIBERY - When one offers, confers, or agrees to 
confer on any benefit in return for the 
recipient's decision, opinion, recommenda
tion. vote or action. 
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6. 

---------------------------------------

CONTRABAND - When one makes, transfers or has In 
his/her possessIon: 

A A deadly weapon or dangerous Instrument; 
B. Any Instrument or deVice for use In making, 

attempting or aiding an escape; 
C. Currency exceeding ten dollars (SIO.OO); or 
D. Any item not authorized In the Institution. 

7. POSSESSION Of DRUGS, INTOXICATING SUBSTANCES OR 
PARAPHERNALIA - When one has in hIs/her possession 

any drug or intoxicating SUbstance or poss
essIon of paraphernal IS necessary to admlnis
tersuch substances shall constItute a viola
t Ion. 

8. ESCAPE - When one leaves a correctional instItu-
tIon without authorization, or leave the 
custody of any staff member wIthout authoriz
ation. 

9. ATTEMPTED ESCAPE - ClImbIng any part of any fence 
or wall, either inside or outside of the 
facility. (Any inmate attempting to climb 
any fence or wa II in any area, for any 
reason, at any time, has been warned In tillS 
paragraph that such behavior wJII result in 
beIng charged with attempted escape.) 

10. fIGHTING EngagIng In physical combat or in 
Violent behaVior toward another person(s). 

11 INTOXICATION - When one 15 under the Influence of 
alcohol or any Intoxicating substance, or 
when the presence of these SUbstances In the 
body is established through laboratory analy
SIS or other detecting deVices. 

12. RIOT - The comIng together of two or more persons 
who engage in Violent and dIsruptive conduct. 
thereby causing or creating a serious immI
nent risk of causing injury to persons or 
property. 

13. THREATS - One comnllts threats when: 
A. He/she conveys the intent to commit any crime 

or inflict present or future harm or injury 
on another person or his property or family; 
or 

B. Compels another to engage or not engage In an 
act by means of inst ill ing a fear that. if 
the demand is not complied with. the person 
will inflict present or future harm on injury 
on another person or his property or hIS 
f ami I y. 

14. INTERfERING WITH A STAff MEMBER - When one inter-
feres with. 
is engaged 
duties. 

or obstructs any staff member who 
in the performance of his/her 
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15 MISUSE AND/OR DESTRUCTION Of COUNTY PROPERTY 
When one purposely damages. tampers with. 
alters. defaces or mutilates any dilicle of 
COIJllty prolJ",r ty 

lG. KIDNAPPING - Taking ho~tage or holding any lJer50n 
against hi&/her wII I 

17. INTERfERING WITH THE COUNT - When one interfers or 
obstructs any staff member during the count 
procedures and/or interferes by not standing 
fast dur Ing count procedures. 

18. EXTORTION, BLACKMAIL & PROTECTIONS - Demending or 
receiving money or anything of value in 
return for protection against others. to 
aVOid bodily harm. or under threat of inform
Ing. 

19. ABUSIVE LANGUAGE TO STAff - When one uses abUSive 
or obscene Ian'Juage to mistreat. insult. or 
cause annoyance or threat to any staff 
membe r . 

20. WEARING A DISGUISE OR MASK When one alters 
his/her appearance andlor voice 50 di fferent
ly as to be unrecognizable. 

21. THEfT - When one takes. obtains. or withholds 
property of another without the owner's 
consent. 

22. ADULTeRATION Of ANY fOOD OR DRINK - When one 
alters or makes Inferior or Impure by adding 
a harmful or III£erlor SUbstance 

23. MISUSE Of AUTHORIZED MEDICATION When one 
attempts to palm andlor store medication. 

24. DISOBEYING A DIRECT ORDER - When one falls to 
c omp I y wit had ire c tor de r g i v e n by a s t a f f 
member 

25. UNAUTHORIZED ASSEMBLY - Inmates may not congregate 
In. or hold any group meeting without proper 
approval of the Director. Inmates may not 
form organizations without approval of the 
Director. 

26. CIRCULATION OR POSSESSION Of PETITIONS - Posses
sion or circulation of petitions are prohib
Ited Within the institution unless prior 
approval IS given by the Director. 

27. INSOLENCE - When one is boldly disrespectful and 
impudent. 

28. CREATING A DISTURBANCE When one creates a 
hazardous or offensive condition by an act 
which IS not authorized and/or interferes 
wi th others whi Ie in an area where a large 
number of Inmates are assembled. 

29. GAMBLING AND POSSESSION Of PARAPHERNALIA - When 
one epgages in or organizes wagers or games 
for personal gain. money or anything of 
value. Possession of the paraphernalia 
necessary to admlnl ster such games. 
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30. rILING Of GIVING fALSE INfORMATION - When one 
ma k e 5 f a I 5 e w r Itt 'HI llf 0 r a 1st a t erne n I s loa 
slaff member which he knows not 10 be lrue. 

31. TAMPERING WITH LOCKING OR SAFETY DEVICES - When 
one damages, lampers with, manlpulales or 
al ters Institutional locking or saCety 
devices. 

32. REfUSAL TO PROVIDE URINE SAMPLE OR SOBERMETER
When one refuses to provide a urine sample or 
take a Sobermeter test. 

33. COUNTERfEITING/fORGERY - The unauthorized repro
duction of any document or article of Identi
frcation and/or money s~curity or official 
paper. 

34. REPEATED CLASS 2 MISCONDUCTS 
35. Altemptlny to commit any of the above o££enses; 

aiding another person to commit any of the 
above offenses; and making plans to commit 
any of the above offenses will be considered 
the same as a commission of the offense 
dsalf. 

CLASS Z MISCONDUCTS 

I. CREATING A DISTURBANCE Wh~n on~ cr~ale5 a 
Ilalilrduu, (JI offensive culldltlon by an act 
which IS ltot duthorlzed and/or Interferes 
With the orderly running of lhls Institution. 

2 SELf-MUTILATION/TATTOOING - When Olte attempts to 
Infllcl physical harm or bodily injury to 
himself, and/oJ attempts to tatloo themselves 
() r anv t he r . 

3 CONTRABAND - When one makes or transfers or has In 
his/her possession unautholrzed i terns and/or 
currency up 10 the amount of Ten dollars 
( $ 10.00) . 

4. UNAUTHORIZED USE Of TELEPHONE - When one uses the 
Instllutional telephones Without authoriza
tion for any reason. 

5. LOANING ANY PROPERTY FOR PROfiT - When one loans 

6. 

property or anything of value for profit or 
Increased return. ThiS Includes all canteen 
I I /:: rn S • 

OUT Of PLACE IN THE INSTITUTION - When one IS in 
an unauthorized area. 

7. LYING TO A STAff MEMBER - When on~ prOVides a 
false statemenl to a staff member. 

B. TAKING UNAUTHORIZED fOOD fROM DINING ROOM, 
KITCHEN, OR OffICERS DINING ROOM - Is not permitt

ed. 
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9. FAILURE TO REPORT TO WORK OR UNEXCUSED ABSENCE 
FROM WORK (SENTENCED INMATES ONLY) - When one 

fails to report to work and/or is absence 
from an assigned locatIon without prior 
permission. 

10. SMOKING WHERE PROHIBITED - When one smokes In an 
unauthorized area. 

11. INSULTING LANGUAGE - When one uses abusive or 
obscene language or makes an obscene gesture 
to cause annoyance or threat. 

12. MALINGERING - When one fails to carry out instruc
tion orders of assignment, including work 
aSSignments, in a reasonably expeditious 
manner. 

13. SANITARY VIOLATIONS - When one urInates, defecates 
or spi ts in .other than the faci 1 i ties provid
ed; refuses to shower regularly; or commits 
other acts hazardous to the heal th of the 
staff and inmates. 

14. LITTERING - When one discards objects that are not 
disposed of in a proper trash container 
and/or cIgarette butts, ashes, and matches 
not disposed of in ash trays or other deSig
nated contaIners. 

15. BODY PUNCHING/HORSEPLAY - Is not permItted any
where. 

16. POSSESSION OF EXCESS ISSUE - When one has In theIr 
possession or room Items that exceed the 
Inl tlal issue upon admiSSIon. 

17. POSTING ITEMS TO WALLS, LIGHTS OR FIXTURES - When 
one fixes or posts items to any of the above 
areas. 

18. UNAUTHORIZED USE OF MAIL - When one uses the U.S. 
mail to exchange contraband or to communicate 
a threat or inappropriate remark to another. 

19. VIOLATION OF MODULE RULES - See Inmate Handbook 
rules and regulations. 

20. VIOLATION OF INMATE HANDBOOK RULES - See Inmate 
Handbook rules and regulations. 

21. VIOLATION OF VISITING RULES - See Visiting Rules. 
22. 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 wi I I be considered 
the same as a commission of the offense 
i t 8 elf. 
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3. MODULE REGULATIONS 

a, All vents In rooms, hallways, sally[>olt, and 
modules must remain uncovered In order to ensure 
proper air circulation throughout the facility 

b. Doors, walls, windows and furniture will be free 
of tacks, nalls, signs, posters, pictures, and 
other Items taped or stuck on the walls, ceilings, 
etc. 

c. Writing on or defacing walls, doors, furniture, 
and other property IS not permitted. 

d. Tarupeflng with, blocking, or 
andlor fire control systems 
permitted. 

locking life support 
or devices is not 

e. You must be fully and properly clothed when out-
side of your room. ThiS WI I I Include shirt, pants 
and tied sneakers. Gym shorts andlor sweatpants 
are to be worn only to and (rom recreation. 
Shower shoes cannot be worn outSide of the modUle. 

f. You Will be aSSigned to a speCifiC loom by the 
classification section YOU WILl. ONLY ENTER YOUR 
OWN ROOM, You may VISit other' Inmales III the 
dayroom. Any request for a change In room assign-
ment will be made to the counselor. Change In 
module aSSignment IS allowed only by conSideration 
of the full Classification Comrnlttee, UNDER NO 
CIRCUMSTANCES OR fOR ANY REASON MAY YOU ENTER THE 
ROOM Of ANOTHER INMATE WITHOUT THE APPROVAL Of A 
STAff MEMBER. 

g. You must use the shower area on the floor In which 
you live. If you live on the flTst floor, you 
should only be on the second floor to see your 
module counselor. 

h. Only food Items purchased In the Commissary Will 
be permitted in rooms. 

i. Nude pictures, or pictures depicting sexual acts 
will not be publicly displayed 

J. All property In rooms that are not on hooks or the 
desk prOVided wil I be placed in your aSSigned 
footlocker Prope,ty not In prOVided storage 
areas wi I I be subJe~' to confiscation 
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k. 

I. 

Smokers WIll use provIded contaIners only 
ed smoking materIals wIll noL be pldced on 
LUle or dropped onto dny floors 

NothIng 15 to be 
from the second 

thrown down ontu 
f 100 r . 

the fIr 5 I 

Llght
fur n I -

f 100 r 

m. All beds are 10 be made and lhe rooms stralghlened 
up. swept and mopped before module activilles 
begIn. Inmates working In other parIs of the 
faci lity must make up their beds and straighten up 
their rooms before they leave the module. 

n. Disciplinary andlor cIvil aclion may be brought 
against you for damages to your room. furniture. 
recreation equipment. the module. or other areas 
of the facility. 

o. Laundry exchange for sheets. towels, pillow cases, 
and clothing wi 11 be accomplIshed per the laundry 
schedule and WIll be a ONE fOR ONE EXCHANGE as per 
inilial issue. 

p. The volume andlor channel of the lwo teleVISIons 

q. 

located In the O.lyroom WIll be changed only WIth 
the approval of the module offIcer. I I an unre-
solvable dIspute should arise over whIch proglam 
or channel WIll be watched. the TIJodule officer 
1'1111 turn the teleVISion off. 

Checkers. 
dayroom 
offIcer. 

cards, 
and can 

game s. e I c . 
be checked 

Will 
oul 

be kept In each 
from I h e mo d u 1 e 

r. Al all times the dayroom Will be kept In a sanl
lary and orderly fashion a~ dllect~d by the module 
officer. failure to do 50 Oldy result In temporary 
IOS5 of dayroom priVileges. 

s . You cannot leave your module unless you have a 
pass issued by the module offIcer. in mass move-
ment to a specific activity. 01 are going to an 
assigned job. 

t. A five (5) minute grace period Will be given lor 
t r a vel i n 9 time toy 0 u r des tin a t ion. and f i ve (5) 

minutes returning 10 your aSSigned module. 

u. Each room IS provided wllh a bed, Sink. tOilet. 
light. desk. and chair. Any problems With lhese 
rtems should be reported to the module of I Ice I 
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RESTITUTION WILL BE REQUIRED If YOU ARE fOUND 
GUILTY Of DESTROYING COUNTY PROPERTY IN ANY WAY 
RESTITUTION WILL BE DEDUCTED fROM YOUR ACCOUNT 
If YOU HAVE NO MONEY, YOUR NAME AND THE AMOUNT 

OWED WI LL BE ENTERED IN THE COUNTY COMPUTEr, fOR 
SUBTRACTION fROM ANY FUTURE ACCOUNTS. 

RESTRICTED HOUSING UNIT REGULATIONS 

Institutional misbehavior may result In you being 
placed in the RHU (Restricted HOUSing Unil). Females 
who are placed In the detention rooms because of mis-
conduct will follow the same rUles as those In the 
Restricted HOUSing Unit. If you are aSSigned to thiS 
unit. the following regulations will prevail: 

a. You will not be permitted to· take your television 
or radio and your personal property will be lim-
i ted to: 

rei i g IOU S rna t e r I a I s 
leg a I ma t e ria I s 
stationery for correspondence 

b. Commissary purchases will be limited to health and 
comfort Items and cigarettes. Health and comfort 
Items Will Include shampoo, comb, deudorant, soap, 
toothbrush, toothpaste, 5weat5hllt alld showel 
shoes. Only one of these Item~ Will be p"rmlltf:<d 
to be purchased at any given time. Cigarettes 
will be limited to one (I) carton per commissary 
purchase. 

c. You will not be permitted to partiCipate III drug 
and a leo hoi co u n s e I I n g s e 5 s Ion s. Co mm un il y S e r v Ice 
programs. religious actiVities. and education 
programs. 

d. Your vIsiting wi I I be restr Icted to one-half (lIZ) 
hour during the week In the secure vIsiting area. 

e. Your recreation Will be limited to on" (I) hour In 
the RHU yard;£lve (5) days per week 

f. You Will be limited to three (3) showers weel"y. 

g. 

h. 

Your library priVileges Will 
requesting specifiC law library 

you are moved through 

be restricted to 
I t ems 

Any time 
you w I I I be escorted In handcuffs 

the Institution, 
by an officer 
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4. INMATE MOVEMENT 

Inmate movement wlll be governed by the followlng 
provlslons in older to maXlmlze programmlng capabllity 
without compromislng security: 

a. No loitering durlng any movement 
b. Proceed directly to destination. 
c. A five (5) minute grace period wi I I be glven 

in order to reach an assigned destination and 
return from an assigned destlnation. 

d. Passes must be issued to all inmates leaving 
their houslng unlt. except those going to 
work. escorted. or on mllss movement. 

Inmates are subject 
unauthorized movement in 

to disciplinary action for any 
the institution. 

Inmates are subject to search at any time. 

Pat searches of male inmates by female staff 
members is permitted by Pennsylvanla State law. Refus
lng to be pat searched will result in disciplinary 
actlon. 

5. EMERGENCY EVACUATIONS 

During times of emergency. lnmates are to follow 
the instructions of thelr module offlcer. work assign
ment supervisor. or other staff member. Primary and 
secondary evacuations routes are posted on the bulletIn 
boards in each module. STUDY THEM CAREFULLY. 

Fire drills are to be treated as If an actual 
exists. All module units and work areas will 
posted evacuation procedures to follow in case 
emergency. 

fir e 
have 

of an 

Failure to follow evacuation procedures and orders 
as given by the staff will result In diSCIplinary 
action andlor crimlnal prosecution. 
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6. SEARCHES 

Any Innltlte In this faclilty may be Pllt seBlched or 
strip searched at any time by any staff memb~1 fre
quent. unannounced searches of Inmates. Inmates' living 
quarters. and other areas of the faci illy are conducted 
as often as necessary 10 ensure lhe safely and security 
of the facility. Searches are conducled 10 detect and 
prevent the introduction of conlraband. to recover 
missing or stolen properly. and to prevent escapes and 
other disturbances. Searches will be conducted in a 
manner which will avoid unnecessary force. embarrass
ment. or indignity to the inmate. 

The United States Supreme Court has clearly slated 
in recent deciSions that cel I searches may be conducted 
without the presence of the inmate. These searches 
wi 11 be properly conducled wIlh respect to your proper
tyand will be carried out on a random basis 10 help 
ensure Institutional safety and securl ty. 

7. fOOD SERVICES 

There are three (3) meals served dolly III tt.., 
dining room. All Inmates Will eat In the dlflllll/ rOOIll 
ex c e p t tho s e i nma t e sin a dm I n 1St rat i ve 0 r dis C i P I I fl a r y 
confinement. or those ordered by a member of the medi
cal slaff. or on disciplinary restriction. 

Each meal will be announced by the module officer. 
Schedules are posted In your module. All Inmates musl 
be ready to go to the dining room when the doors are 
opened. 

I I I - I 7 



The followIng rules must be followed when In the 
inmate dinIng room: 

a. 
b. 

SmoKIng IS not permitted In the dInIng 
Eating utensIls wIll not leave the 
room. 

room. 
dInIng 

c. Food will not be taken from the dIning room. 
d. After completing the meal, you must return 

your tray, spoon, cup, and bowl to the return 
window. 

e. Proper dress is required. 
£. Remain in an orderly line. No loud noise is 

permitted. 
g. While going through the serving line, do not 

reach into the food containers. Food wi II be 
served to you. 

h. Take only what you can eat and eat everything 
you take. 

Inmates will go to the dIning room by module and 
return In the same manner. Inmates wi II remain WI th 
their groups at all tImes whIle in the dining room. 
SufficIent lIme is allowed for Inmates lo finIsh their 
meals. If you do not wIsh to eat, do not come to lhe 
dining room. This is not a socIal event or recreatIon 
period. 

VIolatIon of any dInIng 
disciplInary action. 
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IV INMATE WORK PROGRAMS 

I . I NMA T E JOB SIS K ILL S 

There are a limited number of jobs available for 
inmates. Upon your arrival, you WII I be interviewed by 
a classification counselor who wi II aSK you questions 
concerning your pasl job experience. A worK referral 
slip will be inilialed for any inmale who desires to 
worK. 

The Depuly Warden in charge of lhe area In which 
you wish 10 hlive a job will make lhe decision on wheth
er you will get lhe job. 

YOU CAN REQUEST A JOB through your counselor or 
put a request in to one of the Deputy Wardens In the 
Staff Box located at lhe entrance to lhe Inmale Dining 
Room. 

AVAILABLE JOBS 

Write lhe Deputy Warden for Treatment If you wish 
to obttlln a job In the following areas: 

Community Services 
Library 
Inmate Monitor 

Wrlle the Deputy Warden for Operat ions If you WI sh 
to obtain a job In the following areas: 

Kitchen 
Module 
Cleaning Crew 
Maintenance (including carpenter shop, electrical 

shop, plumber's helper) 
Warehouse 
Laundry 

Wr i te lhe Deputy Warden for Securl ty 
to obtain a job In the following area: 

If you wish 

OutsIde Work Detal I 
security). 

(mus t be classified minimum 

Commissary 
Alhletic Equipment 
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2. KITCHEN WORKERS 

that 
Many of the Inmate Jobs 

of kl tchen workers. 
housed In one module. There 

In the Instl lul Ion wi I I be 
Kilchen workers will be 

will be two (Z). eight 
The module officer will 

to work in the kllchen. 
and properly attired In 

hour (6) shifts each day. 
ensure that before you leave 
you are neatly groomed. clean. 
clean kitchen whites. 

When working in the kitchen area you wi I I obey all 
the rules pertaining to working in the kitchen as 
determined by the kitchen officer. 

Smoking IS prohibited In all Utchenlfood prepara
tion. food storage. dietary office. and rest room 
areas. 

KITCHEN WORKER REGULATIONS 

I. Wear a clean. white uniform at all times. 
Z. Shave and bathe daily. 
3. Fingernails must be clean and cut shorl. 
4. Hair must be neatly trimmed. Beards are not 

recommended. 
5. Wash hands thoroughly WI th soap and hot watel 

after each trip to lhe rest room. 
6. No smoking while serving food. 
7. Hats or hairnets and gloves musl be worn 

while preparing and serving food. 
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